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RESOURCE FOR 
TEACHERS

Making It Happen – Work Experience for All

The Making It Happen – Work Experience for all resource has been developed by the National Disability Coordination Officers Program, University of Tasmania to support teachers in providing work experience/work placements for students with a disability. This project has been supported by Skills Tasmania.

The resource consists of guidelines to help in setting up a program, a sample resource kit to be given to employers, and a student workbook. We are offering three versions of the student workbook for printing. Teachers have an opportunity to choose whichever is most appropriate to use, depending on student capabilities and level of literacy. There is also a version for those students who prefer to enter their responses on the computer. 

In addition, it is important to refer to the relevant guidelines for work experience in your state in particular with regard to legal obligations and insurance issues.

Beth Gibbings & Darlene McLennan

National Disability Coordination Officers Program, University of Tasmania

For more information: www.ndcotas.com.au
Components of the package

· Introduction

· Setting up the program 
Working with the student, working with the employer

· Teachers’ checklist

· Resources for working with students
Including student workbook (with alternate graphic and computer-based formats)

· Information to provide to employers

	All efforts have been made to ensure the accuracy of the information contained in this publication at time of printing. This publication should be used as a guide only and teachers should contact the relevant people or organisations to gather information specific to their individual needs.


Introduction

For students with a disability there is a strong relationship between work experience during school and getting a job after they leave school. 

Work experience is an important aspect of career planning for a group that traditionally has had higher rates of unemployment.

As with other students they can gain the opportunity to develop networks for future job-seeking, increase their understanding of the needs and expectations of a workplace and learn new skills. Work-based learning can also increase students’ self-esteem.

Placing students with disabilities in work experience programs can also have a positive impact on employers. 

Many employers don’t consider people with disabilities when looking to recruit, despite demonstrated advantages to business. Recent research has shown that over 90 per cent of employers who had recently employed a person with a disability said they would be happy to do so again.

It is important that not only do students with disabilities have the opportunity to take part in school work experience programs, but that these programs are successful. 

Time taken in the early stages of setting up the program will pay off in success later. 

Successful programs have been shown to have the following factors:

· Connections between job and school based learning

· Clear expectation of student activity at workplace

· Well-structured feedback on student performance

· Supports and accommodations

· Training and technical assistance for workplace personnel

Depending on the level and type of disability, ongoing communication with all stakeholders is crucial in organising placements. 

	Explanation of Terms 

Accommodations

Action or measures taken that assist a student with disability to participate on the same basis as a student without disability.

Assistive technologies

Devices that are used to increase, maintain or improve functional capabilities of individuals with disabilities.




Setting up the program

As well as good communication, good preparation is important for a successful work experience placement. 

In this section you will find suggestions to help with setting up a program – working with students, their parents/guardians, and employers.

It includes the following resources:

· Sample student profile proforma

· Sample format for planning for support needs

· Points to include in a medical action plan 

· Teachers’ checklist, including site visit checklist

· Information about adaptations

· Sample thank you letter

Further sections include information to give to employers and a student workbook (also available in graphic and electronic formats). 

Working with the student

Students with a disability have the same need to explore their post-school options as other students. In addition, staff working with these students will need to look at 

· support needs, 

· appropriate placements, 

· preparing students for their particular workplace, 

· and any additional negotiations with the employer and parents/guardians.

Find out about the impact that the student’s disability might have on a work experience placement.

Talk with the student 
What sort of additional support might they need?
Would they need adaptations to the workplace? Are there aspects of the placement that they will need help with? Will they need personal support?

What is their literacy and numeracy like? 
Will they have difficulty reading signs in the workplace?
Would they have difficulty adding up money or using a till?

What is the best way for them to receive instructions? 
Will instructions need to be given in a written or pictorial format? Is there a need for tasks to be demonstrated to them?
Are there aspects of a work environment that would put them under stress?
For instance a noisy workplace or dealing with multiple members of the public at the same time may create stress for some students. Are they likely to feel anxious in a new environment?

Does the student have an ongoing medical condition which requires a medical action plan?
Confirm the medical action plan with the student’s parent/guardian and include a copy with information given to the employer, if it is appropriate. 

