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SEEKING WORK EXPERIENCE OPPORTUNITIES 
 
Self-marketing skills are very important in life. You will use these skills throughout 
life as you search for career opportunities. Seeking work experience is a good way 
to learn how to self-market. 
  
It is important to be organised when you approach an employer – this will give 
them a sense of confidence in you and is more likely to yield positive results.   
It can be nerve wracking, but preparation and practice will make all the difference. 
It is more professional for you to approach an employer without your friends or 
family present.  
 
THINGS TO HAVE ORGANISED BEFORE APPROACHING HOST EMPLOYER 
 
1. When you are available to work?  What days can you work? What times can 

you work?  You may need to discuss this with your parents if you rely on them 
for transport.  You may have other work/ sports commitments to consider. 

 
2. Ensure you have read and understand the work experience booklet.  
 
3. Your resume may be helpful because this contains your contact details as well 

as any previous experience. 
 
4. What you are going to say. 
 
5. When you can meet – if applicable. 
 
WHAT TO SAY WHEN ASKING FOR POSSIBLE WORK EXPERIENCE 
PLACEMENT 
 
The first person you speak to might not be the person who will make the decision 
about your placement; before you launch into your full dialog, it is a good idea to 
make sure you speak to the correct person. 
 
Initial introduction: “Hi my name is ____ and I was hoping I might be able to 
speak to someone about the possibility of doing some work experience.” 
 
In-depth introduction: “Hi, my name is _____ and I am in Year __ at Shalom 
College.  I am very interested in your industry as a possible pathway when I leave 
school and would love to do some work experience.  Is this something you might 
consider?  Shalom will cover me with their insurance and I have the paperwork 
here with me.” 
 
You might decide to call the business first to make an appointment to come in and 
introduce yourself.  While it is not impossible to secure work experience over the 
phone, keep in mind that it can be much easier to say no to a telephone than a 
real, enthusiastic, well prepared and presented person standing in front of you! 
 
WHAT SHOULD I WEAR? 
 
You should try to think about what that business would be looking for in an 
employee and present yourself accordingly.  Shalom has a very presentable 
uniform and it would be appropriate to present to an employer wearing it. 
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HOW TO ORGANISE YOUR WORK EXPERIENCE 

FAMILY CHECK LIST 

APPROVAL FROM SCHOOL IS GIVEN WHEN: 
 
STEP 1 

Familiarise yourself with the contents of this booklet including the 
Work Experience Agreement (page 7/8), the Work Experience 
Placement Site Visit Form (page 15), the Work Experience 
Insurance Information (page 9/10), and the Student Code of 
Conduct (page 6) 
 
STEP 2 
 
The student and parent/guardian must sign the Work Experience 
Application Form (page 5) as an acknowledgement of having read 
and understood the Student Code of Conduct (page 6), Work 
Experience Insurance Information (page 9/10), and the site visit 
requirement. 
 
• Note to the nominated adult who will be conducting the site visit 

The site visit is not to be viewed as an inspection of the 
workplace but a careful consideration that the young person has 
been appropriately inducted and that the workplace appears a 
safe and orderly environment. This visit is best conducted after 
the first day placement. 

 
STEP 3 
 
The student, parent/guardian, and work experience host must sign 
the Work Experience Agreement, including the site visit section 
(page 7/8) 
 
STEP 4 
Signed copies of the Work Experience Agreement (page 7/8) and 
the Work Experience Application Form (page 5) must be returned 
to the Pathways Office at least one week prior to 
commencement to ensure that the student is covered by insurance 
and that the site visit during the placement has been organised. 
 
STEP  
 
At the end of the work placement: 
• Ask the host employer to complete the Work Placement Host 

Employer Evaluation Form (see page 13). This should be 
done while on your placement and is for you to keep with your 
resume as a reference.  

• Complete and return the Student Work Experience Debriefing 
Worksheet (page 11) and the Work Experience Placement 
Site Visit Form (page 15) to the Pathways Office within one 
week of completing the work experience placement. 
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WORK EXPERIENCE APPLICATION FORM 
 
To be eligible to be involved with Work Experience this form needs to be completed 

and returned to the Pathways Office  
at least one week prior to the work experience placement. 

