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	Participant name
	 
	Placement dates
	 

	Location/Service
	 
	Hosting manager
	 

	Named supervisor
	 
	
	



Before the placement
	Done
	Requirement
	Notes

	☐
	Application/request received and placement purpose confirmed.
	 

	☐
	Placement dates, hours and location confirmed.
	 

	☐
	Suitability of placement assessed and capacity to supervise confirmed.
	 

	☐
	Named supervisor identified.
	 

	☐
	Education provider details received, where applicable.
	 

	☐
	Parent/guardian consent received, where applicable.
	 

	☐
	Support needs or reasonable adjustments identified.
	 

	☐
	Placement confirmed as work experience, not employment.
	 

	☐
	Placement is not being used to replace paid staff or provide unsupervised work.
	 

	☐
	People Team advice sought where the placement is longer, project-based, paid, or potentially work-like in nature.
	 

	☐
	Student Project Placement Addendum completed, where required.
	 

	☐
	Relevant risk assessment completed.
	 

	☐
	Health declaration completed.
	 

	☐
	Infection risk considered, where relevant.
	 

	☐
	Safeguarding, lone working, remote working and DSE considerations reviewed where relevant.
	 

	☐
	Work Experience Agreement completed.
	 

	☐
	Confidentiality and Consent Form completed.
	 

	☐
	Parent/School/College/Education Provider Agreement completed, where applicable.
	 

	☐
	Identity verification completed.
	 

	☐
	Reference or education provider confirmation received, where required.
	 

	☐
	DBS requirement considered.
	 

	☐
	People Team notified and placement logged.
	 

	☐
	System and data access reviewed and approved where required.
	 

	☐
	Digital/Information Governance approval obtained where required.
	 

	☐
	First day induction arranged.
	 



During the placement
	Done
	Requirement
	Notes

	☐
	Participant supervised at all times.
	 

	☐
	Daily check-ins completed.
	 

	☐
	Concerns addressed promptly.
	 

	☐
	Incidents, accidents or near misses reported.
	 

	☐
	Changes to placement scope reviewed.
	 

	☐
	Confidentiality, safeguarding or conduct concerns escalated.
	 

	☐
	Participant given opportunities to ask questions and reflect on learning.
	 



After the placement
	Done
	Requirement
	Notes

	☐
	Participant feedback received.
	 

	☐
	Supervisor/hosting manager feedback completed.
	 

	☐
	Daily diary/reflection log reviewed, where used.
	 

	☐
	Placement completion confirmed to People Team.
	 

	☐
	Issues or lessons learned recorded.
	 

	☐
	Equipment, ID badge or access returned/removed.
	 

	☐
	Records retained securely.
	 



Hosting manager declaration
I confirm that the above requirements have been completed and that the placement has been managed in line with the Work Experience Policy & SOP.
	Role
	Name
	Signature
	Date

	Hosting manager
	 
	 
	 

	People Team confirmation
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