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WELCOME TO THE 2017 SANDOVAL COUNTY 

SUMMER YOUTH EMPLOYMENT PROGRAM (SYEP)! 
 
Thank you for your participation in the 2017 SYEP.  The 2017 SYEP will begin on June 5, 2017 and end on 
July 28, 2017. As a Worksite Supervisor you are in the unique position of providing supervision and training 
to youth in our community.  Your participation will help young people ages 15 to 17 develop positive work 
habits, attitudes and job skills.  You can make a difference in preparing the youth you supervise for future 
employment. Your participation is essential to the success of the SYEP. 

This year’s program is facilitated by Sandoval County Human Resources Office.  We can be reached at: 

Sandoval County Administration (1st Floor) 
1500 Idalia Road, Building D 
Bernalillo, NM 87004 
MAIN: (505) 867-7505  
FAX: (505) 867-9365 

 

Should you have any questions or concerns please contact your 2017 SYEP Program Coordinator:  

Michelle Jones (505) 867-7505 mjones@sandovalcountynm.gov 

Thank you for your support and we look forward to working with you! 

 

 

 

 

 

 

mailto:mjones@sandovalcountynm.gov
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I.  STANDARDS AND GUIDELINES 

The following standards and guidelines will be explained to all SYEP participants prior to the start of their 
work experience.  You may have additional guidelines; if so, please make your youth employees aware of 
them on their first day of work.  

1. ATTITUDE / WORK PLACE DEMEANOR – Participants are expected to have a positive attitude and 
to conduct themselves appropriately.  If a participant has a negative attitude, or exhibits a 
demeanor or behavior not suited to the workplace, call the Program Coordinator to discuss the 
situation. 

2. PUNCTUALITY – Participants are expected to arrive at their worksite on time.  Continual tardiness 
or unexcused time off may result in termination from the SYEP program. 

3. ABSENCE – Participants will be given information prior to their first day in the program advising 
them on how to report an absence.  Worksite supervisors should remind youth employees of 
reporting procedures on their first day at the worksite. 

4. VISITORS – Participants may not bring or accept visitors at their worksite, including children. 
5. PERSONAL BELONGINGS – Participants are informed that personal belongings, such as cell 

phones, electronic devices, etc., are not to be used while at the worksite.  All valuable belongings 
should be left at home. Neither the SYEP employer nor Sandoval County is responsible for lost or 
stolen items. 

If you have a problem getting a youth worker to follow these guidelines, talk to them about the problem 
and describe your expectations.  If the problem continues, call the SYEP Program Coordinator to discuss 
the next steps. 

II. PROGRAM SUSPENSION AND/OR TERMINATION 

The categories below constitute potential grounds for suspension and/or termination from the SYEP.  As 
a Worksite Supervisor, you are not expected to keep youth at your worksite if they display inappropriate 
workplace behavior.  If you, or anyone else at the worksite, are a witness to this type of behavior, send 
the participant(s) home for the day and immediately contact the Sandoval County Human Resources 
Office to determine if the youth should be terminated from the program. 

• Fraud or dishonesty 
• Under the influence of alcohol /drugs or  possession of alcohol /drugs or drug paraphernalia 
• Misuse or abuse of property 
• Inappropriate access to internet/sites 
• Fighting or use of abusive language 
• Inappropriate attire – repeated violation of dress code 
• Continuous absenteeism or tardiness 
• Refusal to participate 
• Disruptive behavior or attitude 
• Theft 
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III. DRESS CODE 

Below is a description of the SYEP dress code. This information has been provided to your youth 
participants and should be enforced. 

1. No oversized T-shirts, shirts with inappropriate words or slogans, halters or tank tops. 
2. No head rags, wave caps, bandanas, or hats (unless approved by your Worksite Supervisor). 
3. No over-sized pants that may sag or any gang-related attire. 
4. No shorts (unless approved by the Worksite Supervisor). 
5. No revealing or see-through clothing. 
6. Appropriate footwear that follows worksite safety guidelines. 

 

IV. INTERNET ACCESS 

Use of the internet should be carefully controlled.  The internet should be used only to complete work 
assignments. 

 

V. THINGS TO REMEMBER WHEN WORKING WITH YOUTH 

As a Worksite Supervisor you are expected to provide supervision to the participants assigned to your 
worksite.  When giving work assignments, keep the following in mind: 

• If you have more than one participant assigned to your worksite, remember that the age range 
for the program is 15-17.  The younger participants may need more instruction. 

• Provide clear instructions and deadlines. 
• Make sure that the participant has the skills, training and tools/resources necessary to 

successfully complete their assignments. 
• Make participants accountable for their time and for their assignments.  The purpose of the SYEP 

is to teach the participants skills that will help them in the future. 
• Address problems as they arise – sometimes discussing problems(s) is a great teaching 

opportunity. 
• Ensure that the worksite and the work assignments are structured in a way to insure safety. No 

one wants injuries. 
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VI. CHILD LABOR LAWS 

Child Labor Laws must be followed when working with youth under the age of eighteen (18): 

MINIMUM AGE 

The minimum age for employment is fourteen (14) in specified occupations outside school hours for 
limited periods of time. 

