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		Gateway Co-ordinator			Gateway Administrator / Attendance
					
Phone 							
Direct Dial							
Mobile								
Email 					
Address 						
							



STUDENT PROFILE
Name:		_______________________________		Age:  	________________
Address:		_______________________________	
			_______________________________		Ph:  	________________
Doctor’s Name:	_______________________________		Ph:	________________
Medical Condition:	___________________________________________________________

IN EMERGENCY CALL 111 for FIRE, AMBULANCE or POLICE

Student’s Emergency Contact
Name:		_______________________________		Ph:	________________

____________SCHOOL CONTACTS
Name:		Phone	
Mobile 
Name:		Phone	
Mobile 

My employers’ business name is _________________________________________________
The contact person is ___________________________________________________________
The contact phone number is ____________________________________________________
The address where I will be is ____________________________________________________
My start date is ________________________________________________________________
My start and finish time is _______________________________________________________

THE GATEWAY PROGRAMME
Gateway is designed to strengthen the pathway for students to progress from school to workplace learning.  It provides students with structured workplace learning across a range of industries and business around New Zealand, while they continue to study at school.  Gateway builds students’ workplace experience, helping them move smoothly from school to work or to reinforce their chosen career path.
Gateway is available to support senior secondary students with emphasis on Year 12 and 13 students, and with approval from Deputy Principal, Year 11 students.
The school receives funds, through its contract with the Tertiary Education Commission, to pay for workplace assessment of students and to support them towards achieving standards which go on to the National Qualifications Framework.  
Students are working towards 20 credits whilst on Gateway.  These may be linked in with what they are studying at school, external unit standards or vocationally based unit standards.  If a student is allocated external units of work, these must be completed or they will be invoiced for the cost of the material.
Students are in a training situation and are not to be paid while on Gateway placement.  Students chosen for the programme need to be committed to it.  They will be treated as employee’s and must follow the workplace safety rules and also follow the school rules.
They will be expected to:
· Dress appropriately for the workplace and be punctual.
· Work hours specified by the employer as required.
· Be fully committed to the programme both at school and at work and complete all workplace assessment requirements.
· Notify the school and the employer in case of illness / absence on a workplace day (before the start of work on that day).
· Be at school if they have an assessment – having informed both the Gateway Administrator and the Employer of this prior.
· Behave enthusiastically and politely while on placement.
· Respect the employer’s business and their client’s confidentiality at all times.  
· Follow Health and Safety regulations at all times.
· Failure to follow these regulations may mean withdrawal from the Gateway programme.






STUDENT CHECKLIST
Prior to Work Placement
	Check your employer details and where to go.
	

	Confirm the time and day to start.
	

	Check whether you have any clothing / uniform or safety equipment requirements.
	

	If you are unable to meet any of the Employers requests, please discuss this BEFORE you start.
	

	Organise transport to and from your work placement.
	



While on your Work Placement
	You need to fill in the daily tasks and details and have someone in the workplace initial each day.
	

	Make sure you are aware of safety requirements.
	

	Hours of work – What time do you start and finish?  What are arrangements for lunch and break times?  How long are these?
	

	Use your manners – first impressions can make all the difference.
	

	If you are unsure about something – please ask your Employer.
	

	If you need to make any changes to times or days you MUST inform the Employer and the school.
	

	Talk to people on your jobs and ask questions (in a polite manner).
· How long have they worked there?
· What do they do?
· What do they like best about working there?
· Have they changed jobs often?
If there is a job you like, ask more,
· How do you get that job?
· What subjects should you study?
· What sort of training courses are available?
· What kind of personal qualities would you need?
	

	Catch up on the school work you have missed while you have been on your work placement.
	

	Complete any assessments that have been given to you in conjunction with your work placement
	


	
If you have any problems, please contact the school immediately
Name:		Phone	
Mobile 
Name:		Phone	
Mobile 
When you leave
	Make sure all equipment is returned and leave work area tidy.
	

	Thank your Employer and the staff.
	

	Remind the Employer to sign your work diary and ensure you collect your work booklet / diary.
	

	Return all equipment or clothing borrowed from the school in a clean condition.
	


ATTENDANCE SHEET AND DAILY TASK PLANNER
Student is to fill out what they do each day and get Employer to sign it off please
Student Name 		___________________________________________________
Name of Employer 	___________________________________________________
Place of Employment	___________________________________________________
Date Commenced	___________________________________________________
Date Ceased		___________________________________________________
Description of Work	___________________________________________________
	Date
	Key Tasks / Comments
	Venue
	Signed by Employer
	Check (School)
Hand in to Careers Office every week to be checked please.

	
	




	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	

	
	
	
	


Please have Gateway Administrator sign after each week of work placement.

	Date
	Key Tasks / Comments
	Venue
	Signed by Employer
	Check (School)
Hand in to Careers Office every week to be checked please.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Date
	Key Tasks / Comments
	Venue
	Signed by Employer
	Check (School)
Hand in to Careers Office every week to be checked please.
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