Work Experience Guidelines

The first port of call forwork experience is the Pathways Office at Sacred Heart College.
careers@shc.sa.edu.au

If youneed to contact during a placement as a matter of urgency a Pathways Office mobile can be
reached 0418 805121 otherwise contact the College directly 8350 2500.

Work experience placements are available to Sacred Heart College students who meet the
following criteria:
o MustbeenrolledinSacred Heart College, Marcelling Campus.
o Musthave completed the required Plink preparatory coursework (Plink).
o  Musthave completed and submitted the Workplace Learning and Agreement Form
(WPLA).

Selection of placement: Students are encouraged to actively participate in selecting theirown
work experience placements based on theirinterests, career aspirations, and academic goals. The
Pathways Office can provide guidance and supportin selecting appropriate placements where
necessary.

Placement approval: Once a placementis selected, the school will liaise with the host employer to
ensure the suitability of the placement in accordance with the student's learning objectives and
safety standards.

Duration: Work experience placements typically range from one to two weeks, as per the
guidelines set by the South Australian Workplace Learning Procedures (Catholic Education South
Australia).

Timing: At Sacred Heart College work experience placements are typically scheduled during
school holidays to minimise disruption to students' academic schedules.

Preparation: Prior to commencing their placement, students must complete the preparatory
coursework (Plink) with workplace expectations, safety protocols, and relevantindustry standards.
Organisation: Students are required to submit all forms through the Pathways Office atleast two
weeks prior to beginning placement.

Cancellation: The Pathways Office and/or Leadership staff of Sacred Heart College have the right
to terminate a work experience placement at any time based on any concerns including but not
limited to safety protocols, behaviour expectations, risk management or any other concerns as
seenasaconcern.

Schoolresponsibilities:

Facilitate the selection and approval of work experience placements.
Provide necessary support and guidance to students throughout the placement process.
Ensure that all placements comply with relevant legislation, including health and safety regulations.
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Parent/Guardian responsibilities:
e Provide consent for their child's participationin work experience.
e Collaborate with the schoolin selecting appropriate placements based on the student's interests
and career goals.
e Support theirchildinpreparing for the work experience placement and ensuring attendance and
punctuality.
Student responsibilities:
Actresponsibly and professionally during the work experience placement.
Adhere to the workplace policies, procedures, and safety guidelines.
Seek guidance and feedback from supervisors to maximise learning opportunities.
Reflect on theirexperiences and learning outcomes upon completion of the placement.

e Theschoolwillconductinformal evaluations to assess the students performance (if necessary),
according tolearning outcomes (such as curriculum based), and overall experience during the
placement.

e Studentsare encouragedtoreflect ontheirexperiences and provide feedback to the school for
continuous improvement.

e Hostemployers may also provide feedback on the student's performance and engagement
during the placement.

e Thispolicy complies with the Workplace Learning Procedures set forth by Catholic Education
South Australia (CESA)

e Anyconcernsorissuesregarding work experience placements should be reported to the
Pathways Office or College Leadership forresolution.

e Byadheringtothispolicy, Sacred Heart College students, parents, and schools can collaborate
effectively to ensure meaningful and rewarding work experience opportunities.

Key documents:

Workplace Learning and Agreement (WPLA) Form
Workplace Learning Procedures Guide for Students
Workplace Learning Procedures Guide for Parents
Work Experience preparation course (Plink)

e Selectyourreplacement:
o Ensurethat the chosenplacement meets the requirements set forth by Sacred Heart
College and complies withrelevant regulations (see Prohibited Activities).
o Complete preparatory work (Plink).
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e Consultthe Workplace Hazards Fact Sheet.
e Communicate with your supervisor:
o Reachouttoyourassigned supervisoror contact person at the host organisation.
o Introduce yourself, confirm the details of your placement (e.g., start date, duration), and
inquire about any specific requirements or expectations.

e Attendinductionsessions:

o Participateinany induction sessions provided by the host employer. If the employer does
not provide aninduction, contact the Pathways Office and they can provide a generic
studentinduction checklist foruse with youremployer.

