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May 2016

Dear -UPTERMp!l oy er :

Congratul atons on yWR,r omea tafi ptabh e nc dwnntSITYEPsS pr emi er e

You've joined the prestgious ranks of over 400 supe
remar kabl e young interns this year

You've got some excitng weeks ahead of you! These vy
we' ve ever raised in Minneapolis. They speak over 1
the future of our workforce and our prosperity. Bef
gani zatons and nonprofts!

You have the tremendous honor of shaping the | ives

opening new career doors and helping them navigate

build vital 21st century professional skills and ga
tonal and professional goals. And through your own

that will stay with them for a |ifetme.

Thi s-UBTPBPPscover Employer Handbook is designed to gu
t melines and FAQs, tps on orientng and supportng Vyo
mat on and i mportant dWwR usneanft si.,.s Cuer egrtecath eSITpEPy ou e vV €

Our heartelt thanks for your strong commitment to o

truly honored to behwogi ngawbmé&rs in this |ife
Mayor R. T. Ry bak Ri chard Davi s
Executve Director, GeneChaionmnm&extPresi dent & CEO of

STHEMP -Chai r STRHMP -Chai r
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This manual was originally developed by
l ndustry Counci |l
Thank you to the Mentoring Partnership o
ment orship dimension of this training.
Special thanks to the Minneapolis Regi on

devel opi nRWgP tWoer kS TREePa di ne s s
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Program I nformaton
Wor k Readiness Training
Mi nneapolis Youth

Adol escent Devel opment

{ SOe2y ¢ Y{ qzZLISNIDA 22N w2t S

Supportng Your I ntern
Developing Intern Skills & St
Building Context for Your 1| nt

Tips for Good Supervision

Devel oping Good Work Habits
| mproving Poor Work Habits
Ef ectve Discipline

Sharing Your Experience

{ SOa2y ¢ KNBSYIZLJSINGAA & 2 NA
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0o N o O

9

nédngt hs

dr2n
13
15
16
17
18

19
20

Rilcat on

Creatng ®RikcbdaWoirkgEnvironment 22
I LIJSY RAE

Cel | Phones, Textng & Email 23
Il ntern Performance Evaluaton 24
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Overview of Minimum Wage Laws 27
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¢ Richard Davi s, Ch
T Local | eader s in

wor kf orce.
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1 STBRHPR Discover connects non proft and public s
and diverse worker s, prowndesperi eoaé job vyo
builds a stronger Twin Chaesesd woplr «lb @alr cecdmo mp.u
1 ST®RMHP Discover focuses on 14 and 15 year ol d vy
them for the clhPalAcehnigeev eofi nat eSTnEsPhi p af er t hey
f With our partner, AchieveMpls we have provide:
|l 26 A0 22NJ A
1 Employers identfy potental summer work opport
1 STBRHP recruits and trains youth to prepare the
T The Minnesota Workforce Centers meet individu
tons based on their interests, | ocaton and sk
1 STHRHPP provides ongoing support to youth and su
2 K2 SySuia
,2dzNJ . dzaAy Saa
1 STBRHPR Discover interns are diverse, motvated a
pl ace. For most interns, this is their frst
[ 201t | 2dzi K
T A meaningful summer job provides new skills a
and career goals. 97% of partcipants say thei
keep in touch with their supervisors througho
hdzNJ / 2YYdzy A (e
1 Empl oying Minneapolis youth is an investment

s -URWadCounBeTClaRigb &b, STEP
airman, Pr-8gRPi-BEeunnhdeanChhaigarOCo U
organi zatons who are dedicat
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sessions blend | ecture, class discussion, writng
ing ends with a mock interview for those interns
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T Many i nt
1 Some i nt
T Your int

applicat

rs from | ocal busi nesses conduct mo ¢ k
receive feedback on strengths and ar

Y ~

OELISOG FTNRY &2dzNJ LydSNYy

Readiness Training covers fundament al

in their summer |jobs. Here i s a summa
expect your intern to take directon,

erns wi | | n e e-de snpeenctioarlilnyg iann dt heex pflrasnta tc
erns wil |l be familiar with Microsof W
ern wil|l |l i kely require additonal tra
ons
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The Minneapol-UBR gomé hf i amSad Eari ety of ethnic,

grounds. Each summer, superv-UBorsteepsrtonhbhatbu:
richness of the internship experience.

