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Diploma in Organic Agri-Food Production 

Practical Work Requirements and Information 

Introduction  

The practical work for the Diploma in Organic Agri-Food Production (DOAFP) is viewed 
as an integral aspect of each student’s course of study. It provides for experiences in a 
broad range of career opportunities in organics and associated industries.  
 
Familiarise yourself with this handbook, as you’ll need to refer to it throughout your 
programme.  
 
If you want to discuss any aspect of Practical Work, visit the Practical Work Office in the 
Student Administration area on the ground floor of the George Forbes Building, or email 
practicalwork@lincoln.ac.nz 

Practical Work Requirements 

To graduate with a Diploma in Organic Agri-Food Production (DOAFP) from Lincoln 
University, New Zealand, a student must complete the practical work requirements in 
accordance with the following provisions. 
 

 No fewer than 12 weeks of ‘full-time’ equivalent practical work must be         
completed in approved enterprises associated with organics or primary 
production.  

 

 A minimum of 4 weeks is to be completed on each of two different     
          enterprise types.   
 

 The remaining weeks may be completed in either primary production work  
or in appropriate allied industries.  

 

 Please note only one property or business worked on or in may be owned or  
managed by a family member.  

 

 Students must submit a satisfactorily completed Evidence Portfolio  
including the Pre and Post Practical Work Self-Assessment Exercise and the 
Practical Work Record Sheets. 

 
Note: This is compulsory and you won’t be able to graduate until you have completed 
the work required and submitted the appropriate records.  
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What is appropriate practical work? 

Practical work may be undertaken in any area of organics or conventional production 
related to primary industry,  and ideally across a range of roles.  
 

Approved categories of practical work are:  
 

 Commercial organic production (agriculture or horticulture) 

 Conventional (non-organic) production  

 Allied industries e.g.  urban food production projects, social enterprises related 
to organic production, garden centres, local authority parks and grounds 
maintenance, work with a landscape contractor, primary industry research.  

 
Note: Practical work must comply with the Practical Work Requirements. Check with the 
Practical Work Coordinator before taking a position if you are unsure of its suitability. 
 
 

Securing Practical Work  

You are responsible for finding your own positions but the Practical Work Coordinator 
has some industry contacts who advertise vacancies on the LEARN site each year.  
 
Your Practical Work position must comply with the regulations in this handbook and the 
University Calendar.  
 
If you have found a position but aren’t sure if it is suitable, check with the Practical Work 
Coordinator before accepting it.  
 
Note: If there is some reason why you are unable to carry out your Practical Work, 
please see the Practical Work Coordinator as early as possible in your course of study.  
 

Where to Find Practical Work  

To find out about available Practical Work positions, see the Practical Work page on 
your LEARN site or visit the Practical Work Office.  
 
Positions will be advertised as they arrive, usually from July onwards.  
You can also find your own work using other contacts if you wish. If you are not sure 
about some aspects of the work offered, discuss it with the Practical Work Coordinator.  
 
Note: All employment contract negotiations must take place between you and the 
prospective employer.  
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Applying for Practical Work  

It’s best to apply for more than one position. Before phoning a contact for practical 
work, be prepared to answer questions about your work experience, when you can start 
and finish, and the rate of pay. The employer may ask for a Cover Letter and Curriculum 
Vitae (see appendix).  

Your Work Experience  

Be very honest about the amount of experience you have had to avoid problems later 
on. Take the initiative and ask questions if directions are unclear. Ask your employer for 
a weekly meeting so you can check your progress and make sure you are meeting each 
other’s expectations.  
 
If you have any special requirements, such as health or dietary needs or time off, make 
sure the employer is aware of these issues before you arrive.  
Before going on-farm, ask your employer what you need to bring. They may recommend 
gumboots, wet weather gear, and warm and cool clothing. You should also bring:  

 An employer record form, to be signed before you leave  

 Your Practical Work diary, to keep a record of the tasks you carry out.  

Failure to Secure Practical Work  

If you don’t succeed in securing Practical Work, see the Practical Work Coordinator.  
Bring copies of application letters and replies you have received, as well as a record of 
telephone calls you made when seeking work (including the time of the phone call and 
the person contacted) and the responses.  
 
 

Carrying Out Practical Work  

Roles and Responsibilities  

Before starting each practical work position, you should meet with the employer to 
make sure that you both have a clear understanding of the requirements of your role.  
 
You may be asked to sign an employment contract. A contract is a legal document and 
you must understand all the terms and conditions, so PLEASE READ IT CAREFULLY before 
signing it. Ask the employer to email you a copy so your parents or other interested 
parties can see it.  
 
Professional conduct is expected from both employers and employees. Please be aware 
at all times of privacy, confidentiality and professional ethics in relation to your 
employers and co-workers.  
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Problems on the Job  

If you encounter any problems during your employment which makes it difficult to 
remain in your position, please let the Practical Work Coordinator know as soon as 
possible.  

