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A Supervisor’s Road Map 
For 
Work Placement
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Supervisor name: ................................................................................................................
Host agency: ....................................................................................................................
It’s great…

that you’re taking part in a work placement program. Work placement is a fantastic opportunity for senior school students and organisations alike.
For NSW government agencies, work placement will help you build a stronger NSW by supporting the training requirements of young people completing HSC industry-based courses. You can identify talented future employees and promote the public sector as an employer of choice. You can help your staff develop new leadership skills while your student injects a little youthful enthusiasm and energy into the workplace.
For students, work placement helps put into practice the skills they’ve learnt in the classroom. It’s a great opportunity for them to get a feel for what it’s like to work in their chosen industry, get real work-based expertise and meet experienced people who work in the field.

For supervisors, it’s a chance to mentor a younger person, develop some more leadership skills, practise delegating and managing, as well as  having  fun along the way. You will need to guide and support your student, and remember that this may be their first experience of the formal business world. They may be unsure about how they will cope, so being friendly and supportive will go a long way towards making them feel more comfortable and at ease.
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A few words about HSC Industry Curriculum Frameworks and units of competency
HSC Industry Curriculum Framework courses are based on nationally endorsed Training Packages. The courses specify the range of industry-developed units of competency from the relevant Training Packages that are suitable for the HSC. 
Each unit of competency identifies a specific workplace competency outcome and includes the required knowledge and skills to underpin these competencies required in the workplace. 
Units of competency cover all aspects of work performance including:
· Task skills—performing individual tasks

· Task management skills—managing a number of different tasks

· Contingency management skills (responding to irregularities and breakdowns in routine)

· Job/role environment skills (dealing with the responsibilities and expectations of the work environment, including working with others).
Throughout their studies, students are assessed against the documented units of competency standards as either competent, or not yet competent. If assessed as not yet competent, they are given the opportunity to practise their skills further before re-assessment.
Information from NSW Board of Studies and Innovation and Business Skills Australia (http://www.ibsa.org.au)
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Important notes for the supervisor 

As the student’s workplace supervisor, the following suggestions may be helpful.
Before the work placement 
· Read all the information in this document and the main kit, including the enclosed An Employer’s Guide to Workplace Learning
· Confirm that the student meets your business requirements, as negotiated through your contact at the Local Community Partnership (LCP)
· Check the student section in the Student Placement Record you have received, in case there are student support needs to take into account
· Receive confirmation from the LCP that your student is arriving when expected. Normally, you should not have to chase this up
·  Let fellow staff know of the imminent arrival of the student, and request suitable tasks for the student to complete. Provide some examples to stimulate their thinking. A good tool for this is the Work Request Form on page 9, and a prize for the first activity to reach your in-box works wonders! 
· Plan the activities for the student using tasks that need doing in your team and from the suggested student activities in this Road Map if required (see pages 10-14 for some ideas)
· Organise a desk, security access to the workplace, computer access including a temporary email address and disk space (for example, you may want to set up a generic student login that can be reused), and any other items that are required for a new employee e.g. paper and office supplies, and an in-tray. If possible a desk located close to  you works best 
· Plan  how you can include the student in team activities (e.g. morning tea breaks) and generally make them feel more at home

· Photocopy relevant activities from this booklet to have ready for the student. This will be particularly helpful in the event that you are called away suddenly.  

At the start of the work placement 
· Conduct a Workplace Induction / Orientation at the beginning of the first day of placement – you may want to complete the sample checklist in this Road Map 
· If required, discuss the Confidentiality Agreement with the student and then sign

· Check if the student has brought a journal to complete (if not, use the Student Journal provided in Appendix 2 of the main kit)

· Check if the student has any specific tasks they need to complete for school/TAFE during their placement with you (see page 6 of the Student Journal for an example).
During the work placement 
· Supervise and mentor the student during their tasks and everyday activities
· Ensure other supervisors are available if you are not, and that the student is working in a supportive environment

· Ensure the student has a varied group of meaningful tasks to complete

· Give the student appropriate and helpful feedback (a positive approach works best)

· Give feedback on the student’s progress to their VET teacher when they phone or arrange to visit as part of their supervisory responsibilities
· Contact your LCP coordinator if you have any questions or issues

· Sign the student's time sheet (in their journal) at the end of each day 
· Sign the student's journal entries at the end of each day.
At the end of the work placement 

· Complete the Workplace Supervisor’s Evaluation Report in the student’s journal
· Ensure the student completes the Student Work Placement Evaluation Report in this booklet
· Check that the student has
· handed back all finished and incomplete work
· tidied their work area
· returned all badges, security tags, keys etc 
· Give the student any additional information they require regarding your agency, career paths, job opportunities etc
· Document anything you would change or do differently for next time you have a work placement student. These could be focussed on
· staff preparation before the work placement begins
· the induction/orientation
· the supervision of the student
· the jobs list
· Document the things that went really well with your work placement, so that they can be repeated!

· Contact the LCP or VET teacher with anything of note from your work placement experience
· Keep records of your students so that your agency can document its take-up of the Government’s commitment to providing quality work placements for HSC VET students.
And finally, congratulate yourself and your colleagues on adding a great quality component to this young person’s education, training and career planning!
Quality checklist

Please check off the signposts on your way to providing a quality work placement.
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Tips on working with students

Based on Motivation and Encouragement Tips in work placement made easy!  www.ezwp.det.nsw.edu.au
Motivation and confidence with your student will be far higher after a thorough induction that includes meeting their colleagues for the week. The student will feel more comfortable about asking questions and clarifying tasks, which in turn means they should produce better quality work. 

