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Course:  On the Job

Unit:  Work Basics 

Lesson:   New on the Job

Competency Objectives:
  The learner will know about basic documentation and regulations for work.

Suggested Criteria for Success:
The learner will identify important documents he/she must make available to an employer.  The learner will match the name of common labor laws with a brief explanation of the law.
Suggested Vocabulary:
employee
unpaid leave

rules

employer


documents
discrimination

laws

prohibit

Suggested Materials:
 pens or pencils and paper

 chalk/marker and black/white board

 attached handout, one per student

 http://www.govdocs.com/Posters/.   Click on Federal Posters (center screen) to get free electronic Federal labor law posters sent to the email address you provide.  The request for free posters follows the request for laminated posters (which have a cost).  You need Adobe Acrobat to print the posters.

Suggested Resources:
 Handouts obtained from local career centers or employment agency resources.

 Any favorite or available Job Readiness and/or Job Search Workbooks, pamphlets, brochures, and handouts  Some material may need to be modified for ESL lessons.

 NCSOICC (North Carolina State Occupational Information Coordinating Committee) site has information at http://www.nccareers.org.  Click on Begin NC Careers.

 Resources available through your local Public Library, County, State, or Federal Employment Centers, JobLink Centers, Local Community College Career Centers, and Human Resources Development Programs.

 The Employment Security Commission of North Carolina at http://www.ncesc.com/.  Click on Individual Services.

Suggested Methods:
 Lecture/discussion.

 Group writing and role playing

Some Suggested Steps

The First Day.  Before the first day of a new job, a new employee should know when and where to report to work.  He/she should also know whom to contact and should bring any required identification and documentation.  Cover the following list of items a new employee should bring when beginning a new job:

· Birth certificate (copy)

· Valid Driver’s License or Picture Identification Card 

· Social Security Card (not a copy)

· Work permit, if applicable

· Occupational certifications or licenses (heavy equipment, notary, commercial drivers etc.)

· Educational credentials (copies)

· Alien Resident registration card and/or residency status

· Valid Passport, if applicable.

Rules.  Introduce work rules (often given in an employee handbook) and cover the idea of written and unwritten rules.  Discuss general employer rules that apply to absences and emergencies.   Help the class develop and role-play a script for calling an employer when the employee is sick or must be late.

Workplace Laws.  Review workplace laws that include, but are not necessarily limited to, the following:

Equal Opportunity  

http://www.eeoc.gov/index.html  Click on Federal EEO Laws under About the EEOC in the left column of the page. 

http://www.eeoc.gov/facts/overview.html  U.S. Equal Employment Opportunity Commission:  An Overview.

Wage and Hour Laws  (Fair Labor Standards Act) http://www.topechelon.com/recruiters/contracting/overtime.htm  Department of Labor Requirements.

Discrimination Laws

http://www.eeoc.gov/facts/qanda.html  Federal Laws Prohibiting Job Discrimination:  Questions and Answers
http://www.law.cornell.edu  Click on Law about . . . in the left column of the page.  Then click on Employment Law, then on Employment Discrimination.  Or get Employment Discrimination:  An Overview directly at http://www.law.cornell.edu/topics/employment_discrimination.html  

Sexual Harassment

http://www.eeoc.gov/facts/fs-sex.html  Facts about Sexual Harassment.

Hostile Workplace  

http://www.itstime.com/apr97.htm  Hostile Workplace Prevention.

American Disability Act

http://www.usdoj.gov/crt/ada/cguide.htm#anchor62335  Americans with Disabilities Act.

Family Leave  

http://www.opm.gov  Click on F at the Site Index, then click on Family and Medical Leave.  You may be able to reach this site directly at http://www.opm.gov/oca/leave/HTML/fmlafac2.htm.

MATCH THESE LAWS WITH THEIR PURPOSE

A. Equal Opportunity 

B. Wage and Hour Laws  (Fair Labor Standards Act) 

C. Discrimination Laws

D. Sexual Harassment

E. Hostile Workplace 

F. American Disability Act 

G. Family Leave 

___________________________   Allows employees to take up to 12 weeks of unpaid leave for the birth of a child; the care of a seriously ill family; or a serious personal illness.

___________________________   Prohibits discrimination based on race, sex, religion, national origin, physical disability, and age.

___________________________   Prohibits discrimination on the basis of disability.

___________________________   Sets minimum wage, overtime pay, equal pay for equal work, and child labor standards.

___________________________   Prohibits verbal or physical conduct of a sexual nature that affects an individual's employment, unreasonably interferes with an individual's work performance, or creates an offensive work environment.

___________________________   Prohibits a work environment where an employee feels harassed or threatened. 



Course:  On the Job  

Unit:  Work Basics

Lesson:  New on the Job

Suggested Resources:
Job Survival Skills.  ISBN# 0-87694-223-0.  Publisher: Educational Design, Inc.

Know How is the Key 12 Steps to Job Success.  ISBN# 1-56370-371-8.  Go to http://www.disabilitytraining.com and search for Know How is the Key – Activity Book or contact Program Development Associates at 1-800-543-2119.

Suggested Steps

· Continue to work on vocabulary that is job specific.  


For example:
Punch out/in




Clock out/in

· Reiterate appropriate behavior.



Smile



Say Hello
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