Paid or Un-Paid 

Your practical work may be paid or unpaid  

Previous Practical Work Experience 

Students may apply to have previous practical experience credited to their diploma. Any 
appropriate practical work completed since leaving secondary school may be 
considered.  
Note this does not include practical work completed as part of the requirements for 
another qualification. 

Periodic check-in with your DOAFP Programme Leader 

Take the time to periodically meet with your programme leaders to ensure you are on 
track with completion of the practical work requirements.  

Overseas Practical Work 

Practical work can be completed overseas, however, a proposal must be presented to 
the Practical Work Coordinator and Programme Leader and approved before the work is 
undertaken. A letter from the company, including full contact details, is needed as 
verification of the work/position offered.   

 
 

Recording Practical Work  

You must submit a satisfactorily completed Evidence Portfolio including the Pre and Post 
Practical Work Self-Assessment Exercise and the Practical Work Record Sheets. 
 
You must submit original Practical Work Record Sheets (see Appendix) that have been 
verified by your employer. You need a separate sheet for each period of work. It is your 
responsibility to ensure that you present your Practical Work Record Sheets to the 
employer for completion and then return them to the Practical Work Coordinator.  
 

Due Date for Your Evidence Portfolio 

The due date for the Evidence Portfolio is the 1st February 2020 
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Appendix A - Covering Letter Guidelines  
 

If you need extra help preparing covering letters or CVs and honing your interview skills, 
visit Careers & Employment in Library Teaching and Learning. For more details of the 
help available, visit the Lincoln CareerHub at http://careerhub.lincoln.ac.nz  
 
Use the following guidelines when writing a covering letter.  
 

General Format  

Your covering letter should be no more than one page long and written in a formal style. 
Use a word processor and be sure to print the letter on good-quality paper.  
Print two copies, keeping one for your reference.  

Content  

Include the following details:  

 Your name  

 Your course of study  

 An outline of your skills, knowledge and background  

 Appropriate contact details - phone, email and postal  

 Your career and personal interests.  
 

Include your Curriculum Vitae.  

 

Covering Letter Template  
 
Your address  
Date  
Name of Contact Person Address  
Dear Sir/Madam (Dear Mr/Mrs/Ms ...........)  
 
Introduce yourself and explain what sort of work you are looking for. Outline your 
practical experience in the industry, as well as your unique qualities and career goals.  
Give contact details, including a phone number and email address (be sure you are there 
to answer the phone!). 
 
Yours faithfully  
Your signature  
Your typed name  
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Note: Unless requested, don’t include references, certificates, academic transcripts or 
other additional information. Keep this material in your CV folder as the detailed CV you 
will take to your interview.  
 

Curriculum Vitae (CV) Information  

 

A CV is a summary of facts about a person, covering personal, educational and 
employment information. A CV should be clear and concise, written in the third person 
and past tense, and presented in organised sections.  
 
The following format is suggested:  
 
Name  
Address  
Contact Telephone Number(s), Email, Fax.  
Date of Birth (optional).  
 
Education  
List the most recent educational training you have undertaken first. Senior secondary 
school is as far back as you need to go.  
List your educational institutions and the dates you attended. Include major and minor 
fields of study.  
 
Employment  
List the dates of employment (most recent first) and the responsibilities you undertook.  
 
Other Interests and Personal Achievements  
Describe any interests and personal achievements that relate to the job you’re applying 
for.  
 
Referees  
Include the names of two or three referees and their contact details.  
If possible, select a range of referees (i.e. personal, professional, and academic).  
Ask these people if they are willing to be referees for you before including their details.  
 
Note: Always include a covering letter with your CV. 
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The Evidence Portfolio  
 
In the Evidence Portfolio you should collect evidence of your employability skills and 
skills development and of your personal attributes. While you should focus on a 
selection of skills based on your pre and post self-assessment exercises and discussions 
with your lecturer and your employer or supervisor; over the course of your practical 
work (12 weeks) you must complete the following:  
 

 Pre and Post Practical Work Self-Assessment Exercises  

 Practical Work record Sheets 12 weeks practical work as outlined in this 
document 

 

Pre and Post Practical Work Self-Assessment Exercises  
 

Instructions: 

1. Before you start your Practical Work complete the self-assessment related to 
employability skills and personal attributes. Reflect on where you believe you are 
now. 
 

2. When you start your practical work, start reflecting on your workplace 
experiences and collecting evidence of employability skills and personal 
attributes.  

 
3. At the conclusion of your twelve weeks practical work requirement, complete 

the Post Employability Skills and Personal Attributes. Take time to reflect on 
these.  
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Pre and Post Practical Work Self-Assessment Work Sheets  
 

Employability skills 

Tick the appropriate column to self-assess your current performance 

(1-5 where 1 is very good and 5 is weakest) 

                           Pre Practical Work 

Date………………….. 

 Post Practical Work 

Date………………. 

