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RESOURCE FOR 
Teacher Aides

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 aides in attending work experience/work placements for students with disability. This project has been supported by Skills Tasmania.

Supplementing this guide are student workbooks in differing formats, teachers’ guide and information for employers.

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
	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

Work experience is an important part of future planning for students with disability. 

Here they can test ideas about what they might be interested in doing when they leave school, gain new skills and experiences and is an opportunity to experience firsthand the world of work. It can also increase students’ self-esteem.

Being a new environment there are a number of things to consider when supporting students in the workplace. Some will be an extension of programs begun in school, others will need new solutions. It is a chance to go into a work environment and see the student in a new light – see new strengths and develop the relationship.

One of the key elements is for the student to develop confidence and independence, one of the key skills for the aide is knowing when to step back and withdraw while monitoring safety and the impact on the workplace.

In the following pages you will find information about:

· Your roles in the workplace

· Preparation for work experience

· Scouting the workplace

· Disclosure, dealing with questions

· Stepping back

· Training/task analysis

· Preparation of visual/aural aids

· Working with students with different needs
Flexibility is the key - your role in the workplace

In moving out of the school and into the workplace in addition to your regular role your job becomes one of acting as a ‘bridge’ between the student and the employer. 

You will be balancing the issue that the employer is offering the placement as a favour while striving to allow the student to have as much involvement and independence as possible. You will need to be prepared to be interventionist when it comes to safety issues but know when to stand back and allow the student to participate to their full ability.

Workplaces differ in how they operate, and your role will also vary according to the student’s tasks and workplace organisation. The ability to be flexible is essential. 

Some roles that you may be called on to undertake include:

· Preparing the student, including preparation for a change in routine 

· Training – task analysis, developing aids, modelling, demonstrating

· Monitoring in the workplace – including hygiene and behaviour

· Modelling behaviour in the work place – such as how to get on with others

· Mediation and advocacy – between the student and others in the workplace

· Providing feedback and debriefing

Learning to step back

To avoid teaching students to be overly dependent, learn to ‘step back’. Resist the temptation to do the job for the student.

There are a number of ways to deal with the feeling that you may have nothing to do while the student completes their tasks, including finding a separate activity that you can do nearby.

Confidentiality and Disclosure

When going to the placement remain aware of confidentiality and your reporting pathways. If there are problems talk first with your line manager about finding solutions.

There are benefits in the student disclosing about their disability in the workplace. It makes it easier for the employer and other staff to understand their needs and helps avoid misunderstandings. However it remains the student’s choice.

The student may already have discussed disclosure with their support teacher and worked out what they are comfortable with. They may agree to some staff being told about their disability and not others, or they may be happy disclosing to staff, but not customers.

Before going into the workplace prepare an answer to respond to questions about what you are doing there (for instance if you run into someone you know at the workplace). Learn to be brief in your answers. Some responses could include:

· ‘Part of my work as a teacher’s aide is coming out on work experience’

· ‘I’m settling the student in to the placement’, or ‘seeing how the placement is going’.

· You can try deflecting questions - if the worst comes to the worst you could say ‘as part of school policy I can’t talk about it’.

Staff members may want to talk about the student’s disability. A response to this is ‘if you’re interested, have a chat to the student’. 

19 Ways to Step Back 

We should, of course, be available to our students when they need us. To avoid teaching them to be overly dependent, though, keep in mind: 

1. Acknowledge your impulse/need to make students' days go smoothly. There's a reason you chose the helping profession.

2. Pause before answering or helping.

3. Sit back for a whole task while you practice giving verbal/gestural cues instead of coactive assistance.

4. Pat yourself on the back every time your help is specific to the student’s needs but you have resisted helping with thinking; allow the student to think for themselves.

5. Schedule in advance a brief task or time period when you commit to no intervention … no matter what (unless safety is compromised.) See what happens. Reintroduce assistance  only as needed.

6. Sit further away. If you have been within arm's reach, sit just within earshot. If you have been sitting just within earshot, sit across the room.

