HBGTP - Supervisor Checklist

	· 
	Task
	Submission Needed
	Who is responsible?

	
	Before Trainee Starts:

	
	HBGTP acceptance form 
	Send completed form to HBGTP 
	Supervisor 

	
	HBGTP health & safety form
	Send completed form to HBGTP 
	Supervisor

	
	Take up references and issue contract to trainee
	Send copy to trainee & HBGTP 
	Supervisor

	
	Order PPE
	
	Supervisor

	
	Prepare work space & computer access
	
	Supervisor

	
	First Week:

	
	Complete induction
	Return signed induction form to HBGTP 
	Supervisor & Trainee

	
	Initial meeting with Mentor
	
	Mentor

	
	Complete trainee’s Individual Training Plan (ITP)
	Send ITP to HBGTP 
	Supervisor & Trainee

	
	Complete HBGTP claim form & raise invoice
	Send both to HBGTP 
	Supervisor

	
	Weekly:

	
	Set plant identification tests 
	N.B. This can be delegated to a member of staff
	Supervisor 

	
	Complete week’s technical diary
	
	Trainee

	
	Regularly:

	
	Review & revise ITP as appropriate
	Send any substantial revisions to HBGTP 
	Supervisor 

	
	Quarterly:

	
	Complete technical diary, one project and plant ident. list
	Upload to HBGTP Dropbox
	Trainee

	
	Review trainee’s work & complete feedback form 
	Send to HBGTP
	Supervisor

	
	Volunteer form 
	Send to HBGTP
	Supervisor

	
	Meeting with mentor
	
	Mentor

	
	End of placement:

	
	Conduct trainee exit interview 
	
	Supervisor

	
	Final feedback & volunteer form
	Send to HBGTP
	Supervisor

	
	Placement Evaluation form
	Send to HBGTP
	Supervisor

	
	Complete HBGTP claim form & raise invoice
	Send both to HBGTP
	Supervisor


