
  

Adult Life Training, Inc.

Orientation

9:00 Get Coffee 
and sit down



  

What This Is

This is a general description of the policies and procedures 
which will generally be used in conducting business at Adult 
Life Training, Inc. (ALTi). 

This is only a description of how things will work in general to 
help everyone work together to fulfill the mission of Adult Life 
Training, Inc.



  

What This Is Not

This is not any form of contract, agreement, or other 
legal employment commitment. Matters of law and 
employment are covered in separate documents 
individually tailored and issued to each individual 
contributor as needed. 



  

Priors that Preclude

● Our staff is not trained to handle some cases
● No Priors for Domestic Violence
● No Priors for Sex Crimes Against Children
● If you have such priors see me



  

Do Your Part!

➢ Read and understand the General Procedures Guide
➢ Understand in advance what you should do as a part 

of the Adult Life Training, Inc. team. 
➢ Help avoid those embarrassing mistakes and "but no 

one told me" conversations in the future.



  

Our Goals and Philosophy

● Mission Statement
● To holisticallyholistically improve the lives of our community 

through training, mentor ship, and example.

● Impact Statement
● We succeed when our clients are no longer denied 

employment due to lack of computer job skills



  

Articles of Incorporation

We exist to relieve the burden of government by 
providing job skills and other training, mentor ship, 
research, and otherwise advancing the state of the art 
in job skills training to holistically improve the lives 
of the citizens in our community.



  

No Profiteering

“No part of the net earnings of the 
corporation shall inure to the benefit of or 
be distributable to its members, directors, 
officers, or other private persons...”



  

Harassment is Forbidden

Adult Life Training, Inc. will not, under any 
circumstances, condone or tolerate conduct 
which may create a hostile work environment. It 
is our policy that everyone has the right to work 
in an environment free from any type of illegal 
discrimination, including harassment of any kind.



  

Non Discrimination

We do not discriminate against any one based upon their demographics: 
race, color, national or ethic origin, religion, gender, or any other trait 
that is beyond their control. We accept and help everyone so long as 
they want help, and conduct themselves in a manner which is respectful 
and teachable, and allows us to maintain a good learning environment 
for all of our students and participants. 

”The Adult Life Training, Inc. school admits students of any race, color, and national 
origin and ethnic origin to all the rights, privileges, programs, and activities generally 
accorded or made available to students at the school. It does not discriminate on the 
basis of race, color, national origin, and ethnic origin in administration of its 
educational policies, admission policies, scholarship and loan programs, and athletic or 
other school-administered programs.”

For more information please refer to IRS Form 1023 Instructions, Schedule B, Section II, Page 18, Column 1, 

Paragraph 1.



  

Substance Abuse

● We take seriously the problem of drug and alcohol 
abuse

● We are committed to providing a substance free work 
place for  contributors and clients

● Some clients may be hypersensitive to SA problems
● Alcohol, Smoking, Controlled Substances, and legal 

substances which simulate illegal substances are 
forbidden



  

No Politics

“No substantial part of the activities of the 
Corporation shall be the carrying on of 
propaganda, or otherwise attempting to influence 
legislation.  The Corporation shall not participate 
in, or intervene in (including the publishing or 
distribution of statements) any political campaign 
on behalf of any candidate for public office.”

Do as you wish on your own time



  

Authority and Liability

● Circumstantial Authority
● Actual Authority

Please do not suggest to others that you somehow can 
commit ALTi in any way: you cannot legally do so

Your only authority on ALTi's behalf is that specifically 
granted to you in writing, which for most persons is 
none



  

How We Work
● Dress Code
● Community Room Resources
● Badges
● Working Hours
● Weather & Emergency Closings 

and Procedures
● Time Clock
● Time Sheets



  

Dress Code

● Conductive for Business 
● Respectful of other contributors
● See the posted list
● Basically:

– Modest, not distracting
– No odors, perfumes
– Safe for work environment



  

