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Navigating to Worksite Applications

If an employer has submitted a worksite application to your program, you may access the
application either directly from your workscope, or from the Worksite Application Dashboard.

Navigating to Your Workscope

You may log onto the Participant Tracking System (PTS) using your DYCD Connect account from
the DYCD Connect Homepage (dycdconnect.nyc). Upon logging into PTS, the first screen you
should see is the ‘DYCD Announcements’ page. This dashboard provides important news and
reminders from DYCD.

BrSAVEAS  B% NEW || e SET AS DEFAULT | ==

DYCD Announcements |~

m Welcome 1o DYCD Announcements, your new dashboard for staving up-to-date
on ENCD news and reminders! To change your dashboard, click the ~ next 1o the
Annguncements DYCD Anncuncements dashboard heading and select your desired dashboard

o

You may access your workscope by navigating to the ‘CBO Dashboard’ in PTS/EMS.

a. Click on the “Arrow lcon” next to the title of the dashboard at the top left of the page.
b. Click on ‘CBO Dashboard’ from the drop-down options.
c. Click on the Workscope Name to open your workscope.

My Current Workscopes (CBO) Vv

Search for records jo
Worksco...  Workscope Name Period Type Year...
Released 1252028B-Learning Labs-9/1/2020-6/30/2021 School Year 2021
Approved 125202B-Learning Labs-9/1/2020-6/30/2021 School Year 2021

NOTE: If your workscope does not appear in the list, make sure you have been assigned access by
a Provider Admin at your CBO. Additional information is available in the User Access Guide.
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file:///C:/Users/mherreros/Desktop/Documents/ExpandED%20Docs/Final%20Draft%20User%20Guides/dycdconnect.nyc
https://www.dycdconnect.nyc/Home/DownloadDocumentById?id=5ae1f8588a64421210e4e18d&fileName=userAccesstoDYCDConnectApril2018.pdf

Upon opening the workscope, you will be redirected to the Basic Information page. From the
switchboard on the left-hand side, select Worksite Applications. A list of applications submitted to

your site will appear, as well as any drafts manually entered by your program.
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Navigating to the Worksite Applications Dashboard

If you will be reviewing worksite applications across multiple programs, use the Worksite
Applications Dashboard to monitor the progress of all applications and associated pre-

assessments at once.

1. Click on the “Arrow Icon” next to the title of the current dashboard at the top-left of the

page.

2. Click on “Worksite Applications Dashboard’ from the drop-down options.
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P SAvEAS B MEW - 4 SET AS DEFALLT £ REFRESH ALL

Worksite Application Dashboard ~

| Click on a column to see
all associated worksite
applications.

B 7 /
\ 2 /

| Make sure to selectyour
program type and current
fiscal year

Advance and Fam v For Financial Year (2002) » &

@ worksite Applications | BE Pre-Assessments

[ The chart below provides |
the status of all pre-
assessments

Dratt Supmitted Approved By Provider Declined By Provider Comrited to DYCD /. Afproved - nattive Declingd By DYCD Unapproved

Dratt

Complete
Mon Productive Visit

Approved By Provider

Completing a Worksite Application

There are two ways to assist employers in submitting a worksite application to your site.

1) The employer submits the worksite application to your program via the Employer
Portal. Your program will either approve or reject the application based on the
responses provided by the employer.

2)  Your program manually completes the worksite application on behalf of the employer
in PTS.

Reviewing a Submitted Worksite Application

Upon opening the submitted Worksite Application, you will see a switchboard on the left-hand
side. This allows you to navigate to each of the completed sections of the worksite application.

