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INTRODUCTION

This handbook is an important reference for all students undertaking work experience at St Brendan’s College. The College
prides itself on producing young men who strive to succeed in their chosen pathways and industry engagement is often vital
to achieving this. Exposure to general skills in the workplace, such as professional communication, work ethic, time
management and professional presentation are beneficial.

Work experience becomes an opportunity to undertake ‘work inspiration’ for students who are undecided about what career
to embark on. For some students, a work experience placement reassures them that they are on the right career path, while
others realise their expectation of a certain industry and the reality don’t align — which is always best discovered sooner
rather than later!

The College highly recommends and encourages as many students as possible in Years 10, 11 and 12 to seek work experience
during the school holidays. This experience will provide our students an understanding of what is expected in the workplace,
and the chance to develop skills students would not have the opportunity to develop in the classroom. Students will be
placed in a situation primarily to observe and learn — not to undertake activities that require extensive training or experience.

In Queensland, work experience placements for school students are undertaken under legislated educational requirements,
outlined in the Work experience placements for school students procedure (qed.qld.gov.au).

KEY STAFF

WORK EXPERIENCE COORDINATOR Mr Andrew Lawrence / Miss Jessica Newsome
DELEGATED PERSON Miss Jessica Newsome

DIRECTOR OF PATHWAYS Mrs Rebecca Lang

HEAD OF LEARNING SUPPORT Mrs Sharon Sheales

FEE

A S10 fee will be charged to the students account to help cover administration costs.

WHITE CARD REQUIREMENTS

White cards are required when working within the Construction Industry, (e.g., Carpentry, Bricklaying, Tiling, Painting,
Plumbing and Electrical) and or on request from the workplace provider. St Brendan’s College advises students before the
commencement of Year 11 to complete a White Card course at one of the following locations:

Company Name Website for more information

Coal Train Yeppoon (face to face) https://coaltrain.com.au/courses/white-card/

Newhorizons Safety and Training Services | https://www.nhst.com.au/courses/white-card-training-gld-construction-
Rockhampton (face to face) industry/

Master Builders Queensland (interactive https://www.mbqld.com.au/training/courses/health-and-safety/general-safety-
live-streaming course) induction-white-card
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https://ppr.qed.qld.gov.au/pp/work-experience-placements-for-school-students-procedure

WORK EXPERIENCE PROCEDURE

Work experience placement is negotiated between student, parent/carer, workplace provider and the College. It is therefore
the responsibility of the following parties to complete:

PRE-WORK EXPERIENCE

It is the responsibility of students to complete the following:

1.

2.

Must be at least 14 years old.

Required to find own work experience placement during school holidays.

Organise with the workplace provider suitable dates and times.

Discuss with work experience coordinator the place of interest and dates.

Collect all work experience forms during this initial discussion with the work experience coordinator.

a) Work Experience Placements for School Students’ Agreement Form — consent and signatures required by
student, parent/carer, and workplace provider (please refer to Appendix One).

b) Risk Assessment Form — required to get this form completed by workplace provider (please refer to spe Two).

Return all work experience forms listed above to work experience coordinator prior to the documented
commencement date.

Contact the workplace provider and answer the following questions:
a) What time should | attend work?
b) Who will | report to when | arrive?
c¢) What are the work times?
d) What clothing do | need to wear?
e) What do | need to bring to eat/drink?
f)  Any requirements/suggestions that need to be considered?

g) Dol need to have a white card?

It is the responsibility of the College to complete the following:

1.

2.

Maintain a register of all work experience placements and forms.
Required to provide students with all work experience forms.
Confirm with the Principal to agree and determine the suitability of the work experience placement.

Once approved, gain the principals consent and signature on the Work Experience Placements for School Students’
Agreement Form.

Check Work Experience Placements for School Students’ Agreement Form for accuracy and completeness and email a
copy to parent/carer and workplace provider and ensure a copy is retained on the College records.
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6. Check Risk Assessment Form for completeness by workplace provider and ensure copy retained on the College
records.

7. Email Certificate of Currency and Queensland Government Insurance Fund Certificate of Currency to workplace
provider.

8. Ensure the delegated person understands their responsibilities.

9. Identify and provide information to workplace provider about any conditions that may impair a student’s capacity to
safely engage in work experience placement and ensure reasonable adjustments are able to be made prior to the
start.

