WORKSITE WORK PLAN CREATION 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 creating a work plan for the summer. This guide will focus mostly on the components of a clear work plan. It will not
provide you with specific recommendations on activities that
should be conducted at your site or advice on how on building
strong professional relationships with Baltimore City youth.

Required Activities

First and foremost, if you are confused by anything in the online
application process, contact ywhelpdesk@oedworks.com

Purpose of a Work Plan
A work plan is simply a document that outlines your plan for the
work experience for youth for the 5 week summer experience. It
should give a general idea of what youth may be doing at any
specific time they will be working.
The plan should be flexible to accommodate the everyday needs
of your organization; while specific enough to that anyone reading
it can understand the duties of the youth.
Think of it as a syllabus for the work experience.

Components of a Work Plan
Work plans can vary in depth, but most of them should include the
following components:
•
•
•
•
•
•

General job descriptions
Descriptions of activities being conducted
Days that youth will be working
Times that activities will take place
A 30 minute or 1 hour lunch break
The work plan must occupy 25 hours
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YouthWorks only mandates two specific
activities for worksites:
Lunch: YouthWorks requires worksites to
provide youth a lunch break each day. This can
be 30 or 60 minutes long. You should not be
going offsite for the break without supervision.
Financial Education: YouthWorks requires
each worksite to provide some form of financial
education to youth. To assist worksites in this
process, YouthWorks will:
Offer a train-the-trainer at our spring
worksite supervisor meetings on a 1-hour
class that covers debit cards and budgeting
Provide a limited quantity of presenters that
can travel to worksite with at least 10+
youth and present lessons there
Host financial education sessions on
specific days/times at offsite locations that
youth can attend
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Example Basic Work Plan
This work plan shows the basic workday for a site that has a consistent daily schedule:

Work Plan for Notreal Summer Camp
Job Title: Camp Counselor
Job Description: Youth will supervise and lead activities for 5 – 10 year old campers at the summer camp.
Address: Jane Doe Elementary School (100 Fake Street, Baltimore, MD 21200)
Work Dates: Monday – Friday from 9:00am – 2:00pm

Time

Activity

9:00am – 10:00am

Arts and Crafts

10:00am – 11:30am

Math Skills

11:30am – 12:30pm

Lunch Set-Up

12:00pm – 12:30pm

Description
Assist in set-up and operations of arts and crafts activities in Room 103.
This includes setting up work stations with proper drawing and painting
equipment, supporting the work that campers create, and teaching any
lessons you may have on making art.
Assist in set-up and operations of elementary mathematics lessons in
Rooms 101, 105, and 107. This includes setting up activities, checking
answers, and explaining problems to youth.
Assist in set-up of lunch. This includes gathering lunch boxes from the
delivery van and chaperoning youth through the hallway to the cafeteria.
Lunch Break – School Cafeteria

12:30am – 1:00pm

Reading Time

1:00pm – 1:30pm

Clean-Up Room

Assist in reading activities in Room 103. This includes assisting youth in
selecting a book, help youth sound out the words, and discuss the book
with youth near the end of the half-hour.
Youth will rearrange rooms 101, 103, 105, 107 to make sure everything is
put back on the shelfs, chairs are stacked on the table, trash is thrown
away, and forgotten items are reported to the lost-and-found.

Deviations
On July 10, instead of assisting with Arts, youth will receive a financial education lesson
On June 25, youth will receive an orientation from 9:00am – 12:00pm that covers the workplace rules for the
summer, basic job skills, and ice breaker exercises.

For worksites that want something more comprehensive, these basic components of a work plan can be supplemented
with additional components. For example, lesson plans can be integrated for any educational activities that youth will be
part of. Documentation relevant to training may also be important for orientating youth once they see their own workplan.

Additional Components of a Successful Summer
Orientation
YouthWorks highly recommends holding some form of orientation for youth coming to the site. The orientation can
include:
Introducing YouthWorkers to supervisors, the work space, and your other staff
Overviewing specific workplace rules and expectations (i.e. tardiness, dress code, cell phones, emergency
procedures, etc)
Discuss youth expectations of supervisors
Explain what your organization does
Ice breaker activities
Discussing your background
Learning about the YouthWorkers’ backgrounds
One activity that helps for large groups is group norm setting. Norms are just the expected practices for how group
members will interact with each other and the work you will be doing. That includes your expectations for your youth and
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their expectations for you and each other. A simple Google Search will yield plenty on information on norm setting. Here is
one example of an article that covers how to set norms: https://goo.gl/b7WAbZ

