HBGTP Checklist for Trainee Induction
The induction programme will ensure that the trainee can demonstrate an understanding of:

· all Health and Safety aspects which will impact on themselves and others

· their rights and responsibilities whilst working for the placement provider

· the implications of Equal Opportunity policy within the work environment and the meaning of discrimination of any type

· relevant placement provider organisational procedures and practices – structure/operation

· procedures and practices that will impact on the Trainee when working on-site

· the purpose of the HBGTP 

· their prospects/opportunities on completion of the HBGTP
· their training programme and the personnel, internal and external, who impact on their training and progress

· the historic and botanical gardens sector and where/how the host garden fits within it

· the role of those providing the training (English Heritage, Capel Manor, etc.)
· the role of the placement provider

· the complaints procedure for trainees.

	Signed by the placement Supervisor or the person giving the induction:
	

	Date:
	

	
	

	Signed by the trainee to confirm that this has taken place:
	

	Date:
	

	
	

	Date of completion of the induction: 
	


Please sign and return to the Scheme Administrator, Anna Jacka. Email to: anna.jacka@english-heritage.org.uk, or post to: English Heritage, Wrest Park, Silsoe, Bedfordshire, MK45 4HR.