Mpco - {tc Ry ISNYya 62N]J SR Ay GKS adzyYSNJ 27

race
african and african-american
23% 62%
asian-american 12% 41 % 90% 91 %
- 1 1 % students with students from students with free students of
disabilities Immigrant or reduced lunch color

4% familles
caucasian

3%

age
34%
native american

0
2% 57%femaleﬁ\ w43ﬁ)male
hispanic .
14-15 16-18 19-21
yearsold  yearsold  yearsold
Interns were able to select multple racial identtes.
This chart represents the percentage of interns identfying with each race.

2015's STEP-UP
interns speak

38 unique
languages and
were born in
over 40 different
countries.

*Countries marked orange
indicate intern’s birth
country

30% of STEP-UP
interns speak fluently
in a language other
than English.

‘The diversity of Minneapolis repiresent
wor kforce. By embracing this e popul at
,adaptng to this important sh he future

STHP Supervi sdragandbook
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Just as every adult has her or his wunique atrib
things we know about teenagers in general. Her e
{20A1 ¢
1 Beginning to see that they have a |l ot to contri6k
T Understand that adults don’t always have the riocg
T Make commitment s; commit to follow through with
sibilites.
1 Desire respect; want adult | eadership roles
T Are apt to reject goals set by others.
9Y202YV I f
1T Relatng to others more as confdent i ndi vidual s,
1 Begin to accept and enjoy their own uniqueness,
19 Develop their own set of values and beliefs, but
1 Search for career possibilites and place in the
LyadSttSoOuidz f
1 Begin to master abstract thinking.
f They no |l onger want to be told how things are, r
on what they see, feel , and experience.
f Can i magine impact of present behavior on future
T Enjoy demonstratng acquired knowl edge
7 Wi | | |l ose patence with meaningless actvity
t KEaaAOolf
f Going through a | ot of growth and change, incl uc
f The brain pathways that wil!/l help them do things
regul ate their emotons and reactons, and plan aft
i Concerned about body i mage.
2Kl G 5284 ¢KA&a aSly FT2NJ a$S Fa | { dzL
Partly it’s just good to have a sense of where your
more about how your relatonship is developing.
1.Young people want to be I|listened to...and they ¢
2.Young people want to be supported when they make
3.Young people want to | earn about themselves and
4. Young people want to be challenged, to be taught
5.Young people want to be valued.
6.Young people want to give something to their cor

STHP Supervi sdcra@ddandbook
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ST2NBE GKS CANBG 5Fe 2F 22N]

M® / NBFGS F 22N] tftry FyR {GNIXGS3e F2N { dzZLJLJ2 NI
A work plan provides clear expectatons and wor |}
T Review the Job Descripton Form and the key
1 Identfy the specifc tmetable when the respo

9 Determine what needs to be accomplished and
H® 9alilofAaK tNRFSaaAzylf 5S8S@St2LIYSyYyd hLILRNIdzyAoe
We encourage supervisors to identfy a project t
This type of opportunity for refecton adds val
performance. For example, ask the i exeenitocer ¢
be shared at a staf meetng at the end of the i1
od LRSyosaFeé | aSyidz2N
Decide if you will serve as the intern’s mentol
fulfll this role.
¢KS CANRG 2SS1 2F 22N]
This may be your intern’s frst work experience, so0 |
tatons. Things that might seem obvious to you may n
tal issues in the future.

2 2NJ] LX | OS 9y BANRBYYSY
T Give a tour of your wor

kp ce and introduce t
9 Discuss appropriate workp
h

a
ace atre

sn——
—
3
™

1 I'f the intern will punc card or compl et
/| 2YYdzyAOlF a2y 3 ¢SOKy2f23¢8&

1 Explain your workplace policy on cell phone wu

T Explain internet usage policy (amdganfacelkcok
22N)] . NBI1a

T Explain meal and break |l ogistcs, including ho

T I'f the intern requires a space to pray, work

ﬂ I f food items are provided or shared at the w
1l 0aSy0Sa g ¢AYStAySaa

ﬂ Let your intern know who to contact in case t

] Explaln your workplace policy regarding being

t N RdzOa @A (i &

T Meet to discuss work plan
f Outline dutes, responsibilites and goals for
¢ KNRPdzZaAK2dzii GKS { dzYYSNJ
wS3dzZ  NJ CSSRolF O] C2adSNB | {iNRy3a /2yySOeszy

1T Set up a regular meetng to discuss progress,

1 Compl et-ientae mn sth n p a o &R KISATtE€Pr n Per f or mance Eval
your feedback with your intern. This wil!/ be
you and your intern have established.

I ot AT S -:GtKS {{'L'itIQCl
1T Keep in contact WwWR hwoyrokurs iatses i ngonreidt cSIT EPSi t e m
tance as needed and are a great resour ce.

