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Work Experience Agreement  
 
Students, parent/guardian and work experience host must complete and sign 
this document and all stakeholders should retain a copy for their records. 
  

• Signing this form is an acknowledgement that students, parents and 
work experience hosts have read and understood the work experience 
information and agree to adhere to the terms.  

• The work experience agreement acts as a record for insurance 
coverage. 

• Work experience agreement records contact details for all designated 
contact people, student workplace activities and placement details, 
relevant medical information and special requirements for the 
placement. 

 
 
 
Work Experience Placements for School Students Insurance Information   
 
Provides all stakeholders with information in relation to student insurance 
coverage.  
 
 
 
Certificate of Currency 
 
Certificate of Public Liability Insurance. 
 
 
 
Work Experience Induction Checklist 
 
This document is to assist host employers perform an induction with work 
experience students. 
 
 
 
Host Employers Evaluation 
 
This document provides host employers the opportunity to provide feedback 
which may be used as a reference and assist students with personal growth.  
 
 
 
  



 

 

Work Experience Induction Checklist 
 

An induction can be as simple as a tour and a conversation 

 

   

TOPICS POINTS TO BE COVERED  

Conditions of Work Experience 

Toilet Facilities & Personal 

Storage 

Location of facilities. 

Any rules regarding the use of staffroom areas and 
personal storage 

 

Canteen/Lunch Facilities Who washes the dishes 

Purchasing food/drinks (if in a food retail workplace) 

 

Telephone Calls Policy on use of mobile phone for personal calls during 
work hours 

 

Workplace Health & Safety 

Accident Procedures Routine to be followed for simple and emergency 

situations. 

Use of accident report form/log. 

Importance of having all injuries treated and recorded. 

Do you have a Workplace Safety Officer? 

 

Fire Drills & Alarms What to do in the event of a fire. 

Locations of fire alarms and how they should be 

activated. 

Where to assemble after evacuation of premises. 

 

Fire Extinguishers Location of extinguishers.  

Emergency Exits Point out location of emergency exits and stairs.  

First Aid Facilities Location of first aid box and location of trained first aide 
staff. 

 

Personal Precautions Situations where long hair, loose clothing and jewellery 

may be hazardous. 

Specify rules e.g. hairnets. 

 

Protective Clothing & 

Footwear 

Is protective clothing required? 

Is protective clothing supplied?  

What happens in the event of loss or damage. 

 

Accident Prevention Discuss safety responsibilities, employer and 

employees. 

Untidiness – how this leads to accidents. 

Disposal of waste. 

Checking of equipment. 

 

Machinery & Equipment Ensure machinery and equipment is demonstrated and 
supervised. 

 

Introduction to the Job 

Workplace Tour General layout of premises.  

Security & Confidentiality Explain any security obligation that must be observed  
and the business’s policy about confidentiality 

 

Introduction to Colleagues Introduce work experience student to other employees  
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