
 

 

Host Employer Induction Checklist 
Work Placement Coordination Program 
 
Employer Details 
Business Name:  
Contact Name:  
Position:  
Date of Induction: 
Conducted by:  
 
 Engagement & Program Overview 

 Employer confirms willingness to host a student  
 Host Employer Agreement explained and signed (SCS / DoE / EVET as applicable) 
 The workplace learning guide for employers provided and explained  
 Host Welcome Pack provided 
 Employer understands placement dates and communication process 
 Employer Responsibilities  
 Provide a safe and appropriate workplace environment 
 Provide an induction to the student on the first day 
 Explain workplace expectations and any hazards to the student 
 Provide appropriate PPE where required 
 Allocate suitable tasks with clear instructions 
 Ensure students are supervised at all times by a responsible person 
 Provide a variety of meaningful tasks 
 Notify The Youth Partnership/School of student absence or issues 
 Provide feedback to the student and sign their student work placement journal 
 Compliance Verification  
 Public Liability Insurance verified 
 Workplace sighted (where applicable) 
 Appropriate supervision arrangements confirmed 
 Employer demonstrates understanding of child protection responsibilities 
 Workplace activities are appropriate for a school-aged student 
 Child Safety & Appropriate Conduct 
 Employer understands expectations when working with young people 
 Employer confirms appropriate behaviour and boundaries will be maintained 
 Appropriate supervision will be maintained at all times 



 

 

 
 
 
 Prohibited Activities  
 Use of dangerous machinery or equipment 
 Drive employer, client, or personal vehicles while on placement  
 Service of alcohol 
 High-risk construction, demolition, excavation, marine, electrical, or traffic-related work 
 Work involving asbestos, hazardous materials, confined spaces, or unsafe environments 
 Work at heights (over 2 metres), on a roof, or around high-risk plant/equipment 
 Any activity requiring licences, permits, or specialised competencies 
 Full prohibited activity list referenced in the workplace learning guide for employers 
 Employer advised to contact The Youth Partnership if unsure whether an activity is 

appropriate for a student 
 Documentation & Ongoing Requirements 
 Employer understands annual insurance requirements  
 Employer understands student paperwork requirements (e.g. SPR, journals) 
 Employer understands incident reporting requirements 

Host Employer 
I confirm that the above information has been explained to me, I understand my responsibilities, and I 
have had the opportunity to ask questions. 

Name/Role:  
Signature:  
Date:  

The Youth Partnership Representative 
Name:  
Signature:  
Date:  
 


