
W ORK EXPERI ENCE AT ELTHAM COLLEGE 

 

Work Experience involves students in short - term  indust ry placem ents usually for 

a week, which broadens their  experience and understanding of the world of work 

and career opportunit ies. Students are encouraged to do a Work Experience 

Placem ent  during their  t im e in Senior School -  preferably before enter ing Year 

12 -although it  is not  com pulsory. 

Students are expected to organise their  placem ent . However, the LifeWork Team 

are m ore than willing to offer advice should they be experiencing difficult ies in 

secur ing a placem ent  or need help with com posing a cover let ter and resum e. 

Placem ents with parents and relat ives are not  recom m ended as the student  

gains m ore benefit  from  m eet ing new challenges in new environm ents. I n 

general, students observe different  aspects of work within the indust ry and m ay 

assist  with tasks allocated by their supervisor.  

Students m ust  be 15 years of age at  the t im e the placem ent  com m ences and as 

a general rule we expect  the placem ents to be done during the school holidays. 

I f this is not  possible the student  needs to consult  with the LifeWork Cent re.  

SAFE@W ORK 

Once a suitable placem ent  has been found the student  needs to m ake an 

appointm ent  in the LifeWork Cent re to com plete com pulsory Occupat ional Health 

and Safety m odules online through the Departm ent  of Educat ion and Training 

(DE&T)  at  www.sofweb.vic.edu.au/safe@work 

Two m odules need to be com pleted -  a General Module and an indust ry specific 

m odule relat ing to the type of indust ry the student  will be working in. 

Students will be required to sit  a test , after which they will receive an Award of 

At tainm ent  that  can be used in the student  port folio. The Award of At tainm ent  is 

not  valid unt il it  is dated and bears the school stam p and the Principal's 

signature. Awards of At tainm ent  for the General and I ndust ry Modules are only 

valid for 12 m onths.  

Please note that  it  takes t im e to process a W ork Experience placem ent . 

As soon as you have confirm ed a placem ent  please see Annie regarding 

the necessary paperw ork that  needs to be com pleted. 

 

 

 

 



PROCEDURE FOR W ORK EXPERI ENCE 

1.  Student  to select  a type of placem ent  and create a list  of businesses to 

contact . Yellowpages Online and Truelocal.com.au are good resources to 

find local businesses e.g. search for physiotherapy using postcode "3095" 

to locate all phyisiotherapy businesses in Eltham . 

2.  Contact  businesses by phone and/ or send through your Resum e with a 

cover let ter out lining the reasons why you want  to do work experience in 

that  indust ry and the dates that  you are available. 

3.  Once you have secured a placem ent  drop in to the LifeWork Cent re to 

m ake an appointm ent  to do the safe@work m odules and collect  the 

Applicat ion Form  that  your parents m ust  com plete. Return this to the 

LifeWork Cent re so your Work Experience Arrangem ent  Form  can be 

com pleted. 

4.  The Work Experience Arrangem ent  Form  needs to be signed by you, your 

parents, the em ployer and the Principal before it  it  a valid docum ent . 

Once signed by you and your parents (and the em ployer if you are able to 

do so) , return it  to the LifeWork Cent re.  

5.  A week or so before the placem ent  the student  is given their  Work 

Experience Diary (which should be retained to be included in the Student  

Achievem ent  port folio) , a copy of the Arrangem ent  Form , safe@work 

cert ificates and an evaluat ion form  that  is to be given to the em ployer. 

The student  should also contact  the em ployer to confirm  start ing t im e and 

dress code. 

6.  After com plet ion of the placem ent  a cert ificate will be issued that  can be 

placed in your port folio.  

 


