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Certificate II in Building & Construction (partial completion)
Structured Workplace Learning
Dear Employer

We would like to thank you for your support in providing a structured workplace learning opportunity for a young person to enter into the building & construction industry.

Our students need to perform tasks relevant to the competencies as listed in this Achievements Record Book.  If you observe the student demonstrating a particular skill we ask that you sign them off against the competency in the column “Performed under Supervision” (1st or 2nd year) on pages 10 to 17.

Once the student has finished their placement with you, could you please fill out the Employer Progress Report on pages 21 & 22 to give us an indication of the student’s progress.

If there are any queries or the student is absent, please contact us on 9706-8711.

South East LLEN 


	Code
	Modules

	VBQM697
	Workplace safety & Industry Induction

	VBQM699
	Basic first aid

	VBQM701
	Calculations for the building industry

	VBQM702
	Career studies

	VBQM703
	Communications for the building industry

	VBQM704
	Introduction to scaffolding

	VBQM705
	Levelling

	VBQM707
	Safe handling and use of plant and power tools

	VBQM714
	Carpentry hand tools 
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To be completed by student trainee
	Student's Name:
	

	
	

	Address:
	..........................................................................................……………………………………………...

advance \d4...................................................      Postcode  ......................

	
	

	Telephone Number:
	

	
	

	Course Name:
	Certificate II in Building & Construction (Carpentry Stream)

	
	

	Home School:
	

	
	

	Home School Address:
	..........................................................................................……………………………………………...

advance \d4...................................................      Postcode  ......................

	
	

	VET  Coordinator:
	

	
	

	
	

	Telephone Number:
	

	
	

	Training Provider


	

	Name:
	

	
	Phone:  



	
	

	
	

	Course Coordinator's Name: 
	

	
	Phone:                             Fax:  


	Coordinator:
	Charmaine D’Souza
South East LLEN

Suite 3, 31 Princes Hwy Dandenong
Phone:  9706 8711
Fax:      9701 7352 

Email:  cdsouza@sellen.org.au



INTRODUCTION
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WHAT IS A SWL ACHIEVEMENTS RECORD BOOK and WHY USE IT?
Dear Student,

· 
This is your Structured Workplace Learning (SWL) Achievements Record Book, it is your own personal ongoing record of your achievements and the relevant building & construction industry learning outcomes that you have learnt in the workplace over two years;

· 
This workplace component of the automotive program will contribute to your ongoing learning and the completion of the Certificate II in Building & Construction  (Carpentry Stream);

· 
It also provides a measurement of your performance and an opportunity for you to gain relevant industry exposure to a possible career path;

· 
Your Achievements Record Book can also be used as a point of reference at an interview with prospective employers to evaluate for themselves your level skills, experience and achievements.

The SWL Achievement Records Book can also provide you with a record of:

(
Student Details

(
Training Centre Information

(
The Course Outline Planner
(
A Listing of the Relevant Building & Construction Industry 
Competencies
(
Workplace Contact Details

(  PLEASE TAKE CARE OF YOUR ACHIEVEMENTS RECORD BOOK - DO 

NOT LOSE IT


( IT IS YOUR RESPONSIBILITY TO PRESENT YOUR ACHIEVEMENTS 
RECORD BOOK TO YOUR EMPLOYER FOR SIGNATURE
( 
REMINDER: IF POSSIBLE DO THIS AT THE COMPLETION 
OF EACH WORK DAY

COURSE OUTLINE     
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	Building & Construction VET in Schools Program
	Timeline for 2011 VET in Schools Program

	Schedule of Training
	First Year 

	Students must complete 10 days of work placement for the duration of this program.
	Preferred dates provided below


CERTIFICATE YEAR PLANNER 2011 – FIRST YEAR
	Term
	Week
	Date
	Special Dates
	Curriculum – First Year

	1
	1
	Feb 1 - 4
	
	

	
	2
	Feb  7– 11
	
	

	
	3
	Feb 14 - 18
	
	

	
	4
	Feb 21 - 25
	
	

	
	5
	Feb 28 – Mar 4
	
	

	
	6
	Mar 7 - 11
	
	

	
	7
	Mar 14 - 18
	
	

