The Value of Work Experience
In recent years Career Education has assumed an increasingly important role in the High School Curriculum. One of the most successful and popular features of the Careers Program at Parkes High School has always been Work Experience. 
Work Experience allows students to develop a better understanding of the work environment, build confidence and develop connections with local employers and industries. By undertaking work experience they can explore careers that interest them, and gain knowledge of the skills, education and training needed to enter an occupation or industry. 

Many students return from Work Experience with a better appreciation of the connection between school and their future ambitions. They deepen their awareness of their own interests, abilities, strengths, weaknesses, likes and dislikes. Some students have even been offered casual employment following their work experience placements or have used this week to trial for a future apprenticeship or traineeship. 
The knowledge and information you gain from work experience will help you to make more informed decisions when planning your future career pathway or school to work transition. 
Planning your Work Experience
Three separate weeks have been set down for Work Experience this year. All students are encouraged to complete at least one work experience placement as part of their Stage 5 Career Education Program. Students who wish to explore multiple careers may undertake work experience in two or all three of the nominated work experience sessions. 
The purpose of this Handbook is to explain Work Experience to both students and parents, and to show you how to go about organising your work experience session.
Once you have selected the week/s in which you wish to complete work experience you must follow the procedures set out in this booklet to organise your placement. 
There are some important points that need to be emphasised:

1. Work Experience is a privilege, not a right. Any student may be refused permission to attend Work Experience by the Principal, Transition Advisor and / or Careers Advisor.

2. Once all forms for Work Experience have been given to the Transition or Careers Advisor the placement becomes FINAL. Changes will only be considered in exceptional circumstances.

3. When you are on Work Experience you are representing not only yourself and your family, but your school. A very high standard of behaviour is expected.
4. Students not attending work experience MUST attend school as normal. 
Who organises Work Experience? 
The Transition Advisor, Mrs Morrissey and the Careers Advisor, Mrs Little are responsible for approving ALL Work Experience placements. You, your parents, and employers must seek approval through either Mrs Morrissey or Mrs Little. Ultimately, the Principal and Regional Office approve all applications, and all must satisfy industrial safety regulations.
Once your work experience is finalised you may not withdraw from Work Experience, or change Work Experience placements, without prior consultation with the Transition or Careers Advisor.

It must also be stressed that Work Experience should not be seen as an extension of a part time job. Nor is it desirable for you to do Work Experience with parents or close relatives.
Work Experience Sessions and Dates 2023

Work experience sessions will be offered in Terms 2, 3 and 4 on the following dates:
	Session 1
	Term 2
	Week 9
	19 June to 23 June 2023

	Session 2
	Term 3
	Week 9
	11 September to 15 September 2023

	Session 3
	Term 4
	Week 8
	27 November to 1 December 2023


Please note: Work Experience sessions exclude weekends, unless specifically required and approved.
How To Apply for Work Experience

All students are required to complete a Work Experience Application Form. The application form

will be assigned to your Year 10 Google classroom and a copy given out at the Year 10

Work Experience meeting held during school hours.

This Application Form must be handed in to the Careers Office by WEEK 8 in the term before
your selected session. Late applications will not be accepted. 
Please DO NOT approach a local employer at this stage unless you have approval from either

Mrs Morrissey or Mrs Little.
Placements out of Parkes

If you wish to gain a placement out of the Parkes region, you are required to make all the necessary arrangements under Mrs Morrissey’s supervision. These placements take longer to organise and require additional paperwork and approvals. You cannot leave NSW and all arrangements must be fully approved 8 weeks prior to the commencement of your chosen Work Experience session. 

Please see Mrs Morrissey IMMEDIATELY if you are considering leaving Parkes for Work Experience.

General Provisions & Regulations 

for Work Experience
Payment
(
Students involved in Work Experience are volunteers and will NOT be paid by the hosting employer.
Travel
( 
Students are responsible for all travel arrangements. Students will be expected to travel to and from their place of work without supervision, at their own expense and by the most direct route.

