Placement Induction Checklist


Form D 





To be completed and returned to the Learning & Development Department at the end of the placement.





Name of work experience candidate:…………………………………………………………….





Name of mentor:…………………………………………………………...





Date completed:……………………………………………………………





INDUCTION CHECKLIST�
DATE�
SIGNATURE OF CADET�
SIGNATURE OF SUPERVISOR/


MENTOR�
�



GENERAL


�
�



Introduction to Colleagues


�
�
�
�
�



Tour of Unit/Department


�
�
�
�
�



Departments


philosophy, standards & protocols


�
�
�
�
�



Toilets, rest rooms, changing facilities


�
�
�
�
�



Tea and coffee arrangements


�
�
�
�
�



Customer service standards


�
�
�
�
�



Record keeping


�
�
�
�
�



I.T 


�
�
�
�
�



TELEPHONE SYSTEM


�
�



Location of public telephones


�
�
�
�
�



Emergency numbers


�
�
�
�
�



FIRE SAFETY


�
�



Entrances/Exits/


Building layout


�
�
�
�
�



Location of Fire Exits


�
�
�
�
�



Fire alarm use & recognition


�
�
�
�
�



Location of fire alarms & assembly points


�
�
�
�
�



Location & use of fire extinguishers/hose reels


�
�
�
�
�



Nominated fire officer


�
�
�
�
�



SECURITY


�
�



Data protection & confidentiality policy


Patient consent


�
�
�
�
�



Staff lockers & protection of personal property


�
�
�
�
�



Departmental security


�
�
�
�
�



Alarm system


�
�
�
�
�



Safes & patients’ belongings/money


�
�
�
�
�



Personal safety


�
�
�
�
�



Reporting suspicious incidents


�
�
�
�
�
Protection of building & equipment


�
�
�
�
�



Role of security staff


�
�
�
�
�



Emergency numbers for security


�
�
�
�
�



HEALTH & SAFETY


�
�



Accident/incident reporting


�
�
�
�
�



Department first aider & location of first aid kits


�
�
�
�
�



Protective equipment


�
�
�
�
�



WORKPLACE EQUIPMENT


�
�






Restrictions on usage





�
�
�
�
�



Training in the safe use of equipment


�
�
�
�
�



Care & maintenance of equipment


�
�
�
�
�



Action when equipment is damaged/broken


�
�
�
�
�



TRUST POLICIES & PROCEDURES


�
�



Location of  Trust policy & procedure files


�
�
�
�
�



OTHER APPROPRIATE ISSUES


Please outline


�
�
�
�
�



�





�





�





�
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