[image: ]
TEMPLATE FOR TEACHERS 2024

This information may be useful for teachers who are contacting Western Australian tourism and hospitality operators on behalf of their students, and looking to secure unpaid work experience, work placement and volunteer opportunities for them.





[bookmark: Text1]Dear      	Comment by Author: Business owner name, or if unknown type the name of the business. 

[bookmark: Text2][bookmark: Text3][bookmark: Text4]I am the       at and am seeking       for our       students. 	Comment by Author: Your role	Comment by Author: Work experience or work placement opportunities 	Comment by Author: Type in year group/s and what course for example Hospitality/WPL/Cert/Diploma/Degree 

[bookmark: Text5]This placement will form a part of       and offer the students the chance to learn practical skills and apply knowledge learned in the classroom whilst engaging directly with industry.	Comment by Author: State reason fox example Cert requirements/WPL/Work experience

Let the employer know potential dates/times or restrictions and what insurance coverage is provided

Assure them that the students are fully cognisant of expectations and responsibilities.

[bookmark: Text6]If you require further details regarding      ], please feel free to contact me at       	Comment by Author: This work experience or work placement request	Comment by Author: Insert contact details

Thank you for your consideration, I look forward to hearing from you soon. 

Yours sincerely,


[bookmark: Text7]     

Attachments: 
student resume/ school documentation/ certifications











TIPS:

Encourage students to learn about the company and write their own application letters/emails where appropriate.

These templates are only a guide. Personalise applications as much as possible.

Some employers may have their own online registration procedure.

Try to match student interests to appropriate businesses. 

Approach businesses that are within easy transportation reach of the student.

Check with school families, local chamber of commerce etc. for potential work experience or placement opportunities. 


OTHER DETAILS:

Students over 18 may have to provide a National Police Certificate or Working with Children Check at own expense.

The student or educational institution may be responsible for providing insurances during the duration of the work placement/experience.

Students must meet employer dress requirements, be on time and responsible for their own transportation and meals.

Information obtained during placements may be confidential.

Work placements may be terminated if the student does not meet the employers’ requirements.


OTHER INFORMATION:

Work placements:

https://www.fairwork.gov.au/tools-and-resources/fact-sheets/unpaid-work/student-placements


Jobs and skills Job application cover letter examples:

https://www.jobsandskills.wa.gov.au/sites/default/files/uploads/Jobs%26Careers/jswa-cover-letters.pdf

https://www.jobsandskills.wa.gov.au/young-starting-out
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