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BIRDWOOD HIGH SCHOOL
WORK EXPERIENCE JOURNAL
You can complete this journal in a number of ways:-

Option A:-write the answers to all the questions in the booklet.

Option B:-make a photo story using the questions as a script and basis for the photos

Option C:-make an audio record of your experiences and answer the questions.

Student:        
HG:  10             
Placement:    

Dates:           

It is very important to answer the reflective section on pages 7-9. 
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IMPORTANT INFORMATION!!
You are going to explore the Big Wide World Of Work. This will give you the chance to discover what the workforce is like, as well as, to help you prepare for the time when you do leave School.

If you are well prepared and observant you have the opportunity to learn about; the work place, how people operate in this field, how your School studies relate to the job and how to relate to people.

WHEN ON THE JOB
Always remember that it is a privilege to be on Work Experience. People have gone out of their way to help you and in return they will expect you to be punctual, be courteous and well spoken and show that you are interested.  Ensure you accept requests and instructions courteously.  Expect to undertake minor tasks before graduating to other duties.  Ask for help/assistance if you are unsure about something.
CONFIDENTIALITY

In many work places, you may come across information that is personal, perhaps marked as CONFIDENTIAL, is perhaps a business secret, or is private knowledge about a person you may or may not know.  This knowledge must not be passed on to any other person.
You must be aware that:

- you should not discuss any of the above matters with your parents/ caregivers, friends or any other person

- you must not carry stories about other people from knowledge gained whilst at Work Experience to anyone outside the work place

- you should never gossip about knowledge gained at Work Experience with your friends.

If these measures are not adhered to:

- you may be in breach of the Privacy Laws and thus be subject to legal action

- you may put the work place at risk of legal action
- the work place may withdraw from any further Work Experience placements and thus other students may miss out on Work Experience.
OCCUPATIONAL HEALTH & SAFETY
Whilst on Work Experience you must take care to protect your own health and safety.  You must comply with all O.H & S instructions and equipment given to you.  You must never be affected by drugs or alcohol. 

You should report any hazards or if you have any queries regarding O.H & S please speak with your Supervisor or contact the School.
HARAsSMENT
Harassment occurs when someone says something to you or does something to you, that is unwanted and makes you feel bad.  When we are being harassed these bad feelings can include being embarrassed, frightened, upset, humiliated or uncomfortable.   Kinds of harassment can include Sexual harassment, Racist harassment, Bullying and Discrimination.  All forms of harassment are unacceptable and will not be tolerated; you should contact the School immediately to seek assistance.

appearance

You must ensure that your appearance is appropriate to the industry in which you are completing Work Experience.  You should think about the following:
- Clean clothes are essential.  Ensure that you wear suitable clothes & shoes that suit the job.
- Personal cleanliness is also essential. You must have a shower and use a deodorant each day!  Your hair must be clean and neat. It may need to be tied back for certain jobs.  Shave each day if necessary.
-  Wear minimal jewellery and make-up, look professional for the job situation.

A well-groomed person will get a good report and recommendation from the employer.

PUNCTUALITY

You should ensure that you have the correct address details for your Work Experience placement.  Make sure you know how to get there and how long it will take.  Even do a practice run. You should plan to arrive 5-10 minutes prior to your start time and leave on time, not before.

ABSENT & EMERGENCIES
If you are ill or late on any day, notify your Employer and the School before your start time on 85685100.  
In the case of an emergency, please phone the School: 85685100 and ask for Mrs Claridge or your advisory teacher.  After hours please contact your Parent/ Caregiver.
If you have any problems that you are unable to discuss at the work place, contact Mrs Claridge or your advisory teacher. eg. situations that involve harassment or when tasks may seem inappropriate.
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MODERN TECHNOLOGY
The use of Mobile Phones, MP3 Players and iPods is not advised whilst you are undertaking Work Experience.  It is preferred that you leave them at home, if you need to take your mobile with you then it should be switched off or on silent and only used during allocated breaks.

THANK YOU LETTERS

It would be good if you send the Employer a ‘thank you’ letter.  An example of this is at the back of this book.  You should type or neatly handwrite a letter.  You can ask for an electronic version of this if you prefer.
WORK EXPERIENCE paperwork

Familiarise yourself with this Journal before your Work Experience commences.  You will be required to talk to Staff at your Work Experience Placement and ask questions to help you complete it.  It is a requirement that the Journal is completed to the best of your ability and placed in your folio for assessment when you have completed your placement.

