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North Lake Senior Campus

Workplace Learning (ADWPL)

Student Handbook
Authority-developed endorsed program

Program details

Rationale

The Workplace Learning endorsed program provides an opportunity for a student to demonstrate, and develop increasing competence in, the core skills for work, often referred to as generic, transferable or employability skills. A student learns to apply and adapt the workplace skills that are necessary to understand and carry out different types of work, and that play a key role in lifelong learning. 
Developing competence in workplace skills assists an individual to gain employment, and in the longer term, to progress within the organisation or industry area in which they are employed, and to contribute successfully to the organisation’s objectives and to the wider community.
The endorsed program is based on the skills, knowledge and understandings that underpin successful participation in work. These skills are documented in the Core Skills for Work Developmental Framework, developed collaboratively by the Department of Industry and the Department of Education. The Core Skills for Work encompass the Employability Skills outlined in the National Employability Skills Framework. 

The Core Skills for Work can be accessed via the website: https://www.education.gov.au/core-skills-work-developmental-framework
The Workplace Learning endorsed program enables a student undertaking a Vocational Education and Training (VET) qualification to collect evidence of the attainment of units of competency relevant to their qualification. It is not essential, however, to be enrolled in a VET qualification to undertake this program.  
Description 
Workplace Learning is an Authority-developed endorsed program that is managed by individual schools. To complete this endorsed program, a student works in one or more paid or unpaid workplace/s to develop a set of transferable workplace skills. The student must record the number of hours completed and the tasks undertaken in the workplace in the Authority’s Workplace Learning Logbook. The student must also provide evidence of their knowledge and understanding of the workplace skills by completing the Authority’s Workplace Learning Skills Journal after each 55 hours completed in the workplace.
Unit equivalence

Unit equivalence is allocated on the basis of 1 unit equivalent for each 55 hours completed in the workplace, to a maximum of 4 units. That is:

Less than 55 hours = 0 unit equivalents

55 – 109 hours = 1 unit equivalent

110 – 164 hours = 2 unit equivalents

165 – 219 hours = 3 unit equivalents

220 + hours = 4 unit equivalents. 

The total number of hours completed in the workplace is reported on a student’s Western Australian Statement of Student Achievement. 

Completion requirements 
For each 55 hours completed in the workplace, a student must complete the:

· Workplace Learning Logbook 

· Workplace Learning Skills Journal.

Completion requirements after 4 unit equivalents

After a student has completed the requirements for four unit equivalents (220 workplace hours and forty questions from the Skills Journal) he/she may continue to record the workplace hours completed using the Workplace Learning Logbook without the need to complete the Workplace Learning Skills Journal. The total number of workplace hours will be reported on a student’s Western Australian Statement of Student Achievement (WASSA).  
Duty of care, legal liability and insurance

Each school’s policies and procedures regarding duty of care, legal liability and insurance must be followed for work placements. These policies and procedures are based on those of the education sector/system in which the school operates.  
· Public schools should refer to the workplace learning procedures and guidelines on the regulatory framework system (see http://policies.det.wa.edu.au/, key words: ‘workplace learning’).

Where workplace learning activities fall outside the direct control of the school, the parent/guardian must determine the degree of risk associated with the activity and must take all reasonable steps to ensure the safety and well-being of the student for the duration of the program.

Work readiness

Before engaging in the Workplace Learning endorsed program a student must be deemed by the school to be work-ready. Some students will need a longer period of preparation than others. 

Workplace

The workplace should provide a student with an experience in an industry area that is relevant to his/her interests and considered a possible career or training pathway. The work placement should enable a student to build on his/her skills, knowledge and understanding of the workplace and industry area. 

.
Workplace Learning Logbook 

Each student enrolling in the Workplace Learning endorsed program must be provided with the Authority’s Workplace Learning Logbook. 
The Workplace Learning Logbook details the requirements of the endorsed program and the expectations, rights and responsibilities of the student in the workplace. It includes:

· an attendance record which must be completed progressively by the student

· a task schedule which must be completed progressively by the student 
· a workplace supervisor’s evaluation of student performance. 

For every 55 hours completed in the workplace (or at the end of the placement if fewer than 55 hours are completed), the workplace supervisor must:

· verify the attendance record and task schedule in the Workplace Learning Logbook
· complete the evaluation of student performance in the Workplace Learning Logbook.
Workplace Learning Skills Journal

Each student enrolling in the Workplace Learning endorsed program must be provided with the Authority’s Workplace Learning Skills Journal. 
The Workplace Learning Skills Journal provides a framework for the student to provide specific examples that demonstrate his/her application of work skills, knowledge and understandings. 

