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About this guide

Workplace assessment is an important component of your course. TAFE Digital needs
evidence of your practical workplace skills to ensure you fulfil all the requirements of your
course.

Work placement exposes you to a range of work-related situations and provides a rich range
of learning experiences. It is an opportunity to develop and demonstrate skills and
knowledge in a workplace context.

This guide has been developed to provide information about the work placement process.
Please read through this information so you will be prepared.

Aims of work placement

Work placement provides you with the opportunity to:

e train with skilled industry workers and industry experts
e develop your employability and job-specific skills and knowledge
e gaininsight into particular job roles and responsibilities.

The aims of work placement are for you to:

e develop and practise the skills identified in the units of competency
e be assessed in a real work environment
e develop the capacity to reflect on your own work practices.

Work placement MUST be secured before you are able to complete your enrolment into
Certificate Il in Community Pharmacy with TAFE Digital.

Who uses this guide?

This guide has been written for two types of students—those of you who are currently
working in the industry that you are training in and those who are not.

1. If you are currently working in an appropriate workplace, you can undertake your
required workplace assessments at your workplace (subject to the workplace being
approved by TAFE Digital).

2. If you are not currently employed in a relevant workplace, you will need to arrange
to complete a work placement in an appropriate workplace. The work placement
involves undertaking specific tasks and roles that relate to your course, under
supervision.
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Introduction

Work placement steps vary depending on whether you are being assessed in your current
workplace or whether you are volunteering in a workplace in order to gain experience and
be assessed.

What is an appropriate workplace?

Your host workplace needs to be able to provide you with access to the tasks, equipment
and resources necessary to develop your skills and undertake your workplace assessment
tasks.

A community pharmacy where you have access to;

e arange of products,

e customers to interact with,

e point of sale equipment,

e store policies and procedures.

If you are working in a hospital dispensary or online pharmacy where you cannot
demonstrate all the tasks covered in the units in this course, you will be required to do some
work placement at another pharmacy to cover the gaps.

What is required to be an appropriate workplace
supervisor?

It is important that your workplace supervisor has a level of experience and qualifications to
provide you with support and guidance in the workplace.

In general, your workplace supervisor will have:

e a minimum of Certificate Il in Community Pharmacy/Retail Services

e aminimum of two years' experience post-graduation industry experience.

Can | do work placement where | am currently employed?

If you are currently working in an appropriate workplace under the guidance of an
experienced supervisor, you can complete your workplace assessments in your current
workplace.

If your workplace does not have a sufficient variety of services to complete the assessment
requirements for all units, you will have to do some placement at another facility.
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How long is the work placement?

Ideally you should be doing regular weekly work placement throughout your course. This
will allow you to develop your practical skills and compete your work based practical
assessment tasks. You are required to complete around 188 hours during your course but in
some cases more hours may be required to complete all your practical assessment tasks.

If you are employed in a community
pharmacy

To have your workplace approved for your workplace assessments, you need to undertake
the following steps:

e Step 1: Complete the Workplace supervisor and facility checklist form
Provide your workplace supervisor with the Work placement guide for host
employers and supervisors. Ask your supervisor to complete and sign the Workplace
supervisor and facility checklist. This provides TAFE Digital with important
information about your workplace, its facilities and resources and details of your
proposed workplace supervisor.

e Step 2: Provide the signed checklist when requested to do so during enrolment
Once you have been notified that your workplace is suitable, your enrolment will be
completed.

e Step 3: Log in and get started
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If you are undertaking voluntary work
placement

To organise your work placement you need to follow these steps:

e Step 1: Identify an appropriate workplace
Section 3 provides advice and tips on how to identify and approach potential host
workplaces.

e Step 2: Complete the Workplace supervisor and facility checklist form
Provide your potential workplace supervisor with the Work placement guide for host
employers and supervisors and the Workplace supervisor and facility checklist form.
Ask your supervisor to complete and sign the form. This provides us with important
information about your workplace, its facilities and resources and details of your
proposed workplace supervisor.

e Step 3: Provide the signed checklist when requested to do so during enrolment
Once you have been notified that your workplace is suitable, your enrolment will be
completed.

e Step 4: Log in and get started

e Step 5: Familiarise yourself with your work placement requirements
Check with your workplace supervisor on the workplace requirements. For example:
dress code, start/finish times and staff facilities provided.

Summary of documents needed

Here is a list of the documents you need to action your work placement:

e Letter of introduction (optional)
e Work placement guide for host employers and supervisors

e  Workplace supervisor and facility checklist—this is to be completed and submitted to
complete your enrolment.
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Introduction

A successful work placement requires the collaboration and support of the student, the
workplace and the workplace supervisor. This section clarifies the roles and responsibilities
of these key groups.

