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TRAINEE INDUCTION CHECKLIST (example)

Placement _____________________________________________ Type

Main Supervisor ______________________ Trainee 

GENERAL ORIENTATION

	
	TOPIC
	Discussed / done

	1
	Supervisor timetable, email and contact  ‘phone numbers
	

	2
	Department Structure and Staff
	

	3
	Admin. Staff
	

	4
	Security arrangements
	

	5
	Personal Safety
	

	6
	Fire Procedure
	

	7
	Incident Reporting
	

	8
	Health and Safety – including lone working policy
	

	9
	ID Badge
	

	10
	Keys
	

	11
	Access to case notes, confidentiality and safety of files
	

	12
	Admin. systems
	

	13
	Departmental diaries
	

	14
	Telephone, use and messages
	

	15
	Coffee and Lunch arrangements
	

	16
	Library facilities and resources.
	

	17
	Photocopying
	

	18
	Clinic settings
	

	19
	Car parking
	

	20
	Routine data collection and standards
	

	21
	Leave: how to report sick leave and request annual leave
	

	22
	Policies: Location of Health and Safety, Equality and Diversity policies
	

	23
	Local social history, significant local events in lifetime of clients
	

	24
	
	

	25
	
	

	26
	
	

	27
	
	

	28
	
	

	29
	
	

	30
	
	

	31
	
	

	32
	
	

	33
	
	

	34
	
	



This form should be adapted to match the local situation.
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