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Work Experience Request Form
Merri-bek City Council
Date of request: Click or tap here to enter text.
Student details
Name: Click or tap here to enter text.
Date of Birth: Click or tap to enter a date.
Age (at time of placement): Click or tap here to enter text.
Address: Click or tap here to enter text.
Email address: Click or tap here to enter text.
Contact number: Click or tap here to enter text.
Name of school/community organisation (if applicable): Click or tap here to enter text.
Contact number for school/community organisation (if applicable): Click or tap here to enter text.
Preferred start date of placement: Click or tap to enter a date.
Preferred end date of placement: Click or tap to enter a date.
If your placement is measured in hours, please add the following details as relevant:
Hours per day: Click or tap here to enter text.
Hours per week: Click or tap here to enter text.
Total hours required: Click or tap here to enter text.
Do you require adjustments to be successful in your placement? Click or tap here to enter text.


Work experience type
Please select one of the following work experience types:
☐	 Vocational placement
(Formal work experience placement through an educational institution e.g. high school, TAFE, university)
☐ 	Community placement 
(Work experience placement through a community organisation who works with particular communities e.g. Milparinka, Diversity at Work)
☐ 	Non-structured work placement
(Work experience that does not form part of a formal placement through a school or organisation)
Placement details
What areas do you want to complete work experience in? For more information on what services we provide, please refer to https://www.merri-bek.vic.gov.au/  
Click or tap here to enter text.
What type of work are you interested in observing? Click or tap here to enter text.
Why do you want experience in these areas? Click or tap here to enter text.
What are you hoping to achieve during the placement? Click or tap here to enter text.
Emergency contact details
Please provide emergency contact details for the work experience student.
Emergency contact name: Click or tap here to enter text.
Emergency contact’s relationship to work experience student: Click or tap here to enter text.
Emergency contact number: Click or tap here to enter text.
Personal details (optional)
Merri-bek City Council is committed to being an inclusive employer with a diverse workforce. As part of this commitment, we ask work placement students about their identities. We do this to ensure our processes are inclusive.
The questions in this section are optional, and any information shared will be kept confidential.
Which country were you born in? Click or tap here to enter text.
Do you identify as Indigenous Australian? (Aboriginal and/or Torres Strait Islander) Choose an item.
How do you describe your gender? Choose an item.
If you use a different term to describe your gender, please specify: Click or tap here to enter text.
Is English the only language you use? Choose an item.
If you answered no, what is your main language? Choose an item.
If you use more languages, or speak a language not listed, please specify: Click or tap here to enter text.

Merri-bek City Council is committed to full compliance with its obligations under the Privacy and Data Protection Act 2014 (Vic) (Act) and the Health Records Act 2001 (Vic) (Act). 
All personal information collected by Council will be used for Council business purposes and kept confidential. It will not be disclosed to third parties unless Council is required to disclose the information under other legislation or disclosure is deemed reasonable under the circumstances. 
You can access personal information you have provided to Merri-bek City Council and if you wish to alter it, please contact Council’s Privacy Officer via telephone on 9240 1111 or e-mail at Privacyofficer@merri-bek.vic.gov.au.


Office use only
This form should be kept by the supervisor. 
Copies of this form should be provided to:
· The work experience participant
· Council’s Learning and Development Officer
· Council’s Risk Coordinator
Insurance details
☐ Participant covered by educational institution insurances (forward details to Council’s Risk Coordinator)
☐ Participant covered by community organisation insurances (forward details to Council’s Risk Coordinator)
☐ Participant to be covered by Council insurances (please advise Council’s Risk Coordinator to confirm cover)
To be completed by the Learning & Development Officer prior to commencement 
☐ Copies of paperwork from the educational institution have been completed and sighted (e.g. Workplace Arrangement Form)
☐ This Work Experience Placement complies with the Work Experience Policy
☐ Working with Children Check received for the supervisor (for students under 18)
To be completed by the Risk Coordinator prior to commencement of placement
☐ Copy of insurances sighted (where the participant is covered by the institution or organisation’s insurances)
☐ Participant is eligible to be covered by Council’s insurances (if non-structured work placement)
☐ Details entered into Risk Register
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