It is the responsibility of parent/carer to complete the following:

1. Support student to find work experience positions, liaise with work experience providers, complete paperwork, and
ensure student is prepared for work experience

2. Give permission by signing the Work Experience Placements for School Students’ Agreement Form for students under
the age of 18 years.

3. Provide information about any medical conditions and/or medication relating to the student to be included on the
work experience agreement which may impact the safety of the student or others in the workplace.

It is the responsibility of delegated person to complete the following:

1. Monitor the progress of students whilst on work experience.
2. Main point of contact between the student, work experience provider and the College.

3. Review and evaluate the work experience program.

It is the responsibility the workplace provider to complete the following:

1. Approve the placement and sign the Work Experience Placements for School Students’” Agreement Form and return to
the student or the College.

2. Complete the Risk Assessment Form and return to the student or the College.

3. Maintain confidentiality of the students personal and medical information (disposing of hard copies of information in
a careful and timely manner).

4. Ensure a suitable supervisor is allocated and provided with contact details for Mr Lawrence on 0428 244 406 or the
College on (07) 4939 9300 if an issue arises.

5. Make sure the student is aware of the following prior to commencement date:

a) Any specific requirements e.g., working hours, person they report to, clothing to wear, confidentiality and
required personal protective equipment.
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DURING WORK EXPERIENCE

It is the responsibility of students to complete the following:

1. Required to commit to attending work experience every day, arriving on time, performing duties to the best of their
ability, and participating enthusiastically in workplace activities.

2. Upon leaving on the last day, thank the workplace provider.
3. If there are any problems, contact Mr Lawrence on 0428 244 406 or the College on (07) 4939 9300 immediately.

4. Reflect on and evaluate the work experience placement with work experience coordinator during and or at the
conclusion of the program to inform post-school pathway planning.

It is the responsibility of the_College to complete the following:

1. The delegated person to conduct a site visit sometime during the duration of the work experience placement and
complete a questionnaire with student (please refer to Appendix Three).

2. If not reasonable for a site visit the delegated person will contact workplace provider via video chat to check in and
monitor the progress of the student at work experience placements.

3. Ensure workplace providers are implementing reasonable adjustments, where appropriate for students with
additional educational needs.

4. Record, report and investigate all incidents and accidents involving students and retain copies of relevant
documentation.

It is the responsibility of parent/carer to complete the following:
1. Organise transportation for the student to the work experience location.

2. Reportincidents and accidents involving the student to work experience coordinator.

It is the responsibility the workplace provider to complete the following:

1. Induct students into the workplace on their first day of placement by:

a) Explaining workplace policies regarding bullying, harassment and discrimination and any other codes of conduct
relevant to the workplace.

b) Explaining the tasks students will undertake during the placement.

c) Explaining processes for reporting problems or issues to their workplace supervisor and immediately contacting
the work experience coordinator.

2. Provide student with relevant and appropriate training, where required, and direct supervision at all times while
undertaking work-related activities.

3. Allocate a workplace supervisor to the student and ensure this person is aware of their responsibilities during the
placement.

4. Provide the workplace supervisor with contact details of the work experience coordinator in case an issue arises,
including notification of student absence.
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5. Implement reasonable adjustments where appropriate, for a student with additional educational needs.

6. Notify the work experience coordinator immediately of any incident or accident involving a student, any action
undertaken and damages to property involving the student during the placement.

7. Arrange for the workplace supervisor to meet with the school staff member who visits the workplace to discuss the

student’s progress.

8. At the conclusion of the work experience placement complete and return Evaluation Form (please refer to Appendix
Four) provided by St Brendan’s College.

POST-WORK EXPERIENCE

It is the responsibility of the College to complete the following:

1. Follow up with the workplace provider upon completion, email an evaluation form to be completed based on the
students’ performance.

N

Parent/carer will also receive a copy of the Evaluation Form if the workplace provider has provided consent to
provide an understanding of students’ work ethics and participation and to determine the best pathway moving
forward.

3. Conduct a debriefing session which allows the student to evaluate and reflect on the placement.
4. Email of thanks is sent to the workplace provider.

5. Debrief with the Principal and other relevant staff on outcomes of the work experience program.
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EXCLUDED ACTIVITIES

Students are not allowed to participate in any of the following activities:

Driving of any watercraft exceeding 8 metres in length.

