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[bookmark: _heading=h.dfyhom3k34xc]Work-Based Learning Orientation Checklist
Use: This checklist is an editable template designed to walk a learner through the essential components of work-based learning experiences and the workplace they are entering. All components may be tailored or customized to reflect local policies and program design.
[bookmark: _heading=h.kzm5td7d4y9]Basic Information 
Student Name: _______________________________________
Employer/Worksite: ___________________________________
Supervisor/Mentor: ___________________________________
School Coordinator: __________________________________
Date of Orientation: _________________________________
[bookmark: _heading=h.6k709z7r7y0w]Workplace Overview and Tour
[bookmark: _heading=h.3loo7jwhijiu]Facility Tour
· Student work area
· Common workspaces
· Restrooms
· Break and lunch areas
· Parking and building access procedures
· Storage areas for personal belongings
[bookmark: _heading=h.jrwkv5yr0iho]Workplace Introduction
· Introduction to team members and key contacts
· Overview of organizational structure
· Discussion of products, services, and customers/clients
· Overview of departments and how they work together

[bookmark: _heading=h.lsw3keor7t9f]Learning Goals and Training Plan
[bookmark: _heading=h.qt7dmmtgjmkl]Technical Skill Development
· Review student learning plan or training agreement
· Review technical skills the student will develop
· Review workplace responsibilities and projects
· Discuss opportunities for increasing responsibility throughout the experience
[bookmark: _heading=h.velzx7pqhmjg]Career-Ready Expectations
· Discuss career-ready practices the student will develop and demonstrate (e.g. communication, time-management, critical thinking). 
[bookmark: _heading=h.572n2cuva19z]Progress Monitoring
· Review evaluation process
· Review schedule for feedback and coaching conversations
· Discuss how skill development will be documented

[bookmark: _heading=h.5bl3nadifh36]Workplace Policies and Procedures
[bookmark: _heading=h.c7t2xu6ym2ty]Work Schedule
· Work days and hours
· Attendance expectations
· Procedures for absences and tardiness
· Break and lunch schedules
· [bookmark: _heading=h.b9mxehxoxy7p]Timekeeping procedures
[bookmark: _heading=h.b36t1c2zoevd]Workplace Communication
· Email and phone expectations
· Process for reporting questions or concerns
· Appropriate workplace communication practices
[bookmark: _heading=h.ayz3u75p2tis]Technology and Equipment
· Use of workplace technology and equipment
· Technology and internet use expectations
· Confidentiality and data privacy requirements

[bookmark: _heading=h.ma1hvtjv1s03]Safety and Risk Management
[bookmark: _heading=h.dde4aimpvyy1]Emergency Procedures
· Emergency exits and evacuation routes
· Fire extinguishers and emergency equipment
· Emergency contacts and procedures
· Severe weather procedures (if applicable)
[bookmark: _heading=h.spmfwah60xfs]Workplace Safety
· General workplace safety expectations
· Industry-specific safety requirements
· Required safety equipment or protective gear
· Accident prevention procedures
· Reporting injuries, incidents, or unsafe conditions
· Safety training documentation completed
[bookmark: _heading=h.4omb6yohaw5a]Student Well-Being
· Anti-harassment and discrimination policies
· [bookmark: _heading=h.1xaelxngzbx9]Respectful workplace expectations

Professional Expectations
[bookmark: _heading=h.cr7ux6551h8x]Workplace Conduct
· Dress code and appearance expectations
· Professional behavior expectations
· Customer/client interaction expectations
· Teamwork expectations
· Workplace culture, values, and norms
[bookmark: _heading=h.af6siijt4kk1]Mentor and School Support
[bookmark: _heading=h.lxzllwqjs88x]Workplace Mentor Responsibilities
· Review mentor/supervisor role
· Establish a regular check-in schedule
[bookmark: _heading=h.rlitl4g4fx4k]School Partnership
· Review school partner contact information
· Review documentation requirements
· Discuss support available to the student throughout the experience
[bookmark: _heading=h.2vc1b6v4xhz]Materials and Resources
The student has received and/or reviewed:
· Employee handbook (if applicable)
· Organization chart
· Contact directory
· Safety information
· Work schedule
· Learning/training plan/agreement
· Other materials: _______________________________
[bookmark: _heading=h.a1oshwpdkf7h]Student Reflection and Questions
[bookmark: _heading=h.7h9ow7vnot59]Discussion
· What are you most excited to learn?
· What skills do you hope to develop?
· What questions do you still have?
· What are your goals for the first few weeks?

[bookmark: _heading=h.5p3uixbclui2]Notes:
[bookmark: _heading=h.m6vxxmgq0qmm]



[bookmark: _heading=h.twx0d9n3l9du]Orientation Completion and Signatures 
We have reviewed the information above and understand the expectations, responsibilities, and supports associated with this work-based learning experience.
Student: ____________________________________ 		Date: __________
Supervisor/Mentor: _________________________ 		Date: __________
School Partner: ____________________________		Date: __________
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