Mid-Point Check-In
When managing a large number of youth, it can be difficult to know how everyone is feeling about their experience. Just
as a manager may do performance reviews on a regular basis for employees, it could be good to set-aside time to talk to
youth about how they feel about the job. Some youth don’t actively share their opinions unless they are put in an
atmosphere where they know those opinions matter.
A perfect time to have this discussion may be at the end of the 2-week time-point, at the same time as you are filling out
the Pre-Work Readiness Assessment that YouthWorks asks each worksite to conduct for each youth. This assessment
(which will be explained later closer to the summer) is where you review how each youth is performing to a set of workreadiness standards expected for successful employees in any field. We ask each worksite to review the assessment with
each YouthWorker. Using this as a time for two-way feedback may also help you understand how you can be a better
supervisor.

Closing
Similar to an orientation, it is helpful to have some kind of close-out process for several reasons:
•
•
•

Discuss whether you will have a continued relationship with youth professionally or personally
Give context to the summer, so youth may be able to describe what they did on their resume and in job interviews
Collect feedback from youth on the experience to improve for future years

Is there any way YouthWorks can help us with activities?
For the most part, YouthWorks only has enough resources to support administrative needs for the program and respond
to issues as they arise at the worksite. There are a few cases where YouthWorks has tried to assist worksites in these
activities.

YouthWorks Youth Professional Development Curriculum
YouthWorks has been working with youth and worksite partners to develop a curriculum of lessons focused on a few
topics important to success in the workplace. As of the time of writing, this is a work in progress, so no specifics can be
given about the content of the lessons; however, this curriculum will be made available to worksites and a train-the-trainer
will be provided to support them in deploying it to their youth.
YouthWorks will not be providing any trainers to go onsite to teach the curriculum.

Financial Education
YouthWorks requires each worksite to provide some form of financial education to youth. Ideally, we want this education
can be a conversation or presentation on the debit card and debit PayCards that youth will be receiving this year;
however; you can expand the education to additional topics over several conversations and/or lessons if you’d like. To
assist worksites in this process, YouthWorks will:
Offer a train-the-trainer at our spring worksite supervisor meetings on a 1-hour class that covers debit cards and
budgeting
Provide a limited quantity of presenters that can travel to worksite with at least 10+ youth and present lessons there
Host financial education sessions on specific days/times at offsite locations that youth can attend
More information on this and other potential financial education supports will be made available as the summer
approaches.
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Worksite Social
YouthWorks is piloting a series of networking events for worksites to meet and learn from each other, while providing
feedback to YouthWorks on our operations. These will take place outside of work hours at public locations where you can
purchase food/drink.
If you are interested in attending these events, please email jsmeton@oedworks.com to be added to our mailing list.

Free Summer Meals
While YouthWorks does not run these programs, there are several free summer meals programs that happen throughout
Baltimore each year that you should be aware of.
Organization

Baltimore City Public Schools – Food and
Nutrition Services

Family League of Baltimore & Baltimore
Housing

Drop-Off
Location

Baltimore City public schools

Any site where ½ of the children in the school
attendance area are eligible for free and reduce
meals. Does not need to be a school.

Participant
Requirements

Age: up to 18 (before summer starts)
Program: Any, as long as pick-up is at BCPS

Meals Provided

Age: up to 18
Program: Any, as long as pick-up is at BCPS
Breakfast & Lunch
-orBreakfast & Dinner

Breakfast & Lunch

Melissa Moore
MMoore@familyleague.org

Contact

There are other programs that operate food pantries and other food resources during the summer. You can call the United
Way’s 211 helpline for more information on them.

Other Services
While YouthWorks has operated for over 30 years in Baltimore, we are still constantly evolving and improving. As a result,
we will often test out new piloted services to provide better services and education to our youth and worksites.
Sometimes, we connect worksites with other organizations that can provide onsite services as well.
At the time of writing, there are no specific services that have been fully developed; however, examples of past services
we’ve tested include:
Educational workshops on the importance of recycling and waste reduction
Provision of eyeglasses to youth worksites
Seminars on emerging careers in the STEM field
Our ability to provide these in the past was contingent on assistance from outside organizations. Consequently, the list
above is not a promise to provide these activities in the future, but for illustrative purposes only. We will notify worksites of
specific opportunities as they arise.
If you are a worksite that provides some kind of services to individuals (i.e. work attire, work readiness or life skills
lessons, health screenings, childcare, legal assistance, etc) and are interested in expanding that service to YouthWorkers,
please feel free to contact jsmeton@oedworks.com to discuss further.

YW Worksite Work Plan Creation Guide

12/19/2017

4