Consult with someone who is familiar with the student – their main teacher or a parent/guardian – regarding the above information. 

Check with the student if it is all right to talk with another teacher or their parent/guardian. Confirm these issues with them. 

Determining support needs and disclosure issues

Discuss with the student (and where appropriate the parent/guardian) the issue of how much they might want to disclose about their disability, keeping in mind that the more information the workplace has, the more consideration can be given to the student’s particular needs. 

Any information that might make it easier for the employer to understand the needs of the students could help avoid misunderstandings later. This includes information about the student’s support needs, as well as information about how the disability impacts on work. Let the employer know that this information is confidential and only disclosed to other staff on a ‘need to know’ basis, and with the student’s consent. 

With the student/parent/teacher prepare a simple profile of the student’s communication and support needs to give to the employer. Remember that support needs might be different in a workplace to what they are in school.

Matching the student to the placement 

There can be a fine balance between keeping a student’s options open, and making sure that they are in a placement that works for them. 

Some work environments would be beyond an individual student, and place them under too much stress. Talking with the student, their main teacher and parent/guardian should help you identify these situations. 

However, it is important not to limit options too soon. There may be ways to get around what are seen as barriers.

· Be positive and optimistic about overcoming barriers. 

Consider if there are ways to modify the job tasks or the equipment so that the student can successfully undertake the job. If it looks like the student is unable to undertake their chosen job, is there another role within the organisation that they can do?

· Work experience is an opportunity to test the student’s own expectations employment. 

Success can also be about gaining knowledge of an unsuitable work option, coming to new conclusions, and changing direction.

Choosing an appropriate format

Workplace learning activities for high schools now include options such as mini-trade, mentoring, shadowing and community projects. College students may prefer to do work experience this way too.

Talk with the student about what arrangement might work best for them. For instance a placement of one morning a week might suit a student who tires easily. Others might be more alert at differing times of the day. Transport options might be easier on certain days.

Consider pairing a student who has a disability with another student who does not have a disability. This means that peer behaviour in the workplace can be modelled.

Considering issues for pre-placement planning and learning

Along with the standard information given to students undertaking work experience, there are some extra considerations for students with a disability. This will depend on the type and level of disability.

Some things to consider include:

· Students should be prepared for the type of work and the nature of the tasks that they will be undertaking, and have a good understanding of what the work is and what is expected of them in work experience. 

· They should be made aware that workplace rules, including occupational health and safety rules, need to be observed and complete the appropriate occupational health and safety program prior to structured workplace learning, and have an understanding of their rights and responsibilities.

· Workplace dynamics need to be considered. Student communication skills can often be very literal and they may not realise when a supervisor is making a joke. 

· Students need to have the employer/supervisor/employee relationship clearly explained so that they can accept constructive criticism, follow instructions and know who to ask for help. 

· It is a good idea to give students some hints on acceptable social topics and advice on what not to talk about. 

· They should also be given clear instructions on what to do and who to contact if they need any help, including what to do if they experience bullying or harrassment.

Depending on the level of disability you might also need to cover issues such as transport arrangements and appropriate clothing. 

The Making It Happen, Work Experience for All student workbooks contain worksheets regarding work issues such as how to get ready for work, how to find out about the workplace and travel plans. They also include a daily journal. The workbook is available in a variety of formats to cater for different disabilities.

Communicating with parents/guardians

For some students, work experience will be much more effective if the student’s parents/guardians are included in decision-making. This might for instance be a phone call confirming the level of support the student needs in the workplace. 

Parents may be used to having meetings with teachers concerned about their son or daughter and may not realise that an employer may not be as welcoming. Let the parents know that the work experience coordinators are the appropriate contact, and that they are not to approach the employer about any concerns, nor go to the workplace unless that has been negotiated by all parties. Encourage them to contact the school if they have any worries.

Working with employers

Communicating with the potential employer

Employers may not have previously thought about the possibility of employing workers with disabilities. Despite this they are likely to have a positive attitude.

They may however, have some fears or unanswered questions, including questions about communicating with the student and what changes they may need to make to the workplace.

