
This guide is intended to give you an understanding of how you should complete your 

Work Placement Report (WPR) to be successful in the Professional Year in Engineering 

Program. 

Engineers Australia Professional Year 

Guide to completing your Work Placement 
Report 



Introduction 

The purpose of the Work Placement Report is to describe the experience that you have had in 

your internship as part of the Professional Year Program. The report should allow us to 

understand what work duties you took part in, what skills you were able to learn/practice, and 

in what ways the experience was most valuable to you as a professional engineer. 

This guide outlines what Engineers Australia expects to see in your Work Placement Report, 

including how to format your report. 

Please keep in mind the following general information regarding completing your work 

placement report: 

Perfect spelling and grammar are not a requirement. We are interested in your 

understanding your experiences as part of your work placement as opposed to your 

English language 

fluency. 

Page 1 of your report may be handwritten, but the remaining pages must be 

typed. 
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Page 1 - Section 1 



1 

Section 1 contains basic information regarding who you are and where you undertook your 

internship 

All fields on this page must be filled in. We need to know the 'Work placement start 

date' and 'Work placement end date'.  

A digital or physical signature must be visible. Some participants encounter 

difficulty getting their work supervisor to sign resubmissions each time they need 

to make changes to their reports. If their original submission has a signature, then 

this satisfies this requirement. 
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Page 2 - Sections 2 and 3 

Section 2 
Section 2 is the main section of your report and is you answer two questions about your 

experiences in your work placement role and in the Professional Year Program overall. 



Formatting 
When writing your answers to the questions, it must be written in short paragraph form. 

Dot-point lists are not acceptable. 

See below for some examples of unsatisfactory and satisfactory answers. 

In the example above, the student has used lists to respond to both questions which 

provides insufficient detail. They will need to resubmit and will be asked to expand 

upon their answers to provide more detail about what their duties involved and how 

the things they learned will be useful to them moving forward. 



Compared to the previous example, the example above shows a student who has 

answered each part of the question in some detail, provided examples, and 

connected parts of their learning and assigned job duties together into a good 

description. This example shows the minimum length for answers are acceptable. 



More examples 
Refer to the caption below each image for each example shown for our assessment of each 

report. 

It isn't necessary for student reports to go into this much detail, but it is better than 

too little detail. 



The response to the first question is in list format and so is not acceptable. The small 

paragraph at the end is also too general in terms of what the student learned; it 

should be more specific to the person who wrote the answer (such as adding in 

what things they were responsible for designing and making, what specific 

problems could have come up with their machines and systems if they were not 

mindful of safety, etc.) 

The response to the second question is the bare minimum of quality but does 

sufficiently answer the question. A more complete response would include specific 

examples of the items they've listed (teamwork, eld-work, culture etc.) 



This report meets all the criteria to pass. Student may choose to type their report, 

print it for a signature from their supervisor and then scan it back into the computer 

which often results in the report a lower-quality appearance. This doesn’t matter, as 

long as the content of the report is still readable. 



This report is unacceptable because it is handwritten. Additionally, all answers 

need to be re-worded to be in short paragraph form with the level of detail 

necessary so that the questions are answered in full. 



Summary 

Key points 

 All fields in the report must be filled out 

 A supervisor’s signature must be present on at least the initial report  

          submission 

 Handwritten reports will not be accepted 

 Each response to the questions in section 2 must address the entire question 

 Dot point lists are insufficient 

 Answers to section 2 should aim to be specific to the student's own experience(s) 
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