
 
 

  
 

Internship Programs Industry Guide 
Department of Tourism, Sport and Hotel Management  
 
We welcome your engagement through 
our Work Integrated Learning  
 
About the Work Integrated Learning (WIL) 

Office 

The Department of Tourism, Sport and Hotel 
Management has dedicated WIL team. Our team 
works to integrate undergraduate and 
postgraduate students in the workplace through 
industry-based work experiences that deliver 
meaningful outcomes to your organsiation. 
 
Work Integrated Learning Office’s Role 
Our WIL team manages the program from start to 
finish and tracks student progress to ensure 
success. We have dedicated staff to provide you 
with assistance from the initial stages of engaging 
with our programs all the way through to 
completion. 
 

What is Work Integrated Learning? 
Work Integrated Learning (WIL) is a program that 
integrates academic knowledge with its 
application in the workplace. It involves a 
collaborative effort between student, university 
and industry whereby students are assisted to 
integrate theory and practice in the discipline of 
their chosen profession. 
 
Our students are supported with dedicated staff 
both within the Work Integrated Learning Office 
as well as with an assigned Academic Supervisor 
to ensure the student success. 
 

Learning Objectives of the Program 
Learning objectives of the program includes the 
ability to: 

• Demonstrate the application of theory to 
practice within a relevant professional setting 

• Demonstrate the ability to develop and 
manage an independent activity/task/project 
within the context of the specific industry 
setting 

• Demonstrate knowledge of the wider 
professional, cultural and/or social issues 

related to the specific industry based work 
activity. 

• Communicate outcomes of the specific 
industry based work activity with academic 
advisors, peers and the wider community in 
both written and oral formats. 
 

Benefits of Work Integrated Learning 
The program is a 2-way process between the 
student and industry partner where both parties 
benefits from the experience. The industry partner 
has the benefits of additional resources at little to 
no cost, where some use this to supplement their 
graduate program recruitment strategies as a ‘try 
before you hire’ strategy. 

 
Students develop their knowledge and skills in 
their chosen profession whilst gaining exposure to 
a professional setting and bringing new, 
innovative ideas and perspectives to an 
organisation. 
 

Who is involved? 
WIL programs are a shared effort between a 

numbers of stakeholders with all playing an 

equally important role in the successful operation 

of each program. 

Industry partner 

The industry partner is the organisation who has 

agreed to provide the Student with a placement 

as part of the program 

Academic supervisor 
The academic supervisor is appointed to the 
student to provide guidance and to ensure 
academic rigour in the placement. 
 
Student 

The student participating in the program and 

approved by the University and the organisation 

to participate in the confirmed placement. 

 

Work Integrated Learning Office 



 
 

  
 

Our office manages the program from start to 

finish and tracks student progress and provide 

support if needed. 

 

How to arrange work hours and lengths? 
The work experience/placement hours are flexible 

and can be negotiated between the Industry 

Partner, Student and Academic Supervisor at the 

organisation and an Academic Supervisor. The 

following hours are considered as a standard: 

• 100 hours of work experience/work placement 
(approximately 1 day of work for the period of 
12 weeks) 

• 200 hours of work experience/work placement 
(approximately 2 days of work for the period 
of 12 weeks) 

 
Obligations and Expectation 
 
Industry Supervisor 
Your role as a supervisor in the educational and 
socialising processes is crucial. The guided 
learning, positive role modelling, assessment of 
performance and professional excellence that you 
can offer students is fundamental for the success 
of our students. 
 
Work environment 

• Ensuring all Workplace Health and Safety 
requirements are addressed. 

• The students are provided with an appropriate 
orientation/induction to your workplace and 
the relevant Workplace Health and Safety 
requirements are outlined. 
 

Student management 

• Providing a nominated team leader for the 
duration of the program. 

• Providing guidance and support to assist the 
students professional learning and 
development (where required). 

• Providing feedback on performance (where 
required). 

• Complete Griffith University Work Experience 
Insurance Form signed by student, industry 
supervisor and academic advisors. 

• Informing the WIL office of any situation arises 
where the placement is not working 
satisfactorily. 

 
Student 

• Ensuring all Workplace Health and Safety 
requirements are followed. 

• Undertaking an appropriate 
orientation/induction to your workplace and 
ensure Work Health and Safety requirements 
relevant to your workplace are addressed.  

• Attending the workplace for the required 
number of hours and days each week 

• Performing the required research/work in a 
professional manner in accordance with the 
industry partner’s requirements including the 
provision of any documentation at the 
completion of the placement. 

• Ensuring workplace property and resources 
are respected. 

• Ensuring all information acquired/obtained 
from the industry partner is kept confidential. 
 

