Student Learner Orientation to Work Site
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Directions:  It is important the student-learner receives information about the following work-related factors.  Check each item as the information is given to the student-learner.  Please return the completed form to the teacher-coordinator.

Company Orientation
· Give student-learner copies of printed material.

· Explain the work site’s history.

· Describe the work site’s product lines.

· Discuss work site policies and procedures regarding:

· Hours of operation/work

· Overtime policies

· Pay periods

· Vacation policies

· Holiday policy

· Appropriate dress and grooming

· Safety rules

· Emergency procedures

· Procedures for absence

· Parking

· Procedures for arrival

· Procedures for departure

· Explain facility layout:

· Work areas

· Restrooms

· Breakroom/lounge/kitchen

· Employee parking

· Describe student-learner benefits, if any:

· Discounts

· Educational Assistance


Department Orientation

· Describe the relationship of the department to the company.

· Discuss specific departmental rules including:

· Lunch periods and breaks

· Work schedules

· Days off

· Presence of food at work station

· Other

· Introduce co-worker(s).

· Explain job responsibilities of co-worker(s).

Job Orientation

· Show student-learner his/her workstation.

· Describe student-learner’s responsibilities, tasks, and performance evaluation.

· Explain where and how to acquire supplies/tools/etc.

· Explain safety procedures.

· Explain the importance of the student-learner’s responsibilities to the organization.
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