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You need to be prepared for a work placement in order to maximise the potential benefits of the experience. It is important that you understand your roles and responsibilities in the workplace and those of the employer and the school.

 

Make sure you read and understand the following prior to the commencement of your work placement. If you have any questions regarding this please discuss them with your VCAL teacher prior to your placement.

 



 

 

 

 


 

 

 

 

 

 
Student Information





What to do if …





YOU ARE CONCERNED ABOUT YOUR SAFETY


If you are concerned about your safety whilst in the workplace talk through your concerns with your supervisor as soon as possible.


You need to tell your school coordinator about your concerns too.





YOU’RE GOING TO BE LATE FOR WORK


If you know you’re going to be late (due to an appointment etc that you can’t reschedule) tell your employer as soon as possible.  Also remind them a day beforehand as they may have forgotten.


If you don’t know until the day that you’re going to be late (ie car breakdown, bus late), ring your supervisor as soon as possible.  They would prefer you to tell them so they know you are okay, than not tell them and just arrive late to work. 





FORGET OR LOSE YOUR LOGBOOK


Tell your supervisor & your school coordinator as soon as possible.  You may need to get a replacement logbook.


If you are a VET or VCAL student – remember that your logbook contains lots of important information, some of which might be hard to get again.  It may contain the evidence that you have met VCAL Work Related Skills learning outcomes.





●●●


YOU NEED TO ATTEND AN IMPORTANT ACTIVITY SUCH AS A SPORTING/SCHOOL/FAMILY COMMITMENT & CANNOT WORK


Tell your supervisor of your inability to work as soon as possible.  You may need to organise to so some work another day to make up for this.


You also need to inform your school coordinator in case they visit you on that day.


Remind your supervisor and your school coordinator the day beforehand.


●●●











YOU ARE NOT GIVEN ANY DIRECTIONS OR TASKS TO COMPLETE


Ask for some direction or tasks to do.  Your supervisor may have just assumed you knew how to do something or may have simply forgotten to tell you what they wanted you to do next.


If you have no direction & complete a task incorrectly or you have nothing to do, how are you going to develop your skills?











YOU HAVEN’T RECEIVED YOUR PAY





It is best if you discuss with your employer when you begin your work placement, when & how you will be paid.





Some employers pay students at the end of the week, others at the end of the placement & others at a later date





If it has been a couple of weeks since you have completed your work placement & you haven’t been paid, let your school coordinator know & they can help you follow up with a phone call or a letter








YOU FEEL YOU ARE BEING HARASSED


Being harassed in the workplace is unacceptable and you need to tell your supervisor and your VCAL teacher as soon as possible.  


If you feel uncomfortable talking to your supervisor, talk directly to your VCAL teacher, they may be able to approach the supervisor or someone at the workplace on your behalf.


ASKED TO WORK EXTRA HOURS OR OFFERED AN APPRENTICESHIP/JOB





Congratulations, your employer must really value the work you do. You will need to discuss this with your VCAL teacher as soon as possible as some new arrangements may have to be made.


 


YOUR SUPERVISOR IS NOT AT WORK


Your supervisor may have left you tasks to complete in his/her absence, so check with someone else who works closely with them.


If your supervisor has left you no set tasks, ask another boss/supervisor what tasks they want you to do.


YOU ARE INJURED AT WORK


You need to follow the appropriate procedures for a workplace injury.  These should be outlined to you during our first day induction.


You or your supervisor will also need to ring your school coordinator & report the incident to them.











�YOU ARE SICK AND CANNOT WORK  ��You need to ring your supervisor at your work place as soon as possible.  If you ring & can only leave a message, do so, but make sure you ring back & talk to your supervisor to make sure they received the message. ��You also need to ring your school coordinator as soon as possible, as it might be a day that a visit is scheduled and it’s no use for your teacher to come out & visit you if you’re not there.











