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	WORK PLACEMENT DOCUMENTS – WHAT STUDENTS NEED TO KNOW


This information pack contains all the paperwork you will need for your work placement.  Some of these documents are very important and must be completed before you start your week’s work placement – we have listed each one and exactly what you need to do below.
	
	Document Name
	What Is It and What You Need to Do

	Provided by Western Student Connections

	(
	What Students Need to Know – this document (green)
	Use this checklist to ensure you have all necessary paperwork for your organised placement.

	(
	Student Checklist (dark blue)
	May be used when contacting the employer prior to the placement or at your induction.

	(
	Student Placement Details Brief (white)
	Gives you all the information about your work placement.  You MUST phone the ‘Employer Contact’ listed, 2 weeks prior to work placement.  You MUST comply with the Dress Requirements, Attendance Details and Placement Comments also listed.

	(
	Student Placement Record (white), Confidentiality (mauve) and Code of Conduct Agreement (cream)
	All sections of this form MUST BE COMPLETED AND SIGNED BEFORE YOU START YOUR WORK PLACEMENT otherwise you are unable to start as you will not be insured.  Your teacher will be the last person to sign (or TAFE teacher if you doing the subject at TAFE).  Original to be held by the school.  A copy must be given to the employer, yourself (student) and your parent/carer.

	(
	Prohibited Activities List (pale blue)
	There are certain activities that you may not undertake during work placement – please take note of this list and call your teacher or Western Student Connections if your employer has any problems with this.

	(
	Student Evaluation Form (white)
	These need to be filled out and returned to your teacher after completion of your Work Placement.

	Provided by your school or TAFE campus

	(
	Emergency Contact Card
	This is to be issued by your school/TAFE. You must complete all details prior to your work placement and carry this card with you at all times during the placement.

	(
	Work Placement Journal
	This is to be issued by your school/TAFE. This allows you to document what you do on your work placement and gives you evidence of completion.

	(
	Parents and Carers Guide to Workplace Learning (booklet)
	An important booklet with detailed information regarding work placement for you and your parent/carer.  If you are new to the work placement program we advise you to read this booklet as it will answer most of your questions.


Make sure you are on time for work placement every day, be happy and enthusiastic (remember it is only for a week!)
If you have any problems while on work placement, call your teacher/school or Western Student Connections on 6885 6144 or email reception@wsc.edu.au AS SOON AS POSSIBLE.
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