STHP Supervi sdcra®ddandbook



{ dZLISNIDA @2 N w2t SY 5S@St 2 LA

STHEMP youth are talented and motvated, -UPui ntleemnest
are designed to be a springboard to future profe
i ntern’s chances at career success by focusing o

MHA Labs, a -pRrthes oévS&ST&pPed a “Wan:memgofatl Vos K
drive employer satsfacton. Through years of dat
strong correlaton between these 12 core work ski
hirabl e.

MH | Lw! . L]L¢e, {YL[I]({

Professional Attitude Time Management
Brings energy and enthusiasm to the workplace Manages time and does not procrastinate
£ Takes responsibility for his or her actions and does Gets work done on time

not blame others @ Arrives on time and is rarely absent without cause
Stays calm, clearheaded and unflappable under stress

Graciously accepts criticism

Problem Solving

Unpacks problems into manageable parts
Generates multiple potential solutions to problems

Identifies new and more effective ways to solve problems

tfARlFoa2y TK&200Ftpeldton bet
This means youth who rate hi

Souradé: [ 04 GC¢KS | ANFOAfAGES

dicted and actual va&doue7 %)f. empl
12 will end up nearly always r1 e«
2

AYYAy3a i 2 2N] o¢

| 26 {K2dZ R L !oafAl S ¢KS&S {1Aff LGSYA @Al
Supervisors should provide clear expectatons and

wor ksite. You can ud$eaet come hs khigl lanndt éd epddaicke r
These 12 skills are-lalt®o nisrhti g raatde &€ nidntod time eMind
pl ate provwR.ed Tohye sSeT EcPonver satons provide an opp
mance on the entre set of skills and to communic
CdzNYAYy 3 [/ 2YYdzyAOl a2y [/ KFEIEtSyaSa Ayd2 DNRS
Di scussing clear professional communicaton i s on
hone their professional skills. The sofUBRBKkiid-l s (
terns gain through their summer jobs ofen repres
Whil e UBTIERPt erns are excited and motvated to exce
internship, you wil/| most | i kely have to ofer so

opportunites to coach toward appropriate profess

STHP Supervi sdradandbook
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126 /Ly L .dAfR aé LYGSNyQa {(1Affack

The 12 Hirability Skills are an i mportant tool t
mance. However, there are additonal skills that
as wel | . As a supervisor, your intern wil/| | ook
self as their ofcial mentor, you can play an i mp
in this crucial period of devel opment .

Here are some ways you can help your intern buil

M@ St L) @82dz2NJ AYGSNY aSaé 32rta olasSR 2y o6KIGO GKSe& |

During the frst week, meet with the intern to he
T Il mprove professional communicaton skills
1T Network and meet professionals in the indust
9 Complete a Job Shadow or I nformatonal Il nt er \
more about
1 Gain profciency in MS Excel or other specif
Create a plan with steps to accomplish the goal s
how they are adjustng to their new summer intern

H@ St L) GKSY (N O1 LINRINBaa 2y GKSANI I21fao

Once you have set goals and made a plan, maintai
gress. I f necessary, set new goals, or identfy n
gui de the intern in resolving any interpersonal
o | St L) GKSY SELX 2NB FdzidzNBE OF NBSNJ LI2aaAoAfAoaSa

1 Take tme to ask open ended questons and act)
their future.

Set up informatonal interviews with people \

Give them opportunites to shadow you and ot/
nao .S I {t!lwY OKFYLRAZ2Y
According to Dr. Peter Benson "A spark is someth
interest, a passion, or a gif.™" All young peopl
sparks. When adults help young people develop th
pursuing what gives their |lives meaning and purp
supporter.” As their supervisor, you have a c¢h
di scover what excites them, their spark, so that

the kind of future they wamttp. / (viwivo e eSIRARKSy/ & b a rSkes

STHP Supervi sdradidandbook


http://www.search-institute.org/sparks

dzA £t RAy3 [/ 2y 0SEG F2NJ

| 2y GSEG 2F 22N] 2AGKAY 2dzNJ / 2YL) y@

STHMP interns are most successful and gain the m
contexts of their work.

| 26 R2S&a Yeé ¢2NJ] FiSO0 GKS ¢2N)] 2F 20KSNA | yRk 2!
T Take your intern on a tour of another organi :
T Take your intern on a tour of another departr
dut es.
T Organize a lunch with members of a related de
connectons between departments.
T Dedicate tme to discuss the interconnectons
zaton to its primary business or mission.