The repair, service, refuelling, maintenance, possession, operation, use or legal control of any aircraft by the Insured
Agency, except for the participation in repair, service, maintenance by work experience students of the Insured
Agency, who must be under the direct supervision of a Licensed Aircraft Maintenance Engineer or Australian Defence
Force equivalent at all times.

Air traffic control, except for the observation by Australian Defence Force work experience students of the Insured
Agency who must be under direct supervision of a suitably qualified Australian Defence Force member at all times.

The driving of any vehicle on a public road or thoroughfare or any airport runway or tarmac.
Activities associated with railway track laying, track upgrading or track maintenance.

Construction or maintenance of railway locomotives or railway stock, except for the participation by work experience
students of the Insured Agency at Queensland Rail workshops and Rollingstock Maintenance Depots, Aurizon
workshops or Downer EDI Rail workshops where those work experience students must be under the direct
supervision of a qualified and experienced Queensland Rail, Aurizon, or Downer EDI Rail employee at all times.

Underground mining.

Oil and/or gas fields and oil and/or gas refineries; except for the participation by work experience and/or vocational
placement students of the Insured Agency at Coal Seam Gas (CSG) industry and Liquefied Natural Gas (LNG) industry
workplace sites where those work experience and/or vocational placement students must be under the direct
supervision of a qualified and experienced CSG or LNG industry employee at all times.

The use, handling and storage of firearms and explosive devices.
Abseiling.

Rock and/or mountain climbing (with the exception of indoor rock wall climbing under the direct supervision of a
qualified and experienced person at all times as per the minimum qualifications for supervisors outlined in the
Curriculum Activity Risk Assessment (CARA) activity guidelines for Climbing (artificial or rock) and Abseiling).

White water rafting and canoeing.
Bungee jumping and its associated activities.

Underwater diving using either scuba or snorkelling equipment, where the student is not participating in an activity
fully supervised by an appropriately qualified instructor.
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APPENDIX ONE: WORK EXPERIENCE PLACEMENT FOR SCHOOL STUDENTS

TEMPLATE ONLY

Work experience placements for school students
Agreement

Privacy efatement

The Depatmnend of Education {the depariseend} & colecting personal Informaton an this form in onders e make o sok expeienos ar rangemend for a
sludent undir The Sdacation (W Experance] At 1500 (L), The personal infomatan wil only be used by autnortsed empl opses within the
student’s school, the deparimnent, and the nominaied work experenoe prasider for The purpese of organdsng and mplemening e arrangemaent
The nfcrmalion may alss be guen 1o the Cusensland Govemmeent Insurancs Fand and WaorkTover Dueensland for the porpose of managng
IMEUrANGE COWE NS B reguined Dy the Egucanon (Woork Experencel Act TER0 Q). Your indormatian wil not be ghan o any oiher person of
sy Uniess you have ghven us permission o we are nedgulred By Lo 1o do o

Work experisnce amangsmml
This agreement eslabl Ghos & Wik ExpErencs amangemaent under the Egucadion (Work Sxpananoe) Aot 1908 Qo). and shoukd be compleled and
skyned, whene Indkcabed by ihe stodend, iher parent, the work ceperence provider and Prinopal of e shedend' s schoal

. - , Providara

School nams: 5t Brendan's Colege name:
. 138 Adelaide Park Road, Providars
School 8ddress: | .. pacn Cid 470 A address:
M

Work experience Hominated
coordinator: Mr findrenw Lawrence o BUPETVEBOT
Phione: 07 4939 9315 Phoma:
Emaill: larwranoeasfshe qhd sduau Emaill:
PLACEMENT DETAIL S
Induatry/ Model of work experlanca: B work sampling
occupation: | Balect o) 0 structursd work placement
Datas of . . Hours of
placamant: Humar of days: WOrk:

Exampla riek assasement activitlas [selec

Summary of key Workplacs activities aclivilies undartskan, as appropriabe)

Talephane cal [m]
Workplace visil [m]
Siudent nducion activities [m]
Sehool-deyeloped dosunents [m]
Workplace genenmted doouments [0

Orthsar:

Speclal reguirements for placement {e.g. unifoem, peranal prolective dalhingleguipmean)

STUDENT DETAIL S
YEAR Maka
Studant nama: [Ciate of birth: o
& Femak
Phong: Email:
Emergency Emergancy
contact nams: contact phonsa:

Madlcal Infarmation:
{List army pre-exisling medical conditions that may
impact on the studen!'s wiork experience placemenl.