You will notice that most application fields have a padlock icon next to them. These fields cannot
be modified. If you notice a mistake on any part of the worksite application, your program should

decline the worksite application. The employer may then make corrections and resubmit the
application.
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Supervision Information

WORKSITE APPLICATION

- . B i
Houw rany full time employees doyou have in your Establishment? e

@10

How rriany staff will be there for supervising participants?™*
az ¥  GENERAL INFORMATION

Withat is the total number of participants requested for this application?™
) B SUPERVISION

Wivhat will be the nurnber of supervisors to participants at this application? ™
Bz 7= JOB TITLES AND DUTIES

# WORK SCHEDULE
After reviewing all sections of the worksite application, click on the  BUSINESS PLANNING PRACTICES
“Three Dots Icon” at the top-right of the workscope switchboard to
approve or decline the application. If declining the application, the
applying worksite will be notified and will need to resubmit the

application.

T CHILD CARE INFORMATION
# NATURE ENVIRONMENT
Il TRIPS

I CERTIFICATIONS
If you have approved the application, the status of the application

will change from ‘Submitted’ to ‘Approved by Provider’. At this

Iy REJECTION NOTES

&é PRE-ASSESSMENTS
stage, you may now complete the required CBO Pre-Assessment.

I+

DOCUMENTS

I NOTES

WORKSITE APPLICATICN
Submitted WORKSITE APPLICATION :

Approve Approved By Provider
M GEMERAL INFCEEEVEIaI T |
& GENERAL INFORMATION
B SUPERVISION Copy URL
B SUPERVISION
ol 4 TITILC S ARG CITIC

Submitting an Application on Behalf of an Employer

This section will explain how to manually complete a worksite application on behalf of an
employer. If you have received a worksite application submitted by an employer, refer to
Conducting CBO Pre-Asssessment for next steps on approving the application and completing the
pre-assessment.

From your workscope, navigate to the Worksite Applications section. Click on “+NEW” to start a
new worksite application.
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90546A-Train and Earn-7/1/2021-

: Hostos Carmmunity FNf2021 -
Fiscal
6/30/2022 s 2022 chliege 6/30/2022
B Worksite Applications / +NEW
Worksite Appl... Application T... Status Employer Address
WSA-00000001...  Worksite Applic..  Approved By Pr..  Best Solutions 123 Walker Stre... Weekly Assignr
WSA-00000000..  ‘Worksite Applic..  Draft Bronx Zoo 2300 Southern ... Wieekly Assignm

1-20f2 n o

The first step is to provide some basic details in the New Worksite Application section. Hover your
mouse cursor over the Employer field and click on the “Magnifying Glass”. Select an employer
from the list. Based on the employer selected, the system will automatically generate the address
fields below. After verifying the employer’s address, click on Save at the top left of the page. The
remaining fields of the worksite application will be enabled.

y  Department of 2 . . L . . o .
M ;:L\'r:.-‘l :hf‘:‘t::{nuﬂllv ‘ m Main Menu -~ Worksite Application > Mew Worksite Applic...

B s ) SAVE & CLOSE
Click on the
WORKSITE APPLICATION : New Worksite Application magmfvmg glass to . Global
Draft select an employer r‘\\
. \ from the list. NN
— -~ -~ General Information 9 Y, 2,
™ NEW WORKSITE APPLICATION - - .
Employer ™ Global Bearn Inc jel
* Bromdtorks -
Pragram Type @ 3/4/2022 2:40 Ph
Pragrarn fSrea * 8 X
Cat Testing
Application Type ™ 8/13/2021 2:55 P
Provider ® _& Disney
31472022 520 P
Witorkscope ®
DD Test
1/31/2022 1:00 PAA
T ™ DYCD-test
[ Click 'Look Up More l <@ 3;13,:25;1 305 PR
L]
Reco':ds to See the . _& Global Beam Inc
full list of eligible i L
employers / s Look Up hare Records
Room/Floor/Suite 10 results + Mew -
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General Information

Enter the worksite’s website information, sector, and industry. If applicable, provide additional
information about the worksite’s address (e.g. room/floor/suite, cross streets, travel directions,
etc.)