9EI YLIX S& -'FINPXYY l{J¢c D& S NA

pes of outr
f possibl e,
f what ot he

We encourage you to consider other ty
context and interest in their work. I
organi zaton. Here are some examples o
Fuddy frst week orientaton

Basic computer skills workshop
Meetng with VP of Human Resources
Tour of company

STHMP intern picnic

= =4 —a -8 -

STHP Supervi sdrad®andbook
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{e9tt LXrea Fy AYLRNIFYd NRtS Ay @&2d2ikK RSGOSt2LIVSyio
I NBIf 2200 [ Fday3d AYLINBaaiAzya )/Ifi |-|2(1dz|“?éa I 0 2dzi ¢
KI-QJS KAIK SELISOGlIoa2ya TFT2NJ &2dzNJ & 2 dzi g2N] SNE> 0 dzi

1.¢SFOK FyR NBaLISOG LISNE2yHE| pyRnELNRHSaak2¢ghghi a2 dz
the role of a supervisor and that of a counsel ot
a. Super vi sy2dn gsahgoeu lidn per sonal counseling of vy
b. Supervi $dwy eé@d@wgtni ze and respect parental aut
c. Supervi sy2iénisthaotuel dcont act with interns (mino
rent al consent
d. Super vi sy2léo asnhomwolndey to interns
e. Supervisors should know how to makei d&ppnepreE
they should contact their supervisor, the Wo
Training staf
f Supervisors should recognize personal i mit a
2. {uNBaa GKS AYLERNIFYyOS 2F. 32M2Rpl §8¢RiE YOS hy R n dézy ¢
i mportant work for them to do and that it will t
ranged for them. Be sure the intern knows how t
unf oreseen circumstances that make it i mpossi bl e
3.Youth earn the federal mi ni mum wage or state mir
pected to work at a | evel commensurate with that
4. Jobs are more than just “work” in the traditonal
young person’s educaton. Try t o ¢sShodKAhy/oaw GiKtS marylL.
K2zySaideszr 02YYdzyAOloa2y YR NBfAFIOAfTAGE A& 2DSy Gf
5.Young people generally respond beter to Glaf&nt i
iKS oYS (2 ¥FdzZ f & SHBLSt Ishuyf el tihledyl uinzd elr kS adn2ddzit khde ¢
uni t Asking them to repeat or demonstrate the i
tons.

6. D22R adzLISNIA&2NA AybdzSyOS (KS dAfdzinkt 68 oIRB8RabBEF
youth will seek your advice. Exercise courtesy
7.Hel p the youth understand that supervision can
assistance maywyrd&kamdé Sf daaNBc e K § (KS @2dziK {y26a

Ay 3

GKSY 6A0GK RANBOs2Y FYR K2 (2 32 (2 6AGK | dZ
8.YSSL) al T®Beé awaway®f Child Labor | aws and good s
9b. S adzLJLl2 Nb OSY

a.trust youths’' abilites to get the job done
b.view mistakes as opportunites to | earn
c.ask the yauth for ide

10Show sincere interest in the success and well b e

l1l1Foster a sense of group membership within the w
12.,4S LI2aAa@S 0O2YYdzyAOl a2y adeftsSa GKIFGy

a.refect a high degree of group pride and | oya
b.refect positve attudes toward the job and fe
c.deal with-nohtalplrerbd eans

STHP Supervi sdrad¥andbook



2 KSYy IAGAYy3I FSSRolF O]l FYR NBAYF2NOSYSyGs 0SS K2ySado
L SFaSR 2NJ RA&ALIX SFaSR® LT ySOSaalNBs RAaAOdzaa gl ea
F2NXYIFYyOS Aa AYLRZNIFYy(G® WSYAYR GKS @e2dzikK GKF{G &2dz K
KSNJ 322R g2NJ] o
WSYSYOoSNI GKFEG G2 FSSt Y2e@dl GSR SyLX2eSSa ySSRY

1 NBO23ayAosa2y

9 NBaLSOt FTNRBY 20KSNEH

T NBalLlRyaArAoAfAde

9 aSyasS 2F LINARS IyR 002YLX AaKYSyi
To grow, employees need a chance to test their abil
youth has realistc challenges. They also want to f
eforts are notced and appreciated. Learning to hanct
tal task Responsibiliwbe&kefreast amdl py adooyt ént. @ Yolue shje ow
voice in maters afectng them and a chance to | earn
ment . They need the freedom to use their initatve