	
	8
	Mar 21 - 25
	
	

	
	9
	Mar 28 – Apr 1
	
	

	
	10
	Apr 4 – 8
	
	

	
	Holidays
	Apr 11 – 15
	
	

	
	Holidays
	Apr 18 - 22
	
	

	
	Holidays
	Apr 25 - 26
	
	

	2
	1
	Apr 27 - 29
	
	

	
	2
	May 2 - 6
	
	

	
	3
	May 9 - 13
	
	

	
	4
	May 16  – 20
	
	

	
	5
	May 23 – 27
	
	

	
	6
	May 30 – Jun 3
	
	

	
	7
	Jun 6 - 10
	
	

	
	8
	Jun 13 - 17
	
	

	
	9
	Jun 20 –24
	
	

	
	10
	Jun 27 - Jul 1
	
	

	
	Holidays
	Jul 4 - 8
	
	

	
	Holidays
	Jul 11 - 15
	
	

	3
	1
	Jul  18 - 22
	
	

	
	2
	Jul 25 - 29
	
	

	
	3
	Aug 1 - 5
	
	

	
	4
	Aug 8 - 12
	
	

	
	5
	Aug 15 - 19
	
	

	
	6
	Aug 22 - 26
	
	

	
	7
	Aug 29 – Sept 2
	
	

	
	8
	Sept 5 - 9
	
	

	
	9
	Sept 12 - 16
	
	

	
	10
	Sept 19 - 23
	
	

	
	Holidays
	Sept 26 - 30
	
	

	
	Holidays
	Oct 3 - 7
	
	

	4
	1
	Oct 10 – 14
	
	

	
	2
	Oct 17 – 21
	
	

	
	3
	Oct 24 – 28
	
	

	
	4
	Oct 31 – Nov 4
	
	

	
	5
	Nov 7 - 11
	
	

	
	6
	Nov 14 - 18
	
	

	
	7
	Nov 21 - 25
	
	

	
	8
	Nov 28 – Dec 2
	
	

	
	9
	Dec 5 - 9
	
	

	
	10
	Dec 12 - 16
	
	

	
	11
	Dec 19 - 22
	
	


COURSE OUTLINE
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	Building & Construction VET in Schools Program
	Timeline for 2012 VET in Schools Program

	Schedule of Training
	Second Year 

	Students must complete 10 days of work placement for the duration of this program.


	Preferred dates provided below

* (dates subject to change)


CERTIFICATE YEAR PLANNER 2012 – SECOND YEAR

	Term
	Week
	Date
	Special Dates
	Curriculum – First Year

	1
	1
	Feb 1 - 3
	
	

	
	2
	Feb  6– 10
	
	

	
	3
	Feb 13 - 17
	
	

	
	4
	Feb 20 - 24
	
	

	
	5
	Feb 27 – Mar 2
	
	

	
	6
	Mar 5 - 9
	
	

	
	7
	Mar 12 - 16
	
	

	
	8
	Mar 19 - 23
	
	

	
	9
	Mar 26 - 30
	
	

	
	Holidays
	Apr 2 -6
	
	

	
	Holidays
	Apr 9 - 13
	
	

	2
	1
	Apr 16 - 20
	
	

	
	2
	Apr 23 - 27
	
	

	
	3
	Apr 30 – May 4
	
	

	
	4
	May 7 - 11
	
	

	
	5
	May 14  –18
	
	

	
	6
	May 21 – 25
	
	

	
	7
	May 28 – Jun 1
	
	

	
	8
	Jun 4 - 8
	
	

	
	9
	Jun 11 - 15
	
	

	
	10
	Jun 18 –22
	
	

	
	11
	Jun 25 - 29
	
	

	
	Holidays
	Jul 2 - 6
	
	

	
	Holidays
	Jul 9 - 13
	
	

	3
	1
	Jul  16 - 20
	
	

	
	2
	Jul 23 - 27
	
	

	
	3
	Jul 30 – Aug 3
	
	

	
	4
	Aug 6 - 10
	
	

	
	5
	Aug 13 - 17
	
	

	
	6
	Aug 20 - 24
	
	

	
	7
	Aug 27 - 31
	
	

