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! Assignment 4.4 Practical Work Experience  
 
Purpose: 
The purpose of practical work experience, and the record of work experience, is for students to be 
able to show future employers that you have spent time in a real workplace. The record helps you 
build up a log of work completed during your time in the workplace. This record is a valuable resource 
that can show future employers what you have achieved, and what experience and skills you have. 
 
Overview: 

• During work experience you will spend a full day working in the workplace on real work 
activities. (You can do longer if you have the time.)  The work should be related to your studies 
and career. You will complete a record of what you did in the workplace. 

• For the most part you will experience the conditions of full-time workers. 
• You will work alongside a supervisor and another experienced worker who will guide and 

support you. 
• Work experience can be done in any sector in any workplace. However, as you are going to 

perform real work tasks, the activities will be primarily entry level tasks that you can easily 
perform. 

• You will be required to contact the workplace in advance and make formal arrangements 
about: 

1. Dates and times 
2. Signed indemnities and code of conduct 
3. Confidentiality, security, and health and safety 
4. Supervision/who you will shadow 
5. Transport and catering arrangements  
6. Professional dress codes 

 
Instructions: 

1. Each workplace will have different work experience requirements. 
2. Use what you have learned about accessing work observation activities to seek relevant 

opportunities. 
3. Your institution and instructor can provide you with letters of introduction. 
4. At the end of the work experience, complete the Record of Work Experience and have your 

supervisor sign it. 
5. Be sure to note all the work experience you do on your CV. 
6. Write a thank you letter or email afterwards. 
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