Work Placement Template

SAMPLE ONLY

This is a suggested template that can be adjusted to suit your organisation and the goals of the work placement.

CAIRNS CHAMBER
OF COMMERCE

building business since 1909

Regional Jobs Committee

Monday Tuesday Wednesday Thursday Friday

Induction - meet & greet Discuss goals / tasks Discuss goals / tasks Discuss goals / tasks Discuss goals / tasks

Induction - paperwork, OHS,
safety briefing, site tour and
familiarisation

S

Shadowing X department Shadowing X department Shadowing X department Shadowing X department Shadowing X department
Contact: name Contact: name Contact: name Contact: name Contact: name

Check in with supervisor - Check in with supervisor - Check in with supervisor - Check in with supervisor - Check in with supervisor -
discuss the day & any discuss the day & any discuss the day & any discuss the day & any discuss the week
questions questions questions questions

Reflection - complete diary Reflection - complete diary Reflection - complete diary Reflection - complete diary | Reflection - self assessment

The Cairns Regional Jobs Committee is proudly funded and supported by the Queensland Government.




Work Placement Template

Before completing the template, think about what the intended outcome of the work placement is, relevant
staff, departments and tasks to include to achieve the desired outcomes you expect from your student and
your organisation.
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Monday Tuesday Wednesday Thursday Friday
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