	
	8
	Sept 3 - 7
	
	

	
	9
	Sept 10 - 14
	
	

	
	10
	Sept 17 - 21
	
	

	
	Holidays
	Sept 24 - 28
	
	

	
	Holidays
	Oct 1 - 5
	
	

	4
	1
	Oct 8 – 12
	
	

	
	2
	Oct 15 – 19
	
	

	
	3
	Oct 22 – 26
	
	

	
	4
	Oct 29 – Nov 2
	
	

	
	5
	Nov 5 - 9
	
	

	
	6
	Nov 12 - 16
	
	

	
	7
	Nov 19 - 23
	
	

	
	8
	Nov 26 - 30
	
	

	
	9
	Dec 3 - 7
	
	

	
	10
	Dec 10 - 14
	
	

	
	11
	Dec 17 - 21
	
	


WORKPLACEMENT PREPARATION
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Workplace Checklist
	1.
	Prepare your personal profile.
	



	2.
	Contact your employer and arrange a time to visit the workplace.

Be mindful of the time you contact your employer as they are quite often very busy during service times i.e. lunchtime and dinnertime.  It is best to call either side of these times so that someone will be available to speak to you.  If you are unable to speak to your contact person, make sure you leave a message so that they know you have called.

Find out which entrance you should enter through in case your appointment is outside operating hours.

	
(



	3.
	Dress appropriately for the interview.
	(


	4.
	Workplace Arrangement Form (Ministerial Order No. 55)
Collect this form from your VET Co-ordinator.
Take to employer to complete and sign and take home for your parent/guardian to sign.

Return to VET Co-ordinator to enable Principal to sign and form to be lodged.

You cannot do your work placement if this form is not signed.

This must be done two weeks before the work placement


	





	5.
	From your employer, find out the following information:
Who your Supervisor is.

Start and finish times.  Take notes.

Clothing/shoe requirements.

Jewellery / make-up / hair requirements.
	




	6.
	Transport:

Organise in advance how you will get to and from your placement.

Arrive 10 mins. early for your work placement.  This allows you time to prepare properly, and for employers the opportunity to discuss the days work.
	


	7.
	Complete employer details on your workplace Record of Attendance.
You must contact your employer and school or SE LLEN if you are late or not attending work placement.  This is important, as employers become very disappointed when you fail to arrive at work.  Your work placement can be placed in jeopardy.


	
(


	8.
	Self-assess your competencies as you achieve them and ask your Supervisor to sign and date each learning outcome achieved.
	


	9.
	Record any extra skills you have learned in the workplace in the blank section for new skills in your Achievements Record Book and ask your Supervisor to sign and date each new skill achieved.
	
(


	10.
	You are required to have each area of your logbook signed off by your teacher/trainer and your employer to successfully complete your Certificate.


	


	11.
	You may be asked to fill in a Feedback Form about your workplace at the end of your placement.


	


	12.
	Always take this Achievements Record Book with you to your work placement.
	



Good Luck!!!  Make the most of your work placement
WORKPLACEMENT PREPARATION
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Work Readiness
An important aspect of the implementation of training packages is the degree of attention paid to the readiness for work and the standards of performance required in the workplace.  Industry training bodies strongly emphasise the importance of gaining workplace experience.  Several methods of providing this experience may be used.
Work Placement
Work placement is an appropriate component of all VET VCE programs.  The work placement complements the structured training undertaken at the school or RTO.  It provides the context for:

· Enhancement of skills development;
· Practical application of industry knowledge;

· Assessment of units of competencies, as determined by the RTO;
· Increase of marketability;

· Increase of opportunity for project-based experience.

A minimum of ten days work placement is recommended for the Certificate II program.  A minimum of twenty days work placement is recommended for each Certificate III program.  During the work placement, students will have the opportunity to develop competence and may be assessed in the workplace.