Please don’t confuse shyness with low motivation – sometimes students are reluctant to try new things because they are afraid of messing them up or breaking something and getting into trouble. Most students are keen to show you their real skills, but they may be unsure about what they are allowed to do.

To avoid any misunderstandings, here are some positive ways of working with your student that you may like to try:

· praise and encourage often where possible

· be clear, simple and sequential in your instructions

· offer to demonstrate the skill to the student

· get them to write down the details

· an in-tray, work request forms and diary system all help the student manage their time and tasks

· ask them if they understand all of the tasks given

· start with a simple task, and try and assess their skill level before asking them to perform more complicated tasks

· give them a chance to work it out for themselves (but be supportive if they are having trouble doing it)

· give them constructive feedback and reassurance

· if an appropriate reference or technical manual for a task is available, then provide it to the student, and

· remember, everything about a formal workplace may be new to them (it’s certainly not the same as working on the weekend at a fast food outlet!).



Workplace induction and orientation checklist
It is expected that each student will be given an induction and orientation to their particular industry work placement upon arrival, or prior to attending their work placement. As a minimum, the following should be included.  This induction I orientation will help to ensure the safety of the student, as well as help them to make a quick and efficient transition into your workplace environment. 
Note: Supervisors tick each activity when completed, then sign below and give a copy to the student.
Introductions to team
· Introduce to the staff with whom the student will be working
· Show the student their workspace and equipment (PC, phone etc) 
· Show who to talk to regarding any problems
· Show location of facilities, such as toilets, office supplies, kitchen or staff areas, change room, local food outlets etc

Overview of the Agency 
· Demonstrate the activities undertaken by the organisation 
· Outline the management structure of the organisation
· Demonstrate the safety requirements applicable to the job and workplace
· Introduce the first aid officer or identify the process for accessing first aid
Expectations during the work placement 

· Discuss work behaviour requirements and expectations 
· Explain the dress standards applicable to the job and workplace 
· Discuss relevant procedures in case of accident, emergencies, evacuation 
· Explain start and finish times, work breaks, work routines, etc. 
· Explain policies on personal phone calls and personal emails

· Explain confidentiality agreement (if relevant)

· Outline procedures to follow in the event of non-attendance
· Outline of planned activities for the student and any choices  

· Refer to the Induction Manual for Work Placement Students (perhaps an on-going maxi task) for further information e.g. agency telephone procedures 
Student: _____________________________________________________________________
Supervisor: ___________________________________________________________________
Position: _____________________________________________________________________
Supervisor Signature: _________________________________________________________
Agency Name: ______________________________________________________________
Date of Workplace Induction / Orientation: ___________________________________
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Work Request Form for the Work Placement Student




Student name: _________________________________________________________________

Requested by: _________________________________________________________________

Requester’s contact phone/email: ______________________________________________

Date requested: ________________________________________________________________

Date due: __________________________  Time due: _________________________________

Task importance (please circle):

URGENT
    Medium
           Low
Task details:

Suggested student tasks (for Business Services and IT placements)

Student activities are often made up of a combination of three or four facets:
1. tasks provided by you and your team members e.g. photocopying, document creation, filing etc (using the sample Work Request Form on the next page)
2. sample tasks as suggested below (customisable for your specific needs)
3. tasks related to learning more about the public service (some are suggested below)
4. school or TAFE tasks that the student’s teacher has asked them to complete while on placement. An example is in the Student Work Placement Journal.  
    Suggested student activities for other frameworks can be supplied by your LCP.

Sample tasks
The tasks below are intended to complement your other workplace activities for the student. You will find that a holistic task approach supports students in developing skills in their competency areas. Talking with the student should help reveal their levels of confidence and maturity, their current strengths, their preferred competencies to work on and perhaps some areas to improve. This information may influence the tasks you set. 
Range of student experience

It is worth noting that Year 11 students may be undertaking their first ever experience in the workplace, so may need some extra support and mentoring. They should be able to demonstrate basic skills and competencies in a range of areas, and be able to complete simple tasks. Year 12 students have been studying their subject for longer, and would have already completed at least one work placement. They should be able to demonstrate a broader range of skills and competencies and at a higher level than Year 11 students, and they should need less direction.

Time management 

Giving the students guidance on when tasks are due, and their importance, will develop their time management and task prioritisation skills. You may need to check on progress to see if timelines are achievable by the student. A good way to manage this is to use a Work Request Form (see sample on page 9) and a formal in-tray system.
Assessment 

In many cases, the student’s placement in your department will be used by the VET teacher to gather evidence of the student’s achievement of competency. Any formal assessment of the student in the workplace by a qualified assessor will need to be negotiated between the student’s VET teacher and the workplace supervisor prior to the placement.
Task levels 

The suggested tasks that follow are arranged according to how long they might take a student to complete. That is,
· mini tasks are for when you need a task that takes less than an hour

· medium tasks are intended to take one or more hours in any given day
· maxi tasks are intended to take one or more days

They are also categorised by VET subject area and the amount of direct supervision and assistance a student may need to complete the task. 
MINI TASKS: 1-60 minutes
	
	Business Services
	Information Technology

	Minimal supervision
	· Photocopying documents
· Public Sector Notices review (see sample)

· Sydney Morning Herald article to read and review (see sample)
	· Clean screen and mouse (if it uses a tracking ball) on computers used by team

	Some guidance
	· Send an email to the team introducing themselves
· Identify and summarise in a report with headings, the agency's policies on 
· Visitors 
· Telephone calls 
· Messages 