CERTIFICATES 

A work permit certificate is required by state law, for the employment of children less than sixteen (16) 
years of age AT ALL TIMES. 

There is no provision in the law for age certificates for children sixteen (16) and older.  An age certificate 
can be issued upon request to verify the child’s age. 

Work permits and age certificates are proof of age only and do not authorize prohibited employment. 

HOUR LIMITATIONS 

Minor 14 and 15 years of age may NOT be employed: 

• during school hours 
• before 7 a.m. or after 7 p.m., except from June 1 through Labor Day when evening hours are extended 

to 9 p.m.  
• more than 3 hours a day - on a school day  
• more than 18 hours a week - in a school week 
• more than 8 hours a day - on a non-school week 
• more than 40 hours a week in a non-school  week 

 
There are no hour or time restrictions for minors age 16 and older. 
 
These time restrictions are consistent with the Fair Labor Standards Act (FLSA). 
 

PROHIBITED OCCUPATIONS FOR MINORS AGES 14 and 15 

Established by the Fair Labor Standards Act (FLSA) 

Occupations involving:  
• mining 
• manufacturing 
• processing including laundry and dry cleaning 
• duties in workrooms 
• public messenger service 
• hoisting apparatus' or any power driven machinery 
• power driven mowers / cutters 
• the use of auto pits, racks lifting apparatus'.  
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Occupations in connection with: 
• transportation of persons or property  
• warehousing and storage 
• communications 
• public utilities 
• construction 

Occupations in retail food / gas service establishment: 
• work in boiler / engine rooms  
• maintenance / repair of machines and equipment 
• outside window washing 
• cooking and baking 
• operating, setting up, adjusting, cleaning, oiling or repairing power-driven food slicers, grinders, 

choppers and mixers 
• work in freezers / coolers  
• loading and unloading goods 

 
And, any occupations found and declared hazardous by FLSA 

 

HAZARDOUS OCCUPATIONS FOR MINORS AGE 16 and 17 

Established by the Fair Labor Standards Act (FLSA) 

Occupations involving or in connection with: 
• explosives  
• motor-vehicle drivers 
• mining, including coal mining 
• logging including sawmill 
• power-driven wood working machinery 
• radioactive substances 
• hoisting apparatus: 

elevators, cranes, derricks, hoists, and high-lift trucks 
• metal forming, punching, shearing machines 
• slaughtering / meat packing 
• power-driven bakery machines 
• paper product machines 
• manufacture of brick, tile and kindred products 
• circular saws, band saws, and guillotine shears 
• wrecking, demolition, and ship breaking 
• roofing occupations and  
• excavation operations 

The above-mentioned occupations are prohibited for anyone under the age of eighteen (18).  This 
minimum age applies even when the minor is employed by a parent / guardian. 
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VII. ACCIDENTS AND INJURIES 

Worksite Safety: 

In addition to following Child Labor Laws, the following activities are not approved for any of the SYEP 
participants regardless of their age: 

• No SYEP participants are authorized to drive a vehicle as part of their assignment. 
• Participants should not be asked to lift heavy objects without help from others. 
• Participants should be required to wear any safety gear that will reduce potential injuries. 
• Let participants know emergency procedures such as exits and escape plans in case of an 

emergency. 
 
Below are some helpful websites if you want more safety information: 
 
http://www.osha.gov/SLTC/teenworkers/index.html 

http://www.youthrules.dol.gov/ 

 
Everyone knows that safety is a priority – don’t let the SYEP participants assigned to your worksite take 
any unnecessary chances. 
 
All SYEP participants are covered by Worker’s Compensation Insurance by Sandoval County.  If an SYEP 
participant is injured while working, the injury must be reported immediately to the Sandoval County Risk 
Management Office. 
 
If there is an extreme emergency, immediately call 911.   Once the youth employee is under the 
care of emergency personnel, immediately call the Risk Management Hotline at (505) 239-1610 
to report the incident.   
 
What to do if there is an injury? 
If there is an injury at the worksite that requires a doctor’s visit (even if it is a first aid injury) a Notice of 
Accident form and the HIPPA Medical Release Authorization form (see attached samples on pages 14, 15 
and 16) must be filled out by the participant and the Worksite Supervisor and returned immediately to 
the Risk Management Supervisor in the Human Resources & Risk Management Office. 
 
If there is any kind of injury at the worksite, please also complete the Supervisor’s Report of Accident 
form found on page 17 and return it to the Risk Management Coordinator in the Risk Management Office.  
Sometimes a minor injury such as a cut can become infected or a bruise can become a sprain, so 
documenting the facts that caused the injury immediately will be helpful in filling out other required 
Sandoval County forms later. 