Please attach details of medications and heakh plares
where relewant.)

Linooarorodled ooy, Rifier ik Cezpaimand of Educal Fodicy and F juriz F wer al
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ETUDENT RESPON SBILITIER

| understand that my conditions of placement are

= attersding my placement for the full wark, expenence pericd

= immedixtely notifying my school and the work experience provider # |am unabibe 1o attend or am e

= demansirating behasiour digred to my schoal's responsible behaviour expactations and in keaping with the acoepbed standards of
iy wark espenienoe provider

= performing my duties 9 the best of my ability and compling with all reasonable directions given by the work esperniencs provider

= falowing all workplace heakh and safiety procedures in my sorkplace

® el reeealing i ampone outside ihe sorplaoe confidential indormation, including namses or Issues in do with ousiomers or clends, incidenis
or ponfidential costngs

= notifying my school and wark espeienos provider of amy incident ar aocident in the warkplacos which may insobe me.

Studant signaturs: Date: i i

PARENT CONSENT [Appicable to students under 13 years of ags)

| unclerstand that my respansibilities relating ta my student’s waorkl expeienos placement are:

s providing ary infarmation abou? medical condiians andior medication relating S mry oiald which may mpact an the safesy af my
child ar $he safety of athers in the workplace

= anganising ranspartation for my dhid o and from the work sxpenence placement location

= paaying any sxpenses rebled o omy student’s paticipation in the work experience placsment
= canbsding the schaol and work expenencs pravider # my child iz unable o atiend or s laba,
| cansert o this work experience amangemen! and participating in work experience as stated.

Parent slgnatura: Date: i i

WORK EXPERIENCE PROVIDER' 5 AGREEMENT

| enber inba an arangement for the named Student 1o be placsd with me for the puposse of work experience. Conditons ol placemaent ane

= urderstanding my responsibiibies relating to bealth and safety under the Wi Health snd Saiely A 2077 (1G]

L prenvidirg students with relevant and approprzbe raining, st reguiresd, and dires] supervision o all Gres while onoertaking work-

redatad mcivitiag

allacating & workplace superasor o $e student and ensuring this person B aeare aof their resporsibilfes

srsuring the pamitied rumber of students accepted far work experisnce does nal excesd the number of ful-tme employees

rlarming e student af particular safety requirements of this warkplace induding personal pralective clathing'egquipment

axplaining workplace palicies reganding Bullying, harassment and disoriminaon arnd codes of conduct, and explaining processes for

reparting problems or Esues

[l notifying $e schoolhwork experiance coordnator of amy inciderd or acodent invalving a school shadent, any action undertakan and
damages o property involving the student duning this placemeant

s axplaining work tasks ceady and implermenting reasconabile adjustrments where appropriate, for sludents with additioral educaional
nesecls

= ansuring the studant will rat urdertake sdivities shich are prahibited by by, axduded under the deparment’s liability oover, or

ursustatle for & stodert placed ina work esxpanenos ersmnment

ansuring the hours worked by the student do nal esceed the normal hours sorked inmy industny

mesating with school staff wha visit $he workplaos 1o diecuss the student's progress

oompledng any required documentatian (e.g. student report) and retuming it to the school

ansuring the workplacs supervisor bas the contact detals of the work expenence coordinatar in case an Bsue ankses

notifying e schoalwork experience coordinator of any unexplained absences by the student

srsuring the student is nol paid whils! underaking work sxpenenos

s understanding the level of Babiity coser prosdded By the department and the acdivities axduded from insurance aover infarmation
which will be provided to me by the sdhool

*  Mantaining confideniiadty of siudenl’s personal and medical indarmation {disposing of hard and electironic copies of student informalion in a
caretul and Bmely manmer)

= urderstanding that e arrangement moy be bermiraled at any fme by efher the school prindgpal ar me.

