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Mentor Pre-Placement Information Form
	
Introduce yourself – basic information, for example: 
· your name
· where you’re from 
· how long you’ve worked in your job, what inspired you to work in this field
· any hobbies you have
	[bookmark: Text1]     

	
Describe your workplace, for example:
· where to sign in and out
· the size of the building
· how many staff your student will work with
· where you eat lunch
· whether there are food facilities on site
	[bookmark: Text2]     

	What time do you usually start work? Would you like your student to arrive and leave at the same time as you?
	[bookmark: Text3]     

	Is there a place where your student can keep their belongings?
	[bookmark: Text6]     

	What is the dress code? Is there a policy on what should be worn at your workplace?
	[bookmark: Text7]     

	How do you prefer to communicate? For example, do you prefer to speak or write? 
	[bookmark: Text8]     

	
As issues or questions arise, how would you prefer your student to communicate these to you? For example:
· ask questions verbally as and when
· ask questions via email
· ask questions in a discussion at a set time of day/week
	     

	Is it okay for the student to take notes or record your conversations when you have 1:1 meetings, should they wish?
	[bookmark: Check1][bookmark: Check2]Yes  |_|   No  |_|

	What time or times would work best for your weekly meeting with your student?
	[bookmark: Text9]     

	What jobs or tasks should your student expect to start right away?
	[bookmark: Text10]     

	
Are there chances for your student to learn more while they are with you? Such as:
· staff meetings
· going on excursions
· hearing from visiting speakers
· professional development sessions
	[bookmark: Check3][bookmark: Check4]Yes  |_|   No  |_|

	If yes to the above question, can your student join these activities, and how can they find out about these in advance?
	[bookmark: Text11]     

	Is there anything else your student should know before starting their placement?
	
[bookmark: Text12]     
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