The Workplace Learning Skills Journal must be completed by the student and validated by the Workplace Learning Coordinator after every 55 hours in the workplace. 
North Lake Senior Campus

Workplace Learning Policy for Students

Attendance

· All students are expected to attend 100% of the time. In order to be awarded a grade for ADWPL, students must attend all work readiness classes, class sessions and the workplace on each day allocated to ADWPL.

· Absence from the workplace may be excused only if:

· A parent has contacted the supervising teacher by 8:30 to explain the absence, and

· The student has contacted the employer before the shift is due to start.

· Students are obliged to comply with the practices of the worksite, and some employers will require a medical certificate for any absences.

· A maximum of four weeks at the start of the term will be spent on campus completing ADWPL documentation, finalising work placements and completing the work readiness programme. This time will be recorded on the roll as attendance for ADWPL but will not be recorded in the WPL logbook.

· Hours in the workplace will be recorded weekly and signed off by the employer, in the log provided in the WPL book. The log must be given to the ADWPL teacher weekly in order for the hours to be recorded. Hours that have not been signed by the employer will not be recorded.

· Students are required to complete a standard day as required by the employer. All hours in the workplace will be logged for the completion of ADWPL and will be verified by the campus.

· Students must attend the workplace according to the work release schedule (i.e. no part time, after school, weekend or holiday work, unless there are exceptional circumstances).

· Please also refer to the North Lake Senior Campus attendance policy.
Work Requirements

· In order to be awarded a grade, students must achieve all of the skills in the list, complete a minimum of 55 hours in the workplace per semester and complete all classwork and assessment tasks. Students enrolled in endorsed programs must complete a minimum of 110 hours throughout the year in order to be credited with 2 unit equivalents.

· At the end of each workplacement day, students will complete the daily task schedule.

· The daily task schedule can then be used to complete examples and evidence of skill achievement and the skills can be signed off by the employer.

· Skills are to be signed off gradually, and must not be signed off until students have provided written evidence of having achieved them.

Workplacement Procedures

· Students cannot commence a placement until all of the required documentation has been returned to the supervising teacher, work readiness has been ascertained and the teacher has notified the student and the parent that the workplacement can begin.

· Students cannot complete ADWPL in a workplace where their supervisor is a parent, relative or close friend. These people cannot sign off on the hour’s log or skills list.

· Students are expected to complete one work placement per semester unit, with a maximum of two different workplaces per year.

· The two workplacements that a student completes in a year should not be identical – students are expected to complete their second placement in a different industry or workplace or job role.

· Students cannot terminate a workplacement. Any problems must be referred to the supervising teacher who will make this decision if problems cannot be resolved. A student will not be penalised if their placement is deemed unsuitable in this way.

· Students are responsible for the management of the WPL book. The student must retain the book, have the log signed, request that skills be signed by the employer and present the book to their teacher weekly. The book must be kept in good condition for presentation to the employer.

· Students will wear the clothing required by the employer. Very high standards of personal presentation and hygiene are expected. Behaviour in the workplace will be that which maintains the good reputation of the campus with employers.

· Employers have the right to terminate a placement if a student is judged to be 
unsatisfactory.

Assessment

· A student is eligible for resulting when:

· All skills have been achieved for that semester.
· The employer has completed the performance criteria.
· The minimum required number of hours, as shown in the work release schedule and signed off in the log, have been completed.
· Regular attendance for ADWPL has been recorded until the completion date for the program.
· All skills have been demonstrated with written evidence and examples.
· All class work and assessments have been submitted.

· The completion date for year 11 ADWPL students is the end of week 4 term 4.

· The completion date for year 12 ADWPL students is the end of week 10 term 3.