The Employer will also complete a report on how you went.  This is also needs to be returned to the school, a copy will be made for your file and then returned to you, you should add this to your Resume or Portfolio Folder
REMEMBER…………APPROACH YOUR WORK EXPERIENCE WITH A POSITIVE ATTITUDE; THIS IS AN OPPORTUNITY FOR YOU TO SEE HOW THE WORKING WORLD OPERATES!  BE RESPONSIBLE AND MATURE BUT GRAB THIS OPPORTUNITY WITH BOTH HANDS AND ENJOY YOURSELF!
DAY ONE
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Where are you working?

What type of work does the Company do? (give detailed examples) 


List three different types of job roles/ positions and what each of these people do.  Do they work part time, casual or full time?

DAY TWO

Skills and Career Paths

[image: image5.wmf]What would you have to do in order to get a job here? For example, what are the different ways of getting there? (Apprenticeship, University, TAFE, etc) 

What personal qualities and skills are best for this type of work? (explain your answer)

What type of training is offered?  Do they have a probation period for new employees?

DAY THREE
Unions and Occupational Health and Safety in the Workplace

[image: image6.wmf]What safety regulations does the Business have in regards to; clothing, footwear and personal appearance? (give detailed examples)

Is there any sort of Safety Program? (eg. Induction, signs, posters etc, give detailed examples) 

DAY FOUR
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How much would an employee earn in this job in their first year? 

Find out about the following conditions of pay, leave and entitlements;

· Holiday Pay

· Sick Pay

· Overtime

· Superannuation

· Notice periods for resignation

· Parental Leave

· Carers Leave

DAY FIVE

General Pros and Cons

What did you learn from your time in the workplace? (give detailed examples)
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Is this the career for you? (explain your answer)

What was the highlight of your time during Work Experience?

What did you not like about your experience?

About Your week
What work/ duties did you undertake ? (list them and give detailed examples)


What did you like about the work? (give detailed examples)


Did you have any problems? (explain your answer)

REFLECTING ON THE EXPERIENCE
1. What did you hope to learn from undertaking Work Experience? 

2. Why did you choose to do this particular kind of work and why did you choose this workplace? 

3.  What skills or capabilities (work, personal development, citizenship, communication) did you develop whilst undertaking Work Experience? (Please use skill checklist folder- use at least two sheets to get your answers) 

4.  Through undertaking work experience, you should now have a better understanding of requirements sought by employers.  List the skills and personal attributes that employers are looking for in young people to take them on as employees.

Skills- (again look on the skills checklist folder) 

Personal attributes- (again look on the skills checklist folder as some can be personal attributes as well) 

5.  Why do people Work?  Write down as many reasons as you can think of as to why people work, as it is not always money. 

6.  What are the benefits to the community when people work? 

7.  What are you future career goals? 

8. Have your future career goals changed since you have undertaken work experience? 

9. What adjustments or improvements can you make to your career plan to achieve your career goals?

At School-

In the community- 

Training (Further Education)- 

Explain how during work experience you increase/developed the following capabilities:-

Learning:- (list what you learnt)

· …………………………………………………………………………………………………………………………….
· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

Communication:- (list the different types and the people you communicated with during work experience):-

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

Citizenship:- explain the ways work contributes to people being good citizens

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

Personal Development:- in what ways did you develop personally?

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

Work:- what work skills did you develop/learn in work experience?

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

· …………………………………………………………………………………………………………………………….

LETTER OF THANKS
Once you have finished your Work Experience, you must send a letter of thanks to the Employer.   Below is a sample letter that you may like to use as a guide.  You should type this or neatly hand write a letter.  If you want someone to proof read this letter, check it out with your Home Group Teacher or the Work Experience Office.
Your address  (private)

Name of Employer

Address of Employer

Date:

Dear Mr/Mrs ……………………….

I would like to take this opportunity to thank you for providing me with Work Experience in (the area/ industry eg. Toolroom, Hairdressing) ……………………….. during the period ……………………..

Although it is possible to obtain information about careers from pamphlets, there is no substitute for being directly involved in the work place.

Now that I have a realistic understanding of what is involved in (the area/ industry eg. Toolroom, Hairdressing)………………………..I am in a much better position to seriously consider it as a career.

Thank you for your assistance during the time I spent with your Company.

Yours sincerely,

(Remember to sign your name here)
……………………………………………
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