SAMPLE
WORKPLACE ORIENTATION CHECKLIST

Training Sponsor: Use one checklist for each student-learner. Check each item as it is completed. Review information with the student-learner after five days to ensure thorough comprehension.

	Introduce the student-learner to all persons with whom he/she will have contact.

	Give the student-learner a tour of the training facility.

	Explain the duties of the student-learner’s first assignment.

	Inform the student-learner as to who will supervise and give him/her orders.

	Inform co-workers of their relationship to the student-learner, and solicit their cooperation.

	Inform the student-learner of the work hours and other workplace procedures.

	Inform the student-learner of lunchtime and relief procedures and regulations.

	Inform the student-learner of facilities available, such as restrooms, lunch/break room, telephone, coat rack, etc.

	Inform the student-learner of time-recording procedure, pay schedule, deductions from pay, computation of wages, and employee benefits. (applies only to career preparation WBL methods)

	Inform the student-learner about any information that is to be kept confidential.

	Inform the student-learner of possible career paths and possibilities for promotion in      the business.
