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Student Induction Checklist

	Name of student:
	

	Start date:
	

	Placement provider (Employer/ Organisation):
	


The following items should be included in your induction into the organisation, preferably on your first day (or first few days).  Please tick off the items as you are provided with the relevant information and inform your placement provider supervisor of any items not covered within one week of the start of the placement. This list is not exhaustive and other topics may be covered, which you may note if you wish. 
	General information about the workplace
	Date

	Overview of the organisation structure and your role within it
	

	Introduction to key staff members and explanation of their roles
	

	Allocation of work space: desk, PC, telephone etc                                              
	

	Clarification of working hours/ hours of business
	

	Location of toilet facilities, rest/staff room and canteen (if relevant)                    
	

	Lunch and break entitlement and tea/ coffee arrangements                                                                               
	

	Dress code (if not already provided)
	

	How to answer the telephone, transfer calls and make internal and external calls (if applicable)
	

	Car parking (if applicable)
	

	Post arrangements (if applicable)
	

	If your placement is not in the UK or your home country, discuss any local customs or procedures you may need to be aware of 
	


	Health and Safety Information
	Date

	Health and Safety policy explained and copy provided or signposted to location
	

	Discussion of any specific adjustments required for any disability or health issue (if applicable)
	

	Emergency procedures
	

	Fire procedures – what to do if discover  fire, if hear fire alarm, evacuation routes, assembly point, etc.
	

	First aid arrangements
	

	Location of first aid box
	

	Accident reporting procedures
	

	Computer workstation appropriately set up (if applicable)
	

	Instruction of equipment/ machinery you may be using
	

	Working with hazardous substances (and associated risk assessments) (if applicable)
	

	Manual handling procedures
	

	Where appropriate to your work, has the appropriate Personal Protective Equipment been issued and have you received information on how to wear them, clean and store them and when they must be used e.g. protective eyewear, hard hat, safety footwear, lab coat, hearing protection, etc.
	

	Other H&S training as required
	

	Other considerations
	


Supervisor signature:
_______________________________
Date:                 
_______________________________
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