Placement Forms (to be completed for all Placements)

The Ministry of Advanced Education and Skills Development has requested all training agencies use the two template letters attached when sending students on unpaid work placements.

These are pre-placement forms, and should be completed for ALL student placements.  

1. Letter to Placement Employers - to be sent to the placement employer to sign (one letter required per placement employer)

2. Student Declaration - is to be signed by the student trainee

Both signed copies should be kept by the Academic Department.


WSIB Forms (to be completed in the event of a Placement Injury)

These forms only need to be completed if there is a workplace injury, illness, or exposure while on placement.

3. Incident Report and Investigation Form (this allows the Health & Safety Department to have the information to complete WSIB or ACE-INA forms) – to be completed by the placement employer or clinical supervisor, and signed by the Chair.  Incident Report Form should be sent to OHS within 24 hours.

4. Postsecondary Unpaid Work Placement Insurance Claim Form – to be completed by the placement employer and/or clinical supervisor and signed by the placement employer, training agency (college) and the student.

5. Letter of Authorization to Represent Placement Employer – to be completed by the placement employer or clinical supervisor (providing that they are covered by WSIB).  

6. 2819 Needle Stick – for needle stick or bodily fluid splash injuries only – to be completed by placement employer or clinical supervisor (please be sure the student always follows up with the College’s Campus Nurse).

7. Exposure Form – for unplanned incident exposure from a leak, spill, explosion, release or unexpected contact with a chemical or other substance.  It is intended for unplanned exposure where there has been NO lost time or illness.

Above form numbers 3, 4 and 5 must be completed for all WSIB reportable injuries or incidents while on placement, and should be returned (completed and signed) to the Health & Safety Department ASAP.

The Needle Stick Form is only required for Needle Stick incidents, and the Exposure Form for Exposure incidents.

For further information and details, please see attached Ministry Guidelines.
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