NORTH CENTRAL COUNTIES CONSORTIUM

WORKSITE ORIENTATION CHECKLIST

1.
Request that all supervisors be present at orientation.




_____


(If not all supervisors are present, make arrangements to meet with them another time.)

2.
If the supervisor is absent who is the alternate supervisor?



​_____
3.
Is the supervisor working the same hours as the participant?



_____

4.
Inform supervisor of NCCC Workers Compensation procedure for accident/injury            _____
5.
Discuss safety and child labor laws:


A.
Highlight laws which affect the occupations concerning the specific worksite.
_____


B.
What tools, equipment, machines, etc. are being used?



_____


C.
Are there any safety clothing, boots, etc. needed?



_____


D.
Are safety procedures reviewed with each participant by supervisor?

_____

6.
Job expectations and level of responsibility:


A.
What does the supervisor expect from the participant?



_____

7.
Payroll/Time Card Procedures:


A.
Address total amount of hours participants are allowed to work.


_____


B.
Review time card and items to be completed on the form.


_____


C.
Stress importance and accuracy.






_____


D.
Time cards need to be ready on time card pick-up day, or participant will

_____



be paid late.


E.
Time cards must be completed in ink.





_____


F.
All corrections on time card must be initialed by both supervisor and participant.
_____


G.
Participant should learn to complete time cards, but supervisor should

_____


assist them with this procedure.


H.
Participant must be given at least 1/2-hour lunch and this must be 

_____



shown on the sign-in /sign-out form.
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