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1. Introduction

This policy details the responsibilities associated with the placement of work experience students within the Division of information Technology.
2. Scope
This policy applies to all work experience students. 

3. Objectives

To communicate to the HR Division at CSU, and to institutions such as the regional work placement bodies, clear guidelines for accepting work experience students into the Division of Information Technology; and

To assign responsibility for the effective management of the Division of Information Technology’s work experience program.

4. Timing

This policy shall be adhered to at all times.

5. References

Document No. 00000078 - Procedure for the Work Experience Program.

6. Responsibilities

Administration of the Work Experience Program

The Associate Director or Nominee at the appropriate campus shall coordinate the work experience program and shall be responsible for:

· notifying the governing body for work placement and the institution of the proposed program;

· determining who will act as mentor for the period the student is at CSU;

· resolving disputes in relation to the proposed program;

· ensuring that reports and other documentation in respect of the work experience program are completed.

7. Method

Applications for Work Experience

The Division will accept applications for work experience only from the recognised Department of Education Science and Training work placement body and only for students in Years11 and 12.

The education placement bodies are:

Bathurst: 

Bathurst Industry Training and Education Network (BITEN). The work placement coordinator is Susie New. They operate out of Bathurst High School 

Susie's Contact details:

Phone: 02 63313692

Fax:    02 63313871

Mobile: 0402 221033

 

Albury: 

Mr Ross Smith who works out of Australian Industry Group. His details are as follows:

 Australian Industry Group

P O Box 1183

ALBURY  NSW  2640

Wagga: 

Wagga Compact Training Services. Ms Helen Renshaw

Phone:02 69 319300

Fax:02 69319301

Email: compact@wagga.net.au
· The period of the work experience program does not normally exceed five working days;

· no more than one student per unit within DIT on any particular day and;

Work Experience Program Content

Each work experience program will contain:

· work experience within Desktop Services

· a general exposure to other areas of the Division of Information Technology at the discretion of the designated Associate Director. Normally this would encompass a visit to the various areas within IT and have a staff member from the section give a brief outline of the role and responsibilities.

Special Work Experience Program

The Associate Director at the appropriate campus may approve Work Experience applications involving special conditions that fall outside the policy elements outlined above only in exceptional circumstances. A copy of such approval shall be sent to the Manager, HR at the appropriate campus.
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