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	APPENDIX 2 - School Organisation Checklist
	


Suggested 5-Day ClubEDU Experience – can be split over several weeks.

	
Day

	Activity
	Actions
	Resources Required
	Who
	Date
completed

	
	Planning Day 
	Prior to Planning Day:
Check School Calendar for suitable dates for all events.
	School calendar
	Teacher
	

	
	
	Meet with Club representatives
	Release Day
	Teacher
Club reps
	

	
	
	Confirm work placement dates, activities & dates including venues, Masterclass date, venue & menu, Restaurant/Function, Club Supervisors, Industry Experts.
	VTR form
	Teacher
Club reps
	

	
	
	Advise WPSP of dates, rosters and specific student activities for work placement and SPR.
	WPSP Work Placement Confirmation
	Teacher
	

	ClubEDU
Day 1
	Induction
&
Work Placement 
Day 1
	Visit venue for workplace induction, club expectations & rules, WHS, Club Tour and introduction to Club Edu Program.
Allocate students to work placement rosters & rotation.
Restaurant/Function menu design.
Light Lunch/Morning tea/Afternoon tea.

	Student Placement Record – employer copy fully signed.
Student Work Placement Journals
Emergency Contact Card
Students work placement ready – uniforms
	Teacher, students, venue staff/supervisors
	

	Day 2 
	Work Placement
Day 2
	Students participate in work placement following planned rotation.
	Student Work Placement Journals
Emergency Contact Card
	Teacher, student, venue staff/supervisors
	

	Day 3  
	Work Placement
Day 3
	Students participate in work placement following planned rotation.
	Student Work Placement Journals
Emergency Contact Card
	Teacher, student, venue staff/supervisors
	

	Day 4 
	Masterclass
	Masterclass at school or club – Industry Experts/Chef/Front of House Manager/venue staff.
KOps students participate in menu planning, costing and practical skills, end of shift procedures.
F&B students participate in dining room skills e.g. table and room setup, greeting guests, service requirements, espresso training, order processing and end of shift procedures.
	Industry standard kitchen, menu ingredients, classroom, whiteboard, data projector, cash register, docket books, espresso machine, dining room, tablecloths, cutlery, crockery, menus, table decorations and condiments.
	Teacher, students, venue staff, Industry Experts
	

	Day 5 
	ClubEDU Student Function  
	Student function – including set up of dining room, food preparation and service, end of shift procedures, reflection and feedback.
	Venue kitchen and dining facilities
	Teacher, students, venue staff, customers
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