(
Where required, students will be issued with a Work Experience Identification Card to enable them to obtain concession fares on public transport.

Student Insurance Cover
(
The Department of School Education has arranged a Personal Accident Insurance Policy with G.I.O. 
providing insurance cover for students on Work Experience. All students are covered by the ‘Work
Experience Insurance & Indemnity Provisions for Government Schools’.

Reporting Accidents
(
Any accident should be reported to the school immediately. A full report of the accident should be obtained from the student, the employer and any witnesses. These reports should be signed, dated and forwarded to the school as soon as possible.

Prohibited & Restricted Activities
(
As in educational activities, the welfare of students participating in a Work Experience Program is paramount. Special care needs to be taken to ensure that students will not be involved in hazardous activities or placed in a work environment that exposes them to physical or moral danger.


(
Other Work Experience activities may also be considered unsuitable due to geographic location, operation of dangerous machinery, unsuitable hours of employment or inability to be adequately supervised by school staff. If in doubt, please check with the Transition or Careers Advisor.

Times of Operation 
(
Work Experience can only be conducted during school terms. Students under the age of 15 years cannot participate in a Work Experience Program outside the hours of 7.00 am and 6.00 pm. Work Experience on weekends is permissible only with the permission of the Principal and Assistant Director General (Region).

For more info go to https://www.det.nsw.edu.au/vetinschools/worklearn/worklearnpolicy.html 

Career Education – Parkes High School – ‘Safe – Respectful - Responsible’
Work Experience Procedures
You must follow the steps set out in this section.
* COMPLETE AND SUBMIT YOUR YEAR 10 CAREER ASSESSMENT TASK 1 *
STEP 1

Attend Year 10 Careers interview to discuss Work Experience.
STEP 2

Attend Year 10 Work Experience Meeting to collect Work Experience Handbook and

  


Application form. Application form will also be located on the Google Classroom.

STEP 3

Show this Handbook to your parents. 


STEP 4

Choose an occupation. 

STEP 5
Fill in an Application Form and hand to the Transition or Careers Advisor by the due date 

STEP 6
When your Work Experience employer has been confirmed, attend the Work Experience Induction 1 meeting and to collect your Work Experience Package from Mrs Morrissey. 
STEP 7
Give all Yellow Forms and relevant paperwork to the Employer. Once they have completed the Work Experience Student Record, collect it back off them.
STEP 8
Have your parents complete and sign the Yellow Form then return this to Mrs Morrissey or Mrs Little at least two weeks before you attend your Work Experience.

STEP 9

Attend the Work Experience Induction 2 meeting for your session and collect your 
final Work Experience Package 1 week before your Work Experience session. 
STEP 10

Make contact with your employer either by phone or in person one week prior to ask 
about arrival / departure times, attire, lunch arrangements etc.

STEP 11

Attend Work Experience every day. (If you are unable to attend Work Experience

YOU MUST contact your employer before your starting time and then you must also

contact the school. Only in extreme circumstances are you to miss any days of your 

Work Experience). 

STEP 12

You must give your employer relevant paperwork from your Work Experience 

package on your first day. Remember to wear your badge if applicable and always 
carry your emergency card. Get your employer to sign the attendance sheet in your 

diary every day
STEP 13

Complete student diary (during Work Experience) and student evaluation form (after 

Work Experience). On the last day of your work experience week, politely ask your employer to complete your employer assessment report and sign all your attendance days. Give your employer a thank you card or note on your last day. 
STEP 14

Return Student Diary, Student Evaluation form and Employer Assessment to Mrs 

Morrissey or Mrs Little after your week at Work Experience.
You must complete these steps and hand in the correct form/s by the due date to be able to take part in the Work Experience program.

Choosing a Work Experience Job
When thinking about Work Experience consider your interests and abilities. This should give you an idea of the general area/s which would suit you. 

