Workplace Orientation Checklist

· Do you know the name of your workplace “key person” (this could be your supervisor, or the manager you have been told to report to)?


______________________________________

· Do you know how to sign in and out of the workplace?


______________________________________

· Can you find (tick the ones you know how to find) -

· Toilets / restrooms

· Locker

· Canteen

· Phone

· Notice board

· Tea / coffee / water facilities

· Staffroom

· Reception / front office

· First aid

· Emergency exits


