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On-Site Visit

How keen are your observation skills?  One of your responsibilities today is to observe as much as possible about the work environment you are visiting.  You probably observed that there is much more to a workplace than delivering a product or a service.

Use this checklist as a guide.  Remember the people, the equipment, the benefits and the facilities you have seen or heard about.

Observation Topic Points:

The People.  The most important resource a workplace has is its people.

· Describe the clothing people wore.

· Did everyone wear the same attire?

· How did people treat one another?

· Did everyone have the same workspace?

· How did people greet one another?

· How did people answer the phone?

The Facilities.  In addition to workspace, companies often offer a variety of extra facilities for their employees.  Which of the following did you observe?








Yes


      No

· Lunch Break Room


__________


__________

· Child Care Center 


__________


__________

· Health Care/First Aid Office 

__________


__________

· Outside Seating Areas 

__________


__________

The Technology.  Companies today use a variety of cutting-edge technologies.

· How many computers does this workplace have?

· What software programs did you observe?

· What other equipment do employees use at their desks besides computers?

· What other technology does the workplace use to make its product or deliver its services?

The Benefits.  To hire the best people, many employers offer more than a salary or hourly wage.

· Does this workplace offer any of the following extra benefits?







                  Yes


      No

· Health Care Plan



__________


__________

· Dental Plan 




__________


__________

· Retirement Plan 



__________


__________

· Disability Insurance 



__________


__________

· Reimbursement for more education 

__________


__________

· Advanced training for job skills 

__________


__________

· Other services, such as dry cleaning or  
__________


__________

       Car maintenance

The Wrap Up.  At the end of your on-site visit see what conclusions you can draw.

· From what you saw today, what do think are the overall goals of this workplace?

· Look at an Organizational Chart of the company and see if you can see how the workplace operates.  

· Finally, you should notice that it is the combined skills of all the employees that allow the workplace to operate successfully.

· Every department is key to the overall success of the workplace.

· The departments work together to successfully meet the workplace goals.

Student Reflection.  Now that you have completed your On-Site Visit experience, take some time to reflect on what you observed today and how it might affect your plans for the future.

· What were the title and responsibilities of your On-Site Visit Mentor?

· Which parts of the job were of interest to you?

· Which parts of the job would you find boring?

· Would you consider a career if this field?  Why or why not?

· What surprised you the most about what you learned, heard or observed today?

· What knowledge and skills are you learning in school that will be used on the job?

· What knowledge or skills do you need to strengthen to be successful on the job?

· Did any other ideas for careers come to mind at your visit?

Classroom Wrap Up.  Have the class share what they observed with their classmates.  You want them to discover if there are any commonality between the education and skills required at the different positions between the workplaces and worksites.

· Ask each member to share the top three skills they observed that were needed for their workplace mentor’s job.  

· Ask each student to make comment on to what their mentor would have wished they studied more in school.

· Remind the students that they were fortunate to have an experience that allowed them to see the knowledge and skills needed in the workplace.  Even though school, at times, can be quite challenging, the reward is in securing a job that is interesting and financially rewarding. 
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