ORIENTATION/INTERVIEW CHECKLIST

Student name__________________________
To the Student
Please ensure that you cover all of the areas listed below and that the host employer signs and dates this form on completion of the orientation/interview. This form must be returned to the class teacher.

	Area to be covered
	Tick when completed

	Introduced yourself and the IT course you are currently studying.
	

	Explained the reason for undertaking the work placement and the duration of the work placement.
	

	Explained to the host employer the types of tasks to be covered during the work placement (see workplace task log).
	

	Agreed upon the actual tasks to be covered during the work placement.
	

	Clarified with the host employer the starting and finishing times for each day of the work placement, as well as breaks and lunch times.
	

	Asked the relevant questions in order to obtain a clear understanding of the type of work covered by the organisation as well as the history of the organisation.
	


Host Employer Signature ___________________
Date ________________