You will need to discuss with the employer issues relating to the particular student. Give them information about the disability type, talk to them about supports and workplace adaptations that may be necessary for the student.

Follow up regularly with both the employer and the student as to how the placement is progressing. This way potential difficulties or misunderstandings can be resolved quickly.

Information about the student

It is important that you know exactly what the student can and cannot do and communicate this to the employer. Be honest about the student’s abilities and do not promise anything the student cannot deliver.

Prepare a profile of the student’s abilities and support needs. Include the student’s strengths which an employer may value. These may include:

· a strong desire to work in the industry

· a good history of punctuality and reliability

· a capacity to learn well when shown how to do a particular task

· ability to concentrate and work on repetitive tasks

·  the knowledge that parents are supportive of the placement and are encouraging

Anticipate the employer’s possible questions and be prepared to answer them honestly. If needed you can suggest a trial before starting the placement if an employer is hesitant. You could then prepare a letter to the employer clearly explaining what you are trying to achieve for the student and what the employer may expect from you.

Making a site visit/ meeting with the employer 

A site visit can achieve many objectives – and can be an effective way of identifying potential problems.

Remember that the employer is in business. Be flexible and listen to what the people on site are saying, be aware of concerns and encourage creative ways of dealing with them. Encourage co-workers to brainstorm ideas to solve workplace problems - they can be very supportive.

Ask to speak to the supervisors and co-workers to prepare them. Encourage them to voice any concerns and respond to them. Talk about how the student will be prepared for the duties and any modifications which may have to be made, and have emergency contact numbers and a medical management plan clearly set out for any medical emergencies, eg if the student may have an asthma attack - exactly what should be done.

Explain that for some students they might need some extra time for training, and may need instructions given in a particular way. Practical demonstrations and close supervision at first may be necessary.

If the student has a medical action plan for an ongoing medical condition, if appropriate discuss this with the employer. Also raise any issues that might affect occupational health and safety.

Consider taking photographs of the workplace to help prepare students who may be anxious about new environments.

When inspecting a worksite before the commencement of a placement, the work experience coordinator should:

· discuss all aspects of the placement and what the student will be asked to do

· clarify the skills required to perform the tasks

· check the accessibility of the workplace and equipment to see if there are physical  considerations, eg wheelchair access

· establish the degree to which the employer will allow school support systems to operate,  eg on-the-job assistance with an aide, signing interpreter etc

· determine the accessibility of the workplace by public transport, roads to be crossed, steps, heavy doors.  In general, a teacher can get an idea of how a wheelchair will get into a place by comparing it to a loaded shopping trolley. They have about the same manoeuvrability and weight. Corners, steps, little passageways and doors that open outwards may present barriers.

· check the workflow and pace of work as the extra demands on a student with a disability may mean that they get fatigued earlier than would be expected. By building in rest times, they can work longer and just as hard for the same result, and

· consider the consequences of making errors in each task. Where major damage can be done with minor error, consider not assigning that task to the student.

You may be able to get help with the site visit by contacting an occupational therapist within the Education Department, or appropriate non-government organisations. (See contact section).
Adapting workplaces for disability

The level and nature of support will vary from student to student and workplace to workplace. Good matching of students to placements should eliminate many problems and records should be kept by the work experience organiser so that each new placement will become easier to organise.
Following up 

It is important to thank the employer, and if possible to gain some feedback regarding how the placement went. Placement of students with disabilities is a learning experience for employers as well. Canvas the possibility of sending more students with disabilities to them for work experience, or for the same student to attend again in the future.

Resources 

Included in this kit are sample proformas, checklists, information for employers, and a student workbook (separate booklet).  

Please select the information needed for the host employer’s folder. This will include the completed student profile page and information about their disability and communication and support strategies. There are sample introduction and thank you letters that you can base your own version on.

Included in this kit

· Student worksheets, including sample journal pages (separate booklet)

· Sample format for planning for support needs

· Sample student profile proforma

· Sample medical action plan

· Teachers’ checklist

· Sample letters of introduction and thank you 

· Workplace adaptations for disability

· Host employer information (separate document) 

Teacher Checklist

Below are some things to think about when setting up a work experience program for a student with a disability. Don’t forget to include the school’s usual forms and processes such as employer contracts and general information. 

