IT Sessional Trainer Induction Checklist 2





The following checklist is to be completed by all sessional employees.





Name:�



�
�
I have accessed, read/understand the following at (http://www.longbeachplace.org.au/trainer_info.htm)


Health & Safety�
�
�
Accident/Incident Report�
accident-incident-report.doc�
�
Emergency Evacuation Procedure�
emergency_evacuation.doc �
�
Emergency First Aid�
first_aid_know_what_action_to_take.doc�
�
Emergency Services - calling 000�
calling_emergency_services.doc�
�
OH&S Basic Information Sheet �
OH&S_whats_it_all_about.doc�
�
OH&S Policy�
ohs_policy.doc�
�



Information Sheets�
  �
�
How to unpack a Training Package�
unpack_training_package.doc�
�
Program Delivery Code of Practice�
code_prac_prog.doc�
�
Information for Trainers �
trainer_info.doc�
�
Key Competencies�
key_competencies.doc�
�
Training & assessment web resource list�
web_resource_list.doc�
�
Training Package Information Sheet�
training_packages_at_work_info.doc�
�
Student Information Sheet�
student_info.doc (found on Student Page)�
�



Forms�
�
�
Assessment Record Form�
assessment_record.doc�
�
Assessment Plan Template�
assessment_plan.doc�
�
Authority to use photo/printed material�
authority.doc�
�
Code of Ethics�
code_ethics.doc�
�
Course Overview�
overview.doc�
�
Delivery Plan Template�
delivery_plan.doc�
�
Learning Program Template�
learning_program.doc �
�
Payment Claim Form�
payment_claim.doc �
�
Photo Authority Form�
photo_authority.doc �
�
Risk Management corrective Action Request�
corrective_action.doc  �
�
Session Plan Template�
session_plan.doc�
�
Student Induction Checklist�
Student_induction_checklist.doc�
�
Student Survey Form�
student_survey.htm �
�
Trainer Registration Form�
tutor_registration.doc�
�
       


Procedures�
�
�
Assessment & Recognition Procedures�
recognition.doc�
�
Assessment Only Pathways (RPL/RCC)�
rpl_rcc_procedure.doc�
�
Assessment Strategy �
assess_strategy.doc�
�
Use of IT Lab by Tutors�
computer_policy_for_tutors.doc�
�
Delivery Strategy for Training Packages �
delivery_strategy.doc�
�
Version Control�
version_control.doc�
�
�
I am aware and understand the importance of:


Correctly maintaining and storing the Attendance Roll and Assessment Records. 


Informing the office staff if students miss two weeks of class in succession so that follow up action can be taken.


Providing to students in the first class a copy of the Units/Elements of competency. 


Using the supplied assessment tools.


The importance of keeping copies of all work set for students


Submitting to the Program Co-ordinator at the end of the program a copy of all students completed assessment work, the results/marking sheets, delivery schedule and lesson plans. 


Providing students with the prescribed class time


The location of the Emergency Information Folder located in the foyer.





Additional Comments

























































































Signed	Date
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�
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