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WORKPLACE LEARNING
Telephone Enquiry For Workplace Learning Placement


What Do I Say?
· Hello / Good Morning / Good Afternoon

· My name is …………………………..

· I am a Year 11 student at Comet Bay College in Secret Harbour, and I am telephoning to enquire about Workplace Learning placement with ………………………………………..(business name).

· Is there someone I could speak to regarding Workplace Learning?

· Does your business take on students for Workplace Learning?

· I would like to do a one day per week placement in the area of …………………..  with your business.  Would this be possible?

NOTE TO SELF:  

YOU MAY BE REQUIRED TO GIVE YOUR DETAILS AT THIS POINT…
· Are you able to give me some more information about your business?
· Could I please take down some more details from you?

Business Name: _______________________________________________

Who you are speaking with: ______________________________________

Their position:  ________________________________________________

· My Career Development Coordinator would like to have a brief chat with you regarding my placement.  When would be a suitable time for her to contact you?

· I will be in contact with you again once placement details have been confirmed, close to the date of my commencement.  Thank you for allowing me to attend your business for my Workplace Learning.
· Thank you for your time.  Goodbye.
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WORKPLACE LEARNING
Preparation for Workplace Learning

Following your Workplace Learning interview, you should have identified some vocational areas/jobs which you are interested in pursuing.  What are they?
_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Make a list of business/ company names which you think might be suitable for a work placement.

Some places where you may find company names:

(
YELLOW PAGES
(
PERSONAL CONTACTS (FAMILY FRIENDS, PARENTS, NEIGHBOURS ETC.)
(
TELEPHONE DIRECTORY
(
SCHOOL LISTS (PLEASE SEE YOUR TEACHER)
(
INTERNET (WEB PAGES, LOCALITY GUIDES ETC.)

Next to each name, write the telephone number and the street address and suburb.  Leave the space between each entry on your list to record your contacts with the company.

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Now select the placements you think might be the most appropriate for you.  You will make your decision based on the following factors:
Locality or ease of access, type of work carried out, size of business/company, knowledge of the business/company, contacts your friend/family may have

You are now ready to make telephone calls to the placement to ask for Workplace Learning Placement.  Follow the instructions detailed over the page.  Next to each place, record the date you called, who you spoke to  and their response.  Keep this sheet as a record to show your teacher.  If you already have a work placement arranged, you should have completed all the details on your employer form, and returned it to your teacher for finalisation.  Good luck!
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