Workplace Practices Resources 

  

	In teaching Workplace Practices it is extremely important to ensure that resources which are used are as up to date as possible, especially when discussing employment figures and trends. Teachers are encouraged to seek out up to date information from as wide a range of print, electronic, business, agency and community sources as possible. 



	Websites 

	www.myfuture.edu.au
	Australia’s career information service provides personalised ‘journeys’ for students as well as current data for research. A joint initiative of the Commonwealth, States and Territory governments. 

	www.workcover.com
	The Workcover site which contains information about safe work practices and OHS 

	www.wwc.org.au
	The Working Women’s Centre site 

	www.worksite.actu.asn.au
	The ACTU Worksite for secondary students provides information about work issues and includes fact sheets 

	www.safework.sa.gov.au 
	Information on awards, wages and conditions of employment in South Australia including OHS 

	www.jobsearch.gov.au
	Gives information on jobs, job prospects, training and conditions of work 

	www.careersonline.com.au
	Covers the process of making a career decision 

	www.defencejobs.gov.au
	The site for careers in the Defence Forces 

	www.centrelink.gov.au
	The Centerlink site includes information on allowances, services and advice on job seeking 

	www.flinders.edu.au
	The Flinders University site 

	www.adelaide.edu.au
	The Adelaide University site 

	www.unisa.edu.au
	The University of South Australia site 

	www.tafe.sa.edu.au
	The general site for TAFE in SA 

	www.satac.edu.au
	The site for the South Australian Admissions Centre 

	www.employmentnational.com.au
	Provides information on job search techniques, training and services 

	www.gtaltd.com.au
	A group training site that provides information on organisations offering apprenticeships 

	www.hreoc.gov.au
	Contains information on equal opportunity and other issues affecting employment 

	www.actu.asn.au
	 Australian Council of Trade Unions

	www.utlc.org.au
	 SA Unions

	www.ywls.org.au
	Young Workers Legal Service

	www.careerone.com.au
	Career advice and links to career resources

	www.alife.net.au
	Career information site

	www.jobguide.deewr.gov.au
	Job Guide

	www.skillsinfo.gov.au
	Industry skills information, including labour market information, industry reports and charts, regional information and skills shortages

	www.year12whatnext.gov.au
	A guide for students planning their post school education and training

	www.skillsone.com.au
	Advice on a range of career areas


	Other Publications and teacher resources

	Australian Journal of Career Development, Published by ACER 
	Contains articles about career education 

Phone 08 8333 8400 

	Insight, Published by National Centre for Vocational Education Resources Ltd 
	Contains information about training options and pathways 

Phone 08 8333 8400 to be on mailing list 

	Professional Associations 
	

	Membership of these associations provides information through conferences, workshops and journals:
	

	VET network 
	 www.vetnetwork.org.au

	Career Development Association of Australia
	www.cdaa.org.au

	Local newspapers 

	The Advertiser 
	Particularly the Careers section on Saturday which provides information about training options. 

	The Weekend Australian 
	The Careers section often has an article about a specific career pathway 

	The Age 
	Melbourne 

	The Herald 
	Sydney 

	Business Review Weekly 
	 

	Financial Review 
	 

	Television 
	

	A number of Current Affairs programs occasionally have segments related to work issues
	

	Programs include: 

Lateline (ABC) 

Landline (ABC) 

7.30 Report (ABC) 

Business Sunday (Channel 9)

A Current Affair (Channel 9) 

Today Tonight (Channel 7) 
	

	Videos 

	Video Education Australasia produces videos covering a wide range of topics including Job Search, Interview, Resumes, Work Experience, Workplace Safety, specific career pathways. 

Videos can be ordered on approval 
	Website: www.vea.com.au
Provides a full list or phone 1800 034 282 

	VEA Productions 
	

	Developing a Career Portfolio, Australia, 2009 (24 minutes).
	Covers a range of aspects relating to the compilation of a career portfolio, including defining a career portfolio, collection of information, relevant to both specific and generic skills, and putting it all together.  


	Choices for School Leavers, Australia, 2004 (26 minutes)
	This program provides useful insights by a number of young people who have made the transition to the workforce and some key messages relating to the process of career decision-making.

	Pathways Planning, Australia, 2009 (26 minutes)
	This program finds answers to common career questions by examining career choices and planning.

	All You need to Know About Apprenticeships, Australia, 2006 (28 minutes)
	This program investigates the many pathways available to young people by completing an apprenticeship or traineeship, as well as the well-paid options available by following this path.

	10 Employability Attributes and Skills, Australia, 2007 (14 minutes)
	Learn about the key attributes that employers look for in potential employees.

	Getting It Right at the Interview, Australia, 2009 (24 minutes)
	This program discusses the key basic skills that young people should posses prior to entering the workforce and attending a job interview.  

	Finding and Preparing for Work Experience, Australia, 2001 (18 minutes)
	This program provides students with valuable advice on choosing an area that interests them, and how to go about preparing for their time in the world of work.  Topics discussed include: transport, paperwork, awareness of their rights and obligations, and whether they have realistic expectations.

	Safe Manual Handling, 3 Steps to a Safer Workplace, Australia, 2000 (21mins). 
	Current practice is to minimise the risk of manual handling injury through a 3 step process 

1. Identify hazardous manual handling tasks. 

2. assess risks involved in hazardous tasks. 

