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	Pre-Placement Check List



	Company
	Royal Holloway University of London

	Address
	Egham, Surrey, TW20 0EX

	Name of Contact
	Lisa Fell 

	Telephone
	01784-414004

	Email
	Lisa.fell@rhul.ac.uk

	Placement Title
	Work experience

	Name of Student
	
	School
	

	Date of Wk. Exp.
	
	M / F
	D.O.B.
	

	Notes:

	
	
	

	DETAILS TO CHECK
	(Please ring)
	COMMENTS

	1.
	General Legal Requirements

	a
	Employers Liability (Compulsory)
	Yes / No
	

	
	   Insurer
	HDI Global SE

	
	   Policy Number
	76577204-30021

	
	   Expiry Date
	31/7/23

	b
	Public Liability Held
	Yes / No
	

	c
	Has the company an up to date Health & Safety Policy? If 5 or more employees
	Yes / No
	

	d
	Will the student be given a Health & Safety induction?
	Yes / No
	

	e
	Is Health & Safety poster displayed with correct information?
	Yes / No
	

	2.
	Fire Safety

	a
	Has a Fire Risk Assessment been carried out and recorded? 
	Yes / No
	

	b
	Are there any obstructions to fire exits?
	Yes / No
	

	c
	Are there any dangerous wires exposed?
	Yes / No
	

	d
	Fire extinguishers, visibly colour coded and checked in last 12 months?
	Yes / No
	

	e
	Are the staff trained in their use?
	Yes / No
	

	f
	Fire exits marked and emergency evacuation procedures displayed, ie regular fire drills?
	Yes / No
	

	g
	Is there adequate extraction for fumes?
	Yes / No
	

	3.
	Prohibitions and Legal Requirements

	a
	Will student have adequate breaks if using computer?
	Yes / No
	

	b
	Is the lighting sufficient for computer work?
	Yes / No
	

	c
	Will there be any handling of hazardous materials or equipment?  

If YES, what training is given?
	Yes / No
	May be use of soldering irons under strict supervision by an academic or technician


	d
	Will any necessary training be given in the use of tools and machinery?
	Yes / No
	

	e
	Will there be any heavy lifting required?

If YES, will student receive correct training?
	Yes / No
Yes / No
	

	f
	Additional control measures for Risk Assessments

All practical work will be supervised and risk assessed as necessary.


	g
	First Aid box available? Check contents
	Yes / No
	

	h
	Name of qualified 1st aider / appointed person
	Alex Clarke, Dave Chapman.

	i 
	How are accidents recorded?
	Accident Book        Incident Report Forms        Other

	j
	Accidents will be reported  by:
	Health and Safety Coordinator (Lisa Fell)

	4. 
	Working Conditions

	a
	Toilet facilities/washing facilities and drinking water available?
	Yes / No
	

	b
	What are the arrangements for breaks and lunch?

The employer must make provision for work breaks on site
	Lunch provided

Lunch can be purchased on site

Student to provide own lunch

Allocated time for lunch : flexible 1 hour break

	c
	Who will be student’s supervisor? 
	Lisa Fell – Alex Clarke

	d
	Days of work             Mon     /     Tues     /     Wed     /     Thur     /     Fri

	e
	Hours of work 
	9-5

	f
	Is student required to attend an interview?
	no

	5.
	Learning Objectives

	
	Communication
     Problem Solving
Teamwork  
Literacy

IT Skills

Physical Skills

Practical Skills
Numeracy

	6.
	Key Tasks

To investigate a problem or develop an idea that has an electronic solution from conception to production. This may or may not result in a completed prototype. We would expect the student to document their progress and produce a short 5 minute power point presentation to the team here at the end of the week. Guidance and support in achieving this will be given.

	7.
	Requirements

Nothing specific – all materials and tools are provided by the university at no charge. 


	a
	Is any protective clothing or footwear required?  
Will it be provided by the company?
	Yes / No
Yes / No
	Safety glasses 

	8.
	Additional Information

	a
	Details of future placements
	

	b
	Are there facilities for special needs students?
	Yes / No
	

	9.
	Comments

We have a brand new state of the art building. The department is happy to take students who have a keen interest in electronic engineering, design or manufacture. We put creativity at the heart of all we do and are actively seeking to promote engineering to both male and female students.
We will consider all abilities who show an interest and that we feel would benefit from the experience of working in a university environment. It also offers the opportunity to students to see what university life is like.


Signature of Employer: Lisa Fell
Signature of Representative: ……………............................………
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