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Los Angeles County Youth@Work  
Work Based Learning Technical Assistance Guide 

 
 
EXECUTIVE SUMMARY 
                                                                                                                                            
The purpose of this directive is to provide guidance to County operated and non-County 
operated America’s Job Centers of California (AJCC) who provide Youth@Work (Y@W) 
services, through the attached Technical Assistance Guide (TAG). The TAG serves as a 
reference to existing protocols and procedures used to carry out the complex tasks 
associated with the implementation of the Y@W Work Based Learning (WBL) – Level I 
Services. 
 
In addition, forms used in this process have been updated to allow service providers the 
ability to download, edit, and print these forms electronically.  A list of these interactive 
forms are provided as attachments. 
 
This policy supersedes WDP D20-18 Los Angeles County Youth@Work Work Based 
Learning Technical Assistance Guide. 
 
 
BACKGROUND 
                                                                                                                                            
Y@W provides youth with year-round workforce services following a multi-tiered approach. 
This method allows youth to gain full work readiness preparation through a balanced Earn 
and Learn approach of work experience, training, and education. Y@W services are 
delivered based on individual needs and do not need to follow a sequential pattern. 
 
WBL – Level I is best suited for a youth that has little or no work experience. Y@W targets 
and prioritizes youth populations with the highest need, including disconnected youth, 
school dropouts, foster, probation, homeless, Transitional Age Youth (TAY), LGBTQ and 
CalWORKs youth. WBL’s goal is to provide youth with a menu of services that offer access 
to work experience, work readiness, personal enrichment training, academic and career 
counseling, and advanced career services. 
 
 
POLICY AND PROCEDURES 
                                                                                                                                             
All County operated and non-County operated AJCCs who provide Y@W services shall 
adhere to the policy and procedures described herein.  
 
ACTION  
                                                                                                                                             

                                                                                                                                                  

                    
 

 
        DATE: July 26, 2021                                                                               NUMBER: WDP D21-03 

CO UNT Y O F  LO S A NG ELE S  
W O RKFO RCE D EVE LO PM ENT ,  A GI NG  

A ND CO M M U NI T Y  SERVI CES  
 

W O RKFO RCE D EVE LO PM ENT  
PRO G RA M S  D I RECT I VE  

 



Page 2 of 2 

 

AJCCs shall ensure that the requirements described herein are communicated throughout 
the operations, management, and governance structures of its organization and that this 
directive is appropriately maintained until further notice.  
 
INQUIRIES 
                                                                                                                                             
Inquiries regarding this directive and the policies and procedures described herein should 

be directed to youthatwork@wdacs.lacounty.gov.  

 

 

______________________________________ 

Irene Pelayo, Program Manager  

Workforce Development  

Attachments: 
 

Youth@Work Work-Based Learning Technical Assistance Guide 
Attachment I- Form I-9 
Attachment II - Form W-4 Sample 
Attachment III - Consent & Release Agreement Ages 17 & Under 
Attachment IV - Consent & Release Agreement Ages 18 & Above 
Attachment V - Work Permit Sample 
Attachment VI - Confidential Verification Form 
Attachment VII - Verification of Benefits Form PA 1918 
Attachment VIII - Map Application Guide 
Attachment IX - Compliant of Discriminatory Treatment 
Attachment X - Language Designation Form 
Attachment XI - Individual Assessment (IA) Form and Instructions 
Attachment XII - Case Notes 
Attachment XIII - Monthly & Final Performance Evaluation Form 
Attachment XIV - Participant File Checklist 
Attachment XV - Agreement for TAYWOW Curriculum Users 
Attachment XVI - TAY Collaborative Curriculum Core Units 
Attachment XVII - Verification of PET and Book Receipt 
Attachment XVIII - Book Inventory Log 
Attachment XIX - Worksite Checklist Form 
Attachment XX - Worksite Agreement 
Attachment XXI - Worksite Supervisor’s Manual 
Attachment XXII - Worksite Expectation Review Form   
 
 

mailto:youthatwork@wdacs.lacounty.gov
https://www.ajcc.lacounty.gov/home/showdocument?id=1512&isPublished=False&t=637801773580943054
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1495/637692919031830000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1497/637692919312770000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1499/637692924839570000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1501/637692925220370000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1509/637692925693370000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1503/637692925480530000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1507/637692926098530000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1505/637692926332300000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1605/637642734914800000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1607/637642734939670000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1609/637642734977000000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1611/637642734991830000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1613/637642735026070000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1613/637642735026070000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1587/637642731265670000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1591/637642731291130000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1593/637642731317070000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1595/637642731337570000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1597/637642731356770000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1589/637642731279900000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1599/637642731370200000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1601/637642731378330000
https://www.ajcc.lacounty.gov/home/showpublisheddocument/1603/637642731390370000

