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Supervised Work Placement 
Student Booklet




Student Name: _____________________________________
Class: ____________________________________________
Workplace: ________________________________________
Supervisor: ________________________________________
The completion of this workbook provides evidence of competency for the following units: 
BSBOPS201 	           Work effectively in business environments
BSBCMM211 	 	Apply communication skills
BSBWHS211 	 	Contribute to the health and safety



[bookmark: _Toc228968269]Student’s Personal Details

All details are to be printed clearly.
[bookmark: _Toc228968270]Personal Details
Name:			
Address:		
		
Date of Birth		
Telephone:		

[bookmark: _Toc228968271]Contact Information	
School:		
Address:		
		
Contact Person:		
Telephone:		
Fax:		

[bookmark: _Toc228968272]Emergency Contact
Name:		
Relationship to student:		
Telephone:		

[bookmark: _Toc228968273]
Work Placement
Undertaking Work Placement is a great way to ensure that you make well-informed career decisions. It also equips you with the hands on experience you need to succeed. Work placement provides you with valuable time in the work place, which allows you to see if you are suited for this type of career path. All Work Placement is beneficial, even if the type of job was not for you – at least you tried it and found out.  
No matter which career is right for you -
 Work placement can help you reach your goals faster!

[bookmark: _Toc228968274]Benefits of undertaking Work Placement 
· Gives you the edge with hands on experience
· Try before you buy
· Increased confidence
· Career planning 
· Reach your goals faster
· May lead into a School-based Apprenticeship or Traineeship

Workplace Expectations – Your employer will expect to see you arrive promptly for your work placement. To make sure you know exactly where the employer is located and to ensure you know how long it will take to get there – it is a good idea to drive to the location before attending work placement.  

Wages – Students who undertake work placement are not eligible to be paid for the time spent in the workplace. 
Absentees and Sickness - If you are sick during your work placement you will need to phone the employer to advise them of your absence. You will also need to inform the school as per normal.
Work Health and Safety – When you are in the workplace it is essential that you are aware that you must behave in a safe manner. As an employee you must follow instructions while in the workplace, act in a responsible manner and wear appropriate protective equipment if necessary. The employer will provide you with a basic induction so you feel confident and safe. If at any time you are uncertain about how to perform a set task, please ask your supervisor. 
[bookmark: _Toc228968278]
Confirmed Work Placement Details
	Employer

	Contact Name

	Phone             
	Email

	Address

	Industry Area


[bookmark: _Toc228968286]


Workplace Induction/Orientation

Please tick as completed
· Basic understanding of activities undertaken by the organisation
· Basic understanding of the management structure of the organisation
· Knowledge of start/finish times, work break times, work routines
· Knowledge of the procedures to follow and the person to notify in the event of non-attendance
· Understanding of Covid-19 processes
· Understanding of the required dress standard applicable to the job and workplace
· Understanding of the work behaviour requirements and expectations
· Knowledge of the safety requirements applicable to the job and workplace
· Knowledge of anti-discrimination and workplace harassment policies
· Knowledge of applicable procedures in case accidents and emergencies
· Knowledge of the person to consult in the event of a problem occurring
· Introduction to people with whom the student will be working directly
· Location of facilities, change rooms, toilets, exits as applicable


Business Name: 		
Supervisor’s Name: 		
Supervisor’s Signature: 		
Date:  ………………………………………………….



[bookmark: _Toc228968288]

Daily Activity List
In the boxes below list the activities you completed in the workplace whilst you were on placement. This log book will serve as evidence for some units of competency, so it important that you list all the different activities completed whilst on placement. Please ensure your supervisor signs this log to confirm you have completed these activities whilst on placement. 

Day 1:
	Date
	Activities carried out in the workplace

	
	

	
	

	
	

	
	

	
	

	
	





Day 2:
	Date
	Activities carried out in the workplace

	
	

	
	

	
	

	
	

	
	

	
	




Day 3:
	Date
	Activities carried out in the workplace

	
	

	
	

	
	

	
	

	
	

	
	




Day 4:
	Date
	Activities carried out in the workplace

	
	

	
	

	
	

	
	

	
	

	
	





Day 5:
	Date
	Activities carried out in the workplace

	
	

	
	

	
	

	
	

	
	

	
	





Employer/Supervisor Name:		
Employer/Supervisor Signature:		
Date:	  ...... / ...... /......



[image: New Logo]Reference (Third Party Report)

We seek your support in gathering evidence about the performance of this student. You are not assessing the student but providing feedback to the assessor for consideration of their skills and knowledge for training purposes. 