WSA-0000000113 - Best Solutions

Eest Salutions WIOA Train and Earn 9034 6A-Train and Earn-7/1/2021-6/304
General
Lpplication Type * Worksite Application Pragram &rea ® 8 wioa
Provider ™ @ Hostos Community College Prograrn Type ™ @ Train and Earn
Ernployer @ Best Solutions Sidatkscope ® B 90546A-Train and Farn-7/1/2021-6/30/2022
Yehsite - iscellaneous
Sector™ - Industry ™
Address
123 Walker Street, Manhattan, NY 10013, USA
Address Details
Room/Floor/ Suite - Building Mumber & 123
Between Streets / Cross street - Street Marne * B Walker Street
Trawel Directions (list closest train or bus) - Borough * & Manhattan
City™ B New York
State ™ B Ny
Zip Code ® & 10013
Couritry B United States

To enter Industry, hover your mouse cursor over the field and click on the “Magnifying Glass”. The
first ten options will appear. Click on “Look Up More Records” to open the full list and select the
appropriate industry.

Program Area ™ A wWIoA

Program Type * @ Train and Earn

Warkscope * 8 90546A-Train and Earn-7/1/2021-6/30/2022

Miscellaneous etc.

Industry * [x] P
L¢# Colleges, Universities, Vocational Program -

9/16/2020 6:22 PM

Lds Construction
0A16/2020 &:22 PM

(s Cultural Institutions (Museums, Historic Landmarks)
9A16/2020 6:22 PM

Ly Engineering and Architecture
9A16/2020 B:22 PM

¢y Financial Services
971672020 6:22 P

Food Service
9/18/2020 6:22 Ph

Look Up More Recards

T0results
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Supervision

Use this section to provide additional information about supervision at the Worksite, and the
records of each of the supervising personnel. Repeat the below steps until all supervisors are
added. NOTE: There must be a sufficient ratio of supervisors to participants.

Main Menu -~ Worksite Application 3

m Youth & Community
Development CONNECT

| = Y

WORKSITE APPLICATION

Draft

GENERAL INFORMATION

E= SUPERVISION

JOB TITLES AND DUTIES

WORK SCHEDULE

BUSINESS PLANMNING PRACTICES

CHILD CARE INFORMATION

MNATURE ENYIRONMENT

TRIPS

CERTIFICATIONS

REJECTION NOTES

Click on + at the top right of the Supervisor Records table to add a new supervisor. In the new

B}’ SAVE & CLOSE

WSA-0000000113 - Best o
Solutions Solutions WIOA

Supervision Information

Hows rary full time employees doyou have in your Establishrent?
Howy many staff will be there for superdsing participants?™®
‘ifhat is the total urnber of participants requested for this application? ™

ifhat will be the number of superdsors to participants at this application? ™

Supervisor Records
Mare Title Phone

Mo /58 Supervisor records found,

. B0546A-Train and Earn-7/1/2021-
Trainans 6/30/2022

=+

Email Authorized to Sign the Timesh

window that appears, provide as much detail as possible about the worksite supervisor. At

minimum, you must indicate their name, title, phone number, email address, and whether or not
they are authorized to sign timesheets. When you are done, click on Save at the top left of the

window. When the record is saved, click on the X at the top right of the window.

NVYC
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[ News Supervisor X

H s +  nEw

WS4 SUPERVISOR : INFORMETION

New WSA Supervisor =

4 General

Title ®

First Mame *

Last Narme *

Phone *

Erviail

Fax

Worksite Representative
Supervisor

Key Management Persannel

rea of Supenvision

Authorized to Sign the Timesheets?™*

Job Titles & Duties

Use this section to provide a description of each of the job titles available to participants at the
worksite. This includes a job category and a description of the duties and requirements for each
job title. Click on the + icon to add a new job title.

WSA-0000000T13 - Best Best Tt and 90546A-Train and Eamn-7/1/2021-
Solutions Saliens WIOA Earn 67302022
Job Titles And Duties \
+
Category b lob Title Duties Requirernernts ML

Health & Hospital/Rehabi., Dietary Aide/Kitchen Hel,,  Aid in loading trays, assistin food £, Enter a description of the job requir...

Make sure to indicate how many participants are requested for each job title. When you are done,
click on “SAVE” at the top left of the window. When the record is saved, click on the X at the top
right of the window.

