SET for Life


PRE‑EMPLOYMENT ORIENTATION COMPLETION
Instructions

This checklist of topics should be covered in the classroom during orientation and just before being put on the job (pre‑job). The student should have received all topics before being put to work. It is essential that the topics of time sheets, attendance, punctuality, appearance, workplace compatibility, initiative/responsibility and criteria for job success are covered immediately before starting any SET for Life on‑the‑job training. 

The student must sign the form to indicate he/she understands the expectations of the employer. 

Pre-Employment Orientation Completion

Student Name:


Social Security Number:


The items and topics shown here were presented and discussed:

	Topic
	Date Received
	Notes

	
	Class
	Orientation
	PreJob
	

	Job Application
	
	
	
	

	Interviewing Skills 
	
	
	
	

	Résumé
	
	
	
	

	Job Resources Knowledge
	
	
	
	

	Local Labor Market Knowledge
	
	
	
	

	Career Decisions
	
	
	
	

	Job Search Techniques
	
	
	
	

	Time Sheets
	
	
	
	

	Attendance 
	
	
	
	

	Punctuality
	
	
	
	

	Appearance (Dress)
	
	
	
	

	Workplace Compatibility
	
	
	
	

	Initiative/Responsibility
	
	
	
	

	Leadership
	
	
	
	

	Criteria for Job Success
	
	
	
	


I      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
      understand and have received instruction in all of the above areas. I am prepared to start my SET for Life on-the-job training. Signed on this           
 day of      

 FORMTEXT 
     

 FORMTEXT 
      in the year      

 FORMTEXT 
      in the city of      

 FORMTEXT 
     

 FORMTEXT 
     , State of Alaska.

Transition Specialist
Date

Name of possible worksite: ​
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