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Agreement and plan 
of the student for on-the-job learning period

1.  PARTIES - The agreement has been made between the following parties:
STUDENT


	Name

     

 FILLIN   \* MERGEFORMAT 

 ASK   \* MERGEFORMAT 
	Date of birth

     
	Age
  
	Mobile phone

+  
	E-mail

     

	Home address

     
	Zip code
     
	City
     
	Country

FINLAND

	Near relative

     
	Contact information

     

	Degree / period of studies

     


SENDING INSTITUTE

	Name

     

	Street address

     
	Zip code
     
	City
     
	Country

FINLAND

	Teacher responsible for on-the-job period

     
	Phone / Fax
+ 
+ 
	Mobile phone

     
	E-mail

     


EMPLOYER

	Name

     

	Street address

     
	Zip code
     
	City
     
	Country

     

	Contact person


	Phone / Fax
+ 
+ 
	Mobile phone

+ 
	E-mail

     

	Instructor at the working place 

     
	Phone / Fax
+ 
+ 
	Mobile phone

+ 
	E-mail

     

	Working period

Starting          Ending      
	Working hours weekly / daily

     


HOSTING ORGANISATION, eg. SCHOOL
	Name

     

	Street address

     
	Zip code
     
	City
     
	Country

     

	Teacher responsible for on-the-job period

     
	Phone / Fax
+ 
+ 
	Mobile phone

+ 
	E-mail

     


2. ARRANGEMENTS FOR THE PERIOD

	On-the-job- learning takes place
 FORMCHECKBOX 
 without employment
 FORMCHECKBOX 
 with employment

	Meals

 FORMCHECKBOX 
 Employer provides meals    FORMCHECKBOX 
 Student pays for meals him/herself

	Travel

      


	Work clothing

 FORMCHECKBOX 
 Employer provides work clothing     FORMCHECKBOX 
 Student has his/her own work clothing


	Insurance

 FORMCHECKBOX 
 Student falls within the sphere of an employer’s liability insurance (damage caused to others) during their period of on-the-job-learning /Act of Torts 412/1979). Our students perform their work under the supervision and guidance of the employer’s representative.
 FORMCHECKBOX 
  Student falls  within the sphere of the educational establishments accident insurance during the on-the-job-learning period related to their studies.  Name of the insurance company       Insurance number      
 FORMCHECKBOX 
 Student has E111 social security sheet with him/her



3. OCCUPATIONAL SAFETY

	The following should be specially taken into consideration concerning the occupational safety

     



4. OBJECTIVES OF THE ON_THE_JOB_LEARNING PERIOD
	Period of the placement
	From:        To:      
	      Credit units (study weeks)

	Parts of the curriculum, which on-the-job learning period is connected

     

	The goals and tasks

     

	Personal objectives

     

	Central duties agreed with the job instructor

     

	Vocational Skills Demonstration at work place
     

	Other

     


5. DUTIES AND RESPONSIBILITIES OF THE PARTIES

	The student is aware of the contract between the educational establishment and the employer and he or she shall observe the principles as detailed in that contract and as agreed in this plan. 
The student writes a learning diary about her/his experiences and duties.  The instructor at the workplace, the student and the teacher will participate the evaluation of the on-the-job learning period.  

He or she shall participate in an evaluation discussion and shall write a report of his or her on-the-job-learning period. The evaluation will pay attention specially to student’s self-evaluation and the following things:

· working methods as many-sided as possible (carefulness and reliability)

· making notes while the work is proceeding (according to the instructions)

· following the schedules and working hours

· doing and returning of the learning tasks

· co-operations skills
· preparing and participating in the evaluation and feedback discussions and filling the evaluation form




	The job instructor shall be responsible for student guidance and evaluation in the contract between the employer and the educational establishment as well as in the agreed manner in this plan.  
The job instructor shall provide constructive feedback to the apprentice. In addition, he or she shall confirm with his or her own signature the performance of working days, hours, and duties as detailed in a diary.  

The instructor at the workplace is responsible for the guidance and the evaluation of the student in the way as it is agreed.

The instructor at the workplace

· guides and advises the student on labour protection and work safety

· teaches the student the modes of operation in the workplace

· discusses with the student and helps her/him with the learning tasks if needed

· follows the student’s work during the period

· contacts the teacher when it is needed

· gives a testimonial to the student after the period

· gives feed back on the period to the institute and fills the evaluation forms

· arranges e-mail use by the student if possible


	The teacher will take part in the guidance of the student during on-the-job learning periods according to the agreement between the employer and the institute in the following ways:

· the teacher gives the student written instructions for reporting and keeping of the diary

· the teacher gives the student  learning tasks for the period

· the teacher supports the instructor at the workplace, too

· the teacher visits the workplace during on-the-job learning period if possible

· it has to be possible for the student and the instructor at the workplace to contact the teacher during the period

· the teacher gives the evaluation forms and criterions to the instructor and to the student

· the teacher will collect the evaluation material and will give the final grade based on these facts

The teacher shall participate in guiding and evaluating the apprenticeship of the student in accordance with this contract between the employer and the educational establishment and according to this plan in the following manner: 

The duty of the teacher providing guidance is to support the success of the period of apprenticeship through, for example, remaining in contact with the job instructor. The teacher shall be in contact with the job instructor at least at the beginning and at the end of the period of apprenticeship.  

Evaluation

The job instructor, student, and teacher shall participate in an apprenticeship evaluation. There is a separate form for job instructor evaluation and student self-evaluation.


6. SIGNATURES OF THE PARTIES

	There are three copies alike, one for each party

Place and date  
     
Student

The instructor at the workplace

The teacher

     
     
     
Officially responsible for the period

Employer 
Headmaster
Parent (when the student is under 18)
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