5SSt S3Aleoy3d wSalLRyairoAfAde
T Be sure youth understand they are doing a task

t on
9T Be sure youth understand and agree to complete
f give youth the resources, equipment and author |
1 allow the youth a reasedable awmweunsupér vimgeto
9 provide feedback upon completon, demonstratng
ment, encourage the youth to present solutons
| St LIFdzA& KAyGa G2 YIFI1S @&2dz2NJ 2206 | tAgES SIFaiaSNy
2 KSy EI)\@)})/EI A)A/é[jN:blzC)azAYéZ R2 y24 lFaadzyS (KIFId GKS &2dz
K22 ¢oKIUXZ SKSNBEZW BKSYZ gKe
gK8hould carry out the work and is responsible
gKlite supposed to be done and what is expected

s KSNBe task is to be completed
sKStyne task is to be completed

oKehe task needs -youbemagcabtmpl wsbaddto expl ain
to do it

1 K2phe task ne-ehdasve opatee dcoenewi t h t he-yyau tma ywhialve
to show them more than once |if the task is new

= =4 -4 —a A

STHP Supervi sdradidandbook
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The example you provide is the best method of
key steps the supervisor may take to ensure t
Provide guidance on work etquete.

¢Ff1 G2 @2dz2NJ AYGiSNY o62dzi 6Ké& A4 Aa AYLERZNII Y

T work their scheduled hours
T be punctual and in atendance daily

t eact
he de\

Gd2Y

1 be welolomed and dr-ebses sawprpe otpo ieaxtpellayi n what appr

wor k setng and why

f use |l anguage and vocabul ary appropriate
T notfy you (or your designee) if they wil
T 'imit socializing to break t me

t o t he

| be |

{86 KAIK allyRINRaE 2F 0SKFI@A2NI I yR LISNF2NXYIyOS

1 make sure the youth is aware of these st
f make sure the youth can carry out the ne
f take pride in the youth’'s work and progr

DSG G2 1y26 (GKS e2dzikK a Yy AYRAODARdzZ f
¢ talk with them about how they are doing
f advise them on ways to improve job perfo
1 give recogniton

andar c
cessar
ess

on t he
I manc e

| St L) e2dziK aS0 ¢2N] NBfFGSR 321 fa F2N gKI i KSkaKS
1T goal should be above present | evel of perfor me

1 goal must be specifc, clear and realistc

,2dz2iK ySSR O2yoaydzZ f FSSRolI Ol a2 GKSé& OFy RSGSNXAYS

make sure the youth has the same under st
emphasi ze strengths

=A =4 4 4 -4 -4 A

STHP Supervi sdradandbook

set benchmarks and | et the youth know how t hey
praise or reward the youth when the goal i'S me
help youth strive for the best they can do

don’t | et personality traits infuence you in |

check ywerseilmstructons clear? were expectaton

andi nc
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STHEMP interns are young people on the verg
and employment futures. Sharing your expe
aspect oOoWPtdxp STIELNCe.

¢ f1 ! o2dz 2dzNJ 9 RdzOl a2y

5

Hi gh School
re did you atend?
you take any special <c¢cl asses?

o D

PoStecondary

T What factored into ysecodedaryi edutaten
f How many places did you apply?

f What did you study?

i Did you complete any internships or st
M Does your feld of study help you in yo

{KFENBE |, 2dzNJ 22N] | Aaid2Ne

Youth Experience

f What was your frst job?

f What did you |l earn?

f How did your early experiences help yo

Adult Experience

T What types of jobs have yo

f Have you changed career fe
n ng

ds? Why or
f How did you end up worKki i

n your cur

/ {dz338as2ya F2NJ 9meéKY®\G
LYF2NXIa2ylf LYGSNIBASGa | yR W20 {KIR2ga
T Hel p your intern schedul e i nf orwmwoartkoenrasl
tons of interest.
t234A0fS /I NBSNJtldKa Ay LyRdza(dNE
1T Assign your intern to map out some pot e
1T Hel p your intern fnd resources to explo
i nformaton about job responsibilites, e

Kindustry that may afect positons. /
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Conversatons are the foundaton of a strong rel a
naturally to people, and for many adol escents,
Bel ow are some tps for making conversatons wor Kk

{dGFyOSa 27F Lyl dzA NB

Di ferences in age, culture, and experience can
ently from you. To help facilitate conversaton
of i nquiry. Here is a helpful “Stances of 1 nqu

Turn Assumptions into Curiosity Turn Disagreements into Mutual Exploration

When we adopt a mindset of curiosity, we set aside our assumptions Avoiding anger and engaging in a dialogue to jointly consider the
and come to better understand the motivations behind something issue at hand allows for greater learning by both parties and can
that may be bothering us. more quickly identify and resolve the root of any challenges.
v’ Clarify your intern’s motivations and expectations v’ Encourage dialogue by asking questions like “Can you tell me
v’ Consider what external influences may be causing the intern to act more?”

in a certain way v’ Check meaning and interpretation by repeating back what you
v’ Explore what information or experiences your intern may lack that think you've heard. “So what you are telling me is...”

is causing a particular action v’ Determine a course of action that meets the goals of both parties.