The TAFE Digital student needs to:
e provide the workplace supervisor with a copy of the Work placement guide for host
employers and supervisors and other relevant supporting documentation

e work with your facilitator/teacher and workplace supervisor to develop your
workplace training and assessment schedule

e commit to complete the tasks and activities outlined in your schedule and other
related assessment activities

e comply with all requirements of the workplace, including student code of conduct,
confidentiality, Work, Health and Safety (WHS), induction and orientation.

The workplace supervisor needs to:
e complete the required Workplace supervisor and facility checklist, then once you
start the Student workplace induction checklist

e provide access and opportunity for you to experience a variety of situations in the
workplace where you can develop practical work-based skills and knowledge

e provide you with appropriate orientation and induction to the work environment,
including WHS and any other key workplace policies and procedures

e verify completion of your required tasks to a standard considered acceptable within
that workplace

e agree to be contacted by TAFE NSW and complete documentation as outlined in this

guide.
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Student Code of Conduct

As a TAFE NSW student, you must conduct yourself properly in the workplace. You will be
interacting not only with your workplace supervisor and other workplace staff, but also
clients and members of the public.

By enrolling in Certificate Il in Animal Studies with TAFE NSW, you agree to comply with the
following during your work placement:

e Attend the workplace on the designated days.

e Notify the workplace if you are late, unable to attend or experiencing difficulties.
e Be punctual, both on arrival and after breaks.

e Show interest in the work and have a positive attitude.

e Dress appropriately for the workplace.

e Behave appropriately at all times.

e Apply your knowledge and skills as an entry level worker.

e Follow workplace health and safety requirements.

e Take care of your employer’s property.

e Follow instructions and accept suggestions.

e Ask for help as required.

e Follow the routine of the workplace.

e Keep personal problems at home.

e Keep track of your progress by completing your journal entries.

e Arrange a time to discuss your progress with your workplace supervisor.
Thank the workplace supervisor and staff at the end of your work placement.

If you do not adhere to this code of conduct, you may not be allowed to participate in
workplace activities in the future, and if you commit serious breaches of the TAFE NSW
Student Discipline Policy you may be excluded from this course.

Will TAFE NSW be in contact with my workplace supervisor?

Once TAFE Digital has received your signed Workplace supervisor and facility checklist, your
Education Support Officer may contact your workplace supervisor to verify details. Your
supervisor may be contacted throughout the course for updates on your progress.

Resource ID: XXXX_SIR20116_WP_SR_StudGuide Page 11 of 20
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Do | need insurance?

TAFE NSW covers you for your work placement if you are not a paid employee of the host
workplace. The Work placement guide for host employers and supervisors provides
information to your workplace.

If you are a paid employee you will be covered by your employer’s Workers Compensation
insurance policy.

What happens if | lose my work placement during the
course?

If you lose your work placement during the course, you must find another work placement.

If you are in breach of the Student Code of Conduct or are facing disciplinary action under
your enrolment conditions, TAFE NSW will let you know if you can proceed with the course.
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Introduction

You are required to find your own work placement in an appropriate host workplace under
the guidance of an experienced and appropriately qualified workplace supervisor before
enrolling in the Certificate Il Animal Studies. This section provides you with tips and advice
on how to find a work placement.

Steps in finding a work placement

1. Begin by thinking about where you would like to undertake your work placement.
Remember, the aim is for you to gain exposure to the range of tasks and activities
carried out in the workplace, in addition to gaining practical experience.

2. Having decided on the location and type of placement you are looking for, you need to
find the contact details of potential host workplaces.

3. Using your personal contacts and networks (for example, friends, family, fellow
students, current or former colleagues) is often the best way to find contacts with
potential businesses. Alternatively, you can use Google or the phone book.

4. There are three main ways to contact a potential host workplace:

e in person
e by phone
e by email/letter.

It is best to contact several potential host workplaces as you may not receive a reply
from some, or others may take weeks to say ‘no’. Don’t get disheartened by this—it is
nothing personal, they are often busy and may have many requests for placement.
There is an example letter at the end of this section you can use to introduce yourself.

Larger companies may have someone in charge of work placement, or a specific location
on their website to apply. Find out with a phone call how they would prefer to be
approached, or search on their website.
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5. Once you have drawn up your target business list, keep a list of who you have contacted,
like the example below.

Table 1 — List of workplaces you have approached for work placement

Date Workplace Phone/email Contact person Responses

6. Contact the businesses you have identified. You may wish to use the example
introduction letter at the end of this section. You can vary or personalise the letter.

Follow-up phone calls

1. Allow several days to a week from the time you first contact a prospective host
workplace, and then follow up with a phone call. Ask to speak to this person and briefly
discuss your requirements. If they are located nearby, you may like to visit to discuss the
likelihood of work placement.