Wiork axperiance providar's signaturs: Date: i i
SITE W1 3IT INFORMATION — Nomingted person

Respaonalble 20ul to complete alie viell Phone Ho:

Hame:

PRINCIPAL' & AGREEMENT

enter Nl an arangensent for the namaed student 1o be placed for (e purpose of work experience with the above named Work eapeniznos
proddar

Principal's algnature: Date: i i
Lbnoosrbrodied oogy. Riefer fo e Depaimaend of Education Polcy and Procesdune: Reqgisier at i .I-:-. o qu EEnSland
enGEune you have the most cunm m wersion of this doomer i Gaver =i
Fage I of I e I : w1 ] ]] [
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APPENDIX TWO: RISK ASSESSMENT

TEMPLATE ONLY

Risk assessment

For student work experience placements

Thiz templste is used to document a risk asseszment to manage health and safety hazards and risks aszociated with the
placement of a student in an crganisstion/businessiocation for the purposes of undenaking work experience.

It may be complet=d by the work experience coordinator or the work experience provider in consultation with the waork
sxpenence coordinator, with a copy retained on file with the Work expensncs placements for school stvdents sgreemsent
completed for this placemant.

For mare details on the risk management process refer to the Managing Health and Safety Risks facishest

Completion of this template may be informed by Curriculum Activity Risk Assessment [CARA] guidelines.

Company Mame:

Oooupation of student

Description of workplace activities (=5 owilived on the agreement form): Click or tap here to enter text

Conducted by: Click or tap here to enter text Date: Click or tap
here to enter text

Step 1: Identify the hazards
Biological (e.g. hygiene, disease, infection)

[ Blocdbadily fluid | O Virusidisease | | Food handling

Crther'details: Click or tap here to enter text

Chemicals [note: refer to the [abel and safefy data sheet (50 5) for the classification and managemeant of all

chemicals)

0 Mon-hazardous chemical(s) | Hazardous chemical {refer to a completed hazardous chermical risk
assessment]

Marne of chemicalis)idetails: Click or tap here fo enfer text

Critical incident — resulting in:

0 Lockdowm [ Ewacustion | 0 Disrupbion

Crthen'details: Click or tap here fo enter text

Energy systems — incidentfissuas involving:

1 Electricity (incl. mains and solar) | L LPGgas | 1 Gas/pressurised containers

Orther'details: Click or tap here to enter text

Environment

[ Sun exposure L Water (creek, river, besch, dam) O Soundinoise

L Animalsinsects L Stormsfweather L Temperaturs (heat, cold)

Orther'details: Click or tap here fo enter text

Facilities/built environment

1 Buidings and fidures L Drivevayipaths U Workshopsfaciories/work rooms

' Playground equipment L Furnifure L Swimming pool

Orthersidetails: Chck or tap here to enter fed

Uncontrodled copy. Re . QUEE‘I'IS[EI.I'ICI
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Machinery, plant and equipmemnt

U Machinery (fzed plant) | 1 Machinery (portable) | [ Hand tools | L Wehiclesitrailers
Othersidetails: Chck or tap here to enter fecdt.

Manual tasksfergonomics

I Manual tasks [repetifive, haavy) | I Wiorking at haights | _ Restictzd spacs
Otherldetsils: Click or tap here fo enter text

Peopla

L Swdents 0 Workplace employees . Customersiclients

O Physical ' Psychological'stress

Otherldetsils: Click or tap here fo enter text
Cther hazardsidetails:

Click or tap here to enter text.

Step 2: Assess the level of risk

Consider the hazards identified in Step One and wse the risk asses=ment matrix below 85 a guide to assess the
risk level

DwE Risk Management Matrix
Consequence
Likelihood
Insignificant Minar Maoderate
Almast carain Madium Madium
Likely Lovwr Meadium
Possible Lowr Medium Medium
Unlikehy Lowr Lowr Medium
Rarz Lowr Lowr Lo
Consequence | Description of conseguence Likelihood Description of likalihood
N . Will ondly occur in exceptional
1. Insignifizcant | Mo treatrent required. 1. Rare sircy iy
3 Minar Minsor mjury requirmg first sid trestment 3 Unlikel Mot liksly to coour within the foresessble
{=.g. minor cuts, bruises, bumps). ¥ future, or within the project Fecyce.
Injury reguiring medical treatment or lost - Way oo within the foresesable future,
3. Moderate time. 2. Possible or within the project ifecycle.
4 Maior Sarigus injury (injunes) requiring specislist 4. Likely Liksly to oocur within the foresesakble
-l medical treatment or hospitalisaton. - future, or within the project Beoyde.
) N - Alrnost cartain o occur within the
5 Crifical Loss of life, permanent disabiliy or muitiple 5 Almost certain | foresesable future or within the project
SEMNCUS injuries. r—
Assessad risk level Description of risk level Actions
Law If zn incident wers to occur, thene would be little Undertake the actvity with the existing conirols
- ikslihood that an injuny would result. n place.
. If an incident were to accur, there would be some o _
- s chance that an injury requiring first sid would result. Additional controls may be nesded.
If zn incident wers ta occur, it would be likehy that Controls will need ta be in place before the
- 3N injury requiring medical treatment would result activity is undertaken.