· Annual Leave
· OHS 

· Photocopying documents
· Laminating documents

· Data entry

· Scheduling meetings, including room bookings

· Assignment of cab charges and car bookings

· Daily mail distribution for the team or section 
	· Send an email to the rest of the team introducing themselves
· Identify and summarise in a report with headings, the agency's policies on 

· Acceptable use of Internet/email

· OHS 

· Create a HW/SW inventory for the equipment being used at their desk
· Investigate a type of hardware or software required by the organisation

· Data entry



	Extensive guidance
	· Receive and  making phone calls on behalf of the agency 
	· Install specific software on a computer


MEDIUM TASKS: 1-8 hours

	
	Business Services
	Information Technology

	Some guidance
	· Produce simple documents (letters, reports etc) using the PC
· Receive and relay telephone and other incoming messages for a period of time
· Observe protocol for preparing and processing financial documentation for cash flow and accounting records
· Summarise what types of forms are used when, and where possible ask for samples
· Copy, collate and file documents, in accordance with office protocols, as required
· Document the methods used for file and storage of documents in the workplace
· Draft simple correspondence with the aid / approval of the supervisor
· Select, operate and maintain a piece of office equipment to complete a given task
· Create an OHS poster for use in the workplace

· Update the contact list for the team
· Complete a Government Agency  Profile Sheet (see sample)

· Assist with the preparation of folders or packages for meetings, training sessions or conferences

· Interviewing staff re career paths and opportunities within the agency (see sample), and writing up the results in a report 
· Document the mail processes (both incoming and outgoing)
	· Produce simple documents (letters, reports etc) using the PC
· Summarise what forms are used and when, (if possible obtain copies)
· Interviewing staff about career paths and employment opportunities within the agency (see sample) 

· Update the contact list for the team
· Design an OHS poster for use in the workplace

· Assist on the helpdesk to answer first level client queries
· Use helpdesk tracking system

· Install peripherals for internal clients
· Service printers as per manufacturer’s instructions

· Create a HW/SW inventory using a spreadsheet or database package
· Confirm SW licensing in area

· Organise and catalogue SW

· Burn CDs/DVDs as required

· Investigate a type of hardware or software required by the organisation, and write a report on findings

· Create a network diagram for area of work

· Create a spreadsheet or database to summarise a business activity

· Review existing reports and see if they can be improved for functionality

	Extensive guidance
	· Assist with the receipting, stamping and distribution of incoming mail
· Observe and, if possible, be part of petty cash handling procedures, reconciliation,  invoicing and banking
· Observe and, if practical, perform bank reconciliations and other accounts duties
	· Install required application software 

· Install operating system software

· Run standard diagnostic tests, including virus protection




MAXI TASKS: 1-5 days

	
	Business Services
	Information Technology

	Some guidance
	· Write the operating instructions for a piece of equipment used for the first time
· Create a Work Placement Orientation Manual for WP students in this agency (see sample). Note: this project may be completed by more than one student over a period of time
	· Write the user documentation (operating instructions) for a piece of equipment used for the first time 
· Write a software user guide on particular package or feature

· Install or upgrade virus protection software

· Create a document requiring desktop publishing or the integration of several software packages

	Extensive guidance
	· Identify and retrieve documents from the computer, perform data entry, print monthly statements /prepare invoices using a computerised account system
	· Ghost software  as required

· Install and optimise operating system software

· Help create a web page or web site for the agency, following agreed guidelines and design principles



TASKS WHICH CAN BE PERFORMED WITHOUT A DESK OR PC 
	
	Business Services
	Information Technology

	Student-directed
	· Sydney Morning Herald article to read and review (see sample)
	· Select an IT related job in the employment section of newspaper (e.g. SMH) to note career opportunities of interest in IT industry. Summarise the job requirements and determine its training requirements

	Some guidance
	· Filing

· Working with the mail room

· Working with reception

· Interviewing staff re career paths and opportunities within the agency (see sample), ready to write a report at a later time
· Attend meetings (where appropriate)

· Receive and relay telephone and other incoming messages while staff are on a break

· Assist in setting up meetings 

· Prepare information packages 
	· Create a HW/SW inventory of equipment and software being used
· Interviewing staff re career paths and opportunities within the agency (see sample)

· Assist on the helpdesk to answer first level client queries

· Use helpdesk tracking system

· Install peripherals for internal clients

· Service printers as per manufacturer’s instructions


Sample tasks

Following are the sample tasks mentioned in the previous task lists. Some are direct photocopiable sheets that you can give to the student; others have supervisor notes to accompany the task.


Public Sector Notices – mini task


Provide the student with the link to the latest copy of the Public Sector Notices, and ask them to complete the following questions. This should assist the student to increase their knowledge of
· future work/career directions

· NSW public sector employment opportunities.
At the end of the activity, discuss with the student what they have learnt.

Student questions

1. What is the date of the Public Sector Notices that you have been given?

2. What information can you find in the Public Sector Notices? List each type as you work through the document.

3. Record if the government agency you are working with has any advertisements in this edition of the Public Sector Notices.

4. If yes, write down the position titles of the jobs.

5. Choose any position of interest in this edition of the Public Sector Notices, photocopy it and underline the following:

a. the name of the position
b. the location
c. permanent or temporary
d. full-time or part-time
e. position number
f. information package contact details
g. closing date for application
6. Create a table for this position that includes
a. all of the details above
b. the responsibilities in this position
c. the selection criteria for this position (including common selection criteria)
d. evidence of your current skills, relating to each criteria
e. what skills you would need to practise or develop now to meet these selection criteria in the future. 

