Student Flowchart for Work Experience
Outlined below are step by step procedures for you to follow to ensure a successful work experience placement.





    







  


       I


WILL





Select a job/


workplace with


CA / Parent





*See CA for paperwork and discuss placement.


Complete on-line OH&S task














*Phone employer and make a time to discuss placement


* Check Work Exp. does not clash with assessment schedule





*Return paperwork to CA at least one week prior to work experience





*Make sure you and your parent/caregiver has also signed placement record





*Provide employer with “employers Guide to WE”


*Get Student Placement Record signed





*Visit employer at agreed time to discuss placement





*Collect a copy of  paperwork, name badge from CA and a Certificate of Appreciation for Employer





BEFORE W/E





Attend each Day





Do my best and have a positive attitude





HAVE FUN!!!





DURING


W/E





OHS induction and get employer’s report signed





Ask for help if I need it from my supervisor or CA





Personally thank all staff involved in your W/E placement





Return employer’s report to CA





Write a letter of appreciation or send a thank you card to the employer





Give employer Certificate of Appreciation from School





Note:  The employers report will be photocopied at school and the original will be returned to you to keep.





FINISH








