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Work experience guide for Queensland Providers







Thank you for hosting a student on their work experience placement. The generosity of businesses in providing opportunities for young people to see real workplaces in action is an important early step in their career journeys. 
Introduction to work experience
Work experience is the placement of a student in a real workplace where they can observe and participate in the day-to-day tasks of work in business and industry. 
It may take the form of work sampling where students perform tasks in the workplace to learn about the world of work, or it may take the place of structured work placement in which students will undertake tasks as part of a Vocational Education and Training (VET) course.
A meaningful placement can give students insights into their skills and interests, as well as supporting their decisions as they move through senior secondary and into their post-school pathways. 
It also brings new ideas and experiences into the workplace and gives employees opportunities to build leadership skills as they mentor the next generation of workers. 
Benefits for work experience providers
Hosting work experience students can have a broad variety of benefits for the provider, including:
· contributing to the education and development of a young Queenslander;
· supporting the workplace learning of students;
· assisting young people in career decision-making;
· developing leadership skills through mentoring students;
· engaging young people and their families with industries they may not have considered as career pathways; 
· developing mutually beneficial partnerships with schools and their communities;
· building school/industry partnerships that provide for the local community; 
· identifying schools and students for possible school-based apprenticeships and traineeship opportunities; and 
· developing skills in the future workforce. 
What work experience placements are
Students may be on a placement for up to 30 days, or longer for students with disability who have principal approval. During this time, they will take part in basic workplace tasks, interact with coworkers and clients, and learn about the realities of work in the industry. 
Although work experience is not paid, the student will experience much of the same routine as an employee. The student will take part in activities that are appropriate for their age, experience and skills while working under the supervision of an employee. 
Placements are an opportunity for students to consider their career pathways and for businesses to strengthen links to the community and grow their future workforce. 
The timing is flexible, and can be arranged to suit the school, student, and provider. It may be undertaken as a block, as a regular day each week or as a combination of the two. Each day will be the standard length; work experience does not include overtime.
What work experience placements are not
Work experience should not be seen as a burden to invent tasks for a student to accomplish. Similarly, it is not an opportunity to have the student participate in tedious tasks such as tidying, photocopying and making tea for the paid employees. The tasks undertaken by the student should be real examples of work done in your workplace, customer interactions should be genuine, and the outcomes should show the student the real results of their efforts in this industry.
Placements are also not a ‘take your child to work’ experience, as the student is not to be related to the business owner nor to be their supervisor at placement. 
Considerations for safety and wellbeing
Students who are undertaking work experience are in a key developmental stage; they are still engaged in schooling, and they are learning about their skills, interests and possible career pathways. As such, they are not as physically nor emotionally developed as adults, and they may lack the skills and experiences of paid employees. 
When choosing tasks for work experience students, it is vital that safety is considered, for students and for others in the workplace. 
Consider: 
· Is the student physically and mentally ready to undertake this task?
· Are risks being managed appropriately given the student’s skills and abilities?
· Will the student interact with coworkers or customers during this task and are they prepared for possible outcomes of that interaction?
· Do I have adequate supervision in place for the task?
· Can I demonstrate the task first and work through it with the student to monitor their readiness?
· Are the instructions clear, brief and as detailed as necessary?
Structured work placements
If a student is undertaking the placement as part of a VET unit or qualification, they may need to be more closely monitored and assessed, while undertaking specific tasks as part of their learning. 
Negotiation between the provider, the school and the student will support the student to complete tasks which are structured, monitored, regulated and may be assessed. 
Your responsibilities
The provider of work experience is responsible for:
· understanding their responsibility for maintaining the health and safety of the student and others;
· providing students with relevant training where appropriate, and providing supervision at all times they are engaged in work-related activities;
· ensuring the number of students accepted for placement does not exceed the number of full-time employees;
· explaining safety requirements around the workplace, including personal protective equipment and evacuation procedures;
· explaining workplace policies and processes regarding bullying, harassment, discrimination and codes of conduct, as well as for reporting problems or issues;
· notifying the school/work experience coordinator of any incident or accident involving a student, the actions taken and any damage involving the student;
· explaining tasks clearly, and making reasonable adjustments for students with individual learning needs;
· ensuring that the student does not undertake tasks which are:
· prohibited by law;
· excluded under the department’s liability cover;
· unsuitable for a student to undertake in a work experience environment;
· ensuring that the student’s hours do not exceed standard hours for the industry;
· monitoring student progress and sharing with school staff who reach out;
· ensuring that the supervisor has contact details for the school work experience coordinator in case of any issues;
· notifying the school of any unexplained absences by the student;
· ensuring the student is not paid for their work experience;
· understanding the level of liability cover held by the department and the activities that are excluded;
· understanding that the agreement may be terminated by the principal or provider at any time. 

Effective supervision
Giving your employees opportunities to supervise students on placement can allow them to build confidence in leadership and mentorship that can benefit your business.
An effective workplace supervisor will:
· support the student from the beginning of their placement, to set a positive tone for their placement experience;
· provide a safe and supportive workplace environment for the student and other employees;
· ensure the student understands their rights and responsibilities with regards to workplace health and safety;
· allow the student opportunities to check in and debrief regularly, and to plan each day’s activities;
· provide feedback on tasks and encourage reflection on performance;
· communicate with the student and the school contact about any issues or concerns as they arise; 
· monitor the student’s workload, and encourage them to take breaks, including using facilities provided for staff to take rest pauses and meals.
Next steps after placement
As the student completes their placement, you may wish to debrief with them to discuss feedback and what the next steps may be. When giving feedback, remember that the student may not be as accustomed to direct feedback as an adult employee. 
You may wish to consider the possibility of a school-based apprenticeship or traineeship (SAT). A SAT provides students in Years 10, 11 and 12 with training in a workplace while continuing enrolment in a school program and studying towards a Queensland Certificate of Education or a Queensland Certificate of Individual Achievement. 
SATs give the student an opportunity to gain valuable on-the-job training, while being a paid employee and working towards their senior certification. Employers can develop their own future workforce and give current employees more chances to supervise and train apprentices and trainees. 
The Australian Government’s Should I hire an apprentice site may assist you with considering a school-based or full time apprentice or trainee. 