Student Name:  ________________________________
Work Experience Provider:  ______________________
Name of Supervisor: _____________________________

[bookmark: Check5]|_|   BSBOPS201 Work Effectively in a Business Environment
	· Identify the business context
· Understand the rights and responsibilities of employers and employees by following all organisational requirements 

	· Work in a team
· Complete all allocated tasks courteously and seeking assistance where necessary

	· Develop effective work habits
· Dress and behave appropriately whilst at work including adhering to deadlines and work hours required



[bookmark: Check6]|_|   BSBCMM211 Apply communication skills
	· Identify communication requirements
· Identify work task
· Identify appropriate supervisors and other relevant employees

	· Communicate using verbal and non-verbal communication skills
· Use appropriate speaking, listening, questioning skills to participate in a work environment

	· Draft written information
· Follow organisational requirements to complete any workplace documentation/communication



[bookmark: Check7]|_|   BSBWHS211 Contribute to the health and safety

	· Operate safely in own work environment
· Follows provided safety procedures and instructions when working

	· Operate safely within requirements ow own role
·  Identifies hazards and reports them to appropriate person

	· Participate in WHS consultative processes
· Discuss WHS issues (if required) with appropriate person to minimize risks

	
Please x any elements that have been demonstrated by the student consistently.



(Please refer to the performance criteria on the following pages for a detailed breakdown of the information relating to each of units and elements above) 
Any other comments:
	


	




Signed: ………………………………………………………..  Date: ………………………



BSBOPS201 Work effectively in business environments
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Identify the business context 
	1.1 Identify organisational requirements and responsibilities and confirm understanding with relevant personnel
1.2 Identify legal rights and responsibilities of employees and employers 
1.3 Identify requirements for duty of care and organisational objectives, standards and values
1.4 Identify and distinguish between roles and responsibilities of staff within organisational structure
1.5 Identify own role and task requirements within a team

	2. Work in a team
	2.1 Identify and follow requirements for a safe work environment
2.2 Communicate and collaborate with relevant personnel in a courteous and non‑discriminatory manner
2.3 Complete allocated tasks according to organisational requirements
2.4 Use questioning techniques to clarify instructions and responsibilities
2.5 Seek assistance when difficulties arise and escalate issues to team leaders, as required

	3. Develop effective work habits
	3.1 Identify work and personal priorities
3.2 Apply time management strategies to work duties
3.3 Communicate workload issues to team leaders in a timely manner
3.4 Seek and act upon feedback from relevant personnel 




BSBCMM211 Apply communication skills

	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Identify communication requirements
	1.1 Identify work task 
1.2 Identify communication channels in the organisation 
1.3 Identify relevant stakeholders 
1.4 Seek advice from supervisor on communication methods

	2. Communicate using verbal and non-verbal communication skills
	2.1 Plan verbal communication 
2.2 Use verbal communication to communicate with stakeholders
2.3 Use non‑verbal behaviour to communicate with stakeholders 
2.4 Seek and respond to feedback on communication 

	3. Draft written communications
	3.1 Identify formats for written information according to organisational policies and procedures
3.2 Draft written information and submit to supervisor for approval 
3.3 Seek and respond to feedback on written communication



BSBWHS211 Contribute to the health and safety
	ELEMENTS
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Operate safely in own work environment
	1.1 Identify organisational WHS policies and procedures that apply to own work setting
1.2 Carry out work tasks according to WHS instructions
1.3 Carry out pre-start systems and equipment checks under supervision and according to organisational policies and procedures
1.4 Participate in responding to incidents according to organisational policies and procedures

	2. Operate safely within requirements of own role
	2.1 Identify individuals and/or parties to whom queries and concerns about safety in the workplace should be directed
2.2 Identify existing and potential hazards relating to own role, and record and report them according to organisational policies and procedures
2.3 Identify and contribute to implementing WHS instructions and organisational policies and procedures specific to own work area
2.4 Identify and report incidents and injuries to required personnel according to organisational policies and procedures

	3. Participate in WHS consultative processes
	3.1 Contribute to workplace meetings, inspections, and other WHS consultative activities
3.2 Identify existing and potential WHS hazards and report them to designated persons according to organisational policies and procedures
3.3 Participate in actions to minimise or eliminate workplace hazards and to reduce risks






File Location:  G:\Coredata\Comon\WORK EXPERIENCE\Work Experience Information - do not delete\Certificate I in Workplace Skills\Supervised Work Placement Student Booklet.docx
Version Date:  27/11/2024									               Review Date: Dec 2025
Ownership:  Burnside SHS									               Approved: RTO Manager
									               Page 4 of 10
image1.jpeg
d Burnside State
‘ High School
J

Smaller Smarter Safer





image2.png
R 4
————
———
—
——
—_—
—

NATIONALLY RECOGNISED
TRAINING




image3.jpeg
Burnside State
High School





