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Student Name:

________________________________________________
Company Name:
________________________________________________

Address:

________________________________________________




________________________________________________

Telephone #:

____________________
Fax:
__________________

Supervisor’s Name:
________________________________________________

Supervisor’s Title:
________________________________________________

NOTE:

1. All work is to be completed neatly on the computer.
2. If you require guidance, support or clarification…see me!

3. Good Luck!

The purpose of this assignment is for you to learn about your placement and the expectations of all new employees to this company.  You may use a variety of resources to complete it such as discussions with your supervisor or other employees, pamphlets, company website, safety booklet, etc.  The questions given below must be completed using proper writing format with detailed explanations.  This is the basic assignment; it is up to the individual student to take the initiative to find out as much about the company as possible.  Do not limit yourself to the questions below, expand your knowledge as much as the company will allow and include in your report.

Use a word processor to complete this assignment.  Use sentence form to answer your questions.
PART ONE:  The Work Place

1. About how many employees are at your company location?  Within your department?

2. What are your work hours?  What are the hours of work of others in your area?  What are the work hours of your supervisor? If these are not all the same, explain why.

3. Do people take a formal coffee break?

4. What is the length of lunch breaks?

5. Is there a policy on punctuality? If yes, describe. What usually happens when someone is late?

6. Is there a policy on absenteeism?  If yes describe.  In the event that you are going to be absent, what procedures are you to follow? Who do you contact?

7. What are standards for hygiene, grooming and appropriate dress?  What is considered appropriate dress?  (i.e. school uniform, company t-shirt) Will I need to wear PPE (Personal Protective Equipment) i.e. safety boots?

8. Are there any rules or policies that you should be aware of that are not mentioned yet?  What are the policies for the use of the telephone during working hours? 

9. What policies does the employer have in place regarding confidentially?

10. What specific tasks will I be doing? (i.e. photocopying, filing)

11. What equipment will I be using?  (i.e. photocopier, computer)

12. What are the supervisor’s expectations for Co-op students (be specific)? (Go over the attached list (page 4) with your supervisor and see if the supervisor has anything to add.)

________________________



________________________

Student Name





Supervisor’s Name


________________________


_______________________

Student Signature




Supervisor’s Signature



PART TWO:  (Do this part of the assignment on your own.)

In this section think about the rules you have described in Part 1.

1. Is the company causal or very formal with respect to policies and rules?  I.e. are the rules written or simply understood?

2. Do you think these rules work to the general advantage of employees?  If yes, how?

3. If not, why not?  (Your may pick one you disagree with)

4. Are there situations where there is no rule or policy and you think there should be?  Explain.

PART THREE:  (Do this part of the assignment on your own.)

If you were the boss, how would you solve these problems?

1. An employee is frequently away with various excuses.

2. An employee is often late.

3. An employee is caught lying about his absence.

4. An employee openly and constantly complains about company policies.

5. An employee ignores company policy.

Employer Expectations
POLICY COMPLIANCE 

Constant attendance and punctuality 

Follows company procedures

Follow safety procedure

Respects confidentiality

ATTITUDE/BEHAVIOUR
Appropriate dress, appearance and grooming (Dress the way your co-workers do.)

Demonstrates initiative 
Flexible, adjusts to change

Shows interest, desire to learn

Enthusiasm
Willingness to Learn
Accepts constructive criticism

INTERPERSONAL/TEAMWORK SKILLS

Demonstrates ethics and integrity

Honesty
Employers will expect you to be honest and to tell the truth. Other forms of dishonesty on the job are: starting work late, leaving work early and stealing company property. Stealing time is the most costly form of dishonesty on the job. You "steal" time when you come in late or leave early. 

Works cooperatively and positively with others

Respects thought and opinions of others

COMMUNICATION

Speaks appropriately and effectively

Listens to understand, asks questions

Follows instructions

Understands written material

Writes effectively 
Willingness to Follow Directions 

Ask for further instructions if the task is unclear. 

Be flexible and accept assignments that may not fall under your specified job duties, because of time and/or staff constraints. 

WORK HABITS

Works carefully with minimal supervision

Solves problems independently

Handles multiple tasks simultaneously 

Dependable, productive

Dependability 
Punctuality 
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