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Personal Details
Forename (First Name) ……………………………………..        
Surname (Family Name) ………………………………………………

Date of birth ……………………………………
Name of parent/carer …………………………………………………………….  

Home telephone ……………………………………………..          

Emergency parent telephone e.g. mobile ……………………………………………………………….

School Details

School/College name
………………………………………………………………………………………………………

School/College address  ………………………………………………………………………………………………………
School/College telephone ………………………………………………
School/College emergency telephone …………………………………………………
School/College email …………………………………………………………………………………

School/College Work Experience co-ordinator…………………………………………………………


Placement Details

My placement will be at     ………………………………………………………………………………………
Address of placement …………………………………………………………………….

                         …………………………………………………………………….

                         …………………………………………………………………….

Telephone number     …………………………………………………………………..
Email address of company ……………………………………………………………

Name of contact at company ………………………………………………………………….
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Wrl-7b
Induction
All students must have an induction at the start of a work experience placement. Below is a copy of the relevant section of the employer’s induction sheet.
You will go through some or all of the points listed below. Some of the points may not be relevant to your placement or may be done before you use certain equipment or carry out a particular task.

Keep a record of the Health & Safety briefings you receive for your progress file.

 











     Tick
General

	· Company background and role of student
	
	

	· Induction to key staff (safety / first aid)
	
	

	· Tour of premises - fire escape
	
	

	· Start / finish / break times
	
	

	· Shown rest room / refreshment facilities
	
	

	· Notice boards (location and purpose)
	
	


Health & Safety

	· Induction to Health & Safety Policy
	
	

	· Risk assessment
	
	

	· Safety literature
	
	

	· Prohibited areas
	
	

	· Safe working systems
	`
	

	· Machinery
	
	

	· House keeping / tidiness
	
	

	· Manual handling / lifting
	
	

	· Dangerous substances
	
	

	· Protective clothing - usage
	
	

	· Safety equipment usage
	
	

	· Hygiene
	
	

	· Smoking
	
	

	· First Aid facilities
	
	

	· Accident procedures
	
	

	· Emergency procedures
	
	

	· Confidentiality
	
	


Supervisor …………………………….   Student ……………………………………   Date ………….
Wrl-7b
At Work Projects

While you are on placement as well as doing a full days work we expect you to keep a record of your experiences and the skills you have learnt or practiced.
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             At Work Project 1
3.1 Health and Safety Project.  
To be completed at induction (start of Work Experience) by you. 
Name of your supervisor at the placement.

……………………………………………………………………………………………………………….
Who is responsible for Health and Safety at your placement?

……………………………………………………………………………………………………………….
What do you do if you have an accident at your placement?

……………………………………………………………………………………………………………….
……………………………………………………………………………………………………………….
Where is the accident book located and when should it be used?

……………………………………………………………………………………………………………….
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Who is the First Aider(s) and/or appointed person for First Aid?

…………………………………………………………………………………………….
Where is the First Aid box located?







……………………………………………………………………………………………………………….
In the event of a fire, how is the alarm raised?
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………………………………………………………………………………………………
What is the procedure if the fire alarm sounds?

……………………………………………………………………………………………….
……………………………………………………………………………………………………………….
Are there any work activities you are NOT allowed to do, or equipment you are NOT allowed to use at your placement?  YES / NO (if YES, make a list and explain why)

……………………………………………………………………………………………………………….
……………………………………………………………………………………………………………….
What are the greatest risks to your Health and Safety at your placement?

……………………………………………………………………………………………………………….
Do you need to use any personal protective equipment or clothing at your placement?

YES / NO (if YES, make a list of what, when and why you need to wear it) refer to risk   assessment form?
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…………………………………………………………………………………….
…………………………………………………………………………………….
Wrl-7b
At Work project 2
3.2 First day at work

[image: image14.jpg]


Write down your feelings and experiences of your first day at work as fully as possible, making use of the questions to guide your thoughts.

How were you introduced into the company/organisation? 
………………………………………………………………………………………………………………………………………………………….
What special arrangements were made for you?

………………………………………………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………………………………………………….
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Did you have a Health and Safety induction on the first day? 
YES

NO 


How did you feel when you started (e.g. nervous, excited)? 
………………………………………………………………………………………………………………………………………………………….
Were you made to feel welcome? How?

………………………………………………………………………………………………………………………………………………………….
How were you introduced to work?  By whom?

………………………………………………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………………………………………………….
How did you get on with workmates at first?

………………………………………………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………………………………………………….
How did you feel at the end of the first day? (e.g. Tired, proud, happy, unhappy about going back the next day)?