2. Next, add the response to your list and work through your contacts until you get a YES.

Pre-placement preparation

Before you start your work placement, you must complete the knowledge assessments of
the first 2 units;

e SIRCINDOO1 Work effectively in a community pharmacy
e HLTWHSO0O01 Participate in workplace health and safety

This provides you with an introduction to the industry and necessary WHS skills to
participate safely in a work place. The skills assessment for these units are completed after
starting your work placement.
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Depending on individual host workplace policies, other requirements may include:

e vaccination—this will depend on the nature of the workplace

e child protection—in NSW you are required to complete a Working with Children
Check if your work placement involves direct contact with children. The site
https://www.kidsguardian.nsw.gov.au/child-safe-organisations/working-with-
children-check explains requirements

¢ confidentiality agreements—any matters of a confidential nature must NOT, under
any circumstances, be divulged or passed on to any unauthorised person. It is
possible that you may be required to sign a legally binding contract regarding
confidential matters.

Pre-placement checklist

Knowing the following information about the host workplace and its initial expectations can
enable you to feel more comfortable when you start.

Some of the preparation is quite simple—see the checklist below. Be sure you have the
following information ready for day one:

[] Where to go on your first day
[] What time you need to start and your hours of work
[J To whom you will report, and who your workplace supervisor is

[1 What to wear—is there a standard form of dress or uniform?
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Example letter of introduction

My name is [Insert Name] and | am enrolling in Certificate Il in Community Pharmacy with
TAFE Digital. | am seeking the opportunity to undertake my work placement with you.

A key element of the course is the development of skills in a workplace environment. It is
recommended that | do weekly shifts of at least 4 hours throughout my study and complete
approximately 188 hours. | must have this organised before my enrolment can be finalised.

| will be studying the following units in my course:

e SIRCINDO01 Work effectively in a community pharmacy

e HLTWHSO0O01 Participate in workplace health and safety

e SIRCINDO0O2 Support the supply of Pharmacy Medicines and Pharmacist Only
Medicines

e SIRCINFOO01 Use pharmacy practices for infection control

e SIRCCCSO001 Interact with pharmacy customers

e SIRCPPA0O1 Assist customers with vitamins, minerals and supplements

e SIRCPPAO0O04 Assist customers with oral care products

e SIRCPPAOOG6 Assist customers with skin and anti-fungal products

e SIRXSLS002 Follow point-of-sale procedures

e SIRXINDOO2 Organise and maintain the store environment

e SIRXSLS001 Sell to the retail customer

e SIRRINVOO1 Receive and handle retail stock

Your pharmacy would be required to provide a workplace supervisor who will:

e provide guidance and support for me in the workplace
e sign off on my workplace assessment activities
e ensure access to the facilities, equipment and resources to complete the tasks.

The enclosed Work placement guide for host employers and supervisors provides more
details. As a voluntary worker | am covered by TAFE NSW insurance and details are provided
in the guide. My TAFE Digital Education Support Officer is also available to provide an
overview of the work placement process and practical assessment if required.

| am passionate about gaining employment in a community pharmacy and hope you will
give me an opportunity to enhance my skills. Should you require any further information,
please feel free to contact me.

Yours sincerely

Insert your details
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Introduction

When you start your work placement, your supervisor will give you an induction to the
workplace. This will provide you with an introduction to the facilities, staff, workplace
procedures and WHS. You should download the Student workplace induction checklist and
take it with you on your first day. This checklist needs to be signed off by you and your
supervisor, then uploaded to your online course in the work placement section. The
checklist includes a confidentiality agreement and code of conduct agreement.

You will be given tasks by your supervisor to complete in your workplace, like any other
employee. You should treat this as an opportunity to develop a range of work ready skills in
addition to gaining broad industry skills.

Assessments in the workplace

Some units of competency have assessments which may be required to be completed in the
workplace. These include:
e direct evidence portfolios

o research and practical activities which may require access to information
specific to the workplace such as animal and client information, workplace
policies and procedures

o self-reflection activities
o taskreports
o videos or photographs of you doing various tasks

e indirect evidence sources, such as workplace logbook, supervisor reports or phone
interviews.

Permission to gather evidence is part of the Workplace supervisor and facility checklist. Note
that this permission is required prior to completing your enrolment.

Training logbook

You are required to complete the Training logbook. This tracks your workplace hours and
provides your workplace supervisor with the opportunity to comment on your skills. Your
workplace supervisor is required to verify and sign off your attendance each day. Total
hours of the workplace tasks must add up to at least 140 hours.

Good luck with your studies. We hope you enjoy your course!
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