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The objective of the Kahnawake Summer Student Employment Program (KSSEP) is to
provide students* with the opportunity to pursue employment while developing life and
employment skills that will support their career plans as well as enhance their future
employability.

* Full time University, CEGEP, High School and Adult Education students who are
completing and returning to school in the fall.

All inquiries concerning this program should be addressed to the attention of:
Angie Marquis, Employment Counselor/Youth Program Coordinator
Tel: (450) 638-4280 or via e-mail at angie.marquis@kedc.biz

The purpose of the information session is to go over this guideline package and to
explain how this year’s program will operate. You will also learn about the program and
how your participation provides valuable employment experience to an aspiring student.

One session available:
» Wednesday April 2nd, 2008 at 12:00 - 1:00 Lunch will be served

Location: Tewatohnhi'saktha Large Conference Room in Business Complex, 3" Floor.
There is a maximum seating capacity of 20 participants this session.

-.*3. 561789+ 629 ,*9:858,*:861 <:4
BO*:= *95> $P:>- $*; ? _$? $ 69*1@8. +*9A283BC.05 <D

Summer jobs are meant to be a positive learning experience and therefore the focus
should be on the student. Please ensure that there will be work for them to do
throughout their entire term of employment. Please submit a detailed weekly
;9*8181@""E69C ,-*1 to support your employment proposal.

If there are special certificates or qualifications required for the position, the employer
must ensure that the students hired possess the proper qualifications.

The students hired should not displace existing staff or volunteers within your
business/organization.
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If you hire a student who is taking summer courses, we recommend that you
accommodate him or her as much as possible without compromising your own service
delivery.

+,69;*1;4 All Human Resource (HR) issues and concerns such as payroll, scheduling,
recording hours and attendance, etc., are the responsibility of the employer. The HR
policies and procedures that are normal to your business/organization and applied to
your regular employees should be applied to student(s).

Please complete the Employer Application Form that compliments this package. In
addition to this form, you must provide the following information * for each position:

(/ 6< .35%,;861 " 63;81@
* The title of the position
* The supervisor(s)
* The tasks and responsibilities of the position
* The qualifications and requirements of the position
* The application deadline of the position
* The duration of employment
* The person they should address their application to
* Your business / organizations contact information
* Must state that the program is part of the KSSEP
* Indicate that candidates must meet the eligibility criteria of the KSSEP

*An electronic version of the job posting(s) is also recommended — please send to
angie.marquis@kedc.biz in order for Tewatohnhi’'saktha to post on their website-
www.kedc.biz.

( / 9%8181@" 69C -*1
The training plan should include a schedule of training to be administered
throughout the period of employment and the tasks/duties that will be carried
out by the student throughout their employment — this can be explained in a
weekly or bi-weekly format.

* An outlined sample of these documents is included at the end of this document.
All applications must be received at the Tewatohnhi'saktha office on the 3" floor of the

Business Services Complex addressed to the attention of KSSEP Coordinator by:
4 980*:= 98- - $<.769. 4 .+

Employers will be notified if their position(s) were approved by 90*:= *: 10

$
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Employers will be able to post and interview for their position(s) for 3 to 5 weeks,
depending on the duration of their project, from May 5" to June 6", 2008 for CEGEP
and University positions.

Employers will be able to post and interview for their position(s) for 7 weeks, from May
12" to June 20™, 2008 for High School and Adult Education positions.

It will be up to employers to decide when the deadline to apply for their positions will
be.

We suggest using:

. *: 7z $ as a deadline for 12 week University positions.
. *: 90 $ as a deadline for 10 week CEGEP and University positions.
e 21. - $ as a deadline for 6 week High School, 8 week High School and

Adult Education positions.
This is to allow students the maximum amount of time to apply for your approved
positions.

You may request 9.7.9.15. -.;;.93 from students who apply for your position(s). If
you do, please include this requirement in your job description/posting.

Tewatohnhi’'saktha will assist all employers in the posting of their approved positions.
We will have a binder and/or bulletin board of all the approved positions at our Business
Services Complex location. We will also advertise all approved positions in The Eastern
Door on Friday May 9™, 2008 and post it on our website www.kedc.biz (upon receipt of
electronic version) Employment and Training Tab—Youth Programs.

-98785*:861 67 :20.1; -8@8<8-8;:
Employers decide which students they wish to interview. Employers will be required to
forward the names of the students who apply to their position(s) to the KSSEP
Coordinator for verification of eligibility. Employers will be required to report on how
many applications they received and how many applicants they chose to interview.

Career Development Workshops will also be offered to students and are meant to
enhance the student’'s employment experience and to increase their opportunities for
future employment.