………………………………………………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………………………………………………….
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Wrl-3a,6a,6b.
At Work Project 3

3.3 Company profile
What type of business or organisation are you doing work experience at?




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

Does the business provide a service or make a product?

…………………………………………………………………………………………………………………………………….
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Who are their main customers?
………………………………………………………………………………………………………………

How do they advertise to find their customers?

…………………………………………………………………………………………………………………………………….
Are there any other branches and why are they in these locations?

…………………………………………………………………………………………………………………………………..
Does the company have any headquarters? (town/county/country)
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…………………………………………………………………………………………………………
Is the company local, national or international?
…………………………………………………………………………………………………………

Is it part of a bigger/or another group?
…………………………………………………………………………………………………………………………………….
How many employees work at the business, are they full time/part-time

……………………………………………………………………………………………………………………………………
How does your employer use ICT?

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

…………………………………………………………………………………………………………………………………….
Who are the company’s main competitors?

…………………………………………………………………………………………………………………………………….
What other career opportunities and training are available within the company?
…………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………….
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Wrl-4d,5a,5b,6c,7a.
At Work project 4
3.4 Work Experience Project

Ask two people from different employment areas about their jobs, qualifications and training.  You can get this information from work experience, part-time jobs or friends and family members. 

Person 1 Job Title:

………………………………………………………………………………………………………………
Employment Sector:

………………………………………………………………………………………………………………
Qualifications needed:

………………………………………………………………………………………………………………
Training undertaken:
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………       …………………………………………………………………………………………………

                ………………………………………………………………………………………………….
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Are they an Enterprising/Entrepreneurial person?

YES


NO

Person 2 Job Title:

………………………………………………………………………………………………………………
Employment Sector:

………………………………………………………………………………………………………………
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Qualifications needed:

………………………………………………………………………………………………………………
Training undertaken:

……………………………………………………………………………………………………………….

……………………………………………………………………………………………………………….
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Are they an Enterprising/Entrepreneurial person?

YES


NO

How do the working conditions of the two employees differ?

……………………………………………………………………………………………………………….

……………………………………………………………………………………………………………….
……………………………………………………………………………………………………………………………………………….
Wrl-3d,6c
At Work Project 5
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3.5 Equal Opportunities
Equality of opportunity is offering chances and prospects without discrimination as to gender, race, disability and a wide range of other personal differences. 
Your employer has a legal responsibility to promote Equal Opportunities within the workplace.
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Does the business/organisation have an equal opportunities policy?  
Yes

No 

Give brief details of the policy: (there should be a summery usually near the front)
………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………….
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Were you treated as an equal in the company?


   
Yes

No
How was being at work different from school?

………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
Were you given any responsibilities or limitations that you didn’t expect?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
Were there any jobs that seemed to be limited only to men or only to women?
………………………………………………………………………………………………………………………………………………………….
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Are there any people with disabilities working for the company?

Yes

No  
What special facilities were there for people with disabilities working for the company?
…………………………………………………………………………………………………………………………………………………………


What is a trade union? (You may ask the supervisor to help)
………………………………………………………………………………………

Do any of the employees belong to a Trade Union?


Yes

No

If they do what is the name of the Trade Union?      
………………………………………………………………………………………………………………………………………………………….
What are the benefits from becoming a Trade Union member?
……………………………………………………………………………………………………………...........

……………………………………………………………………………………………………………...........
What Employability Means

Employability means the skills, personal qualities and knowledge needed by all young people so that they can be effective in the workplace, which benefits the young people, employers and the wider community.  Listed below are the competencies.
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The objectives are that you should learn:
For work, developing skills for future enterprise and Employability
About work, acquiring knowledge and understanding of work and enterprise
Through work, by having the chance to learn from direct experience of work.
Wrl-1e
Communication and Literacy

These are some of the skills you should be able to use on work experience. For each skill tick the box when you feel you are proficient at them and get your supervisor to verify them.








                                                    Proficient     Supervisor
Date


· Talk to colleagues about job …………


…………….
………..


· Speak with customers/clients ………


…………….
………..

· Respond to instructions from a supervisor……………


…………….
………..

· Write clearly and legibly ……………………………………….


……………..
…………


· Fill in a form or record sheet
 ………………………………..

…………….
…………


· Write a letter
…………………………………………………………

…………….
…………


· Answer the telephone and take a message …………


……………..
…………


· Read instructions e.g. Health & Safety procedures
 …..

…………….
…………

Add some of your own

· ………………………………………………………………………………..

………………….
………….


· ………………………………………………………………………………..

…………………
………….

Application of Numeracy

· Gather information in number form
……………………….

………………..
………….
e.g. count or check stock items


· Use measuring instruments
…………………………………..

………………..
………….

· Use any of four rules of numbers…………………………..