“So what options for action might serve us both?”

Turn Defensiveness into Self Reflection ‘ Turn Judgment into Questions

Defensiveness makes us dig in and avoid engagement. Both parties thrive when they abandon quick judgment and instead

Communication thrives when we reflect on our own capacity to grow pursue a journey of learning together.

in new ways. Shared self reflection allows us to see and act v’ Keep in mind that interns don’t have the benefit of years of

differently. professional experience, so ask about the intern’s background and

v' Help your intern sort through feelings. “It sounds like you feel plan ways to fill any gaps so they will succeed in this area moving
pretty angry about what happened.” forward

v’ Encourage both parties to take stock of what assumptions or v’ Encourage your intern to develop a vision. “Forget the rules fora
beliefs may be leading to misunderstanding moment. If you had a magic wand, what would you do?”

v’ Contemplate how the issue may be viewed by a young person v Remember this internship is about preparing your intern for the

future

Sournde:LJISR FNRBY |1 {5 LyaesidziSo 666Dl { S5AYyaeilidzi S22 NH
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You may need to talk about some challenging things \
and honest dialogue is the best possible way to set
ot her tps that might be hel pful

f Use “1” statements to express your fleeT$ SfgsT Nzt hMluiSP | &

T Listen. Then try asking open ended questons, clarifying
stand, and |l etng your intern tell the whole story.

T Show your engagement and openness through your body | ar
body. Validate the worthine@¥ Hffl Jo&zdzi nNB rmA fwli X i3 piha ais

T Keep the conversaton about the problem at hand, the nee
in the future. Check meaning and interprfe2 adini bd2 dz@ NI &
YS xraxo

Source: Tool s forLevte'nd oGée tn gRAadIo:l eBasmitisabGommoni bat ween MPM and the Se
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http://www.mpmn.org/Files/TMA-5Communication2.pdf
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Culture is defned as a set of guidelines, both
a partcular society, and which tells them how t
how to behave in relaton to other people, to su
Cul ture includes race, etcltomiomigr au@d<e,r emnneleisgi Grex
cal ability, gender diferences, and so much mor
That said, there is a high |ikelihood that you
aspect of culture in your relatonship with your
commi t ment and willingness on your part and is
[ dzf GdzNJ £ €& {YI NI Aa bhe¢y [ dzf GdzNJ € €& {YI NI L{|Y

A trivia game of who |Aan olnigoti ngf ptrive emesstoff d ®etag nofngd abolt
a culture

[AYAGSR G2 2yfte NIOS |BERnGlKWaOeiI®f all aspects of |cultt

About making zer o mi s|tAbloass having courage to make mi st alk
t hem

Onei ded: | earning onl|Wudfiomaudt ed:otlhear mwiund uatkkout anof her

A destnaton I 22dz2NySe

¢KS 32FKfta 2F /dzf GdzNF f €& {YIFINI wSftle2yaKALA

1/ dzf GdzNI € : 1 KaoWwERH§e of your intern’s culture
he both of you.

zt GdzNJ f :  appBgSaate and accept diferences be
zt 0 dzNJ tF raolm ftthde knowl edge you gain of your i
approach them through a diferent | ens.

1/ dzft GdzNI £ : SYy@2dzoSNH the security of stereoty|]

t
T/
1/

o o

{2YS 3FdZARStAySa FT2N) é2dz a4 &2dz 0dzAft R I NBfla2ya
l1Make a commitment to connect with your interr
2Establish the opportunity and framework for ¢
derstanding. Select a tme and |l ocaton that i s
3 Be brave. Take a risk in being vulnerable ar
4 Make it a conversaton. Bal ance between Tell/
5Remember that it is a process and will take t
takes, but Himé emdedt is well

As adapted from “Culturally Smart Relatonships Training” from MPM
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The foll owing model is called the LEARN Model
when you encounter cultural diferences. Let '’ s
ronment .

Scenari o: Your intern, who is 15, has come wi
has no signifcant role during the meetng and w

saging someone. You need to have a follow up

setng.