A satisfactory work placement may be found in any industry or business setting where there is regular and frequent use of building & construction technology.
WORKPLACEMENT ASSESSMENT
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WORKPLACE - RECORD OF ATTENDANCE 1st Year

Placement 40 hours

	Name 
 Name of Company:
	

	
	

	
Address:
	

	
	

	   Phone:
	


	
	


	  Contact Person:
	


	DATE
	           SIGNATURE
	NO. OF
HOURS
	COMMENTS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


WORKPLACEMENT ASSESSMENT
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WORKPLACE - RECORD OF ATTENDANCE 2nd Year
Placement 40 hours

	  Name of Company:
	

	
	

	advance \u4  Address:
	

	
	

	 Phone:
	


	Contact Person:
	


	DATE
	SIGNATURE
	NO. OF HOURS
	COMMENTS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


WORKPLACEMENT ASSESSMENT                                  Page 9
WORKPLACEMENT RESPONSIBILITIES

· TAKE YOUR SWL ACHIEVEMENTS RECORD BOOK WITH YOU TO 
WORK EACH DAY

· Show your employer your Achievements Record Book on the FIRST DAY.  Ask 
them to read the information provided in the Employer Report 

· Be punctual to work and dress appropriately

· Inform your employer, SE LLEN and your school of any unexpected absences due 
to illness.  You will need to phone each one
· Complete your Record of Attendance each day (pages 7 & 8)
· Complete your work diary each day and ask your supervisor to sign your entries

· Bring your Achievements Record Book back to training complete so that your 
teacher can view the entries

IMPORTANT: 
In case of illness during Work Placements please phone:
1st Work Placement Dates………………………………………………………………….…......................
Your employer: Phone:………………………………………………………………...
Your school:     Phone:………………………………………………………………...
South East  LLEN:         Phone:
9706 – 8711
___________________________________________________________________________________________________________


2nd Work Placement Dates…………………………………………..………………………………………
Your employer: Phone:…………..…………………………………………………….
Your school:     Phone:………….……………………………………………..............
South East LLEN:         Phone:
9706 – 8711
____________________________________________________________________________________________________________

WORKPLACEMENT ASSESSMENT
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The tables below represent the work skills that the students should be applying when undertaking their structured workplace learning.
Please check the type of tasks that students should be able to accomplish as listed in this Achievement Records Book – we do not expect the employer to make up a ‘tailored program’ for the student – students should be involved in the day-to-day duties associated within the industry.  Employers – please only make comments on the skills that have been observed.

VBQM697 Wokrplace safety & Industry Induction
           
(Please sign and date where appropriate)
	MODULE NAME
	LEARNING OUTCOME
	LEARNING OUTCOME DESCRIPTION
	PERFORMED UNDER SUPERVISION IN FIRST YEAR 
	PERFORMED UNDER SUPERVISION IN SECOND YEAR

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	







    (Please sign and date where appropriate)
	MODULE NAME
	LEARNING OUTCOME
	LEARNING OUTCOME DESCRIPTION
	PERFORMED UNDER SUPERVISION IN FIRST YEAR
	PERFORMED UNDER SUPERVISION IN FIRST YEAR

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


WORKPLACEMENT ASSESSMENT
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VBQM699 Basic First Aid







                             (Please sign and date where appropriate)
	MODULE NAME
	LEARNING OUTCOME
	LEARNING OUTCOME DESCRIPTION
	PERFORMED UNDER SUPERVISION IN FIRST YEAR
	PERFORMED WITHOUT SUPERVISION IN SECOND YEAR

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	









                             (Please sign and date where appropriate)
	MODULE NAME
	LEARNING OUTCOME
	LEARNING OUTCOME DESCRIPTION
	PERFORMED UNDER SUPERVISION IN FIRST YEAR
	PERFORMED WITHOUT SUPERVISION IN SECOND YEAR

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


WORKPLACEMENT ASSESSMENT
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VBQM701 Calculations for the building industry









                      (Please sign and date where appropriate)

	MODULE NAME
	LEARNING OUTCOME
	LEARNING OUTCOME DESCRIPTION
	PERFORMED UNDER SUPERVISION IN FIRST YEAR
	PERFORMED UNDER SUPERVISION IN SECOND YEAR

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	










                  (Please sign and date where appropriate)

	MODULE NAME
	LEARNING OUTCOME
	LEARNING OUTCOME DESCRIPTION
	PERFORMED UNDER SUPERVISION IN FIRST YEAR 
	PERFORMED UNDER SUPERVISION IN SECOND YEAR

