Work practice instructions for supervisors appointed by companies
VALGA COUNTY VOCATIONAL TRAINING CENTRE
(NAME OF THE PROFESSION) SPECIALITY
WORK PRACTICE INSTRUCTIONS FOR SUPERVISORS APPOINTED BY COMPANIES (for course ……..)
The trilateral signed work practice contract shall be returned to the school by the student within the first 2 weeks of the work practice period. In case the student fails to return the copy to the school, he will not be allowed to defend his work practice. 

The assessment grade is formed by the following:
• 40% - based on the assessment grade given by the supervisor appointed by the company;
• 30% - based on the grade of the student's self-assessment and practical training report, compiled on basis of student’s individual training task;
• 30% - based on results of defending the work practice report.
Reporting on work practice by the student and the company (including filling in the diary, compiling the report, self-assessment and grading) is run at https://tahvel.edu.ee
Every curriculum contains a module of occupational safety according to which at student is trained in basics of job safety (including first aid). Training in occupational safety takes place within the first term prior to work practice and practical training.
Every next training module includes additional occupational safety and health care instructions, which covers dangers that might occur in the course of fulfilment of working tasks and instructions to avoid risks. Both the primary and additional occupational safety instructions are registered by study groups and are signed by the instructor and the student.
1. General aims of work practice in companies:
1. The aim of a work practice contract is to make acquaintance with the venue of the practice (work place) based on application by the work place.
2. Introduction of works run in the company, general work arrangement in the company, occupational safety in general and in every work place separately (work instructions), getting to know technologies and tools in the object of the work practice.
3. Getting to know the structure of the company.
4. Learning the rules and routines of work and other necessary documentation.
5. Implementation of practical skills acquired in the training process within independent practical work under individual guidance; fulfilment of work tasks in similar situations; learning to know technologies and with emphasis on quality of work, rational work operations and acquiring of experience; formation of individual skills.
A trainee should take part directly in the working process. He is supposed to follow instructions given by the appointed supervisor and he is responsible for his work and its results.
2. Aims of the (which) course student's practice based on his curriculum:
1. During the first phase students implement knowledge and practical skills acquired in a (which field?) company.
2. Students will get acquainted with organisation of work of the company and pass primary safety instruction. They have to organise their working place according to the requirements, plan their working time and works as team members. Students will have direct personal instruction and guidance.
3. The student will develop his rational and accurate working manners, responsibility and team work skills, as well as communication and collaboration skills. His personal qualities will develop. Practical experience will add also to learning motivation.
3. Individual work practice aims of the (which?) course student's practice (to be filled in by the student):
1.
……………………………………………………………………………….;

2.
……………………………………………………………………………….;

3.
……………………………………………………………………………….

4. The student shall fill in his work practice diary and work practice report at https://vkok.praktikabaas.net/, which is accessible also to the supervisor of his work practice.
The work practice report, which is also approved by the supervisor appointed by the company, shall be submitted to the work practice supervisor appointed by the school within 5 consecutive office days.
5. Activities by work practice supervisors appointed by companies:
· to ensure safety supervision according to valid rules and regulations and to give overview of organisation of work in the company;
· to ensure safe working conditions for the trainee and to give explanations about possible risks;
· to hand over necessary protection means and work tools as well as to give information about making use and maintain them;
· to ensure working places to carry through work practice in the company so that the trainee can implement the tasks according to the goals set by the curriculum, to supervise the trainee at the work place and to give primary feedback of the work practice performance;
· to enable the trainee getting acquainted with company’s activities in respect of the study field and to enhance his/her professional skills and knowledge;
· to follow the entries made by the trainee in his/her diary and to give daily feedback using the web environment https://tahvel.edu.ee;
· after completion of work practice at https://vkok.praktikabaas.net/, to give general opinion about the trainee’s performance in the company taking into account the level of his/her acquired knowledge and skills, personal qualities and general development (point 6);
· to present the work practice report to the trainee and to conciliate the report before defending of work practice (YES/NO option in the end of the report);
· to enter grading marks and the summary mark (in numeral form). 
6. The work practice supervisor appointed by the company gives his general assessment in the web environment making use of pre-determined criteria (point 7) according to the following components:
Preparation of work place;
Knowledge of tools and instruments as well as skills to use them;
Command of correct working methods
Following occupational safety regulations
Level of occupational knowledge
Attitude towards work tasks
Communication readiness
Responsibility and diligence
Toleration of tension and stress
Independence while accomplishing work tasks
Know-how of materials and ability to select the right ones
Knowledge of the technological sequences of work and following the right procedures
Skills of reading work documentation
Quality of implemented work tasks
Level of practical skills
Skills of team work
Readiness to collaborate
Adaption with new situations
Getting on with colleagues
7. Criteria of work practice assessment are based on the level of skills:
· Grading mark “5” – “EXCELLENT” – the student has acquired a level that is beyond the level of learning outcome, which is characterised by independent, targeted and creative using of learning outcomes; 

· Grading mark “4” – “GOOD” – the student has acquired a level that is beyond the level of learning outcomes, which is characterised by targeted using of learning outcomes; 

· Grading mark “3” – “SATISFACTORY” – the student has acquired all levels that meet the demands of learning outcomes;
· Grading mark “2” – “POOR” – the student has not acquired all levels that meet the demands of learning outcomes. 

