
Making the Most of Clinical Placements – Tips, tools and templates


Orientation checklist template

Using this template

This template outlines the major sections and sub-sections recommended for inclusion in a student orientation checklist. The checklist is designed as a tool for students to record the different elements of orientation they have completed at the health service. 

Additional blank rows are included under each major heading. Amend, delete or add checklist items under each major heading as required.    

In this template, all italicised text included within square brackets (e.g. [health service name]) should be changed to reflect the correct information for the individual health service, and the formatting should be changed as appropriate. 

The orientation checklist should be completed, signed and submitted by the student at the completion of orientation.

This page should be deleted from the new document.

[Health service name] Orientation checklist

	Student Name
	

	Educational institution
	

	Discipline
	

	Placement commencement date
	

	
	Student to tick when completed

	Organisation profile
	

	Organisation vision and values
	

	Organisational structure
	

	Organisation sites and services
	

	Key staff: roles and responsibilities 
	

	Clinical educator(s) 
	

	Student co-ordinator 
	

	
	

	
	

	Workplace Health and Safety (WH&S)
	

	Overview of WH&S policies
	

	Internal emergency response and procedures 
	

	Infection control
	

	Manual handling policies and equipment
	

	Bullying and harassment
	

	
	

	
	

	Human Resources (HR)
	

	Code of conduct
	

	National Police Records Check (NPRC)
	

	Working with Children Check (WWCC)
	

	Hours of work
	

	Identification badge/security
	

	Reporting of illness
	

	Grievance and dispute procedures
	

	Managing diversity
	

	Notification of unplanned absence during placement
	

	
	

	Quality 
	

	Incident report procedures 
	

	Documentation and patient records
	

	
	

	
	

	Privacy and confidentiality
	

	Privacy policy
	

	Confidentiality agreement signed
	

	
	

	
	

	Student support services
	

	Clinical education unit/area
	

	Library
	

	Student lockers
	

	
	

	
	

	Information and Communications Technology (ICT)
	

	Computer and phone systems
	

	Email and internet protocol
	

	Intranet
	

	
	

	
	

	Discipline specific information
	

	
	

	
	

	Work unit specific information
	

	
	

	
	


Signatures

	Student:
___________________________________________

	Date:

__________________________

	Health service representative:__________________________________________

	Date: 

__________________________


Health service-student agreement template
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