[ T [A&aldSy 6A0GK SYLI GKeé |yR dzyRSNRGIYRAY3 (G2
Text messaging is a norm for teenagers nowad e
tng their friends while they are in other si-t
a professional environment.

9 I QELX IAY &2dzNJ 26y LISNOSL2y 2F GKS aAaddad azy
Tell your intern that in a professional meetr
ground as to why this is the case.

! I 101y26ftSR3IS YR RA&Odzaa (KS RAUOSNBYyOSa I yR
Be sure to be kind about discussing the difer
acknowledge that you understand that your i nt
his/ her friends but to emphasize that a work
pen i n.

w I' wSO2YYSYyR a2fdm2ya
Brainstorm ways that your intern coul d stay
ues of your organizaton.

b I bS32alGS Iy FaNBSYSyi
Be open to negotatng a soluton that 1is workat

Ot her Common Cul tural Scenari os you may encount

T An intern may approach you to ask where he or she
from a faith background that requires them to pre
prlvate place and fnd out how ofen (and how | ong)
sides. Al so, I f your intern (a young woman) decl i
disrespectul. I n some cultures and religions it i
hands with mal es.

f Your intern comes to work with inappropriate wor K
duri ngg PSTEBiIining for free or very inexpensive pr
propriately, and suggest that they use their frst
t he summer .

Most of all, be clear with your intern and talKk
need advi ce;UPc alolr kysun eSTomi t or. They are there
i ssues that are inteUH eird ng gwmidaaht trhees au rwoe .k , P ISela
STBHP ofce at the workforce centers.

As adapted from “Culturally Smart Relatonships Training” from MPM

STHP Supervi sdra@dandbook



| NBI ay3 MA[OKI NJ2ANY 3T 9y AN

Lear nRincgh Wor k No+f ear nRincgh Wor k

Tasks identified up fropShamntd téertm ®&f wewrkmeri sempl oy
enough to see projects the ocaugdo mml icohmpd .et i on.

—

Wor kersb6 strengths are Wermk @ f § ear ea nadl le xterr ecd tseed| tt foe
the benefit of both wor kleevalnd a&rmplaosysemed.

Tasks are complex, givi hlgolwor&reg ss iompmploirftiuend tti & smit roi
devel op worhpwaski khew

Youth wor-Herecsedel f Wor KEemp lammyde rs udpierrevdt-s t he yopth
sor agree on goals and whoerkehowltamm smeetstgmadleg.y |t o
meet these goal s. Supefvisor coaches youth
through this process.

Wor ker appreciates the W@rok @ ra ngeer fodr ms sd igmprleen,t |si s o
because s/ he designs t heormprma ewiss itmn refacthhd hey gieem
sul t.

Summer workers are integSwmmar iwdrok grhe dao gmati zlkapow
ti on, but they are not cpoensdlrea i mietdh ibry taH d e@ri panrc|lesat
preconceptions, and commuaame.nt t o the status

guo. Youth workers can|provide a fresh perspec|-
tive and be agents of change.

There is a clear |1 ink beliwtetelne SICrANEGSr eanpies emade | i n
cies and work tasks. Yopaint cdh dveov &leamsi ma veCANS td prheet
opportunities to practigte and develop transferalble
skill s.

Summer workers provide Vadmmer ew@rrlkaruxs ttsakendup Vyal u
services that would not|otherwise be avail abl e.

Youth workers feel val ug¥o wtsh pvaartk eorf ttyhpei oalglaynilzrava
tion. They take pride wo rt kh eh @ owror kh e nids whertf d thmreiyn
can do. organization.

Wor ker develops portfol |Bmplpayer dpmagyvied’e d earcree fogr en
wor k skills. This is r gmdrewedt theg/s tsicrhg otl o pwa rskoenfnéed |
and academic credit is awarded for | earning.

STHP Supervi sdcra@i®andbook
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It is a good idea to make the guidel i@dENE r@igSlr NI
UNBEGARt Bebugh it may seem obvious that making or
i's not a good idea, young people working in a pr
The |lines between personal |l ife and school i fe
professional life 1 s ofen new territory for inte
STBHFP recommends a strong and clear policy regaro
know when and where they are allowed to initate
ple, during their break tme in the |l unch room. I
your intern has difculty untdPrwbankdi hg, mpheaee. c