You can use the following web sites to help you:
Information about working for State government, including pay and conditions, EEO, ethics and workforce profile.
http://www.yourcareer.nsw.gov.au/ 

IPAA NSW aims to enhance the relevance, integrity, reputation and intellectual base of the public sector. The most relevant information for this exercise is in the Learning & Development area.
http://www.nsw.ipaa.org.au/
Sydney Morning Herald article – mini task


Adapted from an article in The Sydney Morning Herald, 18 February 2004: Radar
If you’re ambitious, don’t mind a fixed salary and good opportunities for secondment, a public service job might offer the best deal.

Julie-Anne O’Hagan

It is a common perception that private companies pay better wages, while public organisations offer better conditions. But these differences are fading. About 1.5 million of us work for government-owned organisations, from local council garbologists to senior executives at Australia Post and Telstra. (Education, government administration, defence, health and community services are the biggest public sector employers.)

Overall, fewer people are joining the public service – about 20 per cent of workers, compared with 30 per cent in the mid-1980s. That’s because the private sector has improved working conditions to attract and retain younger staff, concedes Steve Turner, the acting assistant secretary of the Public Services Association of NSW. But private bosses are still lagging.

“The glass ceiling for women is probably less hard to break than in the private sector,” he says. “The public service tends to follow community perceptions better and follow the Anti-Discrimination Act more rigorously. It’s also got a merit-based appointment system.”
Promotional opportunities are good for those moving within the public sector, often without losing benefits such as leave entitlements, Turner says. Job choice is broad, too: “Most people think of public servants as clerks, but jobs are varied – from National Parks to firefighters, doctors and lawyers.”
The pay is no worse than private sector jobs, Turner says. “If you’re a receptionist for a doctor, you tend to end up on federal Australian Workers Agreements (AWAs), which are necessarily well paid.”

One negative development in the public sector is a decrease in training, Smith says. “There are significant skills shortages in some sectors and the public sector is not training as many people as it did in the past. The public sector has long been a significant source of staff for the private sector.”

Job seekers should look past public or private sector benefits to examine the culture of a prospective workplace, says Stephen Mugford, a former social sociologist who now runs an independent social resource company in Canberra.
“Some people enjoy working hard in the private sector and earning squillion dollars, but for others that speed of gratification and the ease of dismissal aren’t a turn-on. 

“Some people realise they can earn a pretty good salary in the public sector and rise rapidly up the ranks. The hours may not be as obscene and it might suit their need for job security and flexibility.”
THE HALLMARKS OF PUBLIC VS PRIVATE
	
	Private
	Public

	Salary
	More room for negotiation
	Predetermined brackets more common

	Conditions
	Trend towards enterprise agreements determined on individual basis; performance bonuses; benefits such as laptop, mobile, car and expense account
	Flexitime and rostered days off; better superannuation; paid maternity and paternity leave (9 weeks ranging up to 36 weeks at the University of Sydney); benefits, such as laptops and cars for executives; secondment without losing original job; leave without pay; good training (though this is diminishing; 15 cumulative sick leave (also available as carer’s leave); and family and community service leave (five days every two years to attend funerals, religious events, move house etc).

	Security of employment
	Less secure; contract work common
	Very secure for permanent jobs


Questions
1. What is meant by the terms ‘public sector’ and ‘private sector’?

2. How many Australians worked for government-owned organisations in 2004? 

3. What are the 5 largest public sector employers?
4. Name at least 6 positive aspects of working in the public sector.

5. According to one commentator, is the public sector providing sufficient training for its staff?

6. Why might the private sector be interested in how much training is taking place in the public sector?

7. What have you observed about working in the public sector so far?
8. Are the salary and conditions in the public sector the same now as they were in 2004? 

9. Using the EEO web site (statistics and publications pages), determine whether the government agency you are in is meeting its EEO commitments.

Useful web sites

For information about working for State government, including pay and conditions, EEO, ethics and workforce profile, check out this site.
http://www.yourcareer.nsw.gov.au/ 

A collection of EEO statistics from individual NSW Public Sector agencies.
http://www.eeo.nsw.gov.au/ 
Government Agency Profile Sheet – medium task

Would you like to know more about the agency that is hosting you? Do you want to know more about employment in this agency?  
Ask your supervisor about the best way to get answers to the questions below. 

1. What is the main function of the organisation/agency?

2. When was the organisation/agency established?
3. Is it part of a larger organisation?

4. What types of occupations are found in this agency?

5. How does the organisation/agency recruit new staff?

6. In an interview, what would the employer look for in a new recruit in your area of work?

7. If you were employed in a permanent position in your work placement area, would you have to join a union? If yes, which one?

8. Choose a job that interests you in this organisation/agency. What educational level would you need to reach if you want to be employed in this job?

9. Are there any special subjects you need to study? At what level?

10. Can you get a position doing this job directly from secondary school, or do you need further education?

11. Can you access this job through traineeships or apprenticeships? If yes, describe how.

12. Is there on-the-job training that you can do, or do you need to complete a course to become fully qualified in this job?
13. If you need to complete a course, what courses are recommended? Include details of the course name, course provider, where it is offered, whether it is part-time or full-time, and how long it takes.