You can: 
· refer to your Year 10 Careers /Action Plan


· talk to your family, friends and older students 
· talk to Mrs Morrissey or Mrs Little
· check the Parkes High School Website – Supporting Our Students – Careers – Year 10 Career Education - Work Experience page for a readymade list of possible employers 
· research occupations on Job Jump or the www.myfuture.edu.au/bullseyes  Careers Bullseyes
· walk around the local area after school or on a weekend and identify employers that might interest you
Once you have made a list of jobs that interest you, rank the jobs in preference order and research where you can gain experience in these jobs. 
You should not restrict yourself to a narrow range of jobs. Think about non-traditional jobs for your gender. Non-traditional jobs for males include nursing or working in a preschool.  Non-traditional jobs for females include welding and working in the automotive industry. If you are interested in Work Experience in a non-traditional area, come and talk to the Careers or Transition Advisor.

Work Experience in most fields is extremely competitive; therefore, you should apply as soon as possible. 

Start planning for your Work Experience today!
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Work Experience Conditions and Guidelines
While on Work Experience you will be expected to: 

1. Follow all reasonable instructions and directions given to you by the employer. Don't be afraid to ask for help or advice. If you don't understand an instruction, ask for a clearer explanation.

2. Attend work during normal BUSINESS hours as given on your Student Placement Record form. Arrive on time or early and be punctual when returning from breaks.

3. Be co-operative, interested and willing to learn. If you finish a task, ask what other things you can do. Volunteer for duties you know you can do or offer to help someone.
4. Dress appropriately for the position or role and wear all PPE as required. 
5. Complete all given tasks or duties to the best of your ability. If you make a mistake, report it immediately.

6. Always be polite with fellow employees and members of the public.
7. Should you see private or confidential material (even by accident) keep these matters to yourself. Never make unfavourable comments (including about other people) outside your work situation. This leaves a bad impression.
8. Ask questions to learn more about the job. 
You will also have certain obligations and responsibilities including:

· completing your work experience diary
· organising your own food and drink each day – it is a good idea to take a packed lunch and morning tea on the first day 

· if you are too unwell to attend work, calling and reporting your absence to both the employer and the school before your start time
· advising the employer and the school IMMEDIATELY if you have an accident and are injured in the workplace
· giving a thank you card or note to your employer at the end of your Work Experience week
Most importantly, when on work experience you MUST act in such a way that your employer would be happy to have you back again or recommend you to another employer, possibly as an apprentice or for a future job.

Employers have every right to send you back to school if you fail to behave appropriately or do not follow expectations. If this happens, a poor Work Experience candidate causes employers to withdraw from the program and this makes it difficult for students in following years to obtain Work Experience. 

Please ensure this doesn’t happen by doing your best and showing courtesy to your employer who has donated their time and effort for your benefit!

Employer Assessment Report
The Assessment Report you receive from the employer is a very valuable document to have in your "Portfolio Folder" and can make the difference between gaining or missing out on a position in the future.

Below is a summary of the areas on which you will be assessed by the employer:
· Self-management including organisational and time management skills

· Ability to cooperate and work with others

· Communication skills

· Demonstration of initiative and the ability to complete set tasks

· Punctuality
· Personal Presentation and Appearance
· Attitude and Motivation

· Suitability for the job

Students must collect the completed employer evaluation report at the end of their Work Experience week and return it to the Careers Office.
Student Diary and Evaluation Form
Each student will be given a diary with an attendance record and set tasks to be completed each day. Students will also receive a Work Experience Evaluation form to reflect on their week. 
Both the student diary and the student evaluation form must be fully completed and returned to the Careers Office in the week following your work experience session.  

If you have any problems or concerns during your Work Experience placement, please contact the school on 6862 1844 as soon as possible.
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Realistic Expectations
Students need to be realistic about their hopes and expectations for Work Experience.