 

http://www.osha.gov/SLTC/teenworkers/index.html
http://www.youthrules.dol.gov/
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VII. HARASSMENT AND DISCRIMINATION POLICY 

Pursuant to Sandoval County’s Personnel Rules and Regulations and Sexual Harassment Policy, it is the 
policy of Sandoval County that all County employees (which includes SYEP participants) have a right to 
work in an environment free of discrimination and unlawful harassment.  Sandoval County’s SYEP 
maintains a strict policy of prohibiting discrimination, sexual harassment and harassment because of race, 
national origin, sexual orientation, physical or mental disability, age, gender, marital status, military 
status, religion, political affiliation or any other basis protected by federal, state or local law or regulation. 
Any and all such harassment or discrimination is unlawful. Unlawful harassment in any form; including 
verbal, physical and visual conduct, threats, demands or retaliation is unacceptable and will not be 
tolerated. 

 “Harassment” includes but is not limited to: 

o Verbal conduct such as insults, slurs, derogatory or obscene comments and/or jokes 
regarding a person’s age, gender, race, disability, religion, or on any other basis 
protected by law; unwanted sexual or romantic advances, invitations, or comments; 
 

o Visual conduct such as display of derogatory posters, photographs, cartoons, 
drawings, text messages, or gestures; 
 

o Physical conduct such as assault, indecent exposure; unwanted touching, non-verbal 
gestures, leering, whistling, blocking normal movement, or interfering with work 
directed at an employee because of the employee’s sex, age, race or any other basis 
protected by law; 
 

o Threats or demands to submit to sexual requests in order to keep a job or avoid some 
other loss, and offers of job benefits in return for sexual favors; and 
 

o Retaliation for having reported or threatened to report discrimination or harassment. 
  

Participating SYEP employers are responsible for ensuring their company employees, customers, 
suppliers or other non-employees who conduct business with the employer do not discriminate 
against, harass or sexually harass SYEP participants; for providing mechanisms for SYEP 
participants to report discrimination or harassment as required by law; and for immediately 
notifying the Sandoval County Human Resources Office of any alleged instances of discrimination 
or harassment of SYEP employees in their workplace, regardless of whom is the alleged harasser. 
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IX. PAYROLL PROCESS 

SYEP participants must document actual hours worked by completing and signing their bi-weekly 
timesheets (sample timesheet on page 13). The SYEP Program Coordinators will provide you with this 
form. 
 
Things to Remember: 
 

• SYEP participants are authorized to work up to 20 hours per work. 
• SYEP participants will be paid $7.50 per hour. 
• Timesheets must be signed by the SYEP participant and the Worksite Supervisor prior to submittal 

to the Sandoval County Human Resources Office. 
• By signing the timesheet the Worksite Supervisor and the SYEP participant are certifying that the 

time submitted is a true and accurate record for any worked time for the given time period. Time 
cards should not be filled out or signed prior to work hours being completed. 

• If a participant’s check is lost or incorrect - the SYEP Program Coordinators should be contacted 
immediately. 

• Holidays may fall within the work program.  Please note that SYEP participants will not be paid 
for non-worked holidays and they will not be eligible for overtime/holiday pay.  If a holiday 
impacts a work schedule, the youth may work additional hours during the remainder of the week 
to make their full weekly hour commitment. 

• Youth employees  may have questions about their checks – to help you answer them keep in 
mind: 
 

o Their first check will be issued on June 24 – two weeks after they begin their work 
assignments.  They may be confused about why they have to wait two weeks to get their 
checks.  Let them know that this is because the Sandoval County pay cycle is bi-weekly 
(every other week), so they will always receive their check the week after they submit 
their signed timesheet. 

o Youth may not understand the difference between “gross” (the amount before taxes) and 
“net” (the amount after taxes) – you may need to explain this to them. 

o If the youth employees have questions about the taxes taken out of their checks, please 
feel free to have them call the Sandoval County Finance Department at 867-7534. 

o Remember that the youth employees do not qualify for medical or other County benefits. 

Timesheet Turn-In/Check Delivery 

Signed timesheets (sample timesheet on page 13) are due to the Sandoval County Human Resources 
Office no later than 11:00 a.m. on the Friday due date.  Late timesheets may result in the SYEP participant 
not receiving his/her paycheck on time.  Paychecks will be mailed to the youth employee’s home address. 
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Timesheets can be emailed, hand-carried or faxed to: 
 
Michelle Jones 
SANDOVAL COUNTY ADMINISTRATION BUILDING (1st Floor) 
HUMAN RESOURCES OFFICE 
FAX (505) 867-9365 
mjones@sandovalcountynm.gov 
 

Timesheet Due Dates/Pay Dates: 

2017 TIME SHEET SCHEDULE 
 

FOR PERIOD DUE DATE 
Friday by 11:00 a.m.  

NO EXCEPTIONS 

PAY DAY (Friday) 

6/05 thru 6/16 – 40 hrs. 6/16 6/23 

6/17 thru 6/30– 40 hrs. 
 

6/30 7/07 

7/01 thru 7/14 – 40 hrs. 
 

7/14 
(7/4 Independence Day 
Holiday – Unpaid if not 
worked) 

7/21 

7/15 thru 7/28 – 40hrs. 
 

7/28 8/04 
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Sample 
SYEP Forms 
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