14. How difficult is it to get a job in this organisation/agency?

15. Are the skills you learn in this organisation/agency able to be used in other government agencies?

16. What opportunities are there to do further training courses while working for this organisation/agency?
Interview with staff member – medium task

Notes to supervisor:

This is an excellent starting activity to gauge the student’s skills and confidence while at the same time helping them build rapport with other members of staff.
Students might like to model their interview on the work profiles of some younger people featured in the Interesting Work section on the following website: www.yourcareer.nsw.gov.au   
You may wish to use the student’s finished work in your own internal communications e.g. your in-house journal or newsletter.
Interview with staff member – medium task

Practise your interpersonal and communication skills by interviewing a 
clerical or IT officer in your host organisation or agency. Before the interview, you will need to negotiate a suitable time with them. 
During the interview, take notes on the following, and write them up (with a photo of the staff member if possible). Check back with them on your report before you show it to your supervisor. You may also wish to take this report back with you to use in the follow up activities you do at school or TAFE. 
Try the 4 questions used on www.yourcareer.nsw.gov.au    

· What do you do?

· How did you get there?

· Why do you like working in the NSW government?

· Why do you think the government is a good employer?
OR, try this more in-depth approach…

· Name and position in the organisation/agency

· Length of time in that position

· Summary of the tasks they perform 

· How did they get to that position (education, previous jobs etc)?
· What skills are the most important in their position?
· What skills do they use the most?
· Who do they interact with? 
· What would they change about their job if they could?
· What do they enjoy most about their job?
· What advice would they give to anyone wanting a similar position?
OR, create your own 60 second  interview version! For example, 
First impression of the agency

Best experience in the job
Most used skill

Best hidden talent
Nicest compliment on the job
The thing I never want to do again
Best part of the job

Best bit of advice…. for life
Work Placement Orientation Manual – maxi task
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WEEK- LONG WORK PLACEMENT PROJECT:

CREATING AN INDUCTION MANUAL
FOR
WORK PLACEMENT STUDENTS

Agency Name:  ______________________________________________________________
Task : Your task is to produce an induction manual for the agency to use with other work placement students. You may be working on this ‘from scratch’, or you might be adding to work done by other HSC VET students before you. 
The manual should be word processed and presented in a professional format (including binding if possible). Make sure the  manual includes a cover sheet, contents page, appropriate appendices and an index.

Examples of sample manuals and informative induction web sites include:

· https://www.det.nsw.edu.au/industryprograms/clients/groutrco/natlstan/regikit/part0004.pdf 

· http://www.hr.unimelb.edu.au/induction-for-new-staff/
· http://www.sharkbay.wa.gov.au/employment_opportunities/documents/staff_induction_booklet.pdf
· http://newstaff.murdoch.edu.au/
Work through the following resource:

http://onlinelib62.tafensw.edu.au/bus/lo/2002_329_003_ot/2002_329_003_00.htm
Based on your chosen induction manual structure, organise and expand on the following headings:
· role of the agency
· organisation chart and personnel

· office/floor layout 

· chart of this agency’s interaction with other agencies/departments/personnel  and other organisations
· housekeeping details (location of restrooms, kitchen facilities, tea/coffee/milk arrangements, stationery, security pass, staff communication - pigeonholes)

· Hint: some of this information was included in the orientation session on your first day of work placement
· working hours (and recording your time worked on a flexi sheet)
· emergency evacuation procedures

· first aid officers in the building

· safe working practices/risks and hazards in the workplace (OH&S requirements)
· use of office equipment (photocopier, fax, telephone, computer)

· Hint: some of this information was included in the orientation session on your first day of work placement 

· procedures for receiving telephone calls

· procedures for relaying telephone messages

· procedures for picking up calls and transferring calls 
· procedures for bulk photocopying 
· procedures for handling mail 
· records handling (filing methods/archiving methods) 
· Hint: Organise a suitable time to meet with your supervisor to learn about the agency’s management of files
· location of the staff telephone list 

· procedures for booking meeting rooms/boardroom
· Hint:  See your supervisor for information 

· troubleshooting computer problems (Helpdesk) - include telephone number and procedures for logging a problem 
· procedures for electronic file management 

· list of useful internet web sites for agency personnel

· Hint: See Intranet site for details

· relevant policies such as EEO, Code of Conduct and OH&S

· style/correspondence procedures for agency staff

· include a map of the local area
· Hint: try searching for one on the internet 

· building security/hours/car park

· recycling procedures

· list of relevant acronyms

What to do next

A suggested approach to complete the task is as follows: 

1. Work through the listed resource http://onlinelib62.tafensw.edu.au/bus/lo/2002_329_003_ot/2002_329_003_00.htm
2. Using the interactive tool in Make-It, organise the headings in the order you think is important for someone to know. Those headings include 
· information about the organisation, 
· amenities, 
· meet supervisor, 
· meeting other staff, 
· dress code, 
· OH&S regulations, 
· terms of employment, and 
· layout of work area. 
You may also want to add some more headings e.g. from the list on the previous page
3. Organise all the points above into the headings you have chosen

4. Devise a time line/schedule to complete the task (discuss this with your supervisor)

5. Gather the information - you will need to arrange meeting times with appropriate staff and locate all relevant information required for inclusion in the manual. You can work on some of the manual while you are waiting on information for other sections. 
6. Compile a draft manual (text only - no formatting required at this stage)

7. Revise draft (ask your supervisor to review/proof read)

8. Complete desktop publishing of manual

9. Print and present for assessment (you will need to locate and operate the binding machine after training in its use.)

Sample forms and templates for supervisors

Student contact details

Make notes here based on the information you have received from your LCP.

Student name: .....................................................................................................................
School/TAFE NSW Institute: .................................................................................................
School/TAFE NSW Institute phone: …………………………………
Senior Year: …………

VET subject: ..........................................................................................................................
Placement Dates: ................................................................................................................

Student mobile phone no. (if available): ……………………....…………………………….

Local Community Partnership (LCP) coordinating the placement:

…………………………………………………………………………………………………………

LCP contact name: ……………………………………………………………………………….

LCP contact phone: ……………………………………………………………………………….