. Department of
Youth & Community
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[ Mew Job Title

B sae + W

¢SS, JOB TITLE : INFORMATION

New WSA Job Title =

Category™® Health & Hospital/Rehabilitation

lob Title ™ Dietary Aide/Kitchen Helper

Dutjes * Aid in loading trays, assist in food transportation and distribution
Requirernents * Enter a description of the job requirements

Mao. of participants request™® 2

Work Schedules

Use the Work Schedules section to indicate the shifts available to participants at the worksite, and

if participants will have alternate/staggered work schedules. Click on +New to add a new work

schedule.
WSA-0000000113 - Best
Soluti Best Train and
olutions Salutions WIOA Earn
Work Schedule
Wil participants have alternatefstaggered work schedules? ™
Mo
BE Work Schedules
Name Sunday Monday

0-0ofd

» Department of
Youth & Community
Development
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643042022

+ nEW )

Tuesday Wednesday

Mo records found

[
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In the new tab titled “New Worksite Schedule,” provide a title for the work schedule, and indicate
the days of the week. For each open date, you must provide a start/end time. If the worksite is
closed on a specific day, make sure to click on the checkbox under the “Closed” column.

B wWork Schedules New Worksite Schedule X ™

| Enter atitle for the
New Worksite Schedule schedule here SAVE X
- /] : A
Schedule Name : cchedule 1 .'I I".I
Frem T° [ Clickonthis | __Savethe
Sunday NN N/A <~ checkbox to schedule once all
B indicate that days of the week
Monday 09:00 A U the worksite is ||  are filled in. .
- closedonthis | ——
Tuesday 09:00 AM -~ ~ B day.
Wednesday 09:00 AN 5 ¢ 00 | PM |
Thursclay 09:00 AM v v L ™
: : | Ifthe worksite is open on a
Friclay 09:00 AN 05:00 PM . given day of the week, you must

| provide a startand end time.

i _AMPM n

Saturday L AM P

Childcare Information

If this is not a Childcare-related Worksite, answer “No” to the first question, and the related fields
will be hidden. Otherwise, answer each of the questions in the Licensed Child Care Information
section.

WSA-0000000113 - Best Solutions

Best Solutions WIOA Trainand Earn O0548A-Train and Earn-7/1/2021-6/3042022
15 this a Childcare related Worksite? ™ Yes
Licensed Child Care Information

Program Start Date What type of Facility do you operate?
Program End Date
Will participants be fingerprinted?

Houe mary children do you expect to service in your Establishment this year?

Childcare Licenses I
Marme License Type License Nurnber Expiration Date Created On

Mo WS4 Childeare License records found,

» Department of
Youth & Community
Development
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Please select all required screening assessments to be completed by youth prior 1o starting work with your business

elect all that apphy

Out of City Child Related Worksites

Will this be an out of cityworksite? Are participants required to stay overnight?

How are participants transported to/from this worksite and NYC? Describe overnight housing arrangement for participants

Describe the meal plan for participants during their wark day at this site

Describe the non work hour activities

Click on the “+” icon in the Childcare Licenses table to indicate one or more licenses held by the
worksite. Indicate the type of license and expiration date. You must upload a copy of the relevant
license. If you do not have the license on file, reach out to the potential worksite to obtain a copy.

[ Mew Childcare License

X
B saE +  HEW
s CHILDCARE LICEMSE @ INFORMATION
License Type ™ SACC License
License Nurnber ™ 1234
Expiration Date 17142023
License Docurment Upload (Required) Choose File

Nature Environment

This section is used to indicate if the worksite is a nature or environment-related worksite, and if
yes, the Outdoor Work Locations and Nature Inclement Weather Plan. Click on the + icon on the
associated tables to add an outdoor work location and/or weather plan. If this is not a

nature/environment worksite, answer “No” to the first question, and all other fields will be
hidden.

