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Work Placement Preparation Checklist for Students
Every workplace is different, but there are some elements that are common. Here are some tips and hints for you to gain a successful workplacement experience. 
	
	
	Put ‘’ when you read the item.

	1. Pre-start preparation
	
	

	(i) You should know
· Your rights and duties at work

	
· Refer to websites for young workers in your WHS learner guide
	

	· Work health and safety  















· Work ethics
	· Apply your work health and safety knowledge 
· Work area and workstation ergonomics
· If your have a concern about a hazard that have adverse effects on your health and safety, SPEAK UP, NOTIFY your supervisor or Health and Safety Representative. 
· While you should report any existing or potential hazards, make sure that you should don’t contribute to WHS hazards such as leaving your personal belongings on the floor, putting drinks near the computer. 

· Such as diligence, integrity, privacy etc
	

	(ii) Other preparation
· Dress code 














· What to carry – organized



· Punctuality is important





· Tea and lunch breaks



	· Workers in financial services are generally expected to look presentable and professional. 

· Wear proper comfortable shoes 

· observe the dress culture where you work And try not to be too out of place  

· It maybe a good idea 
· to dress in a way that you can easily adjust to the temperature of the workplace, particularly on the first day 
· a small to medium bag that can fit into drawers

· Emergency contacts
· A small note book and pen
· Your workplacement journal

· if you have a legitimate reason for being late, let your supervisor know in advance. If it is unexpected e.g. you are caught in traffic, call in to let your supervisor or people in the office know. 

· Every workplace should have tea room facilities. 
· For the simulated workplace
· there is a tea room with hot water and a fridge
· the canteen is closed during the holidays
· you can bring snacks and lunch (morning and afternoon tea breaks 15 minutes each and ½ hour lunch break)
	

	(iii) Your performance
	Your performance is continually assessed during the week. A summary of the requirements is in your Workplacement Journal. You need to pass ALL the requirements.

There is a Performance Appraisal at the end of the week, but note that if you are not performing according to requirements, you may be dismissed from the workplacement which means you’ll need to repeat it in the next round of workplacement (depending on  available vacancies). 
	

	2. On the first day
	
	

	(iv) Manner, greetings 



















(v) Induction 

(vi) Personal belongings security
	· First impression is important.   
Smile. Be polite

· Introduce yourself. 
Hi, I’m ________. I’m a work placement student. And you are……?

· After conversation 
· [bookmark: _GoBack]It’s nice meeting you
· Thank you for your help
· Thank you for your suggestions (the information)
· Have a nice day

· Getting assistance
· Can I ask a question please?
· I have a question about…..? Is it a good time to ask you now? (Have you got a minute?)

· Pay attention and MAKE NOTES

· Drawers (if there are no locks, carry your valuables with you when you go for lunch and tea breaks)
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