Community Room

● Nice Room – Thank-you ALC!
● Refrigerator
● Microwave
● Coffee Maker
● Sink



  

Community Room

● Keep it clean
● Pick up trash
● Clean tables, chairs, desks
● Respect



  

Refrigerator

● Top Shelf is MINE – hands off!
● Bottom Shelf is Milk for coffee, not 

snacks
● Middle shelves may be used
● No Stealing Other People's 

Lunches!
● If you mess it up Clean it up
● Respect



  

Microwave

● COVER what you heat
–  so it does not splatter onto the 

Microwave
● When you Mess it up Clean it up
● Take turns

– no monopolizing the waves
● Respect



  

Coffee maker

● John makes coffee – get trained
● If the caraf is empty turn off the burner
● If you use the last you make the next
● If you Mess it up Clean it up
● Don't mess with people's coffee needs
● Respect



  

General Rules
● Respect others first – Karma is an angry dog
● If it is not yours then don't touch it
● Clean up after yourself
● Leave the room in better condition than you 

found it
● Part of this training is cultural – if you don't 

already do these things as a part of your daily 
work life then start changing now – this is a 
working class environment, like those you will 
encounter in real unsubsidized employment



  

Break

● ¼ done



  

Badge

● Required inside the building

● Pick up at Door #4 when entering the building

● Leave at Door #4 when leaving the building

● Not to be outside of the building

● Photo will be taken to make the badge

● If you loose it – $5 for first replacement

● Cannot work without it – 

– pick up badge from Door #4 desk when entering

– leave badge at Door #4 desk when leaving



  

Working Hours

● Tuesday - Friday 9:00 to 2:00

– CLOSED Monday
● Other times by special advance arrangement
● NEVER because you just decided you'd rather 

work a different schedule
● SCHEDULE PERSONAL APPOINTMENTS 

OUTSIDE OF WORKING HOURS



  

On Time

● It is necessary to have EVERYONE in 
their place on time every class

● Schedule personal appointments outside 
of working hours

● Be on time or be gone – we are not 
having the whole class stop and repeat 
lessons because one person was 
inconsiderate of others



  

Absence

● Attendance is an important part of 
Work Skills

● Get Written Permission in advance
● In emergencies, phone in as soon as 

you know
● No Call / No Show can result in 

discipline or removal from the training



  

Changes to the Norm

● There may be changes sent to you in E-Mail
● Remember to check your email every day
● The real business world communicates with 

electronics and it must also become OUR habit 
until we are confident



  

Holidays

New Years Day
 Martin Luther King Day
 Memorial Day

Independence Day
Labor Day
Thanksgiving
Christmas Day

Other time off may be arranged by communicating with 
your supervisor in advance

Unpaid – ask me about how we handle this



  

Typical Daily Schedule
● 09:00 Clock In

● 09:00 – 09:29 Meet Carl in Community Room

● 09:30 – 11:29 ALC Cleaning under Carl Johnson

● 11:30 – 11:59 Lunch

● 12:00 – 13:45 Training

● 13:46 – 13:59 Clean up Bridge & Community Rooms

● 14:00 Clock Out
Please notice there are no ”breaks” 9:30-11:30: during this time all 

participants should stay busy working, not eating, smoking, or on the 

computers.



  

Weather and Emergency 
Closings

● Bad weather or other emergencies can 
require ALTi to delay opening or be closed 
for the day

● We follow Fort Wayne Community 
Schools - https://www.fwcs.k12.in.us/

● Check WOWO or WBCL for school delays 
and closings – they will even text you

● You will NOT be paid if you ignore the 
warning and come in anyway



  

What if I come Anyway

● If you ignore a weather closing you might:
– Get hurt or die on the way in

– Find the building locked when you arrive

– Get sent home

● Supervisor cannot sign for time you wanted to 
work against the rules during weather closings

● You won't get paidYou won't get paid so stay safestay safe at home
● Mistakes happen, but deliberate violation is 

classified as ”insubordination” 



  

Fire

If the fire alarm sounds

● Stop work

● Walk out of the computer lab turn left and exit the building through 
door #3. The area outside at the Smokin’ Tree is our MEETING 
PLACE.