Pre-placement questions
You may wish to meet with the student before placement to better understand their goals, and how they will fit within your workplace. 
Some questions you may wish to ask them could include:
	Tell me about yourself; what are your interests, hobbies, sports etc?

	

	Do you currently have a part-time or casual job?

	

	Do you have any experience or knowledge in this industry area?

	

	What are some careers you are considering pursuing after school?

	

	What are your goals over the next few years? This might be at school, work, sports, or anything else.

	

	What are you hoping to get from this work experience?

	

	What skills do you already have that you think will be helpful on placement?

	

	What do we need to know about you to make your placement safer or easier?

	

	Are there any questions you have for us? 

	





Induction checklist – Template 1
One of your responsibilities is to ensure the student has an induction to the workplace as the placement begins. 
Consider the following during the induction:
☐ Introduce key members of the workplace, including the student’s supervisor(s).
☐ Set out the expected outcomes and benefits for the student and the workplace.
☐ Explain safety procedures, such as: 
☐ personal protective equipment requirements;
☐ accident, incident and near miss reporting;
☐ first aid procedures; 
☐ equipment and machinery safety if needed;
☐ fire and evacuation procedures.
☐ Explain the process for bullying, harassment, discrimination and codes of conduct, as well as for reporting problems or issues.
☐ Outline the processes for absences.
☐ State expectations for appearance, conduct and engagement.
☐ List tasks that the student is likely to observe or participate in.
Once the induction is complete, including the above items, please sign below as a record that the induction has taken place. This may be retained in the business’ and school’s records. 
Supervisor name: ______________________________________________
Supervisor signature: __________________________________________

Student name: ________________________________________________
Student signature: ____________________________________________
Date: _____/_____/_____


Induction checklist – Template 2
One of your responsibilities is to ensure the student has an induction to the workplace as the placement begins. 
	Arrival 
	Environment 

	· Introduce key members of the workplace, including the student’s supervisor(s)

	· Hours of work / start and finish times 

	· Tour of workplace (facilities/departments)

	· Break times and location 

	· Provide an overview of the business (history, products/services)

	· Outline the processes for signing in/out

	· Outline expected outcomes and benefits for the student and the workplace

	· Outline the processes for absences

	Safety and Wellbeing
	· Outline expectations for appearance, conduct and engagement


	Explain safety procedures, such as: 
	· Outline expectations for computer/ technology/phone use 


	· personal protective equipment requirements 

	· Requirements for confidentiality

	· accident, incident and near miss reporting
	Work site requirements 

	· first aid procedures 

	· Explanation of tasks and projects

	· equipment and machinery safety if needed
	· Supervisor details 


	· fire and evacuation procedure

	· Expectations on the job

	· manual handling procedures

	· Who to go to with questions/clarifications

	· machine/equipment safety

	· Transport arrangements

	· hazardous substances safety
	

	· electrical safety
	

	· bullying, harassment, discrimination and codes of conduct, as well as steps for reporting problems or issues.
	



I confirm that the above induction has been completed and I understand the information provided.
Student signature: _______________________   Date: ____________________
Supervisor signature: _____________________  Date: ____________________


[bookmark: _Toc212550116]Provider feedback – Template 1 
Date: _____/_____/________	Student: _____________________________________
	To what extent did the student:
	Rarely
	Sometimes
	Often

	Show enthusiasm and initiative?

	☐	☐	☐
	Arrive on time and ready to work?

	☐	☐	☐
	Display professionalism and appropriate appearance?

	☐	☐	☐
	Maintain a safe work environment?

	☐	☐	☐
	Follow instructions and engage with the work?

	☐	☐	☐
	Complete work to a high standard?

	☐	☐	☐
	Make time to rest and take appropriate breaks?

	☐	☐	☐
	Interact appropriately with coworkers or customers?

	☐	☐	☐
	Show the skills needed to continue in this industry?

	☐	☐	☐
	Actively ask questions and look to learn?

	☐	☐	☐




Provider feedback – Template 2 

Date: _____/_____/________	Student: _____________________________________
	How prepared was the student when they began their placement?

	



	
Describe the student’s conduct. Were they professional and appropriate in their interactions with employees and customers?

	



	
How was the student’s work ethic? Did they actively complete tasks to a high standard?

	



	
Did the student display initiative in asking questions and looking for support when needed?

	








[bookmark: _Toc210294049]Provider feedback – Template 3
Work experience provider details
Business name:
Industry/type of work: 
Supervisor name: 
Student details
Name: 
School:
Please select your responses based on your observation of the student during the placement.
	The student attended when expected, and was punctual

	☐ Rarely
	☐ Sometimes
	☐ Often
	☐ Always

	Student communicated effectively with coworkers and/or customers

	☐ Rarely
	☐ Sometimes
	☐ Often
	☐ Always

	The student worked safely and followed direction

	☐ Rarely
	☐ Sometimes
	☐ Often
	☐ Always

	The student was motivated to take part, and had a positive attitude

	☐ Rarely
	☐ Sometimes
	☐ Often
	☐ Always


Any other comments or feedback: 
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/work-experience-placements-for-school-students-procedure to ensure you have the most current version of this document.
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