. Department of
Youth & Community
Development
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WS5A-0000000113 - Best Solutions

I3 this a Mature/Environment related Worksite * Yes

Project Description

Please describe the planned outcorne of the project(s) ™
Enter planned outcome description here.

Exact boundaries for the area of the projectis) *
Enter description here.

Outdoor Work Locations

Marme M Address Created On

Mo WES Outdoar Waork Location records found,

Nature Inclement Weather Plan

Alternate Loca... Address Planned Activit..  Inclementweat.,,

Mo WSA Nature Inclement Weather Plan records found

Best Solutions WIOA Traitv and Earn 90546A-Train and Earn-Ff1/2021-6/30/2022

Describe the type of tools and equipment to be used and projected plan of supervision™
Enter description here,

Tirmetable for established plan ®
Enter description here.

Example Outdoor Work Location

[ Mew Outdoor Work Location

B sa + MW

WSS QUTDOORMAORK LOCATION : INFORRMATION

Address

2 Lafayette Street, New York, NY, USA

» Department of
Youth & Community
Development

New WSA QOutdoor ...

Location ™ Backyard
Address ® B 2 Lafayette St, Mew York, NY 10007, USA
Planned Activities ™ Picking up leaves




Example Inclement Weather Plan

[ New Trip Inclement Weather Plan X

B st + nNEw [& DEACTIATE

4i#SA NATURE INCLEMENT WEATHER PLAM : INFORMATION

New WSA Nature In... =

4 General

Address

2 Lafayette Street, New York, NY, USA

Alternate Location(s™* 3 Lafayette St. New York, NY USA
Address * B 2Lafayette 5t, New York, NY 10007, USA

Planned Activities * Picking up leaves

Inclernentweather p*  Organizing files indoors

Trips

Use this section to indicate if the worksite has any trips or outings planned for participants. If yes,
use the Trip Schedule table to indicate all trips scheduled during the program period, and the
Inclement Weather Plans table to indicate alternate plans in the event of inclement weather. Click
on the +icon in the associated table to add a new trip and/or weather plan.

Department of m .
Youth & Communi Aa denu Worksite Application 3> WSA-0
m i o | CONNECT Main Menu Worlsite Application Vi

= B¢ SAVE & CLOSE
WORKSITE APPLICATION : g R
Draft WBAETITTHIE - (B Best ] 80546A-Train and Eam-7/1/2021-
Solutions Solutions WIDA o 6/30/2022
GENERAL INFORMATION
wWill participants sttend trips or outings? ™ Yes
SUPERYISION
JOB TITLES AND DUTIES .
Trip Schedule
WORK SCHEDULE Trips +
Hame Trip Location & Address Trip Stert Date...  Trip End Dste ... Created On
BUSINESS PLANNING PRACTICES
Mo WSA Trip records found.
CHILD CARE INFORMATION
NATURE ENVIRONMENT
i TRIPS
CERTIFICATIONS
REJECTION NOTES Inclement Weather Plans +
Alternate Loca,. Address Inclement Wes... Planned Activit..  Created On

PRE-ASSESSMENTS
Mo W38 Trip Inclernent Weather Plan records found,
DOCUMENTS

NOTES -

» Department of
Youth & Community
Development
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Entering a Trip Schedule

Enter information in the required fields, including a trip address and location, and the number of

participants and supervisors that will attend and/or remain on-site. Make sure that the total
number of participants and supervisors aligns with the information previously entered in the
Supervision section. When you are done, click on Save at the top left of the window.

This section is used to indicate if the worksite has been subject to any federal, state or city
investigation, and/or criminal/civil action. If applicable, you must provide additional details,

[ New Trip

H st +  nEW

WEA TRIP ¢ INFORRMATION

New WSA Trip =

Trip Address

2 Lafayette Street, New York, NY, USA

Marne ™
Fall Day Trip
Trip Location ™
Circus Tent
Address
2 Lafayette St, New York, NY 10007, USA
Trip Start Date & Tirme *
17172022 8:00 AM
Trip End Date & Time ™
17172022 11:30 AM

X

Murnber of Participants Attending Trip *

5

Murnber of Participants Remaining at Site ™

2

Murnber of Supenisors Attending Trip ™

2

Murnber of Supendisors Rernaining at Site ™

1

Wil this trip exceed participant's regular scheduled hours?*
Yes

Certifications

including uploading the completed Site Assurances and Certification.

