WORKSITE ONLINE APPLICATION GUIDE
Thank you for your interest in applying as a worksite for YouthWorks (YW) 2018. While we do our best to make the
processes as clear as we can, we know our worksites do a lot of work to serve our youth. This guide is here to assist you
with the online application process only. It does not cover any details about how to develop and implement a summer job
experience for youth.
First and foremost, if you are confused by anything in the online
application process, contact ywhelpdesk@oedworks.com

Getting to the Application
Returning: If you are a returning worksite, you can access the
application by logging into last years’ account here. If the staff
member who created your account last year is no longer with you
or forgets their password, you can contact
ywhelpdesk@oedworks.com for assistance accessing this
account.
New: You must create a new YW online account to apply. See
below for details on how to create an account.

Creating an Account
Start by access the Worksite Agreement at this link
Read through the worksite agreement and select the check box at
the bottom of the page next to “I Agree” and then select
“Continue”

What Makes a Worksite?
A worksite is defined by having a unique
location, supervisor(s), and sponsoring
organization. You should create a unique YW
online application for each worksite.
If two people are at the same worksite but have
very unique job duties, they are in two different
positions. These can be defined in the same
application.
Example 1: Recreation and Parks has
recreation centers in locations throughout the
city. would create a unique application for
recreation center location.
Example 2: An organization has two programs
with different supervisors, but housed in the
same building. They each want to host
YouthWorkers. Even though they have the
same location and sponsor organization, their
unique supervisors make them unique
worksites. As a result, they should submit
separate YW online applications.

The Account Notice will load and you should select “Continue”
again. You will then be directed to a Worksite Sign-up Form. Fill
out the information requested in the form and complete the
CAPTCHA at the bottom of the screen. Select “Submit” at the bottom of the screen. If you filled out the form correctly, a
page will appear notifying you of account creation.
You should receive an email confirming account creation. You must select the link in that email to activate your
account. From there, you can access your account by clicking the link in the email or selecting the Login button in the top
right of the YouthWorks Homepage.
Once you have logged in, you should select the “Worksite Registration” button (

).

You will need to provide information about your organization before you can submit an any application. Select the linked
on the text “Submit your Organization details before creating a worksite” at your Worksite Registration page. Complete the
information in the forms provided. Your organization is the umbrella group that sponsors your work and you should
provide the information about their head office in this section.
You can click the “Save” button to store the information you supply here and return to modify/submit it later. You cannot
modifying the information is not possible once it is submitted, so make sure what you provide is 100% accurate.
Once you have filled out this section completely, select the “Finalize and Submit” button
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Creating an Application
Login to your account by selecting the Login button at the top right portion of the YouthWorks Homepage. Once you have
logged in, you should select the “Worksite Registration” button (

).

Select the “Click here to start a new Worksite Application”. At any point in the application you can select “Save” and return
to it in the future. The application is split up into a few parts:

Worksite Application
This section covers all the basic details about your worksite. Most of these questions are self-explanatory, but a few may
require explanation:
•

•

•

•

•
•

Worksite Name: If you are a returning site repeating the same program from a previous year, please use the
same exact name you used in the previous year. This helps us know who has returned and how hasn’t when
we are following up with previous sites.
Worksite Address: Many worksites have youth work in different locations throughout the summer. Your worksite
address should reflect where youth show up at the start of their workday. This is because we want to
accommodate youth who have transportation barriers as best we can.
What side of the city is the worksite located: You can click on the “View Map” button to select which side of the
city you are located. Please note that you may only select 1 of the options. If you have separate locations on
different sides of the city, you should be submitted unique worksite applications for those locations.
Provide job descriptions and an outline of your program plan on a daily and weekly basis for five weeks
for each job description. This portion should be submitted as a separate Word Document.: You must
attach something to this section of the application. If you do not have a complete plan made at the time of
application, please submit the best thing you’ve got to describe the youth’s work. You can always submit a more
complete plan later.
Contact Name: Please provide the name of the individual we should contact about this application. If that isn’t the
person submitting the application, make sure they know about this application.
Age Group Preferred: The selections from this list
may not conform exactly with the minimum and
maximum age you need. You will be able to define the
minimum age later, so select the option that has the
If two people are at the same worksite but have
closest maximum age you desire.
very unique job duties, they are in two different
positions.

What Makes a Position?