Administration 
 
Insurance 
The following insurance provisions apply to 
students undertaking a work placement program 
prescribed or approved by the University.  
The insurance coverage commences when the 
student begins the placement and ends at the 
completion of the placement. 

• The University’s Public Liability Insurance 
Policy indemnifies all students of the 
University in situations where students are 
undertaking unpaid activities required by the 
University as part of their prescribed program 
of study, or approved by the University as 
benefit to the students in their study. 

• Students are indemnified by the University’s 
own insurance policy for any personal injury 
or property damage to a third party caused by 
the student in the course of an unpaid work 
placement activity, and for which they would 
be legally liable. 

• Such cover applies irrespective of whether the 
activities are conducted on a University site or 
elsewhere provided the activities are officially 
sanctioned and unpaid. 

• The University’s Personal Accident Policy 
extends to all students of the University where 



 
 

  
 

the students are undertaking approved unpaid 
placement. 

• Student’s personal vehicles are not covered 
by Griffith Insurance. 

• If the student is not a paid employee of the 
industry partner organisation, they may not be 
covered by the organisations insurance for 
use of company vehicles. 

• Students are not covered by Griffith University 
insurance provisions if they receive any 
payment for the work experience/placement 
from the industry partner. 

 
Any incident that requires attention of the 
University insurers should be notified directly to 
the University Insurance and Risk Management 
Officer in the Office of Finance and Business 
Services by phone: (07) 3735 7971 or 
insurance@griffith.edu.au 
 

Completion of Program Evaluation 

 
At the end of the trimester the WIL office may 

contact you to ask you to complete a Conduct of 

Program. This is a brief online evaluation form 

asking you to review performance using the 

responses provided. At the end of the evaluation, 

there is a field for you to provide any additional 

feedback or comments. 

Key Dates 

2019 Industry Registration Open Days 
For Trimester 1, 2019 Registration opens from 

Nov 2018 to Jan 2019 

For Trimester 2, 2019 Registration opens from 
March 2019 to June 2019 

For Trimester 3, 2019 Registration opens from 
July 2018 to Sept 2019 

 

2019 Griffith University Trimester Dates 
Trimester 1, 2019 25 February – 24 May 2019 

Trimester 2, 2019 8 July – 4 October 2019 

Trimester 3, 2019 28 October – 31 January 
2019 

 

Definitions 

Host organisation: agreed to provide the student with 

the placement as part of the program. 

Industry supervisor: the person responsible for the 

direct supervision of the student. 

Academic supervisor: a University academic 

appointed to the student to provide guidance and to 

ensure academic rigour in the internship activities. 

WIL coordinator: a University staff appointed to 

support both industry supervisor and student to ensure 

the smooth running of the internship activities. 

Program director: a University academic appointed to 

evaluate the appropriate work experience opportunity 

and sign the University Insurance Form. 

Placement: a required component of a course or 

degree program 

Internship and work experience: It can be either as 

part of the compulsory requirement of the university 

internship course or extra-curricular activities without 

any assessment/course requirement. 

Student: means a student participating in a program 

and approved by the University and the Organisation 

to participate in the approved placement. 

Our WIL Team 

We are here to support you. Should you have any 

concerns or inquiries, please contact us. 

Internship Team 
Telephone: +61 7 5552 8343 
Email: thsinternships@griffith.edu.au 
www.griffith.edu.au/gbs 
 
 

mailto:FBSInsurance@griffith.edu.au
http://www.griffith.edu.au/gbs


 
 

  
 

GET STARTED 

 
  1. Register your placement online. Contact the WIL Office who will provide you with all 

information you need at the initial stage. 

 2. We will get your placement academically reviewed and approved for suitability. This is to ensure 

that the tasks within the placement meets learning objectives and outcomes for this program. 

3. Following approval, your placement will be included and advertised to the appropriate student 

disciplines in the open round. 

4. Students will submit their applications to placement of their choice and a shortlist will be 

compiled.  

5. You will be sent a folder of shortlisted applications to review and conduct interviews. These can 

be conducted face to face, over the phone or via an alternative method. 

6. Where a suitable student is identified, you advise the student of the offer to undertake the 

placement. We can do this on your behalf if required.  

7. Once the student has accepted you will receive a confirmation of placement. 

8. Two weeks prior to the start date you will receive a welcome email including relevant insurance 

information. 



 
 

  
 

DURING PROGRAM 
 
 1. Our Work Integrated Learning Coordinator will contact you throughout the program to check 

in on how the placement is progressing. This will either be a phone call, email or site visit. 

2. You will be kept up to date with our key important dates or events. 

3. As the student progresses through the placement we will be available to provide any assistance 

as required. 

4. Close to the end of the program you will be sent an invitation to  a Conduct of Program 

Evaluation and Placement Showcase to complete as well as a placement registration for the 

following Trimester if required. 


