Form of the Student’s Work Practice Instructions
VALGA COUNTY VOCATIONAL TRAINING CENTRE
(NAME OF THE PROFESSION) SPECIALITY
 WORK PRACTICE INSTRUCTION; (name of the student, study group)
1. General information about work practice
· Start of work practice:
· End of the work practice:
· Work practice volume: …. hours / … credits
In order for the Student to take work practice in a company acting in the field of activities that the Student is being trained, the Student contacts the company and submits his personal data as required according to work practice place application form. The form is available in web at https://tahvel.edu.ee
In case of agreement with the company about having work practice there, a representative of the company shall enter data necessary for preparation of practice contract in the practice place application form and return the application form to the School. A work practice contract shall be prepared by the school and signed by the student, the school and the company.
The trilateral signed work practice contract shall be returned to the school by the student within the first two weeks of the practice period. In case the student fails to return the copy to the school, he will not be allowed to defend his work practice. 

Reporting on the 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.
2. The Student shall fill in his/her work practice documents in web environment at https://tahvel.edu.ee
1. Work Practice Diary
A Student taking work practice in a company shall make entries to his/her practice diary on daily basis in the web and the entries shall describe his/her work tasks and volume of the work tasks in hours.
2. The version of the work practice report compiled by the Student in the web, which the representative of the company has approved prior to defending of the apprenticeship by the Student, shall include the following:
• General overview of the company offering work practice – field of activity, products, services; structure of the company and the trainee’s role in it;
• Description of tasks within the work practice – listing of tasks mentioning the equipment and machinery used as well as technologies, acquired new working skills, techniques and technologies;
• Assessment on behalf of the trainee – assessment to the company in respect of fulfilment of the aims of the work practice, self-assessment of the trainee concerning his/her fulfilment of the work tasks, assessment to the work culture and labour safety in the company.
• Summary of the work practice period – general assessment to the practice.
NB! In order to save the report, there should be at least one character in every “window” of the electronic report.
The student fills in all the work practice documents at https://tahvel.edu.ee, submits on the same website his/her work practice diary and submits his/her work practice report, which is approved by the supervisor appointed by the company, to the supervisor appointed by the school within 5 office days after completion of the work practice period.
The supervisor appointed by the school arranges defending of the work practice with in two weeks after completion of the work practice period.
3. The assessment grade is formed according to the following:
• 40% - based on the assessment grade given by the work practice 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 the results of defending 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
4. 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 outcomes, which is characterised by independent, targeted and creative using of 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. 

