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After completing Activity 1 you should be able to locate the main features in the workplace.

Activity 1

1. Ask your workplace supervisor to point out the main features of the workplace.

Things like:

· Reception / front office

· Telephones

· Toilets / restrooms

· Canteen / lunch room

· Emergency exits

· First Aid

· Tea / coffee / water facilities

· Noticeboard

· Locker

· Any restricted or “no-go” areas 

· And other places in the workplace you should know about

2. Take photographs or draw the layout of the workplace, showing some of the important areas.

3. Paste the photographs on the next page and write what the location is – you should explain what the photograph is showing.

Place your photograph or drawing here

Workplace photograph / drawing 1



Workplace photograph / drawing 2



Place your photograph or drawing here

Workplace photograph / drawing 3



Workplace photograph / drawing 4



Place your photograph or drawing here

Workplace photograph / drawing 5



Workplace photograph / drawing 6



Terms and Conditions

What are the terms and conditions under which you are employed in the workplace for work experience?

Fill in, circle or tick the correct answers.

Hours per day, including starting and finishing times

Starting Time:



Finishing Time:



Total Hours Worked:  ________________________________

How long will your break be?

Break 1

10mins
20mins
30mins
45mins
other



Break 2

10mins
20mins
30mins
45mins
other



Break 3

10mins
20mins
30mins
45mins
other



What time during the day will you be told to take your breaks?

Break 1

10am
10.30am
12.30pm
1pm
other



Break 2

10am
10.30am
12.30pm
1pm
other



Break 3

10am
10.30am
12.30pm
1pm
other



What days are you expected to work?

Monday
Tuesday
Wednesday
Thursday
Friday

Who do you call if you are unwell and will not be able to come into work?

A friend
Supervisor at Work and School
Police Station

Do you need to bring in a Doctor’s Certificate?


Yes

No

What is the phone number at your work experience placement?

Do you know how to clock on/off, and how to sign in/out if necessary?



Yes
      No

What do you hear or see in the workplace to tell you that you need to evacuate?

Siren
Flashing Lights
Announcement
Supervisor

How do you exit the workplace in an emergency?

Run from the workplace taking the nearest exit



      or

Walk quietly and calmly to evacuation area as directed

Where do you assemble after you evacuate the workplace?

Are there any other terms and conditions specific to the workplace?  (Like reading the noticeboard to find out information, or reporting accidents.)  (Write them here:)
__________________________________________________
Do you need to wear any protective clothing and/or shoes at your workplace?  (Circle what you need to wear)
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Please write / draw / paste pictures of any other protective clothing you need to wear – (for example, long pants, sun hat).


