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Thank you for agreeing to host a student.

 

To ensure that the work placement proceeds as arranged, please follow the steps on this checklist.

  

Prior to work placement commencement:

(
Ensure you have a completed fully signed copy of the Structured Workplace Learning Arrangement Form ( for VET & VCAL students) or a Work Experience Arrangement Form (generally Year 10 students).  This should be either posted to you directly by the school or provided by the student on the first day of work placement.
 

(

Allocate a supervisor to the student.
 

(

Consider appropriate tasks for the student.
 

On Commencement of work placement:

 

(
Complete a First Day induction.
 

(
Complete an Occupational Health & Safety induction.
 

(
Ask to see the student’s logbook.
 

(
Discuss payment arrangements with student.
 

Contact …
the school or GRVEC team member and inform them as soon as possible if any of the following scenarios occur:
· Student is late for work

· Student does not show up for work

· Student is sick and cannot work

· Student is injured in the workplace

· You want to change the Arrangement Form days/dates

· You want to offer the student extra hours or an apprenticeship/job

· If you are unhappy with the placement for any reason
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