Uncontrodied copy. Refer ta the Deparment of Education Policy and Procadun Register at | QU eens I.aﬂ d

ol have the most current version of this dioc urment . Government
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If an incident wers to accur, it would be likehy that 3 Consider altematives to daing the actiy. |

O £, dehilitating inj dezth Id resutt. | Significant control measurss will need to be
permanent, debilitating injury or death would resu eplermentd to ensire 5 _

Step 3: Control the risk

In the table below:
1. List the hazards/risks you identified in Step One.
2. Rate their risk level {refer to information containad in Step two to assist with this).
3. Detail the control measures you will implement to eliminate or minimise the sk

Mote: control measures should be implemented in accordance with the preferred hierarchy of control. If
lower level controls (such as administration or PFE) are to be implemented without higher level controls., it
is important the reasons are explained.

Hierarchy of conirals
Most effective | Epmination: remove the hazard camgletely from the workplace or actity.
{High level}
Substitution: replace a hazard with a less dangerous ons
Redesign: changing 3 machine or work process to make it safer.
|solation: separatz people from the source of the hazard.
Administration: putting rules, signage or fraining in place to make 3 workplacs safer.
Least effechve
[ Loty lzwel) Parsonal protective equipment (PPE): pratective clothing and equipment.

Hazards/risks and confrol measures

1. Description of Z. Risk level 2. Conirol measures (Wote: if only administration or PPE controls
hazardsirisks are used, please explain why)

Chck or tap here o enter Chick or ap here Click or tap here fo enter texd.

text to enter text.

Zhck or tap here o enter Chck or tap here Click or tap here fo enter text.

et o emter text.

Chck or tap here o enter Chick or ap here Click or tap here fo enter texd.

text to enter text.

Click or tap here o enter Click or tap here Click or tap here to enter text.

et o emter texd.

Uncontrodied copy. Refer to the Department of Educasion Policy and Procedune Register at

) Queensland

yau have the mosd curment varsion of this document ; |:'|::-"_.'r.'||'."|'|'"'|:
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Crther details: Click or tap here fo enter text

Submission

Thiz actwity wil be conductsd In accordance with this nsk assessment, implementing the control measures cutlined in Siep
Three. Changes will be made to the activity if required, to manage any ermerging risks to ensure safety.

Contact person: Click or tap here to enfer text Date: Chck or tap here to enter text.

Indizate those others involved in the preparation of this nsk assessment:
Click or tap here to enter texi.

Lincontrodied copy. Refer ba the Deparment of Education Policy and Procedune Register at

Ter221) Queensland
; Government
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APPENDIX THREE: SITE VISIT QUESTIONS

TEMPLATE ONLY

WORK EXPERIENCE SITE VISIT QUESTIONS

St Brendan’s College L —____4

—
139 Adelaide Park Road

YEPPOON QLD 4703

Ph: (07) 4939 9300

STUDENT NAME

CONDUCTED BY SITE VISIT DATE

STUDENT JOB TITLE

COMPANY NAME

Contact Name /Address

STUDENT QUESTIONS
On a scale of 0 — 10 how much are you enjoying your placement?

(e.g. 0 = Hate — 10 = Best experience in your life).

| | |
T T T T T 1 ]
/10 O 1 2 < A4 = 6 7 &

What types of activities have you participated in whilst at work experience?

Did you have an understanding of the job role before you started? What’s different from your understanding?

Have you encountered any worries or concerns about any aspect of your workplace or about any individual person? YES/NO
If yes please make a comment:

Are you being supervised at all times and working with other staff members? YES / NO

If no please make a comment:

How has this experience helped you to decide if this is a possible career for you? Or have your feelings changed about this job? Why? Do
you have another preferred industry in mind for after school?