 
 

PLACEMENT DETAILS 

 
 
 

PARENTAL PERMISSION 
 

 
  

 
We/I have discussed this opportunity to complete Work Experience with my son/daughter 
 
STUDENT NAME: _________________________________________________________ 

 
and agree to his/her participation on the dates and location indicated. I have read and understood 
the information relating to work experience placements and procedure. I acknowledge my 
responsibility in relation to travel arrangements, reporting potential absence and providing his/her 
relevant health information. 

 
PARENT/GUARDIAN SIGNATURE:  DATE:    

STUDENT NAME: YEAR LEVEL:    
 
By signing this I acknowledge that I have read and understand material relating to work 
experience placements, procedure, the College expectations, my obligations relating to work 
place health and safety and disclosure of relevant personal details (eg. existing medical 
conditions). I also acknowledge that I have read and understand material relating to my rights 
and responsibilities, work place harassment and unlawful discrimination and the process that 
relate to them. I am aware of designated contact people. 
 
Student Signature:  Date:    



6 

 

WORK PLACE INFORMATION 
 
Queensland Government Work Experience Web Page 
 
http://education.qld.gov.au/students/placement/work/workex.html 
 
Anti-Discrimination Act 1991 (Rights and responsibilities, work place harassment and 
discrimination information) 
 
https://www.legislation.qld.gov.au/view/pdf/2017-06-05/act-1991-085 
 
Work Health and Safety Act 2011 
 
https://www.legislation.qld.gov.au/view/whole/html/inforce/2017-11-13/act-2011-018 
 

STUDENT CODE OF CONDUCT 
 
• Be polite and courteous to your employer, other employees, and business clients at all 

times. Be aware of your body language and how others may perceive it. A good rule of 
thumb is to stand straight, maintain eye contact, and appear interested!  

 
• Shake hands when meeting someone for the first time at work: male and female. Address 

adults in the appropriate manner. Use “Mr”, “Mrs” or “Miss” until otherwise instructed. 
 
• Be punctual arriving at work, and when returning to your work after a break. Discuss travel 

arrangements with your parents. 
 
• Show initiative and enthusiasm - ask how you can be of help. 
 
• DO NOT operate your mobile phone or conduct text messaging during work times. Keep 

your mobile phone in your bag. 
 
• Listen to, and carry out carefully, all instructions given to you. Don't be afraid to ask for 

clarification if you do not understand something. 
 

• Communication is an important part of workplace etiquette. It’s sometimes not what you 
say, but how you say it that counts, so be mindful of how you communicate. Also take a 
close look at your vocabulary. Make an effort to eliminate slang words that send the 
message that you are not work ready. 
 

• Be loyal to your employer. You may hear information at work and you should always 
respect work place privacy. Do not gossip.  

 
• Be neat and tidy at all times. See the special requirements section on the Work 

Experience Agreement regarding dress requirements, including Personal Protective 
Equipment. 

 
• Care for your employer’s property and equipment as if it is your own. 

 
• Do not expect too much. You may find that observation is a significant part of your 

placement. 
 

• Take note of the designated workplace and school contact people on the Work 
Experience Agreement. If you are ill or a personal situation arises and you are unable to 
complete the allocated work experience days call the employer and advise as soon as 
possible. Whilst completing your work experience, if you have concerns please contact 
the College on 4155 8111. 

 
• Upon leaving, thank the people involved for all the assistance and co-operation.  

 

http://education.qld.gov.au/students/placement/work/workex.html
https://www.legislation.qld.gov.au/view/pdf/2017-06-05/act-1991-085
https://www.legislation.qld.gov.au/view/whole/html/inforce/2017-11-13/act-2011-018


7 

 

 



8 

 

 



9 

 

  



10 

 

 



11 

 
  



12 

 

 
 



13 

 



14 

 

  



15 

 

 

 


	HOW TO ORGANISE YOUR WORK EXPERIENCE
	FAMILY CHECK LIST
	APPROVAL FROM SCHOOL IS GIVEN WHEN:
	STEP 1
	STEP 2
	STEP 3
	STEP 4
	STEP


	WORK EXPERIENCE APPLICATION FORM
	PLACEMENT DETAILS