7. Take data instead. Keep a tally of the number of times in a lesson students appropriately go to their classroom teachers instead of other adults, i.e. initiate contact themselves.

8. Call on students' age-peers to assist.

9. Unless you are the classroom teacher, catch yourself before you correct students' work. Remember, this is about students' skills . . . not yours. 

10. Teach students to decline assistance: "Thanks, but please let me try it by myself." Praise independence.

11. Phase out cues. 

12. Have students discreetly ask their classmates for information (what page they are on, what is the school lunch, who the teacher is talking to, etc.) 

13. Remind yourself that you're stepping back so that students can become independent. It's harmful when you cover for them. Don't be responsible for holding them back in this area. 

14. Make sure that school staff members (especially the principal) know your reasons for stepping back so it doesn't seem like you are shirking your responsibilities. 

15. Clock how long it takes for students to do things independently. The extra time to start activities may seem eternal but actually last only a few seconds. 

16. Tell other adults in the classroom that you're going to step back and ask them to remind you when you should do this. 

17. Let classroom teachers serve as clearinghouse for all questions or needs. Students ask their classroom teachers. The classroom teachers then decide to (a) respond themselves, (b) delegate other adults or students to help, or (c) ask the students to try to work it out alone 

18. Let your students make mistakes and get into trouble. It's part of the human experience! 

19. Post a sign, "Could I be doing less?"
An adaptation from Classroom Collaboration by Laurel J Hudson (PhD). This version from Autism Approach www.autismapproach.org, written by Jim Crawford Educational Advisor (M. Sc. Chicago),

19 Ways to Step Back was prepared for the classroom, but the principles work well in a workplace.
Settling in as aide

It’s normal to feel nervous about a work experience placement. Accept that it takes time to get used to a new environment and learn how it works. 

Talk to the support or career’s teacher about your role

Discuss what preparations have been made for the placement, including site visits with the student’s support teacher. Have they talked to the employer about the tasks the student will be doing? Check they are happy for you to come back to them with any questions you might have.

Confirm any arrangements regarding health issues. Does the student have a health concern? Are there additional tasks to be considered when on work experience (for instance is the student a diabetic and in need of insulin)? Are there medications you need to be aware of? Discuss the student’s medical action plan with their support teacher.
Has the support teacher visited the workplace? Do they have suggestions that might make the experience easier for both you and the student? Find out if they have taken photos to show the student and other key stakeholders.

On Site 

Check the physical environment. The support teacher or occupational therapist may have organised for accommodations. In addition, there may be small changes that you are aware of that will make the placement easier for the student. Find out where the student will be sitting. Take note of the pace of the workflow, areas of great noise and physical access. Identify any signs that might be unfamiliar to the student. 

Take photos. This can help students acclimatise. Check with the student what photos they want you to take.
Talk about training. Find out what tasks the employer has planned for the student, and if the support teacher has not already done this, clarify the skills needed to do the task. You may want to do a task analysis, and develop aids to help the student with learning. Let the employer know if the student will need extra time.

If there are additional issues, such as the need for the student to keep medication in the fridge, talk to the employer about this. Find out if there is a quiet place for the student to relax or calm down if they are stressed.
With the student

Talk with the student about what they expect to happen in the workplace. Explain things they may be unfamiliar with such as the role of feedback and expectations about acceptable behaviour. Plan private signals with them if they need reminders about appropriate behaviour, and the need for appropriate clothing and hygiene.

Discuss with them the fact that there will be a change in routine – some students might have difficulty with change.

Prepare any visual/aural aids they may need (see next section).
At the workplace

It is important to be friendly in the environment, but to keep in mind that the student’s experience is a priority over your social interaction. 
Induction

A proper introduction to the workplace will make you both feel more at home in the workplace. Encourage the employer to take the student on a tour, introducing you both to other staff and pointing out key features such as lunchrooms and toilets. 

Make sure the student has an opportunity to learn about occupational health and safety, and rules around issues such as using the work phone for personal calls and where to eat and drink.

Encouraging Independence

While you are in the workplace try to establish the student being able to do as much as possible without you. Be alert to times when the student doesn’t need while remaining watchful of safety.

