


 
      Vocational Placement Student Induction Checklist 

 
Student Name:  ...................................................................................................................  
Employer/Mentors: You should address each item of the checklist with the student. 

Student: You should initial each point to indicate your understanding and/or receipt of 
relevant material and information. 

Student’s Initials YES NO 

1. Welcomed and introduced to workplace   

2. Shown through facility and introduced to staff members etc   

3. Rest rooms identified   

4. Telephone usage explained   

5. Staff lunch area and refreshment facilities identified (if applicable)   

6. Fire exits and location of fire extinguishers/equipment have been identified.  
Emergency procedures have been explained and demonstrated. 

  

7. Occupational Health and Safety procedures for the work site/equipment have 
been explained. 

  

8. Procedures for any equipment that will be used has been thoroughly 
explained. 

  

9. Advised on how to report an accident or injury.   

10. Work times and punctuality policy has been explained.   

11. Absenteeism policy has been explained.   

12. Personal standards/behaviour policy has been explained.   

13. Dress standards and appearance defined and explained.   

14. Students responsibilities defined and explained.   

Comments   
 ..............................................................................................................................................  

Student signature: ...............................................................  Date:  ................................  

Employer/Mentor signature: ...............................................  Date:  ................................  

 
Student must keep the completed copy with their log book 
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