Induction Checklist for Work Experience Placements
To be completed on first day of placement
	Name of Student
	

	Department / Section
	

	Line manager
	

	Name of person responsible for induction
	

	Dates of work placement
	
	to
	
	Date of induction
	


	
	Initial to confirm

	
	Student
	Employer


	Guided tour of workplace: including facilities, security / information centre and prohibited areas.
	
	

	Introduction to key staff including learners supervisor
	
	

	Prohibited areas: Areas where student must not enter for safety reasons
	
	

	Welfare: toilets, washing facilities, arrangements for refreshments. Smoking Policy
	
	

	Fire alarm and emergency evacuation: Show evacuation route, assembly points and alarm call points and explain what to do in event of a fire
	
	

	First aid: explain how to contact Patrol officers / security for first aid
	
	

	Accidents and incidents: explain importance of reporting all accidents, incidents, near-misses and other safety hazards / concerns. Also how to report them.
	
	

	Absence procedure: What to do and who to contact if unable to attend work e.g. due to illness
	
	

	Hours of work: Normal work pattern and arrangements for reporting for work
	
	

	Use of telephone: shown how to use telephone, including how to access outside line. How to summon aid via Security Patrol staff in an emergency
	
	

	Health/ Disability issues: Confirm whether student has any health issues that may affect safety and agree control measures. If necessary arrange for Personal Emergency Evacuation Plan (PEEP)

	
	

	Health and Safety Policy: 

· Shown Employee Guide to Policy 
and responsibilities explained

· Shown Departmental H&S management statement, contacts list and notice board
	
	

	Hazards associated with work: Go through the work experience placement information and risk assessment with student.
	
	

	Work equipment: Explain must not use without permission and supervision. Instruction / training will be provided. Faults must be reported to supervisor
	
	

	Use of computers
: Shown how to set up for comfort and advised on importance of good posture and varying work to include breaks from the screen.
	
	

	Manual handling: Shown correct way to lift and explain why important. Explained they must not attempt to lift anything beyond their capability. Shown available lifting aids.
	
	

	Personal Protective Equipment (PPE): Issue with what is needed, explain when and how to wear it. Check that it fits.  Explain importance of wearing and how to to report problems with PPE.
	
	

	Dangerous substances: explain what substances they can or cannot use. Explain how substance can cause harm and precautions to protect themselves. Explain procedure for pillages and breakages.
	
	

	Additional information / training given relevant to post (give details):


	
	

	Understanding of responsibilities: Student confirmed understood importance of health and safety and following instructions, possible consequences of not complying with requirements.
	
	


Keep a copy of completed checklist in Department/Section and 
send one copy to the young person
� Person responsible for induction


� Contact the Fire Safety team at �HYPERLINK "mailto:fire@essex.ac.uk"�fire@essex.ac.uk�  to arrange


� Available from Workplace Health Safety and Wellbeing or download from � HYPERLINK "http://www.essex.ac.uk/health-safety/policies/hs-policy.aspx" �www.essex.ac.uk/health-safety/policies/hs-policy.aspx� 


� See Safe use of DSE guidance at � HYPERLINK "http://www.essex.ac.uk/health-safety/equipment/dse.aspx" �www.essex.ac.uk/health-safety/equipment/dse.aspx� 