Notes:

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

Weekly planning template  

For the week beginning ___________________________________

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Date
	
	
	
	
	

	8:00


	
	
	
	
	

	9:00
	
	
	
	
	

	10:00
	
	
	
	
	

	11:00
	
	
	
	
	

	12:00
	
	
	
	
	

	1:00
	
	
	
	
	

	2:00
	
	
	
	
	

	3:00
	
	
	
	
	

	4:00
	
	
	
	
	

	5:00
	
	
	
	
	

	Notes
	
	
	
	
	


Student skills audit – prior to start of placement/at induction
Before I started this work placement, I think I had the following skills:

	
	Not yet attempted
	Starting to develop
	Becoming competent

	Communication
	
	
	

	· Verbal/oral
	
	
	

	· Written
	
	
	

	· Numeracy
	
	
	

	Using Office Equipment
	
	
	

	· Telephone
	
	
	

	· Computer
	
	
	

	· Photocopier
	
	
	

	· Facsimile
	
	
	

	· Printer – direct connection
	
	
	

	· Printer – network connection
	
	
	

	· Scanner
	
	
	

	· Digital camera
	
	
	

	· Video conferencing
	
	
	

	· External storage devices
	
	
	

	· CD/DVD burners
	
	
	

	· Word processor package
	
	
	

	· Spreadsheet package
	
	
	

	· Database package
	
	
	

	· Presentation package
	
	
	

	· Internet browser
	
	
	

	· Installing software
	
	
	

	Employment Related
	
	
	

	· I can evaluate my own work
	
	
	

	· I can show independence and initiative in completing tasks 
	
	
	

	· I can learn new tasks quickly
	
	
	

	· I can follow verbal and written instructions
	
	
	

	· I can work with a group of people to complete a task
	
	
	

	· I can meet deadlines
	
	
	

	· I can find solutions through negotiation 
	
	
	

	· I can use appropriate software to complete tasks
	
	
	

	· I respect cultural diversity in the workplace
	
	
	

	Other
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	


Student Work Placement Evaluation Report 

This is a student evaluation of their work placement – a quality measure for your agency.

Students: please provide honest and fair feedback so that we can continually improve our work placement program for other HSC students at this agency.

INDUCTION

	Did the first day induction cover the things you needed to know for this placement?
	Yes / No

	What else would you include to make the induction even better?




TASKS
	Were the tasks you were given appropriate for your VET course?
	Yes / No

	Was there enough variety in your tasks?
	Yes / No

	What tasks did you enjoy the most?



	What tasks were the most value to you personally? (They may not have been the ones you liked or the ones you found easy)




SUPERVISION
	Do you feel you were adequately supervised?
	Yes / No

	How could the supervision have been even better?




IMPROVEMENTS / COMMENTS
	Overall, how could the work placement have been even better?



	Would you tell other students to come here for their work placement?



	Any other comments?



Student skills audit – at the end of placement


After I completed this work placement, I think I had the following skills:

	
	Not yet attempted
	Starting to develop
	Becoming competent

	Communication
	
	
	

	· Verbal/oral
	
	
	

	· written
	
	
	

	· numeracy
	
	
	

	Using Office Equipment
	
	
	

	· Telephone
	
	
	

	· Computer
	
	
	

	· Photocopier
	
	
	

	· Facsimile
	
	
	

	· Printer – direct connection
	
	
	

	· Printer – network connection
	
	
	

	· Scanner
	
	
	

	· Digital camera
	
	
	

	· Video conferencing
	
	
	

	· External storage devices
	
	
	

	· CD/DVD burners
	
	
	

	· Word processor package
	
	
	

	· Spreadsheet package
	
	
	

	· Database package
	
	
	

	· Presentation package
	
	
	

	· Internet browser
	
	
	

	· Installing software
	
	
	

	Employment Related 
	
	
	

	· I can evaluate my own work
	
	
	

	· I can show independence and initiative in completing tasks 
	
	
	

	· I can learn new tasks quickly
	
	
	

	· I can follow verbal and written instructions
	
	
	

	· I can work with a group of people to complete a task
	
	
	

	· I can meet deadlines
	
	
	

	· I can find solutions through negotiation 
	
	
	

	· I can use appropriate software to complete tasks
	
	
	

	· I respect cultural diversity in the workplace
	
	
	

	Other
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	


Sample Email to your team members
Dear All
 

As you may know, we are looking forward to hosting xxx, a Year 11 Business Services student from yyyy High School in two weeks for a week-long work placement. She is currently covering filing and mail in class and undertook administration studies last year, so she is quite capable!
 

We have scheduled some activities e.g. some filing and preparing workshop packages and a continuing task to be completed during her week with us.  We'll also be asking xxx what she would most like to practise or learn.
 

However, there is great scope for you to book in with me some suitable Business Services tasks for her to complete! It would be really great if she had the chance to work with each of the teams in our area over the week.
 

Suitable tasks you or your team could arrange to complement what we have planned would include faxing, preparation of mail, preparation of folders/packages, meeting set-ups, observation and if possible, being part of petty cash transactions, drafting simple correspondence under supervision, and operating equipment under supervision e.g. binding and laminating.   
 

We want to provide lots of variety and interest during xxx’s time with us and also give her the opportunity to prioritise tasks using work that can be allocated to her in-tray, using the attached form.**
 

We look forward to your approaching us with some tasks, and your ever friendly support of the student while she is here. 
** This the work request form from page 9

Confidentiality Agreement 


For use where the confidentiality clause on the Student Placement Record needs further support.

