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PLACEMENT QUALITY AND SAFETY CHECKLIST

Introduction
In line with Australian Psychology Accreditation Council (APAC) standards, effective processes must be in place to ensure students undertaking placements have the ability to practise competently and safely. Organisations providing placements must have robust quality and safety policies and processes and meet all relevant regulations and standards.

This checklist has been developed to assist with the objective above, including the preparation and induction of placement students from all of our programs into their placement organisations. This is a checklist to prompt and ensure coverage of standard areas as they relate to placements. There may be situations where amendments or differing elements may apply. In such circumstances, these should be discussed and agreed as required. 

Students are expected to take responsibility for the completion of this checklist with their Agency Rep, Principal Supervisor and Placement Coordinator during their Form A / start up meeting. A copy of the finalised / completed document must be kept and submitted to Canvas by the student with their Form A contract within 14 days from the commencement of the placement.

	Placement Organisation:
	Click or tap here to enter text.
	Student:
	Click or tap here to enter text.
	Agency Representative:
	Click or tap here to enter text.
	Principal Supervisor:
	Click or tap here to enter text.
	Placement Coordinator:
	Click or tap here to enter text.
	Unit/Placement:
	Click or tap here to enter text.
	Date Discussed:
	Click or tap to enter a date.



Standard Working Arrangements

Please indicate that the following areas have been discussed/agreed/arranged:

	
	Yes/No/NA
	Notes/Actions Required

	Building access/keys/identification card/security access/afterhours access etc.
	Click or tap here to enter text.	Click or tap here to enter text.
	IT equipment and access (e.g. computers, phone, email address, printing etc.)
	Click or tap here to enter text.	Click or tap here to enter text.
	Working space/desk
	Click or tap here to enter text.	Click or tap here to enter text.
	Standard working hours/hours of business
	Click or tap here to enter text.	Click or tap here to enter text.
	Lunch and break entitlements
	Click or tap here to enter text.	Click or tap here to enter text.
	General leave protocols/who to notify if sick etc.
	Click or tap here to enter text.	Click or tap here to enter text.
	Tour of organisation including location of relevant facilities (e.g. entrances/exits, toilet/shower, break rooms, kitchen etc)
	Click or tap here to enter text.	Click or tap here to enter text.
	Dress code (including consideration of the client population etc.)
	Click or tap here to enter text.	Click or tap here to enter text.
	Access to any flexible working policies and relevant information (e.g. working from home/weekends etc.)
	Click or tap here to enter text.	Click or tap here to enter text.
	Other/s?
	Click or tap here to enter text.	Click or tap here to enter text.


General Placement Organisation Information

Please indicate that the following areas have been discussed/agreed/arranged:

	
	Yes/No/NA
	Notes/Actions Required

	Overview of the organisation/team/department and where their role/project/s fits (e.g. organisational chart/structure, etc)
	Click or tap here to enter text.	Click or tap here to enter text.
	Relevant induction or compliance training
	Click or tap here to enter text.	Click or tap here to enter text.
	Relevant organisational policies/procedures/code of conduct
	Click or tap here to enter text.	Click or tap here to enter text.
	Creation, storage and destruction of client case notes during placement and on completion of placement. (i.e. will student create on internal systems or independently? Will student store securely at placement or submit to Cairnmillar Institute at end? Are there facilities for student to securely destroy case notes when required? etc) 
	Click or tap here to enter text.	Click or tap here to enter text.
	Other/s?
	Click or tap here to enter text.	Click or tap here to enter text.


Supervision and Key Stakeholders

Please indicate that the following areas have been discussed/agreed/arranged:

	
	Yes/No/NA
	Notes/Actions Required

	Introductions/meetings with other key colleagues/co-workers/stakeholders including explanations of their roles
	Click or tap here to enter text.	Click or tap here to enter text.
	Regular supervision meetings established with Principal Supervisor
	Click or tap here to enter text.	Click or tap here to enter text.
	Process for workload allocation and who is responsible for allocation of work to the student
	Click or tap here to enter text.	Click or tap here to enter text.
	Placement documentation requiring supervisor input and sign off, viewed and understood (e.g. Form A contract, Supervision Contract, mid/end Placement Review forms, Log Books and other external assessments requirements eg AHPRA)
	Click or tap here to enter text.	Click or tap here to enter text.
	Feedback process from the Principal Supervisor 
	Click or tap here to enter text.	Click or tap here to enter text.
	Process for raising any challenges between the student and Principal Supervisor or other colleagues/stakeholders
	Click or tap here to enter text.	Click or tap here to enter text.
	Other/s?
	Click or tap here to enter text.	Click or tap here to enter text.


Occupational Health and Safety (OH&S)

Please indicate that the following areas have been discussed/agreed/arranged:

	
	Yes/No/NA
	Notes/Actions Required

	Occupational Health and Safety (OH&S) policies 
	Click or tap here to enter text.	Click or tap here to enter text.
	Relevant OH&S contact information
	Click or tap here to enter text.	Click or tap here to enter text.
	First Aid and names/locations of First Aiders
	Click or tap here to enter text.	Click or tap here to enter text.
	What to do in case of an emergency while working on or off site
	Click or tap here to enter text.	Click or tap here to enter text.
	How to report workplace incidents in the organisation (NB: please note that students must also report these to their placement coordinator at Cairnmillar Institute).
	Click or tap here to enter text.	Click or tap here to enter text.
	Potential hazards in this workplace/organisation specific to the role and associated controls (e.g., infection control, protective equipment, hazardous materials, safe lifting, duress alarms etc.)
	Click or tap here to enter text.	Click or tap here to enter text.
	The rights of the student and others to be protected from bullying, harassment or discrimination in the workplace and how to report incidents of such behaviour
	Click or tap here to enter text.	Click or tap here to enter text.
	Ensure that current government guidelines in relation to health crises are being adhered to, including, but not limited to, social distancing and hygiene practices. These should be reviewed regularly to ensure that practices are consistent with the current, and changing advice provided by the government.

	Click or tap here to enter text.	Click or tap here to enter text.
	Other/s, such as immunisations required etc?
	Click or tap here to enter text.	Click or tap here to enter text.


Professional Obligations

Please indicate that the following areas have been discussed/agreed/arranged:

	
	Yes/No/NA
	Notes/Actions Required

	Disclosure/confidentiality considerations, processes or forms
	Click or tap here to enter text.	Click or tap here to enter text.
	Conflict of interest considerations
	Click or tap here to enter text.	Click or tap here to enter text.
	Intellectual property considerations
	Click or tap here to enter text.	Click or tap here to enter text.
	The need to obtain informed consent of clients prior to provision of services
	Click or tap here to enter text.	Click or tap here to enter text.
	Impact of relevant codes of conduct for the psychology profession
	Click or tap here to enter text.	Click or tap here to enter text.
	Other?
	Click or tap here to enter text.	Click or tap here to enter text.


Declaration:

[bookmark: Check1]|_| This Quality & Safety Checklist has been reviewed, understood and signed off within the Form A Contract.

Submit completed PDF to Canvas.
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