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School of Computing and Technology
STUDENT INDUCTION CHECKLIST

Name of Student: 




Start date: 

Employer: 

Your induction into a employer’s organisation should include the following, which you should preferably receive on your first day. Please check off the items when they occur and inform your placement organiser of any items not covered within a week of your starting your placement. This list is not exhaustive and other topics may be covered.  Please  make a note of them under other issues. 

	
	Date

	TASK

	

	Introduction to key members of staff & their roles explained


	

	Location of toilet facilities







	

	Location of rest room, catering facilities (if relevant) etc



	

	Arrangements for lunch, teas/coffee breaks





	

	Place of work and work space






	

	Dress code (where relevant)


	

	How to answer the phone, transfer calls and make 
internal/external calls
	

	Post arrangements (internal and external)

	

	Car parking


	

	HEALTH AND SAFETY ISSUES
	

	Emergency procedures







	

	Safety policy received and location known





	

	Location of first aid box & first aid arrangements (incl. name(s)
of first aiders)
	

	Fire procedures and locations of fire extinguishers




	

	Accident reporting and location of the accident book



	

	COSHH regulations/requirements






	

	Display screen regulations/procedures





	

	Manual handling procedures







	

	Protective clothing arrangements (where relevant)




	

	Instruction on equipment you will be using





	

	Others issues e.g. disability awareness

	


Signed




  


Date
THIS FORM SHOULD  BE COMPLETED AND RETURNED TO THE  PLACEMENTS OFFICE IN THE FIRST WEEK OF YOU STARTING YOUR PLACEMENT

