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For some of you this may be your first time in the workplace, and you probably feel a
mixture of different emotions ranging from excitement through to nerves about what to
expect. These feelings are entirely normal, but we hope that by the end of your placement
you will feel confident and pleased with what you have achieved and learnt during your
time with us.

Questions are key to learning so don’t be afraid to ask for help. Your manager, buddy and
colleaguess are happy to answer any questions you may have. We're here to support you
in gaining the most you can from your placement with us.

This is your opportunity to experience working life at Central Co-op, so use your time
well; talk to different colleagues, watch how we treat others and learn some of the skills
necessary to be a successful member of the team.

Good luck with your work experience placement and we hope you enjoy the time you
spend with us.




Let's get started - Your Work Experience checklist

At the start of your placement with us, take some time to complete this page with your
Manager or Buddy.

Work Experience placement aims

What 3 things do | hope to get out of this placement?
(Think about the skills you want to learn or the activities you'd like to take part in)



Who are Central Co-op?

We believe in doing things differently.
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Our Co-operative Difference

A Co-operative is an organisation set up to meet the
needs of its members.

Unlike many businesses, co-operatives are run by their
members for their members and everyone involved
can have a say. It is a democratic, open approach to
business which lies at the heart of the co-operative
way of doing things and sets us apart from many of
our competitors.




Our Culture

Whoever we are, whatever we do, We are the
every minute of every day we make

a difference for our members, dlﬁ‘erence
our customers and each other. makers

Our fantastic colleagues care deeply about our members, customers, colleagues and
communities and together we can make a huge difference. We think our culture sets us apart
from other organisations and makes working at Central Co-op so great.

We make a
difference for
members and
customers

We work
together
with

We're a We're
caring better
community every day

We want you to feel part of this culture. Talk to your manager and buddy how you too could
be a difference maker during your time with us!

Our Behaviours

What you do during your placement is just as important as how you do it.
Our Co-operative behaviours ‘Lead, Learn and Care’ help you understand
how you can be at your best and help you succeed in the future.

How you can show these whilst on placement:

e |ead - Give your best and show enthusiasm in what
you do. Complete activities to the best of your ability

e Learn — Ask questions, listen and if you're
unsure, ask others in your team for help. Always seek
out opportunities to learn more and develop your skills

e Care — Smile, be friendly and work well with your team.
Ask others in the team how you can help and always
show respect and support to others




What will | be doing on Work Experience?

We'll treat you as we do with any new colleague who has joined our Society. We'll provide
you with a structured placement programme - covering lots of different activities to give you
as much experience as possible. You manager will create an activity planner of different types
of activities you'll be undertaking.

Your induction process will include a blend of online learning, one to one coaching and
buddying.

Working in any organisation is all about the people. Please take this opportunity to be
curious! Ask lots of questions (and know that all are welcome), develop your skills and build
relationships within the team. Your manager will guide you through your placement, checking
in with you as you fill in this booklet, reflecting on your time here.

What we hope you'll achieve

Work experience gives you the chance to find out what employment is really like and prepare
you for working life. It also helps you start to career plan and look at options for your future.

The main benefits of work experience are:

* insight into working life

* become more independent

* help you discover if a particular job is the right career path for you

* enhance your skill base, including communication and listening skills

* provide you with references for your CV

* provide you with examples of evidence to help complete application forms and
answer interview questions

* give you experience that could potentially lead to a job in the future



Staying Safe in the Workplace

At Central Co-op, our aim is to ensure that our colleagues are kept safe and protected whilst
at work. It's important we all follow health and safety rules. On day one of your placement
your manager will provide you with an induction, which will cover aspects of your job and
what you are expected to do. This will include some mandatory health and safety training.

Answer the following safety questions. If you don’t know, ask a colleague to help.

We want you to stay safe and need your help. Remember:

Act responsibly

Follow health and safety instructions

Keep your work area as tidy as possible

Don't put yourself at risk

Only use equipment you've been trained to use



Work Experience Placement Planner

Take some time each day to record what you've been up to. This will help you remember all
the activities, skills and knowledge you’ll be gaining whilst on placement.
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Reflecting on your placement

(Complete this page towards the end of your placement)

Using your placement planner on the previous pages, take some time to think about what
you've been up to and what you've learnt. You'll have undertaken lots of activities, and it's
important to capture this to celebrate what you've achieved.

What did | do during my placement?

What skills have | learned? What have | found out about myself?

What feedback have | had?

What am | most proud of?

What have | enjoyed most?

How has this shaped your thoughts about your career?
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Review of work placement aims

On page 4 you captured your work placement aims.

Revisit these and reflect on your progress.

1

My Managers Feedback

Please ask your manager to complete this section...

My Manager Feedback...

Manager signature: Date:



We hope you enjoyed your time with us and

have gained new skills and experience that
will help you in the future.

central CCOD
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