………………..
………….
(+, -, x,÷ ) to solve a problem


· Calculate a percentage …………………………………………..

………………,
…………
…

· Identify an error in a calculation …………………………..

……………….
………….

· Present numerical data in a table or chart …………..

………………..
………….

· File in numeric or data order ………………………………..

…………………
………….

· Handle money e.g. tills, bus money, lunch money ..

…………………
………….
Add some of your own


· ………………………………………………………………………………..

…………………
………….


· …………………………………………………………………………………

…………………
………….


Application of Information Communication Technology (ICT)                Wrl-1e








Proficient
Supervisor
Date


· Enter data accurately and swiftly onto a computer

………….
………..

· Use a spreadsheet ……………

     ………….
     ………..

· Search a database ……….
…..

     …………. 
    ………..

· Print out a document ……….
…..

     ……………..
    …………..
· Use a word processor to produce your

CV, a letter, memo, or report
………………………...

………….….
…………..

· Send a fax. ……………………………………………..


……………..
…………..

· Use a photocopier …………………………………….


……………..
…………..
· Present information about use of IT

(written or verbal) ……………………………………….

………….….
…………..


· Internet use
 ……………………………………………


…………….
…………..
Add some of your own

· …………………………………………………………………………


………….….
…………..

· …………………………………………………………………………


……………..
…………..

Self Management


· Ask for help appropriately ……………………………..

………….
……….

· Use own initiative to solve a problem ………………..

………….
……….


· Follow instructions ……………………………………..

………….
……….


· Meet an agreed target …………………………………

………….
……….


· Identify a new skill that you have learned ……………

………….
……….



· Making decisions where appropriate …………………

………….
……….

· Set targets, and plan how you will meet them ………

………….
……….

Add some of your own


· …………………………………………………………………………………..

………….
……….

· …………………………………………………………………………………..

………….
……….
Team Working                                                                                                     Wrl-1e
Proficient
Supervisor
Date


· Attend a meeting ……………………


……….
………..

· Report a problem ……………………


………….
………..

· Discus with your employer what you are doing …….

   …………. 
………..

· Ask appropriate questions ……………………………


……………..
………..

· Contribute to the achievement of a team target ……


………….….
…………


· Help or respond to a colleague ………………………


……………..
…………

· Contribute constructively to a discussion …………..


………….
………..

· Act responsibly when dealing with a colleague …..


………….….
…………..

Add some of your own

· …………………………………………………………………………


………….….
…………..


· …………………………………………………………………………


……………..
…………..


Business and Customer awareness


· The company’s main customers and competitors ….

………….
………..
· The company’s products or services ………………..


………….
………..
· Understanding profit and loss ………………………..


………….
………...

· The importance of innovation/change ………………


………….
…………

· Providing customer satisfaction ……………………..


………….
…………
· Building customer loyalty ……………………………..


………….….
…………..
Add some of your own

· …………………………………………………………………………


………….….
…………..


· …………………………………………………………………………


……………..
…………..


Problem Solving
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         Wrl-1e

· Recognise a problem when it arises …………………

…………..
……….

· Follow correct procedures for finding a

fault or investigating a problem ………………………


…………..
………..

· Asking for help where necessary finding

the information to solve problems ……………………

…………..
………..


· Solve a problem ……………………………………….


…………..
………..

· Recognise that there can be more than

one solution to a problem …………………………….


…………..
………..


· Research information for use in solving a problem ..


…………..
………..


· Working to deadlines ………………………………….


…………..
………..

Add some of your own

· …………………………………………………………………………


………….….
…………..


· …………………………………………………………………………


……………..
…………..

Achievement Record for Work Experience

This will prove to be one of the most valuable pieces of evidence that you gain from your work experience. It can form the focus of future job or college interviews, and other employers value comments made by your employer about you on work experience.
To be completed by the employer/supervisor and discussed with the student

	Student name:        


	
	Company name:

	

	Supervisors name


	
	Supervisors Position:

	
	
	
	
	

	
	
	Marks out of 10
	
	Comments

	Interview  (if applicable )


	
	
	
	

	Appreciation of Health & Safety


	
	
	
	

	Punctuality & attendance


	
	
	
	

	Appearance


	
	
	
	

	Following instructions


	
	
	
	

	Initiative


	
	
	
	

	Attitude to work


	
	
	
	

	Quality of work


	
	
	
	


Employers/Supervisor’s








Date:

Student’s  signature:








Date:

Achievement Record for Work Experience 
To be completed by employers. Please detail the type of work and tasks covered, including relationships with colleagues, progress over the Work Experience period and general comments.

Employer’s/Supervisor’s comments on student:

AT WORK

Employer/Supervisor’s signature:






Date:
Company:
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