NVYC

Department of
Youth & Community
Development

16



Department of | DYCD ‘
Youth & C i Az Aenu -~ Worksite Application
M D.__:'reh)pm";::"""l‘ﬂ CONNECT Main Menu Worksite Application

5 s B3 SAVE & CLOSE
f
;vo:wcsns APPLICATION H WSA 0000000113 - Best g
ra : f
Solutions Solutions WIOA E;‘: i 6/30/2022

¥ GEMERAL INFORMATION

Certifications
E5 SUPERVISION Has this establishment been subject ta any Federal State, City Investigation,Criminal or Civil Action*
Ves
= JOB TITLES AND DUTIES If s, Provide all Details, Dates and Oute ornes ™

o
B¥ WORK SCHEDULE

+  BUSINESS PLANNING PRACTICES
T CHILD CARE INFORMATION

% NATURE ENVIRONMENT

By checking this box, | certify that | have received the campleted Site Assurances and Certification *
1 TRIPS -

I CERTIFICATIONS

& REJECTION NOTES Crirninal History Docurent Uplaad (Required)

Submitting the Worksite Application

These are all the required fields of the worksite application. Make

90546A-Train and Earn-7/1/2021-

Choose File

YWORKSITE APPLICATION

sure to click on Save at the top left of the Worksite Application Diatt
window. When you are ready, click on the three-dots icon at the
top of the worksite application switchboard, and click “Submit For

EH SUPERVISION

Review.”

If there are any missing fields, an error message will appear, along

Submit For Review

¥ GEMNERAL INF

Copy URL

with a prompt to fill in missing required fields. Click on the hyperlink on an associated field to

redirect your browser to the page that needs to be completed.

© Missing Required Fields

1. Please fill in these required fields:

Industry

2. Atleast ane Trip Supervisor information required.

» Department of
Youth & Community
Development
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Conducting CBO Pre-Assessment

After you or the employer have submitted the draft worksite application, your program must

decide whether to approve or reject the worksite application. After approving the worksite
application, the next step is to

complete the pre-assessment of

Department of
NYE =i |BYED e,
Development CONNECT

B sae BF  S4VE & CLOSE
the worksite.
xizﬁ\x APPLICATION : \S/\f)sluAt}([))(i(;0000113 - Best Best o oo 005464 Train and Earn. 77172071
To begin a new pre-assessment, AL KEORATION B
. re-Assessments + CBO PRE-ASSESSMENT @
navigate to the Pre-Assessments . -
. . JORTITLES AND DUTIES .
section of the worksite S Pre-Assessments Type Status Provider Craatad On
appl'cation and click on +CBO BUSINESS PLANNING PRACTICES
Pre-Assessment. MATURE ENVIRONMENT g =

TRIPS
CERTIFICATIONS

REJECTION NOTES

&6 PRE-ASSESSMENTS

A new tab will open in your browser containing the draft pre-assessment. In order to enable the
pre-assessment fields, you must first click on Save at the top left of the page.

Department of .
m oz Commey ‘ % Main Menu | Worksite Pre-Assess.. > New Worksite Pre-As...

B osae B’ SAWE & CLOSE + nHEW

PRE-ASSESSMENT g ) Please click save button to proceed.
:
Draft

New Pre-Assessment Hostas Carnmunity Call

& NEW PREASSESSMENT

General Information

Worksite Application ® B WSA-0000000113 - Best Solutions
Provider™ @ Hostos Community College
Prograrn Area * & wioa

Program Type * & Train and Earn

Use the switchboard on the left-hand side to navigate to each of the sections of the pre-
assessment. Note that the General Information and Related Worksite Applications sections of
the pre-assessment will already be completed based on the responses provided in the worksite
applications section. You may check each section to ensure the information remains accurate.