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


WORKPLACEMENT ASSESSMENT
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VBQM702 Career Studies
                 






                      (Please sign and date where appropriate)

	MODULE NAME
	LEARNING OUTCOME
	LEARNING OUTCOME DESCRIPTION
	PERFORMED UNDER SUPERVISION IN FIRST YEAR
	PERFORMED UNDER SUPERVISION IN SECOND YEAR

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


                 






                      (Please sign and date where appropriate)

	MODULE NAME
	LEARNING OUTCOME
	LEARNING OUTCOME DESCRIPTION
	PERFORMED UNDER SUPERVISION IN FIRST YEAR
	PERFORMED UNDER SUPERVISION IN SECOND YEAR

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


WORKPLACEMENT ASSESSMENT
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VBQM703 Communications for the building industry
                 






                      (Please sign and date where appropriate)

	MODULE NAME
	LEARNING OUTCOME
	LEARNING OUTCOME DESCRIPTION
	PERFORMED UNDER SUPERVISION IN FIRST YEAR
	PERFORMED UNDER SUPERVISION IN SECOND YEAR

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


                 






                      (Please sign and date where appropriate)

	MODULE NAME
	LEARNING OUTCOME
	LEARNING OUTCOME DESCRIPTION
	PERFORMED UNDER SUPERVISION IN FIRST YEAR
	PERFORMED UNDER SUPERVISION IN SECOND YEAR

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


WORKPLACEMENT ASSESSMENT
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VBQM704 Introduction to scaffolding
                 






                      (Please sign and date where appropriate)

	MODULE NAME
	LEARNING OUTCOME
	LEARNING OUTCOME DESCRIPTION
	PERFORMED UNDER SUPERVISION IN FIRST YEAR
	PERFORMED UNDER SUPERVISION IN SECOND YEAR

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


                 






                      (Please sign and date where appropriate)

	MODULE NAME
	LEARNING OUTCOME
	LEARNING OUTCOME DESCRIPTION
	PERFORMED UNDER SUPERVISION IN FIRST YEAR
	PERFORMED UNDER SUPERVISION IN SECOND YEAR

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


WORKPLACEMENT ASSESSMENT
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VBQM705 Levelling
                 






                      (Please sign and date where appropriate)

	MODULE NAME
	LEARNING OUTCOME
	LEARNING OUTCOME DESCRIPTION
	PERFORMED UNDER SUPERVISION IN FIRST YEAR
	PERFORMED UNDER SUPERVISION IN SECOND YEAR

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


                 
                                                                                                     (Please sign and date where appropriate)
	MODULE NAME
	LEARNING OUTCOME
	LEARNING OUTCOME DESCRIPTION
	PERFORMED UNDER SUPERVISION IN FIRST YEAR
	PERFORMED UNDER SUPERVISION IN SECOND YEAR

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


WORKPLACEMENT ASSESSMENT
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VBQM707 Safe handling  and use of plant and power tools 
                                                                                                                                 (Please sign and date where appropriate)
	MODULE NAME
	LEARNING OUTCOME
	LEARNING OUTCOME DESCRIPTION
	PERFORMED UNDER SUPERVISION IN FIRST YEAR
	PERFORMED UNDER SUPERVISION IN SECOND YEAR

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


VBQM714 Carpentry hand tools
                                                                                                                                  (Please sign and date where appropriate)

	MODULE NAME
	LEARNING OUTCOME
	LEARNING OUTCOME DESCRIPTION
	PERFORMED UNDER SUPERVISION IN FIRST YEAR
	PERFORMED UNDER SUPERVISION IN SECOND YEAR

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


WORKPLACEMENT ASSESSMENT
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This section of the Record Book is designed to record any new skills which the student may learn under the supervision of the Workplace Mentor/Supervisor that are not included in the work place competencies.  

