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«Employer_Name»
Attn:  «Contact_Title» «Contact_First_Name» «Contact_Last_Name»
«Postal_Address»
«Postal_Suburb» «Postal_State» «Postal_Postcode»
Dear  «Contact_First_Name»,

Thank you for your willingness to participate in the work placement program for the Higher School Certificate course in «Vocation».
Details of the placement are below.

The student will contact you prior to work placement to discuss arrangements. You will receive, from the student an information package, which will include details of insurance and indemnity provisions. The teacher of the «Vocation» course may also contact you prior to and during the work placement. You will also receive a courtesy call from Western Student Connections within 48 hours of the placement.
On behalf of Western Student Connections, I would like to thank you for participating in this valuable business/education partnership.

If you require any further information please do not hesitate to contact me on telephone 02 6885 6177.
Student:
«StudentFN» «StudentLN»
Phone:
«StudentPhone1»
Mobile:
«StudentMobile»
School:
«School_Name»
Dates:

«StartDate» to «EndDate»
Attendance:
«Attendance_Details»
Should you have any queries please do not hesitate to contact «Placement_Coord_FN» «Placement_Coord_LN» as soon as possible.

Regards,

«Placement_Coord_FN» «Placement_Coord_LN»
«Placement_Coord_Phone»
Western Student Connections

Shaping young careers
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