● If you are elsewhere when the alarm sounds, exit through the 
nearest door and walk around the building until you are outside 
the building at the Smokin’ Tree.

● Wait for further instructions: do not re-enter the building until told 
to re-enter by supervision



  

Earthquake

IF you can get outside the building, follow FIRE instructions
● If you CAN’T get outside as soon as you feel the shaking,
● DROP down onto your hands and knees so the earthquake 
doesn’t knock you down.

● COVER your head and neck with your arms to protect 
yourself from falling debris. If you are in danger from falling 
objects, and you can move safely, crawl to a safer place or 
seek cover (e.g., under a desk or table).

● HOLD ON to any sturdy covering so you can move with it 
until the shaking stops



  

Tornado

● If available, go to a FEMA safe room or ICC 500 storm shelter

OR

● Go to a small, interior, windowless room in a sturdy building on the lowest 
level (underground is best) or to a Best Available Refuge Area. Hallway 
outside Computer Lab.

● Avoid large, open spaces such as gyms – tornados can lift the roof right off 
and then drop it on you! Death traps!

● Stay away from walls with glass – it can break in the storm and hurt you

● Take additional personal cover. Cover your head and neck with your arms 
and cover your body as best you can, e.g., with a coat or a blanket.



  

Flooding
The National Weather Service (NWS), part of the National Oceanic and Atmospheric 
Administration (NOAA), issues flood alerts when weather conditions make flooding 
more likely. 

Watches, warnings, and evacuation notices are science-based predictions that are 
intended to provide adequate time for evacuation. Those who wait for actual 
confirmation of catastrophic levels may be trapped by flooding or traffic. Download 
the Be Smart. Know Your Alerts and Warnings document at www.ready.gov/ prepare 
for a summary of available notifications. 

http://www.ready.gov/


  

Flood Notifications
FLOOD WATCH

Flooding in your area is possible. You should leave or be prepared to move to higher ground 
immediately upon short notice. Tune in to NOAA Weather Radio All Hazards, local radio, 
and/or television stations for information and monitor alert notifications.

FLOOD WARNING

Flooding is occurring or is about to occur soon. If advised to evacuate, do so immediately.

FLASH FLOOD WATCH

Flash flooding is possible. You should leave or be prepared to move to higher ground upon 
short notice. Listen to a NOAA Weather Radio All Hazards, local radio, and/or television 
stations for information and monitor alert notifications.

FLASH FLOOD WARNING

A flash flood is occurring or about to occur. Seek higher ground immediately.

EVACUATION NOTICE

If the danger is significant, local authorities may issue an evacuation notice to alert residents 
that flooding will be or is occurring and it is important to leave the area. Evacuation orders vary 
by state and community, and may range from voluntary to mandatory. When authorities issue a 
mandatory evacuation notice, leave the area immediately.



  

Break

● Half done



  



  

Time Clock

● On corporate web site
● Login – click IN, OUT, or LIST
● If you forget to clock in or out you must 

turn in a Time Clock Help form
● Irregularities must be approved IN 

ADVANCE
● Supervisor cannot sign timesheets 

that do not agree with the time clock 
data



  



  



  

Time Sheets

● Fill them in every other Thursday
● Electronic Form
● Use your time clock data
● Turn in at 12:00
● All sit together at table until done
● Missed Deadline = possible pay 

delayed 2 weeks 



  



  

Typical Work Day

● Clock in at 9:00AM
● Get your coffee
● Check your E-Mail 

– For new job postings
– In case I left you instructions

● Work starts at 9:00 
– Coordination is WORK

● Clock out at 2:00PM



  