This section of the Record Book is not essential or compulsory
	NEW SKILL
	NEW SKILL DESCRIPTION
	PERFORMED UNDER SUPERVISION IN FIRST YEAR 
	PERFORMED UNDER SUPERVISION IN SECOND YEAR

	
	
	
	

	
	
	
	

	
	
	
	


Comments:
GLOSSARY OF TERMS
                                                     
 Page 19 
	ASSESSMENT CRITERIA
	Indicators of levels of performance required to attain learning outcomes



	COMPETENCE
	A person’s knowledge, skills and attitudes as applied when performing a particular task.  It describes neither a minimum acceptance level of performance, nor a brilliant level of performance.  Instead it defines a performance at a level that is normally required to produce a satisfactory result.



	COMPETENCY STANDARDS
	The expected levels of performance related knowledge and skills, which have been endorsed by a particular industry for application in the workplace.



	LEARNING OUTCOMES
	Statements of performance expected of a trainee as a result of training.  They include knowledge and skills and their application.  Assessment criteria help workplace trainers and teachers to judge the student trainee’s attainment of the learning outcomes.



	LEARNING TASKS
	Workplace tasks undertaken as a means of attaining a learning outcome.  They can be used as evidence of competence where specific assessment criteria have not been detailed for on-the-job learning outcomes.



	MODULES
	Relatively short stand-alone units of learning focusing on a workplace activity.  They are expressed as a combination of learning outcomes and assessment criteria.



	OFF-THE-JOB LEARNING
	Structured training away from the workplace at a Registered Training Organisation (R.T.O.) that can be delivered at a Senior Secondary College.



	ON-THE-JOB TRAINING
	Training provided in a relevant workplace environment, by a supportive employer.



	STRUCTURED WORKPLACE LEARNING
	On the job training during which students are expected to master a designated set of skills and competencies related to courses accredited by the Victorian Qualifications Authority (VQA).

	
	

	safe@work
	safe@work is a health and safety resource package for secondary students who undertake workplace learning. It is designed to help students improve their knowledge and understanding of occupational health & safety matters before entering a work place.


WORKPLACE HAZARDS   
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Workplace Hazards in Carpentry   
Students must be given instruction, and must be supervised at all times.  Consideration must always be given to hazards when allocating tasks.  If any risk exists, students must NOT undertake the activity.  

	Hazard
	Possible Harmful Effects
	Possible Employer Action to Prevent Injury / Illness 
	Preventative Action Students Can Take

	Powered and non-powered tools


	Electrocution

Being struck by broken drill bits, cutters, swarf (potential for serious eye, head or facial injury)
Cuts and lacerations
	Students must NOT operate powered tools

· Provide instruction in safe use of hand tools 


	Students must NOT operate powered tools

· Use hand tools carefully, according to your instructions 



	 Working at heights
	Falls from heights, potential for fatality or serious injury


	Students must NOT work at heights where there is any risk of a fall


	Students must NOT work at heights where there is any risk of a fall



	Mobile plant including mobile platform
	Falls from heights, potential for fatality or serious injury
	Students must NOT  operate mobile plant


	Students must NOT  operate mobile plant



	Electricity 



	Electrocution or serious injury
	Students must NOT undertake any task which may place them at risk from electrical sources


	Students must NOT undertake any task which may place them at risk from electrical sources



	Hazardous substances, eg. wood dust, asbestos, medium density fibreboard (MDF) – formaldehyde vapour, wood adhesives
	Short-term exposure could cause respiratory complaints

Long-term exposure could lead to chronic respiratory illnesses including asbestosis

Formaldehyde is carcinogenic
	· Assess work area before work commences – e.g. identifying material containing  asbestos

· Provide Material Safety Data Sheet (MSDS) for hazardous chemicals

· Provide dust bags for handtools

· Provide appropriate personal protective equipment (PPE) to protect against fine dust and chemical vapours


	· Read MSDS and follow safe working instructions

· Use PPE provided to protect you against dust and vapours



	Manual handling (bending, reaching, stretching, pulling, lifting, repetitive motions, awkward posture)


	Musculoskeletal disorders 


	· Provide mechanical aids where practicable

· Provide training in safe manual handling techniques


	· Use mechanical aids provided

· Seek help when you think a team lift is required

· Exercise: warm up/stretch before starting work, and cool down/stretch at end of the shift or working day



	Noise
	Long-term exposure to excessive noise can lead to hearing loss
	· Maintain powered tools to reduce noise

