INDUCTION CHECKLIST

Course title ……………………………………………….

Date/s……………..   Tutor ………………………………
	
	    
	Date when completed

	1
	Health and safety (venue)  – fire alarm,  fire exits and marshalling points , First Aid and emergency support available and where located
	

	2
	Enrolment form fully completed by each learner (to include ethnicity and disability) and to be signed and dated)
	

	3
	Learner handbook distributed to each learner. – give learners information to complete the font sheet – learner handbook available
	

	4
	Initial assessment of learners completed – (course file documents show this was undertaken)

	

	5
	Support available within your organisation ( and Wandsworth LEA/ACL) for learners with disabilities and how learners can access this confidentially  (learning support request form available)
	

	6
	Safeguarding – the safe learning environment.  
Explain this to learners – refer to relevant section in handbook and to poster and leaflet 

	

	7
	Specific Course Based Health and Safety issues  eg  safe use of specialist  equipment, check on learners’ fitness levels for sport and yoga/pilates groups (fitness questionnaire document available)
	

	8
	Toilets including ones suitable for learners with disabilities 

	

	9
	Location of refreshments and social areas 

	

	10
	Childcare facilities – if available 

	

	11
	Information on where advice and guidance can be obtained  - refer to information in learner handbook

	

	12
	For accredited courses a  handbook should be available for each learner and discussed with learners . This should be written in  accessible language and provide information on assessment and deadlines 
	

	13
	Obtain learner permission for keeping progress records and for taking photographs – permission statement document available
	

	14
	Add any other information specific to your Centre or organisation that learners will need 
	

	15
	Ground rules agreed with learners


	


	Name of Learner(s) not in attendance at first session
	Date when receive their induction

	
	

	
	

	
	