Typical Training Schedule

● Monday – closed
● Tuesday 

– Financial Literacy then
– Life Goal Literacy  / Calendaring

● Wednesday – DWD WINS Day
● Thursday – Business Literacy
● Friday – Instructor Lead Computer Skills



  

Purpose of the Skills

● Build confidence in each skill area
● Understand working class culture
● Take and keep control of your life
● Get and keep unsubsidized employment
● Meet people and organizations who might 

positively impact your employability or get 
you a job



  

Computer Class Curriculum
● Beginners: BOTH Linux and Windows 
● Web Browser and Internet Job Search
● Core Classes
● Office Apps



  

Computer Skills

● Beginners
● Core

– Web Browsers

– Internet Job Search

– Email / webmail

– Formatting Text

– Multiple Windows

– File Systems

● Office Apps
– Spreadsheets
– Word Processing
– Presentations

● More Advanced Topics such 
as on-line banking and web 
site programming



  

Company
E-Mail, Chat, Internet

● All activity may be logged
● Web Use, E-Mail, Chat
● Never Imagine that the use of these tools is 

in any way ”private” because it is NOT
● E-Mail account assigned to you can and 

occasionally will be read
● Get a private account for your personal use



  

Our Web Site



  

Office 365 Login



  

WIN System Web Site



  

WIN System Skills

● Assessment Test
● Applied (basic) Math
● Reading for Information
● Locating Information
● Get all skills above level 5



  

Indiana Career Connect



  

Indiana Career Connect

● Resume written, updated easily
● Resume published
● Awareness of Job Market Opportunites
● Weekly Applications for Unsubsidized 

Employment



  

Abundant Life Cleaning

● Helps Abundant Life
● Increases experiences for skills
● Satisfies SCSEP requirement for ten 

hours working
● Report to Carl



  

Use of Company Property

We provide you with the necessary equipment to 
do your job. None of this equipment should be 
used for personal use, nor removed from the 
premises



  

Break

● ¾ done



  

Safety and Accident Rules

● Everyone's responsibility
● Know where the equipment is
● Turn in your Work Restrictions form
● Report safety concerns
● Will not be punished for advising of 

safety issues



  

Hazard Communication Standard
● In order to ensure chemical safety in the workplace, information about 

the identities and hazards of the chemicals must be available and 
understandable to workers. OSHA's Hazard Communication Standard 
(HCS) requires the development and dissemination of such information:

● Chemical manufacturers and importers are required to evaluate the 
hazards of the chemicals they produce or import, and prepare labels 
and safety data sheets to convey the hazard information to their 
downstream customers;

● All employers with hazardous chemicals in their workplaces must have 
labels and safety data sheets for their exposed workers, and train them 
to handle the chemicals appropriately.



  

Hazard Communication
Standard Requirements

Hazard classification: Provides specific criteria for classification of 
health and physical hazards, as well as classification of mixtures.

● Labels: Chemical manufacturers and importers are required to 
provide a label that includes a harmonized signal word, 
pictogram, and hazard statement for each hazard class and 
category. Precautionary statements must also be provided.

● Safety Data Sheets: Have a specified 16-section format.
● Information and training: Employers are required to train workers 

by December 1, 2013 on the new labels elements and safety 
data sheets format to facilitate recognition and understanding.

Our thanks to https://www.osha.gov/dsg/hazcom/ for this information



  

OSHA PictoGrams

● The United States Department of Labor, 
Occupational Safety and Health Administration

● Cleaning chemicals MUST be marked with 
government designated warning labels

● People using the chemicals MUST know what 
the warning labels mean

● 3-ring binder in 1st drawer, Room 100 



  



  

Oxidizer



  

Flamable



  

Explosive



  

Toxic



  

Corrosive



  

Compressed Gas



  

Health Hazard



  

Environmental Hazard



  

Harmful



  

Appendices

● Complete the needed forms now
● Copies of many of the needed forms are 

included in the appendix to your General 
Guide

● Turn all signed forms in
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