EXAMPLE PLACEMENT ORGANISER CHECKLIST

	
	
	Check
	Comments

	Suitability
	· Will the placement offer good opportunities for fulfilling the learning outcomes?

· Which students would the placement suit? (eg. level and specific interests of student)

/
	
	

	Negotiations
	· Placement provider understands the aims and learning outcomes of the placement

· Agreement of the appropriate level of student responsibility

· Placement learning agreement prepared and signed, where used


	
	

	Placement preparation
	· Risk assessment carried out (by provider or University staff)

· Students informed of any particular risks and steps taken to minimise risks

· Students fully briefed in a preparation session

· Students sign for receipt of briefing information

· Any necessary preliminary training undertaken (eg. manual handling, first aid)


	
	

	Supervision
	· Staff to student ratios acceptable (if appropriate)

· Appropriately trained supervisors and/or mentors allocated to students by provider

· Contact person within the University for student and provider allocated 

· Arrangements for maintaining contact with the University in place, including planned visits by tutors, where appropriate


	
	

	Access
	· Travel arrangements to, from and at location arranged (perhaps by the student)

· Permission to work at location obtained, if required

· Provision made for students with disabilities

	
	

	Accommodation 
	· Does the student have suitable accommodation, where appropriate, arranged either by the placement provider, the University or the student themselves?

	
	

	Health and Safety
	· Does the employer have a health and safety policy?

· Suitable catering arrangements in place (drinkable water, any special dietary needs, food preparation and storage acceptable) 

· Suitable toilets and washing facilities

· First aid arrangements and equipment in place

· Any emergency procedures explained (eg. in case of fire)

· Any potential risks to personal safety assessed and minimised

· Additional insurance arranged, if necessary


	
	

	Physical Hazards
	· Extreme weather and severe terrain exposure taken into account for field trips/outdoor based placements

· Use of potentially hazardous substances, eg. in laboratories


	
	

	Biological Hazards
	· Venomous, lively or aggressive animals, plant risks, and pathogenic organisms considered for field trips/outdoor or overseas placements


	
	

	Orientation
	· Opportunity to visit location in advance of the placement arranged, where practicable

· Information on reporting mechanisms, working practices, work culture, uniform, conduct and professional values provided

· Student is issued any uniform, protective clothing or equipment as necessary


	
	

	Overseas Placements
	· International Office contacted for local information on customs, cultural factors, country-specific risks, visa and health requirements (eg. vaccinations)


	
	

	After the Placement
	· Students encouraged to provide feedback on the experience

· Placement providers encouraged to provide feedback on their experience, and any ways in which the process could be improved

· For frequently used placements, the continued suitability of the learning opportunity to be monitored

	
	


Please note that this checklist is intended to be an example of the kind of information that departments would wish to check in advance of any placement learning activity, and departments may wish to adapt this to their own requirements.

