
Appendix 7
 Valga County Vocational Training Centre Regulations of Work Practice Arrangement and Implementation Terms and Rules of Procedure
1. General Provisions
1.1. Work practice in companies is integral part of level training according to which the student fulfils work and training tasks in working environment under supervision of an instructor. In the course of work practice in a company, the student puts his/her acquired theoretical knowledge into practice, improves his/her practical skills and forms his/her attitudes.
1.2. Rules of Procedure of Work Practice provides all the students with work practice in companies and organisations (hereinafter referred to as Apprenticeship Place) that is targeted according to the curriculum taken in the school, implemented under supervision and provided with feedback and assessment of acquired training outputs according to the criteria set by the curriculum.
2. Preparation of Work Practice
2.1. The Director of Studies works out work practice arrangement plan / schedule of studies for the whole academic year determining relevant work practice periods of time. Supervisors of work practice shall be appointed by September 15. Work practice places may be added throughout the whole study year. 

2.2. Finding of work practice places shall take place under the leadership of the school in collaboration between the student, the school and the work practice place.
2.3. Decision about work practice place meeting the demands of the requirements that support study aims according to training outputs described in the curriculum, shall be taken mutually by representatives of the school and the work practice place.
2.4. Relationships between the school, the student and the work practice place concerning work practice shall be agreed upon in an work practice contract, which is signed prior to the start of the work practice period fixing details of the work practice including also rights and obligations of the parties.
3. Supervision of Work Practice
3.1. Supervision of the work practice shall be carried through by two supervisors, one appointed by the work practice place and the other one by the school. The supervisors fulfil their tasks in cooperation.
3.2. The tasks of the supervisors include instruction and consultation of the student in preparation and implementation of work practice, support the student in self-assessment and give feedback about acquiring learning outcomes in the course of the work practice.
3.3. The school will ensure informing, training and consulting to the supervisor’s appointed by work practice places.
4. Implementation of Work Practice
4.1. Supervisor appointed by the school shall design the student’s individual work practice plan together with the student and supervisor appointed by the work practice place setting the student’s individual work practice tasks based on the curriculum, which includes description of the passed theoretical training by the student and expected outcomes in the course of the practice.
4.2. Supervisor appointed by the school consults the student throughout the period of work practice and in case of need he/she also consults the supervisor appointed by the work practice place in issues about preparation and implementation of the practice, including filling in documentation.
4.3. Supervisor appointed by the school shall visit the work practice place at least once within the practice period in order to follow the training process and ensure achievement of the training outcomes.
4.4. While assessment of training outcomes in the course of the work practice, the student’s self-analysis and self-assessment as well as assessment results of both the supervisors shall be taken into account.
4.5. Work practice supervisor appointed by the school gathers feedback from the student and the practice place in order to improve organisation of work practice, analyses the gathered information and submits his/her summary report about every study group by the end of the academic year.
4.6. After completion of the work practice period, the student shall write his/her practice report according to the relevant instructions and submit it together with his/her practice diary and assessment sheet to the supervisor appointed by the school within 5 office days from the last day of the practice period.
5. Work Practice Documentation
5.1. Work practice documentation includes:
· Application of Work Practice Place – in order to make first contacts with the practice place, bring contact data into line, prepare work practice contract;
· Work Practice Contract – contract between the student, the school and the work practice place;
· Student’s Individual Work Practice Plan – a document containing the individual aims of the student’s practice, work tasks, taken subjects so far and learning outcomes of the practice; the individual practice plan in an integral part of the work practice contract;
· Student’s Work Practice Instructions – instructions for the student containing aims, work tasks, guidance, assessment and feedback procedures of the work practice;
· Student’s Work Practice Diary – a document containing content and volume of training within the practice, analysis of training experience as well as daily assessment by supervisor appointed by the practice place to the training process and summary assessment of the practice;
· Student’s Work Practice Report – a report compiled according to relevant instructions in order to analyse and assess the practice process that is submitted by the student in order to work out his summary assessment;
· Work Practice Instructions for Supervisor Appointed by the Practice Place – instructions for the supervisor appointed by the practice place containing aims, work tasks, guidance, assessment and feedback procedures of the practice;
· School’s Work Practice Arrangement Plan is the document that determines the periods of time for work practice;
· Work Practice Summary Report.
5.2. Work practice documentation mentioned under p. 5.1. is compiled and submitted in the internet and maintained electronically.
5.3. Work practice documentation availability term in the school will be five years if not foreseen otherwise according to legislation.
6. Work Practice Assessment
6.1. Formative assessment will be used in assessment of work practice. The aim of formative assessment is to support the student’s training process during his/her practice and give feedback. 

6.2. The student will get a summary grading mark for his/her work practice. The aim of the summary mark is to give a summarised grading mark to the student’s performance of the work practice. 

6.3. The basis of the summary grading mark is as follows:
· Assessment of the supervisor appointed by the practice place; 

· The student’s work practice report and his/her assessment to performance of the work practice
· Results acquired at defending of the work practice
6.4. Supervisor appointed by the school gives his/her summary grading mark taking into account assessment by supervisor appointed by the work practice place, the student’s practice report and self-assessment, results of defending the practice. The criteria for assessment are set by Rules of Procedure of the Training Process.
Annexes: Forms of Work Practice Documentation
1. Form of Work Practice Application  

2. Form of Work Practice Contract
3. Form of Student’s Individual Work Practice Plan
4. Form of Student’s Work Practice Instructions
5. Form of Student’s Work Practice Diary
6. Form of Student’s Work Practice Report
7. Form of Work Practice Instructions for Supervisors Appointed by Companies
8. Form of Work Practice Summary Report 
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