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Work Experience - Student Agreement

During the work placement, all students must:

· respect the discipline and policies of the Company at all times

· comply with all Company rules, regulations and working practices

· observe the Company ‘dress code’ 

· be punctual and respect the official working hours

· behave in a proper, courteous and polite manner to all levels of Company staff, clients and contacts

· respect cultural differences and customs

· not use the Company telephones for personal calls, send/receive personal emails or use the internet for personal reasons without permission from the Company

· undertake all work diligently and responsibly

· meet with your personal Placement Supervisor in the Company and discuss any problems you may have in carrying out the work or meeting the placement objectives

· keep a placement diary on a weekly basis

· comply with all national, and in Australia and Canada, federal and state laws

Terms and conditions

1. Students must show a responsible and flexible approach to resolving any problems or misunderstandings that may occur during the work placement. However, if there is a serious problem, students must inform the school/partner* immediately. Every effort will be made to resolve the problem and preserve the relationship between the student, the company and the school*. Students must allow sufficient time for problems to be investigated and resolved.

*In England, coordination of the Work Experience programme is undertaken by a sub-contracted partner. All references to “the school/partner” refer to the sub-contractor in England and to the school itself in other countries. 
2. Students should expect to wear smart clothing throughout the placement, unless otherwise indicated by the company. Jeans are not acceptable.

3. As a work placement is not a job or training, students cannot expect to be paid a salary. 

4. The type of work to be carried out will be specified to the student together with clear objectives before the placement begins. The type of work and objectives may be changed during the placement depending on the student’s attitude, ability, initiative and level of English, as well as the requirements of the Company. 

5.
All students will be contacted regularly during the placement by the school/partner* to monitor progress and to deal with any problems. At the end of the placement, the student will complete a questionnaire to indicate the range of skills and experience gained.

6. If a student decides to leave the placement voluntarily, no fees will be refunded. In the event of a serious problem with the work placement, or a termination by the Company, the school/partner* will make every effort to secure a replacement position at no extra cost, provided:

· there is a minimum of 4 weeks to the end of the agreed placement period

· full payment of fees has been made

· the school/partner* is satisfied that the trainee has acted correctly and responsibly

7. Every effort will be made to arrange a work placement in the field of work requested. However, if this is not possible, a placement will be arranged in a similar or related field of work. It is important to understand that work experience is an opportunity to observe and assist. The company is under no obligation to provide training. Most office-based placements will involve general administration duties and computerised data input.

Agreement

I confirm that I fully acknowledge and accept all terms and conditions in this document. All the information I have provided about myself is correct, I am in good health and I have never been convicted of a criminal offence.

Signed: ________________________________________

Name: _________________________________________ Date: _______________________