This agreement concerns the HSC VET WORK PLACEMENT 
________________________________________________________________________________

Student Name

at _____________________________________________________________________________

Government Agency Name
from

    ______ /______ /_______
 to   ______ /______ /_______

I understand that during this work placement I may have access to government agency information that is not for public disclosure and is confidential. I agree that I will not convey to any person outside the host workplace any knowledge or information of a confidential nature which is gained in the course of this work placement. 
I will at all times show loyalty towards the host NSW government agency. I understand the seriousness of any breach of this Confidentiality Agreement. 
Failure to maintain confidentiality may result in the immediate termination of the work placement, disciplinary action by the school/TAFE and possible legal action depending on the seriousness of the breach. 
Student Signature: ______________________________________________Date: __________ 
Employer Signature: ____________________________________________Date: __________
Sample Workplace Induction

NSW Department of Education and Training-
Vocational Education in Schools Directorate –

HSC VET WORK PLACEMENT

SEE also: An Employer’s Guide to Workplace Learning, Section 4, and 

Work Placement made easy!: Day One-Induction, Checklists, Student Safety, Last Day Wrap and web site: www.ezwp.det.nsw.edu.au
Welcome

· To the agency i.e. NSW Department of Education and Training

· To the Directorate : VEiS 

· To the teams - and introduce/ indicate key personnel

· Responsibilities to students and expectations; supervision arrangements

Locations

· Lunch room;  water cooler; other facilities onsite or nearby

· Toilets

· First aid facilities 

· Kitchen – fridge, microwave, toaster, hot water

· Office machines (photocopier, fax, printers, shredder, work bench area)

· Meeting and conference rooms

· Supplies / stationery

Information

· Security cards provide access to the floors, not the building

· Emergency procedures 

· Attendance procedures – phone _______________(Ph: 9244 _______) if you expect to be in late, or too ill to attend work

· Hours of work 8.30 – 4.30 or __________-_________

· Breaks: 1 hour lunch plus tea/coffee break (15 minutes) when required

Workstation Set Up

· Computer

· Telephone and stationery

Workplace Familiarisation

· Recycling procedures

· Communication practices – e-mail, telephone, pigeonholes

· Organisational structure 

· Workplace ethics – public sector plus use of computer/e-mail, confidentiality, phone calls

Workplace Safety  

· Refer: WP made easy! Checklist  see page 2, and Student Safety 

· Agency policies on bullying, harassment and  discrimination

· Workplace Tour (Refer: WP made easy! Student Safety)

· Complete induction checklist 
Workplace Tasks 

· Daily tasks

· First day tasks 

· Project for the week, where relevant
· VET course industry skills tasks: focus areas, choices, journal 

· Last day tasks –including receiving the student maxi task, feedback from student & from agency, pointers for the future (Refer WP made easy! Last Day Wrap.)

Sample student schedule - Business Services work placement 
MODEL: mix of planned and incoming tasks from four teams SUPERVISION: Main and co-supervisor from team B +admin + officers requesting task
     STUDENT: Year 12 Business Services (second placement)

	
	Task AM
	Supervisor
	Task PM
	Supervisor

	Monday
	· Student induction & site tour 
· Email personal introduction to staff                  
· Interview with clerical officer /prepare profile as Word document + digital photo 

· Photocopying for meeting –priority job

· Familiarisation with L Drive: prepare cab charge and car booking using agency proformas
	Mostly main supervisor from Team B + those providing the tasks
	· Assist with petty cash process
· Develop template, photocopy, attach to sets of papers, distribute to 5 staff 

· Photocopy and collate resources

· Back to back photocopying

· Colour photocopying 
	Co-supervisor from Team B + those requesting tasks

	Tuesday
	· Check in–tray for tasks: Urgent photocopying

· Car booking 
· Mail run for the site’s state offices (1 hour)

· Petty cash

· Meeting set up

· Answering phones for team B –coaching required
	Main supervisor + agency mail personnel + admin + various
	· Student document mail procedures + their learning

· Making phone calls to identify availability of external clients (coaching and supervision)

· Student document phone procedures + learning
	Main supervisor /PA to Director


	Wednesday
	· Researching OHS, OOS, OHS Cttee minutes; Agency OHS policy

· Interview with young clerical officer with private/public sector experience (student to arrange interview time) 

· Observing editing of an on-line resource

· Preparing promotional packages –booked ahead
	Various staff
	· TRIM files: introduction 

· Mail merge-observe
· WorkCover NSW website – student familiarisation 


	Admin officer

	Thursday
	· Anticipated bulk photocopying-not eventuate
· Prepare draft tables and schedules
· Observe preparation of documents eg briefings
· Assist admin officer team B


	Main supervisor

Admin officer B
	· TRIM  files - creating, labels (TRIM & CodaPrint), storing, retrieval etc
· Issue cab vouchers

· Public Sector Notices activity + explore DET HR website
	Admin officer

	Friday
	· Observe use of contract template

· Set up weekly staff meeting 

· Small presentation to WP student
· Petty cash transaction

· Prepare several faxes and transmit-coaching

· Filing of reports for team leader B
	Officer, C
Admin officer, C

Co-supervisor + various
	· Range of urgent admin tasks 

· Collating, binding and laminating eg phone logs, certificates   

· Visit from student’s supervisor at TAFE/school

· Mutual feedback /closing tasks.
	Admin officer B
Main superv B for last part afternoon




Helpful Hints:

· The activities on Day 1 should give you a good idea about the student’s capacity - but it may still take quite some time for shyness to dissipate!

· The interview on Day 1 with a clerical officer outside the immediate team can lead to good additional links with the student and further activities requested by that officer.

