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[bookmark: _Toc232507891][bookmark: _Toc233106001]Guidance for using these questions
The following questions are optional tools to help guide your conversations with colleagues during your placement. You do not have to use them, and they are not extra tasks or activities. These questions are not rules or a required list—use them only if they are helpful. They can be starting points for discussions with your mentor, learning conversations, or informal chats with colleagues. 
Use them as you see fit. Remember to follow any other guidelines for professional communication. 


[bookmark: _Toc232507892][bookmark: _Toc233106002]Getting to know the workplace
You might want to ask your mentor some of these questions during your first days or weeks of your placement. These questions allow you to find out basic knowledge of your workplace.

· Is there somewhere I can access key work policy documents and resources? 

· Is there a handbook or onboarding information for new staff? 

· Does the X (choose as appropriate: school, company, workplace, ward, nursery) have any main goals or priorities that I should know about?

· Are there people here I should meet who can help me learn about important parts of the job?


[bookmark: _Toc232507893][bookmark: _Toc233106003]Getting used to routines and communication 
You might want to ask your mentor these questions during your first days or weeks of your placement. These questions can help you better understand the routines of your workplace. They also allow you to set basic expectations of how to work and communicate with your placement mentor.

· What time should I arrive and leave each day?

· Is there a place I should be or something I should do during any free time I have?

· Is there a place where I can store my things?

· Is there a system for sharing or paying for tea, coffee, or snacks in the staff room?

· What time would be helpful for our weekly mentor meetings? 

· How far in advance of any deadlines would you like me to send you any work paperwork? How would you like this shared (on paper or by email)? 

· Is it okay to send you early drafts of my work and make changes after your feedback?

· When is a good time to meet and talk about your feedback on my work?


[bookmark: _Toc232507894][bookmark: _Toc233106004]Understanding what is expected
You might want to ask your mentor these questions during your first days or weeks of your placement. 

· Is it okay if I take notes when I watch you at work?

· While I’m observing you, is there anything you’d like me to do? Should I help, or talk to anyone, or do certain tasks?

· Can I access any important guidance, rules, information, or training that will help me do my job? Are there any rules about how to use these?


[bookmark: _Toc232507895][bookmark: _Toc233106005]Other learning opportunities
These questions can be used if you wish to ask about any extra learning opportunities that you can take part in during your placement.

· Are there extra learning activities I can join? Such as staff meetings, trips, or training sessions.

· Can you let me know ahead of time about these activities? 

· Are there other people you think I should watch or learn from?

[bookmark: _Toc232507896]

[bookmark: _Toc233106006]Giving and receiving feedback 
These questions can be used to help communicate how you would like to feedback to be communicated to you.

· If you can give me feedback today, could you focus on my main goal, ________?

· If you give feedback today, can you use this template? It helps me understand your comments.

· If you give feedback today, could you tell me both what I did well and what I could work on?


[bookmark: _Toc232507897][bookmark: _Toc233106007]Talking about how we work
These questions can be used to help you talk about how you work and ask your mentor about any support you might need.

· I find it helpful to keep notes of our conversations. Is it okay if I record our meetings or take notes, or if we make notes together?

· I find clear, literal instructions and explanations helpful. I’m sure you plan to do this anyway, but please could you use literal language and clear instructions in our discussions? 

· Clear feedback helps me know how I’m doing. Are there any areas I still need to work on, or am I doing well for this stage?

· Sometimes I need a quiet space to relax. Is it okay if I don’t go to the staff room at lunch and stay here to work or reflect? Is there another quiet place you recommend?

· I sometimes find it hard to check my own work. Is it okay to ask you to look over it for mistakes? When and how should I share it with you? Do you have other tips?

· Sometimes I need help focusing when I plan my work. Is it okay if I wear headphones in the staff room to help me concentrate?

[bookmark: _Toc232507898][bookmark: _Toc233106008]Checking I have understood
These questions can be used for you to check your understanding on what your mentor has asked you to do.

· You asked me to do _______. Could you give me an example or show me what you mean?

· You asked me to do _______. I think you meant _______, and I’ve started working on it. Can you check if I’m doing it right?

· You mentioned _______. Could you explain it another way, or suggest something I could read to help me understand?

· I got some feedback: _________. Could you give me ideas on how to use it in my work?

· If you think I’m asking for too much help or feedback, please let me know so we can talk about it, and I can adjust what I ask for.


[bookmark: _Toc232507899][bookmark: _Toc233106009]Dealing with challenges 
These questions can be used when talking about what you are finding challenging to ask your placement mentor for advice.

· I find _______ difficult. I’ve tried _______. Are there other ways to handle this, or something else I could read?

· Planning my work takes a lot of time. Do you have tips to make it quicker while still doing a good job?

· I’ve gotten different advice from different people. Do you have tips for how to balance or choose between them?

· I am finding working with _____ challenging. How can I improve this relationship?


[bookmark: _Toc232507900][bookmark: _Toc233106010]Saying thank you 
These are statements instead of questions. They can be used for you to say thank you and show your placement mentor that you appreciate their support.

· Thank you for your advice about ________. It was helpful, and I used it by doing ____________.

· Thank you for your feedback on _______. I appreciate that you took the time to help me.

· Thank you for sharing resources on ________. They were helpful, and I used them by doing ________.

· Thank you for all your support during my placement. I really appreciate it.
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