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	Completed

	Work Experience Agreement completed and signed by participant. Copy acknowledging understanding and acceptance retained on file.
	(

	University Policies and Code of Ethical Conduct provided to participant and signed copy acknowledging understanding and acceptance retained on file. To include:
· Code of Ethical Conduct
· Acceptable Use of Information Technology (IT) Facilities
· Occupational Health, Safety, Welfare and Injury Management Policy.
	(

	Complete and lodge necessary sign on forms:

HR sign on - HRIS 002np - Non Paid Personnel
Computer network access  - Computer Network Access Form 
OH&S Online Induction - Interact Learning OHS&W.
	(

	Workstation arrangements made for placement period.
	(

	Information brief undertaken by supervisor (or delegate) with the participant to explain scope of role, hours of work, access requirements, reporting responsibilities etc during placement period.
	(

	Familiarisation tour of local work area undertaken on first day of placement.
	(

	Email local work area staff to advise of work experience placement arrangements.
	(

	Overview of computer network, email system and software on first day of placement.
	(

	Complete online OH&S induction training on first day of placement - Interact Learning OHS&W.
	(

	Work Experience Evaluation Form completed by participant at conclusion of placement and returned to local HR
	(
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