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                   COLDSTREAM PRIMARY SCHOOL
              WORK EXPERIENCE POLICY
PURPOSE:
Our school recognises the opportunities and rewards that can be achieved through our involvement in the work experience program.  We seek to be active participants in work experience programs whenever practicable.
SCOPE:
To provide opportunities for work experience students to work at our school giving insights into the school environment and working with children in a meaningful and safe manner.
POLICY:
· The Principal and/or experienced senior staff member will be responsible for the coordination of the work experience program.
· The coordinator will also be the point of contact between our school and the secondary college from which the work experience students originate.
· The coordinator will welcome work experience students to our school, and will provide them with an appropriate familiarisation induction which will include the physical layout of the school, dress codes, time of attendance, duty of care, attendance at meetings, absence procedures, emergency drills and key contacts.
· The coordinator will seek expressions of interest from staff regarding work experience student supervision and make up a suitable timetable, endeavouring to accommodate experiences sought by the student.
· Supervising teachers will provide students with feedback, clear advice and guidance.
· Work experience students will have the same access rights to staff amenities as afforded regular staff members, but will generally not be privy to confidential discussions regarding parents or students, or other similarly sensitive information.
· Work experience students will sign in at the office each day.
· Students are expected to be on site by 8:45am and able to leave by 3:15pm.
· The program coordinator will be responsible for completing the student’s evaluation form and discussion as required.
· Any ongoing or significant performance or behaviour issues concerning a work experience students will be brought to the attention of the Principal, and communicated to the secondary college via the school’s Work Experience Program Coordinator.

COmmunication

This policy will be communicated to our school community in the following ways:

· Available publicly on our school’s website 
· Made available in hard copy from the general office upon request
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