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Work experience Student Induction

Work experience students must receive induction before they start any office work. The induction should be given to the student by their office supervisor or other persons who have knowledge of the procedures. On completion the form should be signed by the supervisor and student. The form photocopied, the original sent to the Divisional Administrator for retaining with the rest of their paperwork.
Particular care must be taken to make sure the student is explained the Health and safety information below in great detail as they may not be familiar with University procedures and policies, or the local rules of building in which they are to work.  This is most likely to be their first experience of working in an office environment and we must ensure they understand the utmost importance of the procedures outlined below.  

Name of Student:_________________________________
Start date:_________________

Academic Supervisor:_____________________________

	Task
	Signature of trainer
	Date

	Introduction to supervisor
	
	

	Introduction to key personnel and their roles explained
	
	

	How to gain access to the building and office
	
	

	Location of toilet facilities
	
	

	Location of facilities for lunch, tea, coffee 
	
	

	Work space
	
	

	How to use the telephone, including its use to summon assistance in emergencies
	
	

	How to obtain the use of computers
	
	

	Dress code – e.g. shoes etc
	
	

	Notification of absences
	
	

	Other
	
	

	Health and Safety
	Name of Trainer
	Date

	Emergency procedures- Fire

Position of fire alarm call points

Fire alarm – two stage systems

Evacuation routes

Assembly points

Lifts not to be used during building evacuations
	
	

	Emergency procedures – how to contact a first aider 

	
	

	Emergency procedures – other

Police

Building services e.g. nitrogen alarms 
	
	

	Display Screen Equipment regulations and procedures


	
	

	Completion of a display screen equipment self-assessment 

	
	

	
	
	

	Other Division specific information
	
	


Signature of student: ____________________________________

Signature of supervisor: __________________________
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