WORK PLACEMENT – CHECKLIST

DATE
Dear STUDENT
You have been successful in obtaining a work placement with EMPLOYER NAME on the START – END DATE.

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

(
Thoroughly read the attached “Placement Kit” information or download it from www.grvec.org.au/resources  
(
Sign the “Work Experience Arrangement Form”
(
Obtain Parent or Guardian’s signature on the “Work Experience Arrangement Form”
(
Phone your employer to arrange an appointment time to meet and sign off the “Work Experience Arrangement Form”.  This is a good time to ask your employer any questions you may have before you start.
(
Return the “Work Experience Arrangement Form” to your Careers Advisor. 

They will secure the Principal’s signature. 
(
Obtain a copy of the completed “Work Experience Arrangement Form” prior to the commencement of the work placement.
(
Make sure you have undertaken the relevant OH&S modules
(
Commence work placement.

If the Arrangement Form is not completed and returned to your school before you begin your work placement, your work placement cannot commence and will either be postponed or cancelled.

If you have any further questions please do not hesitate to contact me.

Regards

Teacher Name
School