Work Experience students are not able to perform or engage in all duties in a workplace. For example, in one week you cannot expect to learn or perform all the duties of an accountant, chef, engineer or hairdresser - it takes years of training and study to fully perform each of these jobs. However, you can learn by observation the skills that are needed for your chosen occupation and see first-hand some of the rewards and disadvantages of the job.
You may love your work experience placement, or it may turn out that the job is not what you expected, and you find you are not enjoying the tasks you are given to do. That’s OK, you will still be expected to complete the week with your employer and then reflect on why that job is not for you. This is a still a valuable learning experience that will help you think about what you do like and choose a future job that does suit you! 

Let’s all have realistic expectations of our work experience session!

Safety Expectations
It is important that all students are safe when completing their Work Experience placement. On your first day, you should be given a brief workplace induction that includes information on: workplace safety procedures; required Personal Protective Equipment (PPE) and emergency and evacuation procedures.

Ensure you know where to access drinking water and the location of both the staff toilets and first aid kit. 

Follow all workplace safety procedures and do not touch or operate any equipment for which you are not trained. You must not drive a vehicle (even if you have a Drivers License), ride a motorbike or four-wheeler ATV or operate heavy machinery or a forklift. 
IF YOU HAVE ANY CONCERNS ABOUT YOUR SAFETY IN THE WORKPLACE YOU SHOULD CONTACT THE SCHOOL IMMEDIATELY BY PHONING 6862 1844 AND EXPLAINING YOUR CONCERNS. 
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FINAL WORK EXPERIENCE CHECKLIST
Keep this Checklist in a safe place
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and refer to it regularly!

1-2 Weeks before your Work Experience session:

· Contact the employer to remind them you are coming. 
· Ask and check with your employer the following information about your placement:


- where to go and who to report to on your first day?


- your starting and finishing times?


- what to wear?


- arrangements for meals/lunch?

· Collect your Work Experience package from Mrs Morrissey or Mrs Little to take with you.
· Plan how you will get to work – who will drop you off and pick you up; will you walk or ride your bike?  
On Work Experience

· Hand the white envelope (with enclosed documents) to your employer on the first day.
· Get your Attendance Record signed at the end of every day as your proof of attendance at work.
· Complete your diary entries each evening after your day at work. 

· Wear your Name Tag and carry your Emergency Card at all times. If a White Card is required, this must also be carried at all times. 
· A teacher will visit you and your employer to see how you are going. Where a visit is not possible, a phone call will be made to check on your progress.

On Your Last Day of Work Experience

· Make sure you have attempted ALL entries in your diary.

· Make sure your Attendance Record is signed for every day.
· Early in the day politely ask your supervisor to complete the Employer's Assessment Report sometime that day if possible.
· Before you leave give your employer a thank you card or note and collect your completed assessment report (if this is not ready, arrange a time to call back and collect it next week). 

After Work Experience:  Back at School
 
Hand in to the Careers Office, in the envelope you were given, your: 
1) Fully COMPLETED diary
2) Employer's Assessment Report 
3) Fully COMPLETED Student Work Experience Evaluation Sheet

4) Name Tag

5) Emergency Contact Card
Supplementary Material - Documentation Samples
The following pages contain samples of some of the important documents that will be completed before, during and after the Work Experience placement. Additional documentation may be required if the student is travelling in a vehicle during the working day, working with animals or staying away from home. These documents will be supplied as required to individual students. 
· Sample Work Experience Application Form

· Sample Employer’s Letter

· Sample Student Placement Record

· Sample Employer’s Assessment Report

· Sample Student Work Experience Evaluation Form

INSERT SAMPLE DOCS
The following activities are specifically prohibited:





*	Travel by helicopter		*	Scuba diving and deep sea diving


 *		Air travel on unrecognised airlines	 *	Attendance at abattoirs 	


*	Travel outside the 12 mile limit at sea 		*	Work on a roof  


*	Use of prescribed and dangerous machinery
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