SN
o 3
= ]9/
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What activities do you enjoy outside of school?

How do you think your classes benefit you in your role during work experience?

What do you find your classes don’t help you with when you are in the work environment?

What pathway would you like to follow during/after school? Please tick below:
School-based apprenticeship
Apprenticeship
University
Certificate and or Diploma
Gap Year
Full-time employment
Part-time employment

Any further questions/ information you would like to provide to the College

Any feedback you would like to provide to the workplace provider that could help them improve any areas when students attend work
experience?

Would you like to arrange a meeting with Director of Pathways Mrs Lang? — YES / NO

Would you like to arrange a meeting with Director of Skills and Training Mr. Lawrence? — YES / NO

Staff member to provide any additional comments:

SIGNATURE

CONDUCTED BY SIGNATURE STUDENT SIGNATURE DATE
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APPENDIX FOUR: SUPERVISOR EVALUATION

TEMPLATE ONLY

Work Experience Evaluation

The information provided may be sent to parent/carer(s) to give them an understanding of their
sons work ethics and participation.

Please tick Yes (1 or No [ if you do not wish this feedback to be provided.

Student Full Name

Students Position

Work Experience Dates

Supervisor Full Mame

lob Title

Company Mame

Company Address

Company Email

Company Phone
Number

Ouestions for Supervisor |please tick if applicable)

Evaluation of Student Very Good Good Average Poor

Punctuality

Grooming

Trustworthiness

Ability to follow instructions

Attitude to authority

Respect for fellow workers & customers

Verbal Communication

Works well with others

Written Communication

Works effectively to complete tasks

Motivation/Enthusiasm

Initiative to complete set tasks

IUse of Technology/Machinery

Complies with workplace policies and
proceduras
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Was the student comectly OvEs If na, please provide more details:
inducted to the worksite on
the first &
HEC Ono
Was the student involved in If yes, please provide more details:
- O YES
any safety issues?
O No

Description of Tasks/Duties undertaken

Additional Comments

Is there anything else the College can do to ensure the student is well prepared for future workplace?

Supervisor Signature Date
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FREQUENTLY ASKED QUESTIONS

The question

The short answer

More information

Who can participate in work
experience?

Students 14
years old

The Education (Work Experience) Act 1996 (QLD) states that
students must be at least 14 years old and enrolled in a school.
This includes children registered for home education.

Students undertaking a defence work experience placement
with the Australian Defence Force must be at least 15 years of
age at the time of their placement.

Can a student undertake work
experience at their own College?

Yes

The College can sign the Work experience agreement form as
both the College and the work experience provider. However,
one of the purposes of work experience program is to assist
students to broaden their experience by working in an unfamiliar
environment. The placement of a student in a different College
may be more value.

What paperwork is required to
formalise a work experience
placement?

Work experience
agreement &
Risk Assessment

Work experience placements for school students is required to
be completed by the student and signed by all parties — student,
parent/carer, workplace provider and principal.

Risk Assessment form is to be completed by the workplace
provider and submitted back to the College prior to the
commencement date.

Can a student undertake work
experience with a parent or
another relative?

Yes, only in
limited
circumstances

The work experience provider/business owner cannot be a
parent or relative of the participating student. A student in an
organisation that employs a student’s parent or relative if the
student is not under the direct supervision of the parent or
relative.

Placements with parents or other relatives are not encouraged,
as work experience programs should assist students to broaden
their experiences by working in an unfamiliar environment.

How many hours should a
student work per day during
work experience?

Recommended 8
hours with at
least one break

Students should not work more than 8 hours per day during
work experience, with at least one break after the end of the
fourth hour. If there is a requirement from the provider for the
student to work longer hours, this should be discussed with the
principal & RTO Manager prior to commencement date. In such
case, the principal should strongly consider whether the
placement is appropriate.

How many days of work 30 days The students are allowed to work a maximum of 30 days in a
experience can a student calendar year. The principal may approve work experience of
undertake in a year? more than 30 days for a student with disability.

Can a student be paid whilst on No The student must not be paid as they are not considered to be

work experience?

an employee of the work experience provider and the provider is
not the employer of the student.
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https://www.legislation.qld.gov.au/view/html/inforce/current/act-1996-009