. Department of
Youth & Community
Development
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Management

Answer the following questions before moving on to the

Facility section of the pre-assessment.

Are ary of your staff rembers related to the managerment staff at this Worksite? ™

If wes, please describe the relationship (ncluding which staff members are invaleed):

PRE-ASSESSMENT d
Drraft

¥  GENERAL INFORMATION

¥ MANAGEMENT

¥ RELATED WORKSITE
APPLICATIONS

& FACILITY

¥ OPERATIONS AND PROCEDURES

¥ SITE SUMMARY

¥ NOTES

¥ DOCUMENTS

Facility

Based on the results of the pre-assessment, provide a response to each of the facility questions.

Main Menu

+  HEW

WSP-0000000022 - CBO - Best Solutions

I5 the warksite aware of Child Labior Laws? *

I5 the schedule of work hours for minars under 18 years of age posted on-site?™

5 the facility free of safety hazards?™

Are there accessible Emergency Exits?™

Does the facility conduct regular fire drills?*

Uarksite has a Fire Bvacustion plan posted?

5 there an updatzd fire extinguisher! sprinkler systern available?™

Srmoke detectors andfor carbon monoxide detectors are instzlled throughout the Faciliby? ™

Is there 3 copy of the Drug Free workplace requirerments available?™

Potential Worksite Harard [Required)

Select all that apply

» Department of
Youth & Community
Development

Hostos Community College WSA-0000000113 - Best Solutions

123 Walker Street, Manhattan, NY 10013, USA CEO

Current certificate of occupancy andfor license is posted? ™

Expiration Date

Are there adequate bathroom facilities? ™

Worksite has a First &id Kit, CPR and/or BED Kit an site? *

5 the worksite ADA compliant to accornmodate individuals with a disability? ™

Uarksite is easily accessible by rnass transit? *

Facility space is adequate for participants to perform the duties listed on the worksite applicatio
*

Facility has adequate supplies and equipment for the participants to perform the duties listed?
*
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If there are one or more potential worksite hazards, make sure to indicate all hazards in the
Potential Worksite Hazard section at the bottom of the page.

Potential Worksite Hazard [(Required)

Security Wentilation System Select all that apply

Operations and Procedures

Use this section to indicate if the worksite has previously or is currently participating in a youth
work experience program. In addition, you will respond to questions that speak to the worksite’s
contingency plans for unscheduled closings, compliance with Child Labor Laws, and procedures to
evaluate participants.

WSP-0000000022 - CBO - Best Solutions Hostos Cormmunity College | WSA-0000000113 - Best Solutions 123 Walker Strest, Manhattan, NY 10013, USA  CBO
Has the worksite participated in any previous youth work experience prograrms in the past?™ |5 the worksite currently participating in a youth work experience program?™
Yes Yes
If yes, please indicate which programs If yes, please indicate which programs
WI0A, Select all that apply Capacity Building Select all that apply
Dioes worksite has a contingency plan for unscheduled closings?™ Are the work activities age appropriate and in cornpliance with Child Labor Laws? ™
Yes Yes
[f yes, please attach reasons for closing and the contingency plans, ™ iorksite understands how to evaluate participants?™
COVYID-19 Related liness, only essential statf will come in. Yes
M Wil weorksite displace regularworkers with Participants secured through this prograr?™*
No
Was the worksite supervisar informed about the evaluation procedures and required deadline:
*
Dioes the worksite hawve any scheduled closingls) during the internship cycle? Yes
No

Towards the bottom of the page, additional questions speak to supervision procedures and
adherence to worksite protocols.

