
Creating a
Worksite.

CREATING A WORKSITE IN PTS 

DYCD is an equal opportunity employer/program. 
 Auxiliary aids and services are available upon request for individuals with disabilities



Goal
DESIRED OUTCOME OF TRAINING

It is our hope that at the end of this
presentation that you will be able to
enter a Worksite from Draft to
Commit stage.
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intro
This training has been brought to you
by the Central Validation and
Reporting Unit.
CVU has partnered with the
Workforce Program units to bring you
a full walk through of PTS Worksite
applications in the hopes of passing
on applicable knowledge and  skills to
provide Work experience internships.

OUR STORY



Upon opening the workscope, you will be redirected to the General
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.

Worksite
Applications



 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
are already filled in. If you notice a mistake or
missing information on any part of the
worksite application, you  should update and
correct  the worksite application. You may
then Commit your application to DYCD. 

Reviewing a
Submitted
Worksite



Please be sure to update the site for Summer programing. If, nothing is
different, upload the original Pre-assessment and required documents

then, commit your site to DYCD



Highlighted Tabs
DOUBLE CHECK

Supervisor
Record

Participants
requested

Schedules Documents Job Task &
Duties



Required
Documents Application

Pre-Assessment 

Site Assurances & Cert

Licenses



New
Worksite
ENTERING A SITE ON AN EMPLOYERS BEHALF

From your workscope, navigate to the Worksite Applications section. Click on
“+NEW” to start a new worksite application.



From the
application
options, select
Worksite
Applications.
Then select +New
Employer.
WIOA Employers
may not appear
in the list.

Application Type



New Employer
Profile

Next navigate to the bottom of
the employer options list and
select New. (+)  Enter the
Employer/Company Name,
Address and EIN



GENERAL INFORMATION
Enter the
worksite’s
website
information,
sector, and
industry. Be
sure to, provide
additional
information
about the
worksite’s
address (e.g.
room/floor/suit
e, cross streets,
travel
directions, etc.)



Supervision Information
Use this section to provide additional information
about supervision at the Worksite, and the records

of each of the supervising personnel.

There must be a sufficient ratio of supervisors to participants. 12/1 Ratio!



Full name & Title

Email/Phone

Can they sign timesheets?

Worksite Representative?

Supervisor
Record(s)



Participant Job
Titles and 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. Use
other when a description doesn't
match. Be sure to indicate the details
of this job function in the
requirements section!



Worksite 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.



Business Planning Practices
Indicate if your site is In Person, Hybrid, or Remote.  Indicate the Staff to
Participant Ratio while on site.



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.



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

Childcare
Licenses



Nature
Environment
This section is used to indicate if the
worksite is a nature environment
worksite.  Outdoor Work Locations and
Nature Inclement Weather Plan are
required. Click on the + icon on the
associated tables to add an outdoor
work location and/or weather plan.



Nature Environment
Example Inclement
Weather Plan



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.

Trips



Trip Schedules

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.



Certifications

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, including
uploading the completed Site Assurances
and Certification.

Worksite Agreement



Submitting
the
Worksite
Application
Now that you have entered and
uploaded all of the required
information, its time to submit. Click
on the three-dots icon at the top of
the worksite application switchboard,
and click “Submit For Review.”



Here you will find the answers to
frequently asked questions and
steps to assist you in completing
some common areas of concern.

Troubleshooting



The CBO should be very careful when entering this
information! The Employer name is READ ONLY. (It can
be associated with another Provider or even worksite.)
Its not a traditional data entry box but a lookup record.
If a mistake is made (even in draft) CBO’s will need to
submit a ticket. When creating the ticket, ensure that
subject should always contains “Attn DYCD Connect
Team WIOA Worksite Application Issue” so that it is
routed to the right place and resolved quickly.

Employer
Info



Worksite
Name
WORKSITE NAME IS A
NEW FIELD!

CBO’s must enter a Worksite
Name as an identifier for
location. This entry can be the
same as the Employers Name.



Job Titles

When using Other as a Category, the Job Title

must also be Other. Use the Duties &

Requirements section to provide details of the

Job Description.

USING OTHER



Business
Planning
Practices
LGBTQ+ FRIENDLY EMPLOYER

DYCD seeks to highlight LGBTQ+
friendly employers and the
opportunity to place our participants
with them. This is a DYCD Required
Question for all Internship sites. 



Click the address box above, to display the Google
recommendation. Select the address to populated
address fields. The State will be entered upon refresh.

Adding the State Information to
the Worksite Address.

State



QUESTIONS
& ANSWERS


