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Students’ Guidelines for Work Placement & Work Placement Report

The Work Placement is a compulsory component of the BSc in Communication Studies (Level IV) 
with specialisation in Business Communication or Journalism and counts for  6 credits in the overall 
weightage.

Aims of the work placement
• to provide students with exposure to a professional setting in the field chosen by   the student.
• to integrate theoretical education into practice.
• to broaden students’ knowledge-base and develop practical skills.

Nature and duration
• It should be chosen in line with your specialisation (Business Communication or Journalism).
• It  should last  for a minimum of 6 weeks full-time, or 10-12 weeks part-time. It  should be 

completed before the end of semester 1 of Level IV (i.e. around October 2007)

Important note: The Work Placement Form must be filled in by the “host firm” and approved by the 
Programme Coordinator before the Placement begins.

The Report
Within three weeks after completion of the placement, each student must submit a Work Placement 
Report which provides a written account of the work placement.
The  length  of  the  Report  should  be  approximately  20-25  A4  typed  pages,  excluding  annexed 
documents, title page, table of contents.

The  Work Placement Report gives a written account  of the work placement with: a description,  a 
critical/analytical appreciation of the work placement, of the tasks carried out, and of the skills and 
knowledge acquired.

During the placement
You are advised to keep account of the responsibilities you are given, the tasks you carry out, the 
things/skills you learn as the Work Placement takes place.  It may be useful to take brief notes 



from time to time.  You may also want to save copies of the work you do for the firm, e.g. a press 
communiqué you may have written, articles you have written or a document you have designed. 
These  must  strictly  be  your  own  work/production.   You  must  in  all  cases  respect  the 
confidentiality of the host firm and include these or any other documents concerning the firm in 
the report only with prior approval of your Placement Supervisor in the firm.

Content of the report
The report should contain the following information/details which will constitute the criteria for 
marking of the Work Placement Report :

• A title page with your name, course, date and firm/organisation/ institution where placement has 
taken place.

• Practical  information  about  when  and  where  the  placement  took  place,  under  whose 
supervision, etc.

• Summary  information  about  the  firm/organisation/institution,  its   history/the  nature  of  its 
activities.

• A short description of the department/division where the placement took place.

• An organisation chart of the firm which exists or which you will draw yourself.

• The nature and description of your tasks and responsibilities during the placement as well as 
your comments on how far these tasks seem in line  with the training you have had in class 
and/or with your field of  specialisation. 

• The difficulties you encountered during your work placement and how  you tried/managed to 
solve them.

• Your appreciation of the placement : what you feel you have gained in  terms of professional 
and human experience.

• Other comments.

The Work Placement Report should be written after you complete the Placement.   

Three copies  of the Placement Report  must  be prepared,  of  which  two copies (which will  not  be 
returned)  shall  be  submitted  to  your  Programme  Coordinator,  the  third  one  remaining  in  your 
possession.

Placement Reports are meant for your academic evaluation and do not have to be submitted to the host 
firms.
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