· Limit exposure to excessive noise

· Provide appropriate PPE


	· Use PPE (hearing protection) provided 



	Hot weather conditions


	Heat rashes, heat cramps, heat stress, dehydration, sunburn 
	· Provide regular rest breaks

· Re-schedule work if extreme weather conditions present risk


	· Dress appropriately for the conditions

· Take scheduled breaks

  

	Sexual harassment, work place bullying
	Emotional stress, fear and anxiety, physical illness
	· Establish work place policy

· Provide staff briefings or training


	· Report any concerns immediately
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PO Box 7050, Dandenong VIC 3175 - Phone: 9706 8711- Fax: 9701 7352

Email: srickard@sellen.org.au
EMPLOYER PROGRESS REPORT

Program:………………………………….. School:….……………….….………………………...
Student:…………………………………….…….………………………….Date:…………………

Employer:..…………………………………………………………………………………………..
PRELIMINARY PREPARATION
	
	Good 
	Satisfactory
	Improvement Needed
	Unsatisfactory

	Initial contact by student
	
	
	
	

	Student interview skills
	
	
	
	

	Student sufficiently briefed and prepared
	
	
	
	

	Comments:………………………………………………………………………………………….………...…………...………………………………………………………………………………………………………….…………………..………………………………………………………………………………………………….…………………………..


PLEASE TICK APPROPRIATE BOX

NA-Not Applicable NI – Needs improvement S-Satisfactory   G – Good   VG – Very Good 

Description
NA
NI
S
G
VG

1     Personal Presentation
(
(
(
(
(
2     Punctuality
(
(
(
(
(
3     Motivation
(
(
(
(
(
4     Confidence
(
(
(
(
(
5     Communication skills
(
(
(
(
(
6     Attitude towards co-workers
(
(
(
(
(
7     Attitude towards supervisor
(
(
(
(
(
8     Attitude towards guests/customers
(
(
(
(
(
9     Ability to take direction
(
(
(
(
(
10   Ability to work unsupervised
(
(
(
(
(
11   Asks relevant questions
(
(
(
(
(
12   Willing to learn new tasks
(
(
(
(
(
13   Student is organised 
(
(
(
(
(
14 What other advice do you feel will be helpful to the future success of the student? 
…………………………………………………………………………………………………………………...…………..……………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………….
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PO Box 7050, Dandenong VIC 3175 - Phone: 9706 8711- Fax: 9701 7352

Email: srickard@sellen.org.au
EMPLOYER PROGRESS REPORT

Program:………………………………….. School:….……………….….………………………...
Student:…………………………………….…….………………………….Date:…………………

Employer:..…………………………………………………………………………………………..
PRELIMINARY PREPARATION
	
	Good 
	Satisfactory
	Improvement Needed
	Unsatisfactory

	Initial contact by student
	
	
	
	

	Student interview skills
	
	
	
	

	Student sufficiently briefed and prepared
	
	
	
	

	Comments:………………………………………………………………………………………….………...…………...………………………………………………………………………………………………………….…………………..………………………………………………………………………………………………….…………………………..


PLEASE TICK APPROPRIATE BOX

NA-Not Applicable NI – Needs improvement S-Satisfactory   G – Good   VG – Very Good 

Description
NA
NI
S
G
VG

1     Personal Presentation
(
(
(
(
(
2     Punctuality
(
(
(
(
(
3     Motivation
(
(
(
(
(
4     Confidence
(
(
(
(
(
5     Communication skills
(
(
(
(
(
6     Attitude towards co-workers
(
(
(
(
(
7     Attitude towards supervisor
(
(
(
(
(
8     Attitude towards guests/customers
(
(
(
(
(
9     Ability to take direction
(
(
(
(
(
10   Ability to work unsupervised
(
(
(
(
(
11   Asks relevant questions
(
(
(
(
(
12   Willing to learn new tasks
(
(
(
(
(
13   Student is organised 
(
(
(
(
(
14   What other advice do you feel will be helpful to the future success of the student? 
…………………………………………………………………………………………………………………...…………..……………………………………………………………………………………………………………………………….……………………………………………………………………………………………………………………………….[image: image11.png]
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