· Students are required to attend the workplace until this date, regardless of how many hours have been completed. Students who cease attending the workplace may be risking non-completion of the program.
· Where two performance ratings have been completed, they will be combined to calculate the final result.
· If an employer has terminated the placement, or for any reason has not completed the performance criteria for that placement, performance will be rated as unsatisfactory. Therefore, when performance ratings are combined for resulting, the student cannot achieve a unit equivalent.
Getting Workplace Ready

	Employer Expectations


	Work Skills



	· Attendance

· Punctuality

· Attitude

· Common sense

· Initiative

· Grooming

· Confidentiality

· Safety

· Enthusiasm

· Communication

	· Communication

· Teamwork

· Problem solving

· Time management

· Self-Motivation

· Listening

· Using Technology

· Responsibility

· Accountability

· Adaptability

· Positive Attitude




Appearance

1.
Dress nicely. This means you must wear clean clothes appropriate to the workplace. 

2.
Be clean. Have a bath or shower and wash your hair before you leave home. Use a deodorant but not too much perfume.

3.
Make sure your hair is neat and tidy. If your hair is long, make sure you comb it and tie it back. 

4.
Nail care is important. Check that your nails are clean and manicured.

5.
Clean clothes need to be worn every day. Make sure you have clean ironed clothes ready the night before.

6.
Make sure the right footwear is worn. Shoes must be sensible and clean, no high heels, sandals or thongs. Check what footwear you need for the job you will be doing. You will need closed shoes, with non-slip soles for most workplaces. 

7.
Clean your teeth twice a day- Before you leave for work and before you go to bed. This will make sure that your breath is fresh, and your teeth are clean
HAVE YOU GOT YOUR UNIQUE STUDENT IDENTIFIER (USI) NUMBER?

	
	


	
	


From 1 January 2015 all re-enrolling students will be required to have a USI. You will need it to enrol in any V.E.T. course.


It's easy...follow these 6 simple steps.


STEP 1: Have at least one form of ID ready: Driver's Licence, Australian Passport, Medicare Card, Birth Certificate, Visa (with non-Australian Passport), Immigration Card or Citizenship Certificate.

STEP 2: Have your personal contact details ready: Address, email and/or phone number.

STEP 3: Visit usi.gov.au and click on 'Create a USI'.

STEP 4: Agree to the terms and conditions and follow the steps.

STEP 5: Write your unique number down and keep it somewhere handy and safe.

STEP 6: Bring this number with you when you re-enrol.

Working with Children’s Application

If you are over 18 years of age or will be turning 18 this year, then you will be required to complete a Working with Children’s Application.  This can be obtained from any Post Office. Your Workplace Learning Teacher will be happy to assist you in completing the document and returning it to the Post Office to be processed

Worksafe Certificate
Website address

https://smartmove.safetyline.wa.gov.au/
From this page it is possible for students to complete an online Worksafe test.

The General Modules should be completed in one sitting. They will give you all the information you need to sit the test. Then, complete the Industry Module test that best matches the industry you will be working in.
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Fill out the New Account form with your details by clicking on the "create new account" link. A confirmation email will be immediately sent to your email address. Read the confirmation email and click on the link that it contains. Your account will be confirmed and you will be logged in. You MUST confirm your account within 72 hours or you will need to start the process again. 

OR

Login using your previous username and password
Make sure you spell your name and school carefully, as it will be printed on your certificate.
A mark of 75% is required to be awarded a certificate.

When you have finished, print 2 copies of your certificate – 

one for your teacher and one to keep for your resume/portfolio.
Your certificate must be current. The certificate is only valid for one year. 

You may use a certificate dated after 30 June from the previous year.
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Writing your resume      Name: _______
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An up-to-date Resumé is essential in all job applications.
 You are to follow the format set out below to type up your resume and then save this as you will need to update it regularly.

· Most recent events are placed first.

· Date placed first.
· Tab all information to line up neatly and evenly down the page to make it easy for the employer to read

· Follow this format to complete your resume and save a digital copy for future updates
· Headings in bold
· Use the same font and size for all of the resume
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Resumé /CV (Place in centre of document)
Name (Larger font size) ___________________
Address                             _______________________________
Telephone Number           _______________________________
Mobile Number                  _______________________________
Email Address                   _______________________________
Date of Birth                     ___________________________

Personal Profile Statement (This is your banner- describe the type of person you are, the attributes, skills and the experience you have- complete this when you have some experience) 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________

Education     
 2020   North Lake Senior Campus-Year 11 or 12   Name of course.e.g. Hospitality VET Course-   

            (List the subjects studied this year only)
 2019   School name, Year group ___________________                 

 2018   School name, Year group ___________________

Employment (set out as shown below; repeat for each job held))

Dates 
e.g.

