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Example checklist for Start of Placement/ Prior to Placement
· Share information about the team/service – create a team profile
· Send the student a brief bio with your own experience to help them feel more comfortable.
· Set clear expectations around working days/working hours/ WAH arrangements/dress code/ number of days expected in the office – helps to reduce anxieties.
· Discuss WAH environment ensure confidential/ appropriate place to work and safe storage of equipment. Have clear expectations about professional etiquette in use of Teams ie logging on times, hours worked, flexibility to do school runs etc. Consider daily check ins at start and end of day if WAH.
· Discuss appropriate use of AI generative tools in the workplace and for pieces of student portfolio work in line with University and workplace policies.
· Arrange IT and equipment ( ID badge etc) – think about where they will sit.
· Determine what mandatory workplace training is required.
· Draw up an induction plan.
· Consider how you will make the student feel welcome – ensure team members know name of student, period of placement etc, suggest team members send a welcome message/ give student names of all team members and student to contact and introduce themselves, add student to teams chat/ whatsapp.
· Give student list of key contacts to contact and arrange a chat with.
· Consider how student will understand the pace of work if significant times are spent WAH? Expectations around work through put.
· Might you need to change your work patterns and WAH schedule to be in the office more often?
· Who will cover if you are absent?
· Discuss how you will support a student if a non driver – involve the team in this.
· Consider how you will involve the team to help offer learning opportunities, shadowing, co working etc. Be clear with team and your manager how work will be allocated to the student.
· Consider using a template for shadowing opportunities so the student can record their learning/ reflections. 
· In your role as a trainee PE think about some learning programmes you can agree with your student which will evidence how you have taught, supported and assessed their learning of a particular thing such as learning about a specific theory and applying it to practice, learning how to use a particular model or SW tool. Agree these with your student early in placement.
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