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Work Experience Information for Host Organisations

What is Work Experience (WEX)?

A WEX placement is a student’s short-term, unpaid participation in the workplace as a learner and as an observer.  This forms part of a student’s broad career development and is not required to be linked to a specific course of study.

Benefits to Host Organisations
· helps to better understand and have input into the education system

· provides first hand contact with future workers

· demonstrates a willingness to contribute to the education of future employees

· provides a better understanding of young people and their concerns.

Aims & Objectives

This opportunity will help students to:

· foster personal and social development

· understand aspects of our society (eg, unionism, technological change, social roles)

· relate school learning to life outside the school

· assist the transition from school to work.

Guidelines & Requirements

The ACT Department of Education and Training Guidelines and Requirements for WEX placements have been designed to provide direction for participants in WEX programs while maximising the educational benefits for students 14 years of age or over (with written consent of a parent/guardian/carer). 

Timing and duration of placements - WEX placements usually occur on school days. Special consideration may be made for placements during school holidays and weekends.

Work environment - Students should only be placed in work environments where adequate supervision is provided by host organisations to ensure effective learning and the protection of students.

Hours and conditions - Attendance should be for the full working day rather than school hours and not be outside the working hours of 7am – 7pm, unless otherwise approved, as specified by an Act or Industrial Award.

Payment - Students must not be paid.

Job displacement - There should be no reduction in work or job opportunities available to paid employees or prospective employees as a result of WEX placements.

Industrial dispute - If an industrial dispute occurs during the placement then the student will be withdrawn immediately.

Approval - Before a work experience placement begins schools are required to arrange both Department and union approval through the ACT WEX Administrator (6205 9352).

Equal Opportunity - Work experience broadens the career horizons of both boys and girls, and encourages the exploration of non-traditional occupations and assists disabled and disadvantaged students in their transition from school to work or further training.

Transport – Students are expected to make their own transport arrangements. 

Insurance Arrangement

Public Liability and Personal Accident Cover for Students on Work Experience Placement

The Department of  Education and Training has made arrangements with the ACT Insurance Authority to indemnify ACT public school students undertaking approved work placement activities for which they may become legally liable and personal accident cover with Chubb Insurance for specific costs associated with injuries incurred as a work placement student.

Supervision

Before each placement, schools will negotiate and confirm details of the placement including the name of the student to be placed and emergency contact details.

How to Supervise a Student on a Placement

Remember: Students are placed to gain a broad understanding of what work is like in your industry and should always be supervised.

· attempt to address students’ interests and expectations

· students must be advised about any safety risks

· students should experience as many aspects of your work as possible (help them understand why you do what you do):

· provide them with meaningful and work related tasks

· let them benefit from exposure to practical problems 

· let them try new things to test their responsibility

· when the students have specific questions refer them to those who can best answer them

· please complete the Employer/Supervisor Feedback form and use this in your appraisal of the student

· maintain contact with the school’s WEX Coordinator

· students have been told to notify the Workplace Supervisor and WEX Coordinator if they are unable to attend the placement. If the student is absent or if their attendance is irregular, please telephone the school

· if for any reason it is inappropriate for a student to attend on a particular day/s please notify the student and the WEX Coordinator in advance

· keep a record of attendance and punctuality.

Student Responsibilities

Workplace Supervisors should be aware that students are expected to:

· attend the work place on the required days, at times negotiated with the Workplace Supervisor

· observe the rules and regulations of the host organisation

· cooperate with the host organisation in meeting its duty of care

· ensure that behaviours do not endanger the health and safety of fellow workers or others

· wear appropriate safety clothing and abide by OH&S procedures

· notify the WEX Coordinator of any grievance or dispute with the Workplace Supervisor or host organisation generally

· continue to adhere to school rules regarding appropriate conduct

· notify their WEX Coordinator and the host organisation of any absence from the work place.

For Further Information Contact

ACT WEX Administrator
       
 OR
           Work Experience Coordinator 

Transitions, Careers & Vocational Learning                    

       in High Schools and Colleges

ACT Department of Education and Training 
    

PO Box 158

Canberra ACT 2601

Phone:
6205 9352, Fax: 6207 2980     
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