. Department of
Youth & Community
Development
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Wias the worksite supervisor informed shout the evaluation procedures and required deadline:
*

Does the worksite have any scheduled closingis) during the internship cycle? Yes
Mo

Will the Participant wark independently or unsuperised at any tirne? ™

Yes

Dioes this worksite position offer the number of hours that are required For our Participants? ™
Yes

Does the Warksite have adequate knowledge of the tirme and attendance procedures? ™
Yes

s the worksite superdisor available and easily accessible? ™

Yes

Has the site coordinator attended an orientation? ™

No

If miot are they scheduled, and give the date?™

5/25f2022

Site Summary

Use this section to provide a detailed summary of your program’s findings after conducting the
worksite pre-assessment.

j Department of | m .
Youth & G i Aa Adenu - Works _
m Davelopment ™ | CONNECT Main Menu Worksite Pre-A

H s ' SAVE & CLOSE =+ MEW

PRE-ASSESSMENT : WS5P-0000000022 - CBO - Best Solutions

Dratt Huostos Community College WSA-0000000113 - Best Solutions 123 Walker Street, Manhattan, NY 10013, USA [«
ra

S f all findi
¥ GENERAL INFORMATION A

Enter summary of findings

& MANAGEMENT

& RELATED WORKSITE
APPLICATIONS

& FACILITY
& OPERATIONS AND PROCEDURES

& SITE SUMMARY

Completing the Pre-Assessment

Once all required sections of the pre-assessment are
PRE-ASSESSMENT :
Draft

switchboard and select “Complete”. In the event you were Complete
GEMERAL INFC  Maon Productive Visit

complete, click on the ‘three-dots’ icon at the top of the

unable to conduct the full pre-assessment during your visit,
select “Non Productive Visit.” You may complete another  MANAGEMEN] copy URL

pre-assessment later.
¥ RELATED WORKSITE

LR TR R E T ]

» Department of
Youth & Community
Development
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@ Are you sure you want to complete this Pre-Assessment?

COMPLETE CANCEL

Committing to the Worksite

After conducting the pre-assessment and completing all sections of the pre-assessment form in
PTS, the last step is to decide whether your program will commit to partnering with the worksite.

Click on the three-dots icon at the top of the worksite application switchboard, and select
‘Commit’.

WORKSITE APPLICATION WORKSITE APPLICATION E
Approved By Provi '

Comrmited to DYCD

Carmrmnit

M GEMERAL IMFC | & GENERAL IMFORMATION
Copy UEL

E=S SUPERYISION B SUPERYISION

= JOB TITLES AND DUTIES 7= JOB TITLES AND DUTIES

If successful, the status of the Worksite Application will update from ‘Approved by Provider’ to
‘Committed to DYCD'. At this stage, you cannot make any modifications to the worksite
application or pre-assessment. If you need to make changes, please contact your DYCD Program
Manager.

» Department of
Youth & Community
Development
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DYCD Connect Help Center

If you have questions or concerns, please submit a help request to the DYCD Connect Help
Center. You may reach the Help Center direct from the banner at the top of DYCD Connect by
clicking on the question mark, as shown below.

Yousth & Communiy CONNECT Main Menu ~  Dashboards »

Alternatively, you may submit a request through the Help Center on the DYCD Connect homepage.

DYCD RESOURCE CENTER DYCD HELP CENTER

The DYCD help center is where you can find resources to help with the technical and

DYCD Connect is the main resource center to operational issues you may come across. Here you can contact DYCD support directly or
help organizations communicate and look into additonal resources and guides that can help you move forward with your tasks.

coordinate with the communities they serve.

& firstname t & lastname
Ve
C’ . phone E ¥ email
= organization Se t -
c = program area elect - - \ = program type gram Type X
re that youth and lamaDYCD employee

families receive high-quality services.

Select if you need operational or technical help:

@ HELP CENTER NEED TECHNICAL NEED OPERATIONAL
Having trouble? Send a message to ) ?
ool by ASSISTANCE? ASSISTANCE?
Center. If you are having a technical issue related to logging Having trouble performing your existing operations
in, accessing your services, or experiencing a bug, using the new systems and tools within DYCD
contact the technical help desk connect? Get in touch with a program specialist

FA.Q

Read Frequently Asked Que
earn more about DYCD C

Detailed Description:

» Department of
Youth & Community
Development
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