Training

Break the tasks down into steps and identify those parts of the job that the student will need help with. Talk to the employer about what the student can and can’t do, the job might be able to be modified so that the student can do part of the job, with you doing the step/s they are unable to do.

Task analysis

To help with teaching skills tasks can be broken down to be more easily understood by the student.

1. Identify the individual steps that combine to make up the whole task.

2. Analyse what skills will be required to safely and successfully complete the steps

3. What equipment/adaptations should be used or made to enable completion of the job?

4. Are there any environmental issues that need to be addressed?

5. Is this job/task suitable for the individual?

Take notes about the tasks and take photos to help in the development of visual aids. Plan to phase these aids out over the progress of the placement, if possible. 

Keep instructions specific, short and simple. Some students will need repetition to learn a new task:

· Show how to do the task, and talk about it while you are doing it.

· Talk about what they are doing while they do it

· Then get them to talk about what they are doing when they are doing it.

You may need to keep teaching methods systematic, continuing to use the first method taught. Practise tasks such as stapling and photocopying back at school.

Visual/aural aids

Some students will need reminders about the sequence of steps that make up a work activity (eg photocopy, collate, staple). They may have previous experience about the kinds of supports that have been useful.

Visual aids such as photos or labelled diagrams can be prepared in collaboration with the student. They may have previous experience with some aspects of the task, or with the kinds of solutions that are useful. The student might want to use their mobile phone for notes and reminders.

If they have difficulty with memory prepare checklists and schedules as well. Remember you can make these small enough to fit in a student’s pocket.
Using the student workbook

Encourage the student to use their ‘Making It Happen – Work Experience for All’ workbook. Make time at the end of the day for them to complete their journal.

Structuring the day

Many students will work well when a routine is in place and they know what to expect in their day. A daily plan can be developed in conjunction with the manager, and changed if needed. 

Example of a daily plan

	Today’s Jobs
	Completed (tick when done)

	Photocopy 15 copies of notes from meeting. Collate and staple the 15 copies. Put a copy on everyone’s desk
	

	File tax invoices in alphabetical order of company name
	

	Fold letters and put into envelopes
	

	Put a postage stamp on each envelope
	

	Enter sales data onto sales spreadsheet 

	


Monitoring and behaviour management

Monitor appropriate behaviour with customers and staff. You can develop signals (either verbal or sign) to subtly remind the student about this in your pre-placement discussion. 

Develop plans to cope with anticipated behaviours. You may be aware of antecedents (triggers) that lead to problematic behaviours, such as noise levels, position of desk or dealing with a number of people at one time. Where possible make arrangements to reduce these stresses. You can roleplay some possible scenarios at school before going on work experience.

If you think the student might need it, identify together a calm room at the workplace where they can go if they feel stressed or anxious. The student may have ‘cool down’ cards they can give you when they feel that they need to withdraw from a situation.

In a crisis situation, respond calmly and limit the amount of talking. Interrupt the behaviour and if possible redirect the student to another activity. If necessary, take the student outside to discuss the issue, or take them to a quiet place where they can calm down and relax. Encourage the student to use stress relaxation techniques.

You may also need to give reminders about appearance and hygiene.

Feedback and debriefing

Give the student lots of positive feedback. As well, correct mistakes, bad behaviour and unsafe working methods, letting them know why this is important.  

Taking criticism and being corrected is all part of working with other people. When giving criticism be concise and consistent and make it easy for the student to understand. Encourage self-evaluation by asking questions such as ‘how do you think you went achieving your tasks today?’ and ‘how do you think you are getting on with your fellow workers?’

Debrief with the student if they get upset about an incident in the workplace, using your experience of the workforce to reassure them.
Mediating and advocating

You may need to advocate for simple changes such as desk arrangements or that the student be involved in regular activities in the workplace such as staff meetings. In doing this remember not to talk about the student in front of them as if they are not there.