 2020 January – November       ________________________________
Name of company
_________________________________________
Position held        
_________________________________________
Duties


_________________________________________
Workplace Learning/ Work Experience (set out as shown below; repeat for each work experience position)

Dates 
________________________________
Name of company
_________________________________________
Position held        
_________________________________________
Duties


_________________________________________
School Based Traineeship/Apprenticeship (set out as shown below; repeat if necessary)

Dates 
________________________________
Name of company
_________________________________________
Position held        
_________________________________________
Duties


_________________________________________
Qualifications

(e.g. Worksafe Certificate, Senior First Aid, White Card, CPR, Bronze Medallion, Umpiring Qualifications, etc.)
 2020   Worksafe Smartmove Certificate- General and __________   Industry Modules

____     _____________________________________________
____     _____________________________________________

Awards/Achievements (School awards, Merit Certificates, sporting achievements, scout/guide accomplishments etc.)    
 2020    ________________________________________________

 ____    ____________________________________________ 

Hobbies, interests, sports (include which club and how long you have played with them)
 2020    ____________________________________________________________

  ____   ___________________________________________________________
Personal Qualities/Attributes             ______________________________________________________

Professional/technical skills (e.g. ability to use tools, equipment, computer software)  
_____________________________________________________           
Career Goals (Include short and long term career goals in a sentence)   
______________________________________________________________________________________________________________________________________________________                                                          

[image: image25.wmf]Referees (name, title and telephone number of two people – not relatives-who would speak highly of you)                                                                                           __________________________   _________________________                                     
 __________________________   __________________________

(You sign and date this when you send the resume to an employer)

Signed                          __________________________
Dated                           ___________________________

Personal Qualities 
Here are some personal qualities that employers typically rate highly:

· Adaptability and flexibility: Nearly half of employers in a recent survey gave a high rating to “openness to new ideas and concepts.” They also like candidates who can work independently or as part of a team, changing gears when required, whether multitasking or adapting working hours and locale.

· Professionalism and work ethic: Employers seek productive workers with positive work ethics who stick with challenges until they meet them.

	Accomplished
Active
Adaptable
Adventurous
Analytical
Approachable
Artistic
Astute
Attentive
Broadminded
Business-like
Careful
Cheerful
Committed
Competent
Confident
Conscientious
Consistent
Co-operative
Creative
Credible
Curious
Demonstrative
Determined
Decisive
Diplomatic
Discreet
Easygoing
Efficient
Empathetic
	Energetic
Enthusiastic
Even-tempered
Friendly
Generous
Good-natured
Happy
Hardworking
Helpful
Honest
Humorous
Imaginative
Impartial
Industrious
Innovative
Intelligent
Intellectual
Judicious
Knowledgeable
Level-headed
Lively
Logical
Loyal
Mature
Motivated
Non-judgemental
Objective
Open
Optimistic
Outgoing
	Passionate
Patient
Perceptive
Persistent
Persuasive
Positive
Practical
Proactive
Productive
Prudent
Questioning
Quick-witted
Rational
Reasonable
Relaxed
Reliable
Responsive
Sensitive
Serious
Sincere
Spontaneous
Stable
Sympathetic
Talented
Thorough
Tolerant
Trustworthy
Visionary
Warm


·  Positive attitude and energy: The last to be picked and promoted are candidates who show gloomy outlooks and emotional immaturity. Exhibit a sunny outlook and energetic, organized behavior.

· Resume 
Jane Smith
10 Pitta Corner Success
0432242000
Jsmith@gmail.com
09/09/2000 
· Personal profile statement 
 I am a highly motivated and well organised person who is able to adapt to changing priorities. I am also reliable and work hard to achieve a high result. I am capable of working in a fast paced environment with confidence and efficiency with a can-do and positive attitude towards new challenges. 

