Workplace Orientation Manual- FOR 4-CREDIT STUDENTS

Using information from your journals, create a training manual that you would use to train new employees that come in to work at your Co-op work place.  It MUST include the following information:

a) Include the company name, job title, and date. 
b) Address and contact information

c) A description of the workplace area and where first aid, fire exits, etc are located.

d) Any workplace rules, dress codes, etc.

e) Who to go to when you need help

f) A description of the structure of the company (who is the head/boss of the company, the managers, etc.)

g) Daily duties

h) 10 Tips for being a good employee at your Co-op placement

i) 3 appropriate pictures