When working with students who have difficulty understanding complex speech, consider talking to staff and the employer about using straightforward language, and suggesting that they rephrase questions that the student doesn’t understand.
If the student doesn’t know how to do a task you could try to encourage them to ask, or model how to ask for help. This could include:

· Have the student stand next to you while you ask the question

· Stand next to the student while they ask

· Prompt them to do it themselves.
Mediation between the student and supervisor or another staff member may be necessary. You might be called on to explain if the student needs to withdraw.

Modelling to other staff

Other staff in the workplace may not have your experience in working with students with disability. Model how best to communicate with the student, including communicating in an age-appropriate way. You can also demonstrate respectful ways of giving feedback.

Mini schedule

Example

Task: Preparing salads

Once written, a task schedule similar to the one below may be re-used each day. This may eventually be faded out.

	Preparing salads – what to do
	Tick when finished

	1. Put on a hair net and apron
	

	2. Go to the hand basin and wash your hands with soap. Dry you hands with paper towel.
	

	3. Go to the cool room and bring to the bench:
-  6 cucumbers
- 15 tomatoes
-  2 lettuce
-  1 block of cheese
	

	4. From the store room get:
- sharp knife
- chopping board
- 4 metal containers and bring them to the bench
	

	5. Wash the cucumber, tomato and lettuce under cool water. Leave them to drain in green colander
	

	6. Now slice the block of cheese into thin slices
	

	7. Put the cheees into one of the metal containers
	

	8. Sliced the cucmbers and put them into one of the metal containers
	

	9. Pull all green leaves from the lettuce
	

	10. Put some leaves together and thinly cut up the lettuce. Then put it into a metal container
	

	11. Put the 4 metal containers into the sandwich bar display
	


From ‘Work that Works’, A resource for supporting individuals with an Autism Spectrum Disorder in the workplace, C 2005, University of South Australia, Tim Roocke & Erin Smith, Autism SA

 Working with students with different needs

Supports needed by students will vary with competency in communication, mobility, vision, hearing, learning abilities and behaviour. 
For comprehensive up-to-date information research the web for the best ways to work with students with disability. The Australian Government’s Job Access site (www.jobaccess.gov.au) has a range of helpful information on supporting job seekers in the workplace that is also relevant to the school work experience situation. A number of non-government organisations have websites with helpful tips and research; the ADCET site (www.adcet.edu.au) has a wealth of information and links.

The Making it Happen Host Employer information has information about different disabilities and communication strategies. Below are a few brief pointers to supporting students in a work experience situation.

Working with students with autism and Asperger’s syndrome

Students who have autism will often work best in a structured environment where activities happen in a routine way. They may have difficulty coping with a busy or noisy environment and need to find a quiet workspace.

Plan how to teach new tasks in an ordered way, using a step-by-step approach and reinforcing with visual cues or written instructions that they can follow. Introduce new tasks only when they are comfortable with those they have already been taught. Phase out aids and practice stepping back to allow the student to complete tasks themselves.

Students with autism can have difficulty understanding body language or metaphorical speech. Some students will gain from instructions about how to take part in aspects of workplace culture such as jokes, pace of work, when to have breaks, and how to dress. 

They may also need strategies regarding management of appropriate behaviour, and a calm place to relax if they get stressed. Reduce known antecedents (triggers) of inappropriate behaviour. 

Working with students with intellectual disability

Students with an intellectual disability may be most comfortable with a structured and dependable environment with consistent teaching methods. They may need a great deal of reinforcement, this can include checklists and schedules, either written or graphic.

Students may have low impulse control and problems with social boundaries. Prepare strategies to deal with anticipated behaviour issues, including pre-planned signals, and somewhere to go to calm down. Discuss workplace culture and acceptable behaviour.

Monitor hygiene and appropriate dress and if necessary give reminders.

Students with Down’s syndrome may have associated illnesses such as diabetes and need additional arrangements in the workplace.

Working with students with cerebral palsy

For students with cerebral palsy, physical access issues are important. Clear corridors, access to workspace and toilets, and access to computers may need to be negotiated. Remain student-conscious and monitor the student’s impact on the workplace – wheelchairs can scrape paint, and mobility limitations may mean that things get knocked over. Monitor fatigue levels with the student.

