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Work Placement Guidelines

1. Behaviour
Courtesy:  You are still a student of NUI, Maynooth and therefore your behaviour reflects on the University and the Industrial Placement Office.  Be mindful of the fact that once you are finished in the company NUI, Maynooth will wish to continue its relationship with the company for future students where possible.  If you have the opportunity to attend a seminar/conference etc. do so where possible and show interest in the topic. 

Punctuality:  Always arrive at your work place on time.  Do NOT leave without permission.  Should you have to leave work early for personal reasons, get permission from your manager yourself.    

Dress Code: As per company dress code.

Telephone Calls: NEVER make personal phone calls from work and NEVER take personal phone

calls at work. Do not allow friends/family to call in person to your work place.

Email: Do NOT abuse the company email for your own personal use, likewise with Internet surfing.  

2. Record Keeping
You should keep a record of tasks/projects worked on and completed.  Team work should be noted and all relevant material sought for your own end of work placement report.  Do NOT copy, keep or remove from the company premises any material which is of a confidential nature.  Such material should not be used in your report.  A daily work diary of work completed and any in-house training or seminars/conferences attended, noteworthy speakers etc. should be kept and this must be handed in with the formal report.

3. Health and Safety

Familiarise yourself with any hazards that may be present in the workplace, chemical, biological or physical.  In the event of an accident at work you will be required to fill in an accident report.  One copy of this report should also be sent to the Industrial Placement Office.

4. Troubleshooting

While you are on work placement you are still a registered student of NUI, Maynooth and as such you should not feel alone in your new workplace.  Should you encounter any problems, which you cannot resolve you should contact the Industrial Placement Office.

PROBLEMS? - Contact Paula Murray at 01 – 708 3457 

Remember that your behaviour at work will be reflected in the employer’s report on your work placement, which in turn will reflect in your year end result.  

Tel: +353 1 708 3457
Fax: +353 1 708 3848
Email: studentplacement@cs.may.ie     pmurray@may.ie 
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