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Watershed Stewards Program    

Placement Site Orientation Checklist




This checklist is intended to guide and document WSP Members’ Orientation to the Placement Site, including safety. WSP expects all acting Mentors to participate in each Members’ Placement Site Orientation. 
INSTRUCTIONS: 

This form must be filled out digitally. Once the form is complete, it may be submitted using either of the following methods:

1. Print the form, have all parties sign it, scan it, and email it to wsp.info@ccc.ca.gov
2. Have each party sign the document electronically by typing their name in the following format: /s/My Name in their signature spot, then email it to wsp.info@ccc.ca.gov
Please note: this form must be emailed by the Mentor, and the Members must be CC’ed on the email to verify the signatures. If these instructions are not followed, WSP will request that this form be resubmitted.

	Placement Site:
	

	Member Name(s):
	

	Mentor Name(s):
	


	Orientation Topics
	Complete
	Notes

	Introduce Members to Site staff (roles, etc…).
	
	

	Give tour of office.
	
	

	Show where to park personal vehicles and inform of any parking regulations.
	
	

	Set work schedule including break frequency and length.
	
	

	Specify who to contact, and how, if Members are sick or unable to report to work.
	
	

	Establish method for communicating and tracking work schedule (google calendar, outlook calendar, text, email, phone, etc.).
	
	

	Establish who Members should contact and report to if Mentor is unavailable.
	
	

	Talk about preferred forms of communication, and other office norms.
	
	

	Review Calendar of Duties and projects for the year.
	
	

	Show Member work space (give orientation to computers, phones, etc.).
	
	

	Explain office equipment (copier, fax, etc.).
	
	

	Explain office safety procedures or safety equipment.
	
	

	Provide policies and instruction on Site vehicle use, including check out and accident procedures.
	
	

	Distribute any necessary keys, passwords, etc.
	
	

	Establish time to complete Mentor/ Member Agreement.
	
	

	Establish regular meeting time (at least monthly).
	
	

	Have Member provide emergency contact information to keep on file at Placement Site.
	
	


	Safety Considerations
	Yes
	No
	N/A
	Notes and Corrective Actions
	Date Corrected

	Placement Site Work Environment

	All work areas clean and sanitary.
	
	
	
	
	

	The noise level is within an acceptable range.
	
	
	
	
	

	Ventilation is adequate.
	
	
	
	
	

	All Job Hazard Analysis (JHA) forms for field activities have been reviewed and Members know where they are located.
	
	
	
	
	

	Walking & Work Areas

	All carpet/floor tiles are secure and free of tears and trip hazards.
	
	
	
	
	

	All floors are free of water or slippery substances.
	
	
	
	
	

	Floor/running mats are used at building entrances to prevent trips.
	
	
	
	
	

	Aisles are free of obstacles that impede egress.
	
	
	
	
	

	Storage is secure and stable.
	
	
	
	
	

	Fans/space heaters are properly used and ventilated.
	
	
	
	
	

	Emergency & Safety Information

	The OSHA poster is on display.
	
	
	
	
	

	Evacuation routes are posted.
	
	
	
	
	

	Emergency phone numbers are posted.
	
	
	
	
	

	Members are trained on emergency procedures.
	
	
	
	
	

	First Aid

	CPR/first aid kits are accessible and fully stocked.
	
	
	
	
	

	CPR/first aid kit locations are adequate.
	
	
	
	
	

	An adequate number of first aid trained personnel are available.
	
	
	
	
	

	Ergonomics

	Members are advised on proper lifting technique.
	
	
	
	
	

	Ergonomic conditions are adequate.
	
	
	
	
	

	Fire Safety and Prevention

	Fire extinguishers are fully charged and inspected monthly.
	
	
	
	
	

	Members are properly trained to use fire extinguishers.
	
	
	
	
	

	Extension cords are used only in an emergency and for temporary use.
	
	
	
	
	

	Heat producing equipment is turned off at night when no one is present.
	
	
	
	
	

	Chemical Storage & Safety

	Chemicals are properly stored and all containers are labeled.
	
	
	
	
	

	Eyewash/shower locations are adequate and unobstructed.
	
	
	
	
	


I hereby certify that the Placement Site Orientation was conducted in a thorough and clear manner.
	
	
	
	
	

	Member Name
	
	Member Signature
	
	Date

	
	
	
	
	

	Mentor Name
	
	Mentor Signature  
	
	Date

	
	
	
	
	

	Mentor Name
	
	Mentor Signature  
	
	Date

	
	
	
	
	

	Mentor Name
	
	Mentor Signature  
	
	Date

	
	
	
	
	

	Mentor Name
	
	Mentor Signature  
	
	Date
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