


	APPENDIX 1
	[image: A picture containing text, clipart

Description automatically generated]


Checklist for school staff organising a ClubEDU event.	

PLANNING

☐ Register students for Work Placement with WPSP.
☐ Prepare students for Work Placement - Work Readiness activities.
☐ Organise release of Hospitality teacher for planning day and days 4 and 5 of program.
☐ Complete ClubEDU EOI and send to WPSP and ClubEDU Coordinator, Beth Beatty.
☐ Hospitality teacher and students register with CoAssemble.
☐ Organise Planning Time with the Club.
☐ Confirm activities including position/roster placement of students within the Club for work placement.
☐ Negotiate specific competencies to be practiced / assessed in the workplace.
☐ Allocate students to placement rosters in the Club for their placement.
☐ Confirm Masterclass Industry Expert/Chef & menu & date(s).
☐ Confirm Restaurant/Function date(s) & venue.
☐ Notify WPSP of dates & student responsibilities during work placement for SPR.
☐ Manage all Work Placement documentation provided by WPSP.
☐ Ensure all parties receive a copy of the fully signed SPR.

RESPONSIBILITIES

☐ Ensure Industry Experts/Chefs/Front of House Manager are briefed in school procedures and policy when on site, including COVID19 requirements.
☐ Retain duty of care for student supervision in the workplace as per Workplace Learning Policy.
☐ Act as initial point of contact if problems arise.
☐ Inform the employer, school admin, WPSP & ClubEDU Coordinator if work placement is cancelled.

DOCUMENTATION REQUIRED

☐ Student Placement Record for each student.
☐ Student Work Placement Journal for each student.
☐ Permission to Publish ClubEdu and WSC for each student.
☐ ClubEDU Expression of Interest.
☐ ClubEDU School-Club Agreement.
☐ Excursion Risk Assessment.
☐ Excursion Risk Management Plan.
☐ Variation of Routine – School Form.
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