STHP Supervi sdcra@andbook
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A SUBPintern’s summer job builds
i nterns gain as much as possible
an evaluaton in the middle and at
copy of the evaluaton with i

sors will f1 It houotu gthh ea ne voanll u anteo nl i

Hirability Core

Actively looks for ways to help other people

STRONGLY
DISAGREE

n k

on |

NOT
OBSERVED

e

y

Identifies new and more effective ways
to solve problems

If I had a job opening, | would hire this
employee

Actively looks for additional tasks when
own work is done

Brings energy and enthusiasm to the
workplace

Stays calm, clearheaded and unflappable
under stress

Arrives on time and is rarely absent
without cause

1 would seek out this person to be on my
next project

Unpacks problems into manageable parts

Gets work done on time

Takes responsibility for his or her actions
and does not blame others

1 would recommend this employee to a
colleague, for a similar position

Manages time and does not procrastinate

Graciously accepts criticism

Generates multiple potential solutions
to problems

STHP Supervisdra@idandbook
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guaed individual with a disability. The ADA al so
abilit esin providing government services. You, as a supervisor, have the responsibility of complying with this

Act .

The following informaton should help yo know wh
to ful fll your responsibilites under this Act. T
“disability” is an individual who:

i Has a physical or mental i mpairment that sul

tvites.

T Has a record of such an I mpairment.

T I's regarded as having such an i mpairment.

al22N) f ARS8 el QGzPNVNa$S®s that an average person can

wal king, hearing, caring for oneself, sitng, rea
performing manual task, and | ifing.

The ADA protects a “qualifed” individual with a
sental eligibility requirements for the program
An employerNBlud2ymaks ktOD2tYWe Rkm@wn physical or
fed applicant or employee with a disability wunle
due hardship on the operaton or its business.

{2YS SEIYLX Sa 2F NBlLaz2yIrotS I O02YY2Rlea2y AyOf dRS
Making existng facilites used by employees readi
ity
T Job restructuring
T Modi fying work schedul es
T Reassignment to a vacant positon
T Acquiring or modifying equipment or devices
T Adjustng or modifying examinatons, training
T Providing qualifed readers or interpreter
T An employer is not required to | ower qualit)\
nor is an employer obligated to provide per s
accommodatons.

STHP Supervi sdcra@andbook
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Prohibited Occupatons: (Under Age 18)

1T occupatons of operatng, assistng to operate, mai nt ain
machines, and meat and bone cutng saws

T occupatons of operatng, assistng to operate, mai nt ain
dough rollers

T occupatons of operatng, assistng to operate, |l oading,
chines nign@lapeer balers, die cutng presses and | aminatc

aLbb9{ht¢!

Prohibited Occupatons: (Under Age 18)

T any work performed on constructon sites

T oxyacetylene or oxyhydrogen wel ding

T working more than 12 fleevelabwvieng hleadgdenusnd Hcaff mlodi ng

1T serve, dispense or handle liquors consumed on the pre

T work in rooms where |iqguor is served or consumed with
-l1%¥ear ol ds may perform busing or dishwashing in resta
1T 16 ear olds may provide musi cal entertainment in rest

Prohibited Occupatons: (Under 16)

I n additon to al/l of the prohibited work for minors wunc

foll owi ng:

T Working where explosives or freworks are manufactured

T Working in or about | ogging or | umbering operatons

T Operatng or assi st -dirni viehne noapcehrianteorny ,o fs upconwears meat s aw!

T Work with shredders, on scafolding over 12 feet high,

. h¢l C959w![ ' b5 aLbb9{htct!
Prohibited Occupatons: (Under Age 18)

T most motor vehicle driving on any public road or high

1 most occupatons in |l ogging and saw milling

7 all occupatons connected with machines that cut, shap
neer

1 occupatons of operatng, assistdgivenometatefor mmagnt a
shearing machines

1 occupatons of operatng, assi-gningen of xpadran eponrt anlali et a
saws and guillotne shears

1 operatng or assistng in the operaton of all/l hoi stng a
tors -brif man

aLbb9{h¢e¢!

t NPEKAOAGSR 1 2dzNBR FyR ¢AYSa 2F 2 2N]J

(Ages 16 and 17)

T not afer 11 p.m. on evenings before school days

T not before 5 a.m. on school days

Note: Wi th writen permission from a parent or guardian

(Ages 14 and 15)

T not afer 9 p.m. on evenings

T not before 7 a. m.

T not allowed to work for more than 4h0ouhrouwresr iaodweek or

Not{et:9tt fAYAdGa G(KS ydzyoSNI 2F K2dzNA 62NJ] SR SIOK ¢SS Gz
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The feder al mi ni mum wage to be paid by the City
and the Minnesota federal mi ni mum wage to be pai
August 1, 2016.
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