o Familiarise yourself with the workplace environment, safety protocols, and relevant
policies and procedures.

e Demonstrate professionalism:

o Dressappropriately and adhere to the dress code specified by the host organisation.
Including any Personal Protective Equipment (PPE) guidelines.

e Arrive ontime each day and maintain regular attendance throughout the placement.

o Ifunableto attend work, notify your employerin a timely manner and advise the Pathways
Office and/or the College directly.

o Incase of emergency phone parent/guardianin the firstinstance and notify the Pathways
Office and/or the College directly at earliest convenience.

o Ifthelocation of work changes, notify your parent/guardianin the firstinstance and
subsequently notify the Pathways Office and/or the College directly.

e Demonstrate a positive attitude, willingness to learn, and respect for colleagues and supervisors.
e Engageactivelyintasks and activities:

o Takeinitiative and actively participate in assigned tasks and activities.

o Seekguidance and feedback fromyour supervisor to maximize your learning
opportunities and performance.

e Observe workplace etiquette:

o Respectconfidentiality and privacy regarding sensitive information you may encounter
during the placement.

o Followworkplace protocols forcommunication, interactions with clients or customers,
and use of equipment or facilities.

e ReflectonyoureExperience:
o Reflectonyourexperiences, challenges, and achievements during the work experience
placement.
o Considerhow the placement has contributed to your personal and professional
development and helped clarify your career goals.
e Provide feedback:
o  Provide constructive feedback to your school regarding your experience with the
placement.
o  Shareanyinsights or suggestions forimprovement that could benefit future work
experience students.
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e Expressgratitude:
o  Thankyoursupervisor, colleagues, and any otherindividuals who supported you during the
placement.
o Expressappreciation for the opportunity to gain valuable experience andinsights into
your chosen field.
e Evaluateyourlearning outcomes:
o  Evaluate thelearning outcomes and skills acquired during the placement.
o Considerhowyou canapply these skills and experiences to your academic studies, future
career pursuits, and personal growth.

e Prohibited activities

1. Whatiswork experience, and why is itimportant for my child?

Work experience provides students with an opportunity to gaininsightinto various industries, develop
employability skills, and explore potential career paths. It allows them to apply theoretical knowledge
learnedinthe classroom to real-world situations, fostering personal and professional growth.

2. How does my child find awork experience placement?

Your child can work with the Pathways Office to explore potential placement opportunities. They will assist
inidentifying suitable placements based onyour child's interests, career aspirations, and academic goals.

3. Willmy child receive any support during the work experience placement?

Yes, your child will receive support and guidance from the Pathways Office throughout the placement
process. Schools facilitate the selection and approval of placements, and ensure that students adhere to
workplace policies and procedures.

4. Canmy child choose their work experience placement?
Yes, students are encouraged to actively participate in selecting their work experience placements based
ontheirinterests and career goals. However, the final approval is subject to the Pathways Office
assessment of the placement's suitability and compliance with relevant guidelines.

5. Willmy child be assessed during the work experience placement?
While work experience placements are primarily intended for learning and skill development, some form of
evaluation may be conducted to assess your child's performance, learning outcomes, and overall
experience. This evaluation may include feedback from supervisors and self-reflection by the student.

6. What are the benefits of work experience for my child's future career prospects?
Work experience provides invaluable opportunities for your child to develop essential employability skills
such as communication, teamwork, problem-solving, and time management. It also helps them build
networks within their chosen industry and enhances theirresume for future job or college applications.
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7. Who should I contactif | have concerns or questions about my child's work experience
placement?
If you have any concerns or questions regarding your child's work experience placement, you can contact
the Pathways Office in the firstinstance or College Leadership staff. They will address any issues and
provide necessary assistance or guidance.

8. How canlsupport my child during their work experience placement?

You can support your child by providing consent for their participation, collaborating with the Pathways
Office in selecting appropriate placements, helping them prepare for the placement, and encouraging
them toreflect on their experiences and learning outcomes afterward. Your involvement and
encouragement play a significant role in maximising the benefits of work experience for your child.




	Work Experience Guidelines 

