Dossier Rapport de Stage
EGLS BAC 
ANGLAIS

WORK PLACEMENT REPORT

Name: ……………………………………………………………

Date of birth: ………………………………………..

Place of Birth: ……………………………………..

Form:                 1 BAC PRO 3 years

Specialty:         TFCA      TMSEC

_____________________________________________

Name of your placement tutor: ………………………………………

Your tutor’s profession: ………………………………………………………………

Work experience place, name of the firm: 
                         …………………………………………………

Type of business: 
  ………………………………………………………………

Address:  …………………………………………………………………………………

Town: ……………………………….      Post code: ………………………..
Phone Numbers: ……………………………./…………………………………

Dates of placement: From………………………………to……………………………

TRAINING REPORT


Voici une liste de questions qui t’aideront à préparer ton bilan de stage, établir une trace écrite en bas de chaque page puis préparer ton épreuve orale en mémorisant un maximum de renseignements.

                                             1/ The FIRM :
a) In what type of firm did you do your training or internship?

- a family business or firm

- a medium sized firm

- a national firm

- an international firm

b)   What was its name?

- full name of the firm or name of the owner if alone  
c)   In which sector did you work?
· In a firm or a factory: production department – sales department – automation department – safety department – maintenance department – repairing or breakdown services - data processing department – installation department – consulting engineer office …
d)  Where was it located?
- In a big, small town / in a big, small village

- In the town centre of… / in an avenue / in a small street / near a well-known place (ZUP, ZAC, Z.I…)

- Outside the town, at …. Kilometres from …

- Far from your living place / not far from …

e) How did you get there? (Travel arrangements)

· to take + bus, train…

· to drive + car / to ride + bike /  scooter, moped, motorbike

· to be picked up by + name of the driver

f) Where and how did you take your meals? (Lunch arrangements)

· To go the restaurant, cafeteria…

· To take a packed lunch…

· To buy sandwiches or take-aways…

→ Answer each question with a complete and well built sentence:

a) I did my internship in…

b) The name of…

c) I …

d) The firm…

e) I…

f) I…
2/ THE STAFF: (le personnel)
a) How many people were employed there?

· Receptionist
· Secretaries

· Accountants





· Boss

· Employees / workers

Total: ……………………………………………..

b) Was there mostly men or women?
c) How was the atmosphere?

Great           Warm

Correct      Cold

d) The people were:
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· Kind

· Friendly

· aggressive

· Helpful

· Distant

e) Were you working on your own or on a team?
f) How did you feel?

· Isolated

· Left out

· Secure

· Lost
· At ease

g) Who helped you?

· The boss

· Your supervisor

· Colleagues
h) Did you like the people you worked with?

i) Did you make any friends?

j) How did you get on with your boss or supervisor?

k) Did the people like their jobs?

l) Was there a good relationship between management and workers?
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Now, it’s up to you!

…………………………………………………………………………………………………………………………………………………………….…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………………….…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………..
3) ORGANIZATION CHART (organigramme  de l’entreprise )
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NB: 

· pensez à traduire les fonctions de chacun en anglais.

· N’oubliez pas de vous inclure dans l’organigramme!

4) ABOUT WORK AND WORKING CONDITIONS.(à propos du travail et des conditions de travail.)

a) Working hours.
· Dates:  from……………..to

· Heures:  a.m…………..p.m

· Jours: on Mondays….

· How many hours a week?

· How long did it last?

· Did you have any day-off?

· What breaks did you have?

One hour lunch break / coffee break……

· Did you have flexible working hours?

b) Working conditions.

· Did you work outdoors or indoors?

· Was it clean or dirty / cold or hot / noisy or quiet?

· What facilities were there?

A cafeteria……

· Were you paid?

· Did you have to wear special clothes?

c) Work.
· Did you create something? Did you repair something?
· Did you repair or operate the maintenance of something?
· What were you told to do?

· What were you in charge of?

· What tasks did you carry out?

Giving tools / using tools / learning new techniques….
d) The equipments.

· What equipment did you use?

 
Computer / tools / machinery (à detailer)

· What for?

· How often did you use them?

Now, it’s up to you!

a) I worked……………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………

b) I worked…………………………………………………………………………………

It was……………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………………………………………

c) I used…………………………………………………………………………………..

4) ABOUT MY DIFFICULTIES AND SUCCESS.

a) Explain what your problems were…and how you managed to overcome them.

	Problems [image: image3.png]



· In using the equipment

· In dealing with some people

· In dealing with the atmosphere

· In working in a team

· In asking questions

· Too shy

· In having initiatives

· In being efficient

· Too slow
	Solutions [image: image4.png]



- I asked questions to my supervisor

- I gained confidence

- I tried to overcome my shyness

- I managed to get on with people


b) Did you enjoy that period? Give explanations.
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· Rich in new experiences

· Met interesting people

· The staff: helpful / friendly / dynamic / pleasant

· My supervisor helped me a lot

· The atmosphere was warm

· I felt confident

· I learnt a lot
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· Too difficult

· Too much work

· The tasks were not interesting

· The clients were…..

· I didn’t like this job

· I felt isolated




c) Improvement (vos progrès)
· What benefit did you draw from this experience?

· How did you react in difficult situations?

· Talk about the qualities you developed :

Confidence / reliability / punctuality / friendliness / flexibility / adaptability

· Would you like to have a full-time job there?

	Now, it’s up to you

a) During this period…     (problems),     but I ….. (solutions). 
b) At the end of this experience, I…………………………….

c) I think this training period was/wasn’t……because……..
d) This experience was……… because I gained …………………………




5) CONCLUSION.
Parlez de vos plans professionnels ou de formations futurs…

In the future, I think I will (Dans le futur, je pense que je...)

          I intend to  (J’ai l’intention de...)

         I hope I will… (J’espère que je…)
……………....................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
Petit conseil de sages [image: image7.png]


 :

…AVANT DE COMMENCER VOTRE RAPPORT DE STAGE...
· N’oubliez pas de collecter le matériel et les informations nécessaires:

Plan de l’entreprise / photos, etc.

· Mettez vos idées au brouillon (français ou anglais).
· N’oubliez pas non plus que votre rapport doit être informatisé (texte et photos…)

BON COURAGE!  [image: image8.png]



VOCABULAIRE UTILE /   USEFUL VOCABULARY
HVAC: Heating Ventilation Air-Conditioning 

Central Heating

Central Air Conditioning

To heat

To cool

Central Heating Unit

Boiler

Pump

Radiators

Geothermal heat pump

Gas-fired heater
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Hybrid Furnace
                                                                                                                                    (wood, electric, oil, gas)
Bleu de travail :                                           Chaussures de sécurité :

     Bouteille de fluide frigorifique :
Capteur solaire :
Chalumeau :
Cintreuse :
Coupe tube :
Détecteur de fuite :
Electricité :                                                         Fioul :
Gaz :                                Bois :                           Charbon :
Marteau :
Pince :
Poêle :                                    Chaudière :
Tube cuivre :
Réfrigérateur :                                   Climatiseur :

Plombier :                         Chauffagiste :                                   Frigoriste :                     

Installateur :                                       Dépanneur :
� INCLUDEPICTURE "http://smileys.sur-la-toile.com/repository/Respect/copains-9247.gif" \* MERGEFORMATINET ���







































































PAGE  
2

