


[bookmark: _GoBack]Short Sample Task 3 (Level 1): Simple Research 2 
Research Topic – Work placement organisation and its products and services 
Notes for the Supervisor 
This is a task for the student to gain a better understanding of your organisation, and an initial insight into your products and services. It is recommended to be performed on day 1. This task can be assigned with Short task 1 – Interview with Staff Members. Advantages of assigning the two tasks together include
· It enables meaningful workplace interaction and communication for the student 
· It puts the student’s workplace learning into perspective 
· It requires little of your time and supervision

Task organisation
1. Work request form 
· Fill in the work request form on the next page and print the work request for the student. [Insert your organisation name/logo]
· Indicate the sector the student has to research on. 
2. Briefing 
· Brief the student about the task, including access to your organisation’s website and any other sources of information. 
3. Student shows summary of research
· Read student’s summary and provide comments or further information





[Insert your organisation name/logo]
Work Request for Work Placement Student

Student name: ___________________________________________________________
Work Requested by: ______________________________________________________
Contact phone/email: __________________________________________
Date requested: __________________________________________________________
Date and time required: ____________________________________________________
Task importance (please circle):		URGENT	    Normal	           Low

Task details

Research topic - Your work placement organisation 

You are required to 
1. Research on 
(i) the organisation where you are currently working for your work placement
(ii) the products and services it provides

A good place to start is the Company/Organisational Policies and Procedures Manual of your work placement organisation.  A useful source of information is the other staff (Be courteous and thank people for their time).  Other useful sources include the company’s website and any brochures or flyers.   
2. Write the findings of your research in a summary on the next two pages. 





Research Summary 

Prepared by ________________________________(your name) 	Date ________________

	Research area 
	Your Summary

	· Overview of the organisation

	












	· Vision and/or mission statement (if any)

	


	· Core values (if any
	



	· Products and services of the organisation

	
























Research (cont’d)
Prepared by ________________________________
	Research area 
	Your Summary

	· Products and services of the organisation (cont’d)

	


























	· Any other information you have found?
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