Longbeach PLACE Inc - Training Records Document


Student Induction Checklist 
	Course Name:


	Tutor Name:


	Attendance Day

	Date of Induction:


	Description (Note all items may not be applicable to all courses)


	Please (()

	1 Explain the course/module outline and credential upon completion (include reference to entry and exit points).

Competencies distributed


yes

no


	

	2.
Explain the procedures regarding: 

· Attendance requirements

· Advising of absence (phone office and leave message)
· Leaving work for teachers (at office)

	

	3. Explain how assessments are to be conducted and methods used


	

	4. How books/learning materials can be purchased/accessed indicating those required at the start of classes


	

	5. Provide students with method of contact (email)

	

	6. Outline relevant occupational health and safety procedures, and location of information. 


	

	7. Explain evacuation procedures relevant to their location


	

	8. Advise location of First Aid supplies


	

	9. Outline any other relevant information such as car park time limits and restrictions


	

	10. Advise the location of:

· Kitchen

· Toilets

	

	11. Students have received a Student Information sheet detailing Privacy, Grievances, Appeals, Refunds, concessions etc.  (issued at time of enrolment)
	


When induction is complete, sign and place in your folder with the class attendance roll.
Signature …………….………………………………………….Date………………………








Student Induction Checklist   updated 02/04/07       Printed: 3/04/07
Page 1 of 1

