
WORK EXPERIENCE ACTION PLAN 

Before Work 
Experience: 

• Make contact with the workplace 1-2 weeks before your start to tell them you 
are looking forward to your placement and confirming the date and time that 
you will see them on the first day. 

• This is a good time to ask one or two questions if needed, which may be to 
clarify dress code (eg business/office attire or onsite/safety PPE) 

 
During Work 
Experience: 

• Allow plenty of time to arrive early on the first day, and ready to start on time 
on subsequent days. 

• Dress appropriately. Wear PPE if asked to. As a general rule, denim is not 
appropriate for many workplaces and closed shoes are best. Clothing should 
be in good repair and ripped/torn fashions are not suitable. 

• Be interested in what is going on and ask questions. Show initiative and do not 
sit around doing nothing – always look for something to do. 

• Follow instructions and ask questions if you are unsure. 
• Always be polite and engaged, and speak kindly of others. 
• Stay off your phone – ideally it should be in a bag, not on your person. 
• If you are unwell and unable to attend at all you MUST contact the workplace 

earlier than your start time to let them know you are sick, just as you would in 
a job. You must also let Westminster School know that you are not attending. 

• Most importantly – STAY SAFE in the workplace. Follow all safety procedures 
and instructions. Ask if you don’t know how to do something. If you are 
operating any tools or machinery you need to be instructed in procedures and 
supervised. 

 
As Work 
Experience 
comes to an 
end: 

• As your placement comes to an end, show your appreciation to your 
supervisors and colleagues by thanking them in person and telling them what 
you appreciated and learned while you were there. 

• Remind the supervisor about the Workplace Evaluation form. It is good if you 
collect it before you leave, if possible. 

• Return the Evaluation to the Careers Office. We will sign it, keep a copy and 
return the original to you. 

• Reflect on what you have learned about work in general and the specific 
industry, that may help you think about your future pathway. 

 
Any 
concerns or 
issues: 

• It is not common for students to have concerns or issues (including harm or 
injury), but if you do: 

• If you can speak with your workplace supervisor that is a good first point of 
contact. 

• Do contact Westminster School – the Careers Office phone with voicemail is 
8276 0354; the school number is 8276 0276. Alternatively, be in contact with 
your Head of House. 

• If you are on Work Experience during holidays you can contact Ms 
Amanda Smith on 0438 313 144 

 
 