· Education
2020                             South Metropolitan TAFE- Certificate lll in Aviation (Cabin Crew) 
2018-2019                    North Lake Senior Campus- Year 11- 12 Hospitality VET Course-
                                     Cert ll in Hospitality and Tourism, Career and Enterprises, English General Unit, Food
                                     Science, Mathematics: Essentials 
2015-2017                    Hamilton Senior High School, Years 8,9, 10

· Workplace learning/ work experience 
2019-December           Miss Maud, Cockburn Gateway WA 6164
                                     Position: Front of house 
                                     Duties: Provide service to customers, serve food and beverage, perform cleaning duties in restaurant

·                                      and kitchen, operate machines such as dishwasher

· 2017-2018                   The Cheesecake Shop, Spearwood WA 6163 
                                     Position: Kitchen hand
                                     Duties: Performed cleaning duties, Decorating cakes, Arranging and restocking complementary 
                                     items, handling appropriate tools

·  Qualifications
2020                             WorkSafe Certificate- General and Hospitality Industry Modules

· 2019                             Certificate II in Hospitality SIT20316

· 2019                             Provide First Aid 
2019                             Responsible Service of Alcohol 
2019                             PRIORITY Fire and Safety Awareness  
2019                            Dangerous Goods Certificate


· Awards/Achievements
2018                             Certificate of Participation, Science and History 
2018                             Merit Certificate, Music        
2018                             Merit Certificate, Science 
2016-2017                    Merit Certificate, English 
2015                             Coolbellup Community School, ENDEAVOUR AWARD
· Hobbies, interests, sports   
                                     Listening to Music, Singing, Playing the Piano, 
                            
Personal Qualities/ Attributes 
                                     Friendly, Committed, Honest, Open-minded, Loyal, Ready to Learn, can-do attitude 

· Professional/technical skills 
·                                  Use computer software including Microsoft Office   Barista skills        Manage time

·                                  Multi-tasking                         Quick-learner

· Career goals
·              My short-term goal is to find a part time job and complete high school with Secondary Graduation and a Certificate lll in Aviation (cabin crew). My long term goal is to be a flight attendant and travel around the world and start my own café or clothing line.

· Referees 

·             Ms Helen Barton                                                   Mary Antonette Varga 

·         Hospitality Teacher                                               Youth Leader

·             0408 331 41                                                          Maryantonettevarga@gmail.com
            North Lake Senior Campus                                   0431479266                                        
·            Helen.barton@education.wa.edu.au 

· Signed                                            Date______________
Calling Your Employer

______________________________________________________________________________________
Guidelines for the initial phone call

· Ensure that you are very polite and speak very clearly. 
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· Make sure you have a pen that works and a piece of paper with you.

· Make it clear to the employer that you are only inquiring at this stage.

· Dial the number (0 first) and when the call is answered, introduce yourself:

Good morning/afternoon, my name is _________. Could I please speak to someone about work placement/ work experience?
· When the right person is on the phone, say:

My name is _________________ and I am a Workplace Learning student at North Lake Senior Campus. I’m phoning to see if you could provide me with work placement within your organisation on Fridays throughout the year to commence on ___________.

· If the answer is no, politely thank them and finish the call.

· If the answer is yes, say:

Could I please make an appointment to come and see you?

· Write down all of the details given.
· Finish the call with:

Thank you very much for your time and interest.
Calling Your Employer

______________________________________________________________________________________
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1.  If using the school telephone dial a “zero” for an outside   

     line. Listen for a dial tone then dial the number.

2. “Can I please speak to Mr/Mrs ________________________________”

Two possibilities:

    a)   The person who answered the ‘phone 

           will transfer you to the correct person      

or

    b)
Your employer answered the telephone

3.
 “Mr/Mrs ____________________________ my name

   is ____________________________from Northlake Senior Campus.

   Thank you for offering me a Workplace Learning placement with your company”.

    Employer may give you a nice reply.

4. “This is a courtesy call to see if you would like to meet me before the placement begins”.
BOX A- If the employer would like you to visit
	“What date and time is convenient to you?”

DATE: _______________________________    TIME: ______________________
“Thank you for your time to-day. I will see you on  

 _____________________________________”

NOTE: During your visit to the Workplace Learning placement confirm the information in Box B




[image: image27.wmf]


Calling Your Employer Cont.
______________________________________________________________________________________
BOX B – Ask these questions by phone if the employer does not want you to visit

OR

Ask these questions in person during your visit to the workplace
	Will you, please confirm I have the correct information to help me prepare for the work placement

Hours of work: _____________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

Clothing Requirements : ______________________________________
__________________________________________________________
__________________________________________________________

__________________________________________________________

__________________________________________________________

Safety Gear: ________________________________________________
__________________________________________________________
__________________________________________________________

Potential Hazards: ___________________________________________

__________________________________________________________

__________________________________________________________

Tasks Involved: _____________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

Any special instructions: ______________________________________

__________________________________________________________

__________________________________________________________

Thank you very much for talking with me to-day:

I will see you on: ____________________________________________




	STUDENT INFORMATION

	Student’s Name:
	Date of Birth:

	Contact Number:
	Medicare Number:

	Emergency contact:
	Home:

	Mobile:
	Work:

	Workplace:
	Proposed dates of placement: From:
To:

	Please tick where applicable:

	  
[image: image7]  I or my parents/carers/guardians have
        provided details of any medication, 
       adjustments, disability, and/or learning 
       support the school or the employer should
       know about. If this information changes, I
       will inform the school.
	