· Have some extra activities ready to go in case some plans fall through eg Public Sector Notices activity or a range of OHS resources from your agency or an activity linked to your agency’s website/s.

· There is great value in having a co-supervisor, particularly in case you are called away to a meeting or have an ‘urgent’ to attend to. They may not necessarily have an equal supervisory load but sharing the responsibility is great!

· Occasional emails requesting work for the student (with examples of tasks) will jog people to provide tasks they may not have thought of.

·  Activities in your workplace that add value to the placement include photocopying, collating, binding, laminating, answering the phone, making phone calls and frontline greeting. 

· Go out of your way to include the student in your morning tea breaks –though often they don’t drink tea or coffee – and if there’s food, give them a plate to offer around to others as this can put them more at ease than standing around. But not always!

Sample reflective learning journal - TVET* Work placement 

	Students Name: ___ Nicky N. 



As a record of your activities/achievements whilst in work placement, please enter your daily activities and learning experiences in the space provided for each day of your work placement. This form should then be signed by your employer/supervisor and returned to your TAFE VET teacher.

	Day 1 (Date:  12/7/04 ) 
Start time:
9:00 am

Finish time: 5:00 pm

Organise and calculate catering for the interview panel. Stapled and folded 2004 telephone directory, created cull/call list record, answered telephone calls, filed documents and sorted documents.



	Day 2 (Date:   15/7/04 )
Start time:
9:00 am

Finish time: 5:00 pm

Handle mail by receiving, sorting and distributing. Preparing mail to be sent out. Typing documents, arrange for courier to pick up mail. Participated in virtual reality simulation and evacuation scenarios. Data entry and interacting with staff.



	Day 3 (Date:     14/7/04 ) 
Start time:
9:00 am

Finish time: 5:00 pm

Data entry preparing letters to be sent out. Assisted staff in creating letters from templates and typing. Typing out replica of work placement log and training and development information. Emailing documents and observing payroll.

 

	Day 4 (Date:
15/7/04) 
Start time:
9:00 am

Finish time: 5:00 pm

Established a filing system, photocopied and laminated master copy. Created A4 Binder manuals for audit, director and master copy. Used labelling machines and filed manila folders.



	Day 5 (Date: 16/7/04)

Start time:
9:00 am

Finish time:
5:00 pm

Observed spreadsheet creation and style formats. Created tickets and learnt about the programming and IT part of RailCorp. Created a station circular document for Teddy Bears Picnic. Customized toolbar in word.



	General Comments:
RailCorp was a great experience as I was able to apply skills already learnt to situations in the workplace and was able to learn new skills and knowledge. It has enabled me to have a second view of an office environment and the working environment. It has given me insight into my future career and endeavours. RailCorp Staff ensured a warm welcome and an enjoyable time.


	

	

	


	Employer/supervisor Name
	Signature
	Date


*TVET: TAFE NSW delivers this HSC VET course to this school student
Useful sites


Work Placements in Government Agencies

This web site has been specifically developed to support government agencies and others involved with work placement. It contains downloads of all the main documents in this kit, so that they can be modified to suit individual situations. It also has a feedback form, and a glossary of common VET terms.

http://www.workplacement.nsw.edu.au
Work Placement Made Easy!
This site is useful for extra copies of the employer information sheets in this kit, and additional VET course-specific student journals.

http://www.ezwp.det.nsw.edu.au/
School to Work

This web site will give you an insight into the School to Work Program in NSW government schools. It has other links that support students’ transition planning.
https://www.det.nsw.edu.au/vetinschools/schooltowork/index.html
yourcareer

This site is about the great careers and amazing work opportunities in the NSW Government. It provides information and links about how you can achieve a rewarding public service career and make a difference to the community. http://www.yourcareer.nsw.gov.au/ 

Jobs NSW

NSW Government jobs online. Selection for NSW Government positions is based on merit. This means that the person whose skills, knowledge and experience best match the job requirements will be selected.
https://jobs.nsw.gov.au/Start.asp  

Job Guide
Job Guide 2006 offers detailed descriptions of a wide range of jobs including information on specific tasks and skills, and education and training requirements for each job.

http://jobguide.dest.gov.au/
MyFuture – national career information web site
Access information on career-related topics like education and training, work and employment, available financial support, and support services.

http://www.myfuture.edu.au/ 

NSW Board of Studies curriculum documents for the Business Services Curriculum Framework and the Information Technology Curriculum Framework
When on the web site, click on “B” to access the page with the latest Business Services syllabus information, and “I” to access the page with the latest Information Technology syllabus information (approved April 2006).
http://www.boardofstudies.nsw.edu.au/syllabus_hsc/   
The words of a recent work placement student in a government department give a real insight on the value of work placement:





“The best part of my work placement is being able to practise my skills in a business and help with daily activities, also the overall experience of a new environment.


 


My message to other students about the work placement program is that it is a fantastic opportunity to get a feel of the work environment and gives you perspective and direction for the future. It is great for seeing what the learning process will result in which will help to give you either motivation to continue or to change the direction of your studies.”





MM, Year 12 Business Services student, September 2006 



































Have you allocated time through the week to support your student?








Have backup supervisors been nominated for when the main supervisor is unavailable?








Is there a variety of tasks?








Quality


work placement





Have you provided opportunities for questions by the student?





Does the student feel welcome and valued?








Have you given the student feedback on their placement?








Coaching tips ….





TELL them about it


SHOW them how to do it


WATCH them do it


PRAISE what they did well


AMEND any shortcomings


REPEAT for practise








A Supervisor’s Road Map for Work Placement in NSW Government Agencies         Page   6  of  36