The majority of the workshops will be held on the third floor of the Tewatohnhi’saktha
Business Services Complex. Details relating to session topics and schedules will be
available when employers and students sign their contracts.

It is mandatory for students to attend two sessions. Employers are encouraged to allow
students to participate as this is a requirement of the program.
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A one day workshop for 32++.9 3:20.1; 32, . 9F83693 will be tentatively held during
the week of May 12, 2008 on How to Supervise Your Summer Student. Selected
employers will be notified and are encouraged to participate. This workshop will ensure
the student receives appropriate orientation, supervision, and support during their
summer employment. More information will follow at the Employer Information Session.

! " #

Once the contracts, between the employer, students and Tewatohnhi'saktha
Employment and Training have been signed for the positions that have been approved,
the following payment schedule will apply:

* An initial advance payment of G of your funding allocation,

» A second payment of G of your funding allocation will be distributed mid-way
through each contract, only when the KSSEP administrator receives the
timesheets the student has completed up to that time, with copies of their pay
checks or pay stubs for the corresponding weeks.

* A final payment for the remaining balance of G will be distributed, 615.
<6;>;>. .+,-6:.93 *10 3;20.1;3 32<+8§; _F*-2*;8613 *10 *-- 9. +*§181@
;86+.3>_ ;3 E8;>56,8.367 ,%:5>_.5C369 ,*: 3;2<3769 ;>. 5699.3,610810@
E..C3- *10 ;>. 3;20.1;3" 9.5690 67 .+,-6:+.1; >_. 0.*0-81. ;6
32<+8; *-- 0652+.1;383 _9B0*:= .,:.+<.9 = $

.-08*- 6:.4 Complete details outlining payment procedures are outlined in Section 6
of the Employment Agreement.

If a student must resign before fulfilling their contract, please forward a copy of their
letter of resignation to the KSSEP Coordinator.

Employers will be responsible to return any unused portions of funds committed for any
and all projects to Tewatohnhi’'saktha Employment and Training.

$ % #

Timesheets are meant to ensure that there is a high degree of accountability for all
funds administered. Students and employers are required to complete timesheets for all
projects approved through the program. A detailed explanation of how to accurately
complete and submit these timesheets will be given at the contract signing and
explanation. Failure to comply will result in an ineligibility status for student(s) and
employer(s) to participate in future programs. Inaccurate and incomplete timesheets
create a challenge for program administrators when reporting on “accountable”
administration of funds to our funding partners. This could impact future programming.
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If employers have their own formalized timesheets and these timesheets suit the needs
of the program, the employer may be permitted to use their own. Please verify use of
your own timesheets with the coordinator of the program.

&

As an employer/student participating in this program, you must agree to informal site
visits (scheduled and possibly unscheduled) from the Coordinator and/or Assistant of
this program.

The objective of these visits is to monitor the progress of the projects. Also to
administer the interim and final evaluations that provide valuable information to further
enhance the program.

. #

The Final Report/Evaluation information is collected in the final site visit.

Students must submit a completed questionnaire describing their summer employment,
learning experience, and to share their thoughts about the program.

Employers must submit a completed questionnaire describing their thoughts about the
program and comment on their student employee’s performance.

1 *008;861 ;6 ;>_ 781*- A2_.3;8611*89.= .+ ,-6:.93 +*: 32<+§; *61. ,*0.
1*99*:8F. 9.,69; =>838316; +*10*;69: <2;8;83 E.-56+.0 *10
*04-3183;9*;693 *, ,9.58*;. *--81,2; ;>*; 562-0>.-, 8+ ,96F. ;>. ,96@9*+

-.*3.32<+8; <z L, +<.9 = $

% #
The following five wage rates will apply @37.5 hours per week:

High School: $8.50/hour x 6 weeks
High School/Adult Education: $8.50/hour x 8 weeks
CEGEP: $9.50/hour x 10 weeks
University 1: $11.00/hour x 10 weeks
University 2: $12.00/hour x 12 weeks

.@6;8*;81@ * 8@>.9 *-*9: *10 61@.9 29*;861
Students have the option of negotiating a higher salary and longer duration than what
the program provides with prospective employers. Employers will have the option to
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offer more (wage rate and duration) than what the program provides. We suggest that
the educational background, applicable skills, and related experience of prospective
summer student employees be considered.

The earliest start date for 12 week projects is 2.30*:= *: &= $.
The earliest start date for 10 week projects is 610*:= 21. %=  $.

The earliest start date for 8 and 6 week projects is Monday, 21. o $.
The last day of employment will be no later than Friday, 2@23; *° $.