Arrangements may need to be made around access to computers and assistive technologies. Find out if there are electronic versions of information. 

Analyse work tasks and work out which parts of the job can be done by the student. Allow the student to do as much as possible. Learn how to step back and let the student get on with the tasks even if it takes more time. It is important that they get as much hands-on experience as is possible.

Model age-appropriate communication for others in the workplace, and if needed talk to others about the best way to communicate with the student. Don’t worry if the student takes a while to answer, and encourage them to be the person who asks questions.

Working with students with personality disorder

Students with personality disorder may have difficulties with social boundaries and appropriate behaviour and find it difficult to maintain relationships. Their behaviour may be inconsistent from day-do day and they may also experience anxiety and depression. 

Talk about employers’ expectations in the workplace. You may need to remind them about social boundaries, explaining about keeping conversations about themselves brief, and that supervisors share their time with others in the workplace. Explain that feedback in the workplace is normal. Encourage employers to give positive feedback.

Pre-plan responses to inappropriate behaviour, signals with the student. In the workplace identify a quiet place where they can calm down if necessary. Have a plan prepared in case of a mental health crisis.

If they are anxious their confidence may vary, so on some days they may need help with tasks including getting to and from work experience.

Working with students with vision impairment

If possible allow the student to choose a quiet spot out of the general traffic. Let people know that things need to be kept in the same place, corridors need to be clear, and doors kept open or closed, not ajar. The student may have specific lighting needs, and a need for information in large print (at least 16 point font). 

If the student uses a guide dog, find out where it can be fed, and organise arrangements for toileting and exercise. Model age appropriate communication, and appropriate volume.
Give directions in clear, specific language. Remember that the student needs help with seeing but not with thinking. Practise giving verbal instead of touch cues (sit on your hands for a whole task), ask open-ended questions. If you need touch cues, try hand-under-hand instead of hand-over-hand.
.
Working with students with hearing impairment

In the workplace, if possible allow the student to choose a quiet spot, away from loud machines and radios. If necessary negotiate to have music turned down, and facilitate the use of any assistive technologies.

If the student has an interpreter for a limited amount of time, arrange for training instructions to be explained while they are there. Suggest that the student creates visual cues for reminders or schedules.
 Checklist

Below are some things to think about when planning to accompany a student to a work experience placement.

Preparation

(
Talk with the support teacher. Find out if they’ve negotiated modifications for the workplace or assistance for a site visit from a non-government organisation or occupational therapist. 

(
Find out if the student has any special health considerations, and how to respond in an emergency.

(
Confirm confidentiality and disclosure issues, and who to report to if there are problems in the workplace. 

(
Plan ways of encouraging independence in the student, read ’19 Ways to Step Back’. 

(
Plan behaviour management strategies if this is an issue for the student. 

(
Talk with the student about expectations of work, how to deal with negative feedback, appropriate behaviour, clothing and hygiene. Plan private signals for reminders.

The work environment

(
Check the physical environment for relevant issues such as physical access, pace of the workflow, or areas of great noise. Identify unfamiliar signs.

(
Talk to the employer about training issues. 

(
Do a task analysis to identify which segments of tasks the student may need help with. Prepare visual aids if needed.

(
Take photos of the workplace for the student if desired. 

With the student in the workplace

(
Arrange introductions to everyone in the workplace. Find accessible toilets, lunchroom and any special requirements such as fridge for medication. Locate a ‘bolt hole’ for the student to calm down if you anticipate stresses in their day.

(
Monitor issues such as safety, behaviour and hygiene.

(
Model how most appropriately to communicate with the student, including how to give feedback.

At the end of the program

· If needed work with the student to fill in any review forms

· Provide any feedback you have gained regarding the placement to the support teacher, including any indications about the possibility of hosting the student for further placements. 
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� From ‘Work that Works’, A resource for supporting individuals with an Autism Spectrum Disorder in the workplace, C 2005, University of South Australia, Tim Roocke & Erin Smith, Autism SA
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� Adapted from Classroom Collaboration, by Laurel J. Hudson, Ph.D. (Perkins School for the Blind)





