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	STUDENT WORKPLACE PREPARATION

AND CHECKLIST


· Be prepared to apply your knowledge and skills

· Respect all workplace employees

· Dress appropriately for the job

· Show an interest in the work and have a positive attitude

· Think about the job and the performance of your work

· Be punctual, both on arrival and after breaks

· Follow instructions, accept suggestions and ask for help if you need it

· Be reliable

· Maintain confidentiality in the workplace

· Follow Workplace Health and Safety requirements

· Have a good attendance record and notify the workplace if you are unable to attend

· Do not behave in a way that will embarrass your employer or fellow work mates 

· Follow the routine of the workplace

· Be responsible and take care of your employer’s property

· Take responsibility for your Work Placement Journal
· Arrange time to discuss your progress with your workplace supervisor

· Contact the school coordinator if there are any problems

· Notify the school if you are unable to attend work placement

· Be aware of safety requirements and prohibited activities where appropriate

	
	CHECKLIST: DO YOU KNOW?

	(
	Name of Employer/Company
	

	(
	Name of person you are to contact
	

	(
	Address and phone of employer
	

	(
	Dates of work placement
	

	(
	Working hours
	

	(
	Clothing / dress requirements
	

	(
	Travel arrangements
	

	(
	Procedures in event of an accident 
	

	(
	What materials/information do you need to bring on the first day?
	

	(
	Meal arrangements
	

	
	
	

	
	
	

	
	HAVE YOU?
	Yes
	No

	
	Contacted the workplace prior to your work placement
	
	

	
	Completed and returned your Student Placement Record

Signatures of student, parent, employer, school and/or TAFE
	
	

	
	Completed emergency contact details – on emergency contact card supplied by the school
	
	

	
	Completed Accommodation away from home form (if applicable)
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