H
In an effort to deal with budget limitations, all employers from the private and public
sector will be required to invest 10% of the total cost for their approved projects. This
10% includes the Mandatory Employment Related Costs-MERC’s — The employer is
responsible for administrating wages MERC's.

MERC'’s are; the employer’s and the employee’s contribution to EI and 4% vacation pay
equal to 6.68%. _.E*:6>1>8'3*C:>* +.-6:+.1;:*10 9*8181@ E§-- . *: 769
*-- 3;20.1:3. Please refer section 13.0 on the next page.

We feel this will provide us with the ability to employ more students, enhance the
quality of the employment experiences for students (i.e. supervision and work
performance) and increase the level of accountability.

Employers are required to remit the employee’s and employer’s share of employment
insurance to Canada Customs and Revenue Agency according to the Employment
Insurance Act. Payment information is included at the end of this document. Mohawk
Self Insurance (MSI) will be paid directly by Tewatohnhi’saktha for all projects that have
been approved.
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@> 5>66-" 02-; 0 *;.3769 E..C3B 1% ,-9>629769 1 >6293,.9
E..C
*@.3 '3
6.68% (4%
Vacation + EI)
Tewatohnhi’saktha $1,721.25 $114.98 1 =$
Portion - & G
Employer $191.25 $12.78 I
Contribution - G
TOTAL $1,912.50 $127.76 1 -
G
8@> 5>66-" 02-; 0O *;.3769%E..C3BIS$ ,-9>629769 1 >6293,.9
E..C
*@.3 '3
6.68% (4%
Vacation + EI)
Tewatohnhi'saktha $2,295.00 $153.31 1 = $
Portion - & G
Employer $255.00 $17.03 1!
Contribution - G
TOTAL $2,550.00 $170.34 1 =t
G
*-_3769 E..C3B 1& ,-9>629769 ' >6293,. 9E..C
*@.3 '3
6.68% (4%
Vacation + EI)
Tewatohnhi'saktha $3206.25 $214.18 |
Portion - & G
Employer $356.25 $23.80 1 $
Contribution - G
TOTAL $3562.50 $237.98 1 $ $
G
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#18F .938; : *-_.3769 E..C3B 1 ,-9>629769 1 >6293,.9E..C
*@.3 '3
6.68% (4%

Vacation + EI)
Tewatohnhi'saktha $3,712.50 $248.00 1 =&
Portion - & G
Employer $412.50 $27.65 [
Contribution - G
TOTAL $4,125.00 $275.65 |

G
#18F .938; : *-_.3769 E..C3B 1 ,-9>629769 1 >6293,.9E..C
*@.3 '3
6.68% (4%

Vacation + EI)
Tewatohnhi'saktha $4,860.00 $324.65 1 = $
Portion - & G
Employer $540.00 $36.07 1!
Contribution - G
TOTAL $5,400.00 $360.72 I =1

G
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SAMPLE:
JOB DESCRIPTION / POSTING, Re: Section 5.0-1

Job Description / Posting

J 2381.33" 9@*18D*;861'3 6@6K

638;861: “Name of Available Position”
29*;861: “Start and End Dates” (# of weeks)
2, -9F8369: “Name of Supervisor”, “Title of Supervisor”

JA289 .+ .1;3: Education
Certifications
Employment Skills

-3,6138<8-8;8.3: Explain what the student will be responsible for.

*@. *;. Indicate which wage rate and duration will be offered for this
% 29*;8614 position. Allowable rates and durations are outlined in Section 8 of
the information packages.

69C 5>.02-.: Indicate which days of the week and which times of the day the
student will work. (ie. Monday to Friday, 8:30 am to 4:00 pm)

.*0-81. ;6 ,,-:: Please provide enough time for students to apply.

Please forward your application to:

Name of the person the student should direct application to
The business / organization this person represents.

P.O. Box #

Kahnawake Mohawk Territory JOL 1BO

11
KAHNAWAKE SUMMER STUDENT EMPLOYMENT PROGRAM (KSSEP) 2008



SAMPLE:

TRAINING PLAN, Re: Section 5.0-2

636;8614

9*§181@"

69C

-*1:

Week 1
Explain what the student will learn & tasks that will be administered
Please be thorough.

Week 2 - 3
Explain what the student will learn & tasks that will be administered
Please be thorough.

Week 4 -5
Explain what the student will learn & tasks that will be administered
Please be thorough.

Week 6 — 8
Explain what the student will learn & tasks that will be administered
Please be thorough.

Week 9 -10
Explain what the student will learn & tasks that will be administered
Please be thorough.

12
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