[image: image8]    I know I must contact my workplace learning
         coordinator if I have any concerns about my 
         placement.

	
	  
[image: image9]     I know I must contact my workplace learning
            coordinator if I have any concerns about the
            behaviour of the host employer or staff towards
            me.

	  
[image: image10]    I have completed a Safety Induction

e.g. WorkSafe Smart Move, White Card.
	  
[image: image11]     I will inform both the host employer and my
            workplace learning coordinator as soon as
            possible if I am unable to attend the work 
            placement on any given day.

	  
[image: image12]  I have been made aware of the specific
         requirements that apply to the particular 
         industry my placement is in and agree to
         comply with these requirements.
	  
[image: image13]    I know who to contact in an emergency.

	  
[image: image14]    I am aware of my rights and responsibilities.
	  
[image: image15]    I will comply with all reasonable direction from
           the host employer and their employees.

	  
[image: image16]    I understand my responsibilities during the
           placement to support work health and
           safety in the host workplace. I know I must
          not do anything to jeopardise the safety of 

          myself and others.
	  
[image: image17]    If I have access during the placement to business or personal information which is private and confidential, I will not convey that information to any person outside the host employer’s workplace.

	  
[image: image18]    I understand the need for and will acquire
           basic personal protective clothing and
           equipment (e.g. steel capped boots)
           required for the placement.
	  
[image: image19]    I will not use any device to record conversations, video or take photographs without permission from the host employer or supervisor.



	  
[image: image20]    I understand that if I feel unsafe during the placement I have the right to not undertake the task and I have the right to report the issue as soon as possible to my workplace learning coordinator.
	  
[image: image21]    I will inform my workplace supervisor and the
           school promptly of any injury or accident that
            involves me.

	  
[image: image22]    I understand that my physical and personal safety is of the highest importance during the placement
           and there are no negative consequences for me in reporting health and safety issues to my school,  

           the host employer and/or to my parents(s)/carer/guardian.

	Student signature:

 
_ 
_
	Date:

 
_ 
_


Student Checklist
Once you have completed the following (A copy of these should be in your file.):
	USI Number
	

	Worksafe certificate 1
	

	Worksafe certificate 2
	

	Resume
	


You may begin to research the workplaces you would like to work at. When you have located the desired workplace, you may then ring the employer to see if you may do Workplace Learning. (Please see the Calling your Employer Worksheet)

Once you have established a workplace, then the following needs to occur:

	1. Complete Workplace Learning Application. (Put in your file.)

	

	2. Visit workplace to introduce yourself. (only if required)
	

	3. Teacher visits workplace with the Pre-Placement Employer Documentation, WPL Brochure and Workplace Learning Employer Information.
	

	4. On your first visit, the employer should give you the completed Pre-Placement Employer Documentation Booklet, with their Certificate of Currency attached. (Give to Teacher to place in your file.)
	


At the workplace, every week you should:

· Be completing your Logbook – Daily Task Schedule and Attendance Record.

Every week during your Workplace Learning Class, you should:

· Show your teacher the Logbook to get your hours signed off.

· Complete your Skills Journal and get your teacher to sign this off every time you complete a question.

At the end of your workplacement you must have:

1. The Logbook and Attendance Record signed off by your employer. The teacher cannot sign off on you completing your hours, if this is not done.

2. The supervisor/manager has completed the evaluation form and signed it.

The teacher cannot sign off on you completing your hours, if this is not done.

3. Thanked your supervisor and colleagues you‘ve worked with, especially the boss of the company. 

4. Complete the Skills Journal.

5. Send a Thank You letter and Certificate of Appreciation to the employer.

6. If any of the above are not completed, this will put you in jeopardy of not passing the ADWPL program.
�








These documents were produced by Christine Menner for the use by NLSC students in ADWPL. (2018)