Planning

(
Consider the best format for the placement in terms of blocks of time

(
Talk with the student’s main teacher for input

(
Make plans regarding the student’s support needs

(
Confirm if the student has a medical action plan

(
Phone parents/guardian to discuss support needs and plans

(
Confirm with student and parent/guardian regarding providing information to employer

(
Develop communication strategy with clear plans regarding emergencies

(
Hold initial discussions with the employer, send introductory letter
(
Accommodations – talk with the student, parents, occupational therapist, and the employer about any adaptations or assistance the student might need in the workplace

(
Conduct site visit (see below for things to consider at a site visit)
Student

(
Plan for support needs (questionnaire attached to assist with this)
(
Talk about discrimination and bullying in the workplace and what to do if it occurs.

(
Work through the workbook with the student

(
Disclosure. The benefits and issues involved in disclosure, and who to disclose to

(
Contact details of the workplace

(
How they will travel to the workplace

(
What time they need to be there

(
What they need to wear

(
What to do in an emergency

(
Who to contact if they are sick

Host employer 

(
Compile host employer folder. Include relevant material from the following, after confirming its release with student and parent/guardian.

(
Contact details for emergencies

(
Student profile

(
Medical action plan (if the student has one)

(
Information sheet on disability

(
Include any school-based information including contract

(
Discuss the issue of confidentiality with the employer

(
Consider any additional issues for health and safety, and communicate these to the employer.
Site Visit

Some things to consider in addition to general conversations about the placement (for further information see earlier section):

(
Talk with the employer and co-workers regarding any concerns they may have

(
Go over the medical action plan with the employer (if student has one), and emergency contact numbers

(
If the student needs extra time for training, explain this, as well as the best way to receive instruction.

(
Discuss any modifications that might need to be made to the workplace.

(
Investigate whether assistance is available for a site visit from a non-government organisation or occupational therapist.

(
Clarify skills required to perform the task

(
Check the physical accessibility of the workplace

(
Determine accessibility of the workplace by public transport

(
Check the workflow and pace of work

(
Consider the consequences of making errors in each task

(
Identify unfamiliar signs

(
Take photos of the workplace to introduce the student to the workplace

Monitoring

(
Monitor placement regularly and deal with concerns that arise quickly
At the end of the program

· Work with the student to fill in the review form

· Send thank you letter to the employer

(
Assess employer’s interest in hosting the student again in the future, or in taking further students with a disability.

Questionnaire to assist with 
Planning for students with disability

Talk with the student about the things that will make their work experience easier. Ask the student if it is all right if you discuss these questions with their parents/carers, main teacher and support staff. Use this information to plan the placement.

Format

· Is there a time of day that is best for the student?

· Are there limitations on how many hours a day are productive?

· Do transport arrangements affect what days they can attend?

Support

· What support does the student have in day-to-day life?

· Will the student need additional support in a work experience placement?

· How long might this extra support be needed for? (eg 1 hour a day)

Accommodations

· Are there accommodations that the student might need in the workplace?

· Are there access and mobility issues that need to be considered?

· Is there assistive technology that the student will need to access?

Literacy and Numeracy

· Will the student have difficulty reading signs at work, or instructions?

· Does the student need help with numeracy?

What is the best way for the student to receive instructions?

· Will instructions need to be given in verbal, written or pictorial format? Is there a need for tasks to be demonstrated?

Work environment

· Are there any work environments that would place additional stress on the student?

· Are there particular tasks that the student should avoid?

· Are there any additional occupational health and safety issues?

Travel

· How will the student travel to and from their work experience placement?

As well as planning for student support needs this information can 
assist in completing a student profile for the employer.

Date

Employer’s Name

Company Name

Employer’s Address

City    State    Postal Code

Dear _________________ 

Thank you for agreeing to provide [name of student] with work experience from [starting date].  You are aware that [ ________ ] has a disability which will require additional planning and consideration when arranging work experience activities, to ensure smooth working of the placement.   

I look forward to discussing the placement with you prior to the scheduled starting date, and to answering any questions you may have in regard to the capabilities of the student.  