Supervisors

YouthWorks requires at least 1 supervisor for every 10 youth
at a site at one time. You must outline each supervisor by
clicking the Supervisors tab and selecting the “ Add
Supervisor” button. You must provide a name, title, telephone
number, and email address for each supervisor. A resume is
desired and optional.
If for any reason a supervisor changes, please email
summerjobs@oedworks.com with the new information.

Position
You should create a unique position for each unique set of job
duties (see box on the right). Most of these questions are selfexplanatory, but a few may require explanation:
•

Job Summary: This job summary will be sent to youth
before the summer and can be up to 95 characters.
Please submit a descriptive summary.
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If you are hiring a large number of youth in different
duties, it may be tempting to create only 1 position
for all of them; however it is incredibly important
that you do not.
When YouthWorks matches youth to jobs, we do
so mostly based on the information provided in the
Position section. The more specific information we
get, the better we job we can do matching youth.
Example: A school needs 5 YouthWorkers to
assist teachers with elementary summer programs
and 5 to do janitorial work for the facility. If
separate positions are not made for these jobs,
YouthWorks may assign 10 youth interested in
Teacher’s Assistant work to this site. That means 5
youth will be very unhappy with their jobs and have
a bad summer experience as a result. Two
positions should be submitted for this application.

•
•
•
•
•

•

•

•

•

o Bad: Youth will be assisting with general operations for the summer
o Good: Youth will assist a teacher in supervising 5-10 year old youth in an indoor summer camp
Number of Positions: If you add up the “Number of Positions” for each “Position” it should equal your answer to
the question “How many youth workers does your worksite request?” in the Worksite Application
Start Date: While this section allows you to input any date, as a YouthWorks worksite, your only two valid options
are June 25, 2018 and July 9, 2018.
Temporary Summer Employment: Unless you are able to fund the youth’s continuation, the answer to this
question is “Yes”
Driver’s License Required: This only applied to work done onsite and not for commuting purposes.
Minimum Age Required: This number should be between 14 and 21, since we do not offer opportunities to youth
outside these ages. Please make sure the minimum age selected here is not greater than the maximum age in
you selected in the “Age Group Preferred” section of the Worksite Application
Would you like to recruit your own youth for the summer? … Please let us know how many youth you are
planning to recruit? This section causes the most common problems for our program. The information provided
in this section will be noted when we are assigning YouthWorkers to your site. For example, if you have requested
10 youth and answered “5” to this question, we will intentionally leave 5 spots open for the youth you will recruit.
o Issues: For dozens of sites last year, they did not recruit the number of spots they claimed that they
would. This led to slots being held until the very last minute, undue stress on worksites and our staff to
manage last-minute placements, and poorer matches to be made as a result. Please ensure you are
100% confident in the numbers you provide for this section before you submit them.
o If you do not recruit the number listed here, YouthWorks may contact you sporadically in May/June to see
if you would like to change this number.
Of the following skills which are relevant for the position? Only include items essential for the job. For hard
skills listed (CADD, Swimming, Plays and Instrument), we won’t assign youth to your site unless they have them.
o Issues: Last year, over 300 positions slots requested youth with CADD (Computer Aided Drafting and
Design) experience. This made assigning youth to these sites difficult.
Job Accommodations: It is important to accommodate all youth to ensure they have a successful summer. To
do so, we ask worksites to select one brief job description that most closely matches the physical and mental
rigor of the job. If you are deciding between two or more descriptions, please select the most rigorous option
Work Schedule: You may select the start time and work duration for each day of the week youth will work. Youth
do not need to work 5 hours a day for 5 days a week; however, they must have exactly 25 working hours per
week. Please note the schedule will factor the start time, number of hours worked, and duration of lunch break to
automatically calculate the dismissal time. Example, if start time is 9:00am, duration is 5 hours, and lunch break
is 30 minutes, then the dismissal time will be 2:30pm.

Submission
Once you have completed these sections, click Finalize and Submit.

What Makes a Match?
YouthWorkers can be matched to jobs in three ways: by worksite request, 14-15 year old job fair, and by YouthWorks
staff.
Matches conducted by YouthWorks staff are assisted by an automated program that takes in all the information
provided on the worksite and youth applications, runs them through an optimization algorithm, and spits out 1000’s of
matches in seconds.
These computer-generated matches are only as good as the information the computer gets. That is why it is essential
for your application to be accurate.
To ensure accuracy, YouthWorks staff will be reviewing the application for small contradictions and generalities. As a
result, you may be contacted between February and May to get clarity on your application,
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