PIMA COUNTY YOUTH SERVICES

SUMMER YOUTH ACTIVITY (2005)

QUALITY ASSURANCE REVIEW

Date(s) of review:______________________

Agency:______________________________

Address:_____________________________

Location of Visit(s):_______________________________________________________

Contract Number and Contract Period:______________________________________

Fund Source:_________________________

Project Name:________________________

Reviewer:____________________________

Project Type: Work Experience_________     Occupational Skills________________



 Youth Development_______     Academic Skills_____     Other______

OUTREACH AND RECRUITMENT

1.  Describe your involvement and relationship with the Pima County Youth 

     Services Outreach and Recruitment Office for Summer Youth Activities.

2.  Describe the procedure your agency uses to certify eligibility.  Do you 

     ever do the certifying on your own?  Why or why not?

3.  How many youth did you select from the Pima County Youth Applicant Pool?

4.  How many youth did you recruit through your own resources?

5.  Do you feel this years recruitment effort targeted  the characteristics you where               

     responsible for enrolling in your summer activities?  Do you have any recommendations 

     on how to improve the recruitment process?  

ENROLLMENT

1.  What do you do to assess student needs, interests and aptitudes?  Are the results of the assessments used in your selection and placement process?

2.  Please provide the following information:


















MONITORING

1.   How often does agency staff monitor the youth worksite?

2.   How do you determine that working conditions meet child labor law  requirements       

      and your standards for safety and quality of experience?

3.  How do you assure the accuracy of participant attendance and time records?

4.  If a participant quits or has difficulties, how do you know about it and how do 

     you become involved?

5.  Do you have evidence of monitoring reports done by your agency?

SKILL ATTAINMENT

1.  Does your agency set skill attainment goals for all youth participants?

2.  How do you document skill attainment?

3.  Do you provide a certificate to all participants who achieve these goals?

SUPPORTIVE SERVICES

1.  How and when are participants made aware of the availability of supportive  

                 services?

2.  How are participant needs for supportive services assessed?


3.  What supportive services are offered to your participants?

4.  How are supportive services documented? 

PARTICIPANT DOCUMENTATION

1.  Does the participant file contain:

a. Emergency information?

b. Pre and Post assessment?

c. Activity enrollment and completion dates?

d. A job description?

e. Work site contract?

f. Skill attainment documentation?

g. Progress reports?

h. Certificates?

i. Completed and signed Individual Service Strategy (ISS)?

j. Case notes (documenting all contact with participant and supervisors)?

k. Signed grievance procedure?

WORK SITE REVIEW

Please see attached worksheet.

WORK SITE ASSESSMENT

1.  Work site supervisor:

Satisfactory_____
Unsatisfactory_____

2.  Work site standards:

Satisfactory_____
Unsatisfactory_____

3.  Work site agreement:

Satisfactory_____
Unsatisfactory_____

4.  Adherence to agreement:
Satisfactory_____
Unsatisfactory_____

5.  Performance evaluations:
Satisfactory_____
Unsatisfactory_____

Reviewer(s) Signature(s)____________________________________________

                                          ____________________________________________

Date:_________________________________________

Reviewer Comments:

PARTICIPANT INTERVIEW

Participant Name_____________________                                    Date_____________

Age____________

Agency______________________________                                   Fund Source______

1. How did you learn about Pima County Summer Employment Opportunities?

2. What convinced you to apply for employment and/or education?

3. Did anybody help you fill out the application?

4. Did anybody explain the Summer Youth Activities to you?

5. How did you find out you were selected?

6. Has the information given to you by the agency concerning your summer activity been correct?

7. What do you think can be done better to make more people aware of the Summer Employment Opportunities?

8. What kind of work or educational experience are you receiving?

9. Do you think this experience will help you in the future?  Why or why not?

10. Describe how your supervisor(s), teacher(s) and counselor(s) work with you?

11. Would you recommend this summer youth experience to your friends?  Why or why not?

12. Has this experience met your expectations?

13. Was there anything you particularly

a. liked?

b. disliked?

14. What recommendations to you have to improve this summer activity?

SUPERVISOR INTERVIEW

Supervisor’s Name_________________________                                Date:__________

Work site:________________________________   Agency:______________________

1. Did you receive Supervisor’s Orientation this program year.  Did you receive            

a handbook for reference?                

2. In your absence, who is designated to fill in for you?  Has this person received Supervisors Orientation?  

3. Were you given a copy of the work site contract.? Does it include a training outline?  Does it list appropriate skills to be attained during training? 

4. Does the training outline accurately state the skills to be achieved?

5. Were you informed of any special  needs or issues relating to the participant before training started?

6. Do you have regular visits from staff to monitor the participant’s progress in training?

7. Have previous experiences training youth participants been successful?  If unsuccessful, why?

8. If problems occur, whom do you notify for assistance with resolution of the problem?

9. If basic education and/or classroom training is needed, how is it coordinated with the work site training?

10. Are you familiar with Child Labor Laws?

11. How do you evaluate youth participants during this summer activity?

12. Have you been fingerprinted?

13. Do you have any suggestions for improvement to delivery of summer youth training services?

Pima County Summer Youth Activity 2004

Monitors Worksheet

Date:___________________

	
	YES
	NO
	PROBLEM AREA(S) IDENTIFIED
	CORRECTIVE ACTION
	FOLLOW-UP

	1.  Are task assignments effective

     in providing continuous work to

     participants?

2.  Is participant emergency 

     information available?

3.  Are participants working under

     safe and sanitary conditions?

4.  Is the work site/occupation for

     participant in compliance with

     Child Labor Laws?

5.  Are participant job descriptions

     available?

6.  Are the activities on site those

     described in the job description?

7.  Are any of the work site 

     activities recreational in nature? 

8.  Are adequate procedures being

     followed to record actual time

     worked?

a. Sign-in/out sheet at each

work site?

b. Individual time cards for

each participant?

c. Do participant and worksite

personnel sign the time

records?

9.  Do participants have adequate

      tools/equipment to perform the

     assigned tasks?

10.  Is there an adequate supervisor/

     participant ratio (1 to 12  for non-

     recreational activities)?

       
	
	
	
	
	


Worksite:__________________              Location:________________________

	
	YES
	NO
	PROBLEM AREA(S) IDENTIFIED
	CORRECTIVE ACTION
	FOLLOW-UP

	11. Is a supervisor always available

       to participants?

12. Are the participants adequately

      supervised at all times?

13.  Have participants work schedules

       at the work site been set up?

14.  Are participant’s hours in 

       compliance with Child Labor 

       Laws?

15.  Is work site agreement on file

       and available?

16.  Did supervisor(s) receive 

       orientation from Agency?

17.  Did supervisor receive a hand-

       book explaining the following:

a. Purpose of activity

b. Supervisor role and respon-

sibilities.

c. Work site standards

d. Time records and cards

e. Injury reports

f. Participant’s rights and benefits.

g. Grievance procedure

h. Work site closure

i. Compliance with child labor laws.

j. Participant job description, etc.. 

        
	
	
	
	
	

	Total number of Summer Youth participants assigned.               ______

Total number of Summer Youth supervisors assigned.                 ______

Name of supervisor(s) interviewed.________________________________________________________

Name of participants available at time of visit.

_______________________________________          _________________________________________

_______________________________________          _________________________________________

_______________________________________          _________________________________________


Program 					# Enrolled		Funding Source                      					             
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