I am sure that the work experience will be of great value to [ ________ ], and your interest and support is much appreciated.   

Yours sincerely

Work Experience Co-ordinator


DATE

Attention: Employer’s Name

Company Name

Employer’s Address

City    State    Postal Code

Dear [Employer’s Name]

On behalf of the staff and students at ________________________________ ,


             [School Name]

I would like to thank you for your support of our Work Experience Program.

Work Experience is a valuable part of our program as it enables our students to sample ‘real work’ in a community environment.

All our students have benefited from the opportunity to develop attitudes and skills that will enhance their future options. 

I would appreciate it if you would complete the attached feedback form to help us plan future placements.

Yours sincerely

Work Experience Coordinator

Review

It is important to us that we hear how the work experience placement has been for you and your workplace. I would appreciate it if you could complete the questions below and send it back to me at the address below.

What tasks did the student do?

Were there unexpected outcomes from the placement (benefits for the workplace, problems not anticipated)?

How were problems solved if they occurred?

Was the support for the student appropriate? (If not, what would have made it better?)

Were you adequately prepared for this student? (If not, what would have helped?)

Would you be willing to participate in the program again?

If this student continued in this vocational direction, would you consider having them back for another placement?

Comments

Please send the completed review to me at:

Medical Action Plan 

A medical action plan is created for students with intensive or complex conditions such as epilepsy or haemophilia. They would usually be devised in consultation with relevant medical practitioners, therapists and teachers aides.

Medical action plans take into account issues of confidentiality and privacy to ensure that personal information about individual students is treated with respect.

You will find a sample medical action plan and further information at the Department of Education website www.education.tas.gov.au.

Medical action plans should include (where relevant):

· information on the student’s medical condition

· symptoms and consequences of the condition

· indicators of the need for medical intervention

· contact people and phone numbers (such as medical practitioner and parents)

· clear instructions to cover all foreseeable circumstances to do with work experience

· emergency procedures

· specific information about medication including administration and storage, timing, dosage and possible side effects

· relevant forms and written advice from medical practitioners and parents regarding the medical treatment of the student

· any specific instructions on meal management

· toileting procedures and management

· the people responsible for particular actions

· consideration of issues of privacy and confidentiality, and

· the degree of involvement by the student in their own medical action plan.

Workplace adaptations for disability

The level and nature of support will vary from student to student and workplace to workplace. Good matching of student to placements should eliminate many problems and records should be kept so that each new placement will become easier to organise. 

Information regarding communication and support strategies can be found in the employers’ kit.

Sensory impairment - hearing, vision, and physical

Most students with physical limitations are able to voice their needs and cope very well with work experience when the problems of physical access have been attended to. Utilise the advice of teachers or aides working with them in setting up work experience. These people will probably already have encountered and solved many of the issues that may arise. Use the expertise of others who are available. 

Hearing impairment

Swivel chairs can make it easier for students to turn for lip reading. Use of a TTY - a telephone for the deaf may be a possibility to assist with office skills.

Vision impairment

Set up the workspace in a quiet spot outside traffic flow. Make sure that there are no projections at head height or eye level. Ask about any specific lighting needs. In general, surfaces should be well lit with minimal glare.

Bright yellow lines painted along the edge of dark steps will assist the safety of all workers.
Written materials should be provided in at least 16 point font, particularly safety instructions. Look for good contrast, yellow on green or black on white, avoid instructions written in pale colours, avoid pastels.
Cognitive impairment

See employers kit for communication strategies

Dizziness, fainting or seizures

If a student is susceptible to these then safety considerations such as heights, dangerous equipment, moving machinery, cooking with hot oil, or using sharp knives need consideration. However it should be remembered that a seizure may only last a few minutes so that for 98 per cent of the day, the student is `normal" and the seizures should not be allowed to dominate everyone's thinking.

Coordination, movement

There are many aids for people with these problems: tools with wider handles, use of non-skid mats or grips, weighted handles, large print scales, talking calculators, voice operated computers, strategically placed mirrors etc. Check what the student already owns or uses.

You can also discuss this with the student’s occupational therapist.
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