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Work Placement
students are doing
this course as an HSC
subject.

They are keen to
demonstrate their real
skills.

This course may
count towards the
student’s Universities
Admission Index
(UAI).

When giving feedback

Always start with the
positive aspects of
their performance.

Ask the student how
they feel about their
own performance.

Provide helpful
advice and
suggestions for
improvement.

Be encouraging
wherever possible.
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Top Four Tips

1.

Get your staff onside to develop a list of suitable tasks. An active student will
feel a sense of achievement and pride as they demonstrate their true capabilities to

a real employer.
Appoint a supportive supervisor.

Set the ground rules and expectations straight away with a thorough Induction.
The first hour can set the standard for the rest of the week.

Use the tips from the whole series to encourage and motivate the student to

succeed.

Ideas for a Student Jobs List

Talk to the student to find out their current level of knowledge and skills
Page 5 of the student’s Work Placement Journal describes the industry skills the

student should be able to demonstrate

Whereas page 6 suggests some ideas for activities or tasks you may be able to have

the student perform

Give the students something simple to do and ascertain how they deal with this,
and then decide if they are capable of going onto more difficult situations

Some students are quite capable, but not yet confident to have a go. Your

encouragement is vital

Look at ways students can be rotated into a variety of activities and experiences

Keep a list of simple tasks and odd jobs that may be suitable. If possible write
down step by step instructions that can be used again and again for future students.

Student Responsibilities

Dress appropriately and behave in an adult
manner

Maintain interest, participate in work duties
and follow management instructions

Be well mannered, punctual and work hard
Act in accordance with OHS requirements
Listen, take advice and be a team member

Respect other people’s belongings

Keep a note pad and pen handy to take notes
to refer back to

Keep busy and look for things to do

First Day Induction Checklist

Issue note pad and pen

Explain your services or products

Briefly explain company policies

Introduce to staff

Take a safety tour and complete the
“Student Safety Induction Procedures”

Explain the importance of
confidentiality, privacy & trade
secrets

Draft and explain the jobs list

Work from the Work Placement Journal when quiet or when the supervisor is busy.

Day One

On the first day students may be shy and a little nervous. A few suggestions are:

Buddy them up with one of the other employees for the day so they can observe
them performing tasks and learn the correct procedures

Give them information to read about your company, your products and services

Start them straight into a job list

If you have a company or industry training manual the student may be able to use

this to learn simple tasks

Ask the student if there is anything special they would like to learn or practice.
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Thank you for your support of Work Placement.
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