3. Risk control – measures to reduce or eliminate risks. 

With the aid of an ergonomist and a physiotherapist, this program demonstrates how to make a workplace safer using some basic principles and procedures. 

	Working in a Socially Diverse Environment, Australia, 1999 (25mins). 
	This program explores the cultural awareness required by those working in Tourism and Hospitality. Industry professionals discuss the meaning of culture and cultural awareness, and their experiences dealing with, and meeting the needs of an enormous diversity of customers. Also includes employment practices and working with colleagues from a diversity of backgrounds. 

	OH&S, Duty of Care in the Workplace, Australia, 2000 (14mins). 
	This innovative program sparks the imagination with illustrations of good OH&S practice from the world of nature, as well as examining its implementation in several work locations. The universal nature of the principles of safe work practices are shown to be relevant to very person in their workplace. 

	Succeeding at Work, Australia, 2000 (17mins). 
	A new job can be an exciting opportunity and this program will help prepare you to make the most of it. Topics covered include: workplace culture, what your employer will expect from you, what you should expect from your employer – including pay slips and superannuation, working conditions, what you need to know 

	Working Attitude, Australia, 2006 (26 minutes)
	This program introduces students to the issue of attitudes at work.   

	Fit for the Job,Careers in Sport, Australia, 1998 (30mins). 
	Although many students would like to work in the sports field, very few have a good idea of the range of careers available. This video takes a look at this fascinating industry – we talk to and observe people in some of the old and new sporting careers. Also included is an overview of the potential of the jobs and the skills and qualifications needed for them. 


	Interview Tips and Traps, Australia, 2000 (18mins). 
	Perhaps the most daunting aspect of getting a job is going for an interview. In reality, the interview is just an attempt by the employer to find out who you are, and what you have to offer the organisation. This program explores the best way to prepare for the job interview, including research, attitude, knowing the question themes – your likes, insight and skills, practical considerations. 

In addition to comments made by a number of employers and advisors, the video provides a case study of Mike, who, despite waking from a ‘bad interview’ dream, ultimately carries out a successful interview. 

	Work – Produced by Film Australia, 1997 
	Phone 02 9413 8777 to purchase 

	3 x 10 minute episodes and study guide 
	Intended as discussion starters 

	1. Flexibility – the Vanishing Weekend 
	Examines the changing workplace 

	2. Productivity – Time is Money 
	Uses case studies in health and clothing industry to examine implications of desire for increased productivity on future employment 

	3. Adaptability – Work in Progress 
	Looks at the changing nature of work and enterprise agreements 

	Ace Day Jobs 
	www.abc.net.au/acedayjobs/

Online videos about people who enjoy their work

	Printed Material 
	

	Meredith, S., Speedy, R., Wood, B., Industry and Enterprise Studies – VCE Units 1&2, 2nd edn, Heinemann, 2001. 
	Produced for Victorian curriculum at SACE Stage 1 equivalent 

Contains sections on Work and Competencies for work, present and future work options, work operations, application of enterprise in work, industry as a setting for work, introduction to challenges facing the Australian workplace 

Information is introductory and would need classroom development for SACE Stage 2 

	Bright, J., Job Hunting for Dummies, Hungry Minds Australia, 2001. 
	Extensive information about the job seeking and application process 

Most suitable for SACE Stage 1 

Could be useful in finding employment at Stage 2 

	Healey, K., (Editor), Work and Families – Issues in Society, Vol 155, The Spinney Press, 2001. 
	Collection to articles about (mostly) women and work 

	Aris, S., Top Jobs, Duffy and Snellgrove, Sydney, 2000. 
	Collection of stories and advice about a range of careers in Law, Public Sector, Finance, Medicine, Health, Community and Education, Engineering, Information Technology, Communications 

Particularly useful in SACE Stage 1 and possibly as an introduction to research for Career Pathways Training and induction 

	Lewis, P., Tales from the new shop floor – inside the real jobs of the information economy, Pluto Press, 2000. 
	A series of stories of workers relating to the changing nature of work useful in What is Work? 

	Wilson, S., Decisions, Decisions, Careerways, Adelaide, 2001.. 
	A kit of reproducible sheets about career decision making 

Appropriate for SACE Stage 1 

	Wilson, S., Strive for Success, Careerways, Adelaide, 2001. 
	A kit of reproducible sheets on identifying goals, interests, values, strengths and abilities 

	Wilson, S., Job Seeking Skills that Work, Careerways, Adelaide, 2001. 
	A kit of reproducible sheets on the job application process 

Appropriate for SACE Stage 1 

	Wilson, S., Skills for CV’s, Careerways, Adelaide, 2001. 
	A kit of reproducible sheets on identifying and classifying skills for CV writing 

Appropriate for SACE Stage 1 

	Amundson, N, Poehnell, G, Pattern, M, Careerscope, Bright & Associates, Ergon Communications, 2005.
	Useful resource as a basis for career planning.  Contains interactive exercises.


	Bright, K, Bright, J, Getting a Brilliant Job: the student’s guide, Bright & Associates, Allen & Unwin, 2005.
	School leaver job hunt guide.
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