Components of Combined Worksite & Job Analyses


Employer ____________________________________________________
Date(s) of Analyses ____________________________________________
Job Site ______________________________________________________
Job Title ______________________________________________________
New Employee_________________________________________________
Date of Expected Employment ________________________________. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  


Part I – Work Site Analysis

1. Physical Site – Outside Characteristics
(Consider how the employee will be getting to and from work)

· Proximity to public transportation:

· Parking availability (if needed):

· Entrance(s) employee should use:

· Accessibility (if this is an issue for the employee):

· Is there anything else that the employee and job coaches/support people and/or drivers should know?

2. Physical Site – Indoor Characteristics

· Environmental conditions (inside/outside/both) (warm/chilly/quiet/noisy):

· Accessibility issues of work area (if applicable):

· Proximity to bathrooms, drinking water, other beverages and snacks:

· Items that might cause distraction (to be foreshadowed ahead of time):

· Items the new employee will want to bring (water, lunch, coffee, snack):
3. Additional Worksite Considerations

· Special clothing, uniforms:

· Tools and equipment used:

· Material to be handled:

· Terms used at work:

· Method of tracking time worked:
· Potential adaptations or modifications at the worksite (preliminary ideas – would need to be cleared with employer and employee before implementation):


4. The Culture of the Workplace

· Supervisor-worker interactions:

· Co-worker interactions:

· Dress code (aside from or beyond uniforms):

· Employer concern for quality:

· Employer concern for productivity:

· Flexibility/ rigidity about written rules:

· “Unwritten rules”:

· Willingness of co-workers to provide support and assistance:

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Part II – Job Analysis

1. Identify All Job Routines (to be obtained from employer)

· Core Workplace Routines (daily tasks/shifts/breaks):

· Episodic Routines in the Workplace (peak times/monthly tasks/seasonal):


· Job Duties and Expected Routines for New Employee:


· Additional Information from Employer:

2. Determine How the Job Is Done  (Based on observation and discussion with supervisors/coworkers)

· Identify all major tasks to be learned and completed:

· Describe the process for completing each task:

· List the specified order for completing tasks:

· Critically important job components:

· Potentially dangerous job components:


3. Identify specific job requirements of the employee

· Physical demands:

· Sensory and communication demands:

· Academic/knowledge demands:

· Endurance requirements:

· Pace of work:

· Potential adaptations or modifications of the work tasks (preliminary ideas – would need to be cleared with employer and employee before implementation):


. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Part III – Checklist of Key Information (obtained/verified via worksite & job analysis)  

1. Job Description
· Develop workweek schedule (including orientation & training dates/times)
· List major job duties
· Layout schedule of activities in workday 
· List job tasks to be analyzed for systematic instruction


2. Employer Training and Support to New Employees
· Orientation procedures (# of days/hours)
· Training program for new employees
· Who typically provides new employee training 
· Strategies used by employer for training (video(s), manual, direct training by senior staff/veteran employee/supervisor)
· Availability of company supervisor and/or co-workers 
· Important rules stressed by employer and coworkers
· Established learning curve or probationary period


3. Personnel:  Managers, Supervisors , and Co-workers
· List by name and position
· Include contact information and best method for contacting
· Identify potential natural supports among supervisors and coworkers







4. [bookmark: _GoBack]Additional Notes about Workplace or Job Duties
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

















*This tool was adapted by Nancy Molfenter for LGTW from Keys To the Workplace:  Skills and Supports for People With Disabilities, by Michael J Callahan and Bradley Garner.
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