Communication 1 2 3 4 5  1 2 3 4 5 

C1 Communicating effectively with customers / 
customer empathy/ awareness (if applicable) 

           

C2 Communicating effectively with colleagues and 
supervisors / managers 

           

C3 Written communication skills, including report and 
letter writing 

           

Working with others 1 2 3 4 5  1 2 3 4 5 

WO1 Establishing good working relationships with 
people at different levels of the organisation  

 
  

          

WO2 Motivating and inspiring work colleagues            

WO3 Being assertive and also being able to compromise            
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 Pre Practical Work 

Date: ………………… 

 Post Practical Work 

Date:……………….. 

Improving own learning and performance   1 2 3 4 5  1 2 3 4 5 

ILP1 Balancing your studies, part-time/casual 
employment , social life and home 
commitments 

            

ILP2 Accepting and learning from constructive 
criticism 

           

ILP3 Setting and achieving goals            

ILP4 Planning own work and sticking to 
deadlines 

           

ILP5 Ability to work alone and unsupervised.            

Problem solving  1 2 3 4 5  1 2 3 4 5 

PS1 Keeping calm under pressure            

PS2 Making good decisions            

PS3 Identifying a problem clearly before 
deciding on a solution/action 

           

PS4 Knowing when your solutions are not 
successful 

           

PS5 Implementing practical solutions            

 
 
 

 



Page 13 of 21 Lincoln University Diploma in Organic Agri-Food Production 
 Practical Work Handbook and Evidence Portfolio 
 

Personal attributes 

 Pre Practical Work 

Date: ……………… 

 Post Practical Work 

Date:……………. 

Understanding of the  
world of work/ business awareness 

1 2 3 4 5  1 2 3 4 5 

UW
1 

Knowing how organisations work, e.g. 
management structures  

           

UW
2 

Ability to adjust to the demands of 
timekeeping, hours of work  

           

UW
3 

Task flexibility – taking on new 
responsibilities/tasks 

           

UW
4 

Understanding and working within 
operational and business systems 

           

Motivation  1 2 3 4 5  1 2 3 4 5 

M1 Willingness to co-operate            

M2 Commitment to the organisation            

M3 Showing a positive attitude even when 
you have personal problems 

           

M4 Drive – working hard.  Having the ‘get up 
and go’ to progress tasks and ideas quickly 

           

 Pre Practical Work 

Date: ………….. 

 Post Practical Work 

Date: ……………. 
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Flexibility and adaptability 1 2 3 4 5  1 2 3 4 5 

FA1
  

Ability to cope with change and 
uncertainty within the organisation 

           

FA2 Showing a positive attitude to change            

 Ethical awareness and integrity                   

EA1 Being honest in situations at work when it 
is difficult to be truthful 

           

EA2 Showing tact when dealing with sensitive 
issues 

           

EA3 Considering ethical issues when in the 
workplace 

           

EA4 Ensuring that confidential data is kept 
confidential 

           

Leadership  1 2 3 4 5  1 2 3 4 5 

L1 Supervising others            

L2 Being approachable and helpful to new 
colleagues when they start work 

           

L3 Helping other (less experienced) 
colleagues 
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 Pre Practical Work 

Date: ……………… 

 Post Practical Work 

Date: ……………… 

Creativity and initiative 1 2 3 4 5  1 2 3 4 5 

CI1 Ability to develop new ideas            

CI2 Building on the ideas of others            

CI3 Ability to act independently in appropriate 
situations 

           

Self-confidence 1 2 3 4 5  1 2 3 4 5 

SC1 Dealing with customers confidently and efficiently 
(if applicable)  

           

SC2 Dealing with awkward customers (if applicable)            

SC3 Liaising with colleagues confidently            

SC4 Liaising with managers confidently            

SC5 Feeling able to express own opinions clearly but 
diplomatically 

           

SC6 Still being able to value yourself even if something 
has gone wrong at work 

           

Judgement 1 2 3 4 5  1 2 3 4 5 

J1 Ability to form a reliable opinion about other 
people  

           

J2 Knowing when to act and when to request 
assistance 

           

J3 Time management            
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Pre Practical Work Employability Skills  

Date:…………………………… 

Post Practical Work Employability Skills 

Date:………………………. 

My three best Employability Skills are: 

 

My three best Employability Skills are: 

 

1) 

 

1) 

2) 

 

2) 

3) 

 

3) 

Three Employability Skills I need to develop are: 
 

Three Employability Skills I need to develop are: 
 

1) 
 

1) 

2) 
 

2) 

3) 
 

3) 
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Pre Practical Work Personal Attributes 
Date:………………………. 
 

Post Practical Work Personal Attributes 
Date:……………………….. 
 

My three best Personal Attributes are: 
 

My three best Personal Attributes are: 
 

1) 
 
 

1) 

2) 
 
 

2) 

3) 
 
 

3) 

Three Personal Attributes I need to develop are:   
 

Three Personal Attributes I need to develop are:   
 

1) 
 
 

1) 

2) 
 
 

2) 

3) 
 
 

3) 
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The results of your self-assessment 
 

Defining your strengths 

We all have strengths that we take to a job, however, you need to look for opportunities 
at work to demonstrate these and collect evidence to help you at job applications and 
interviews. 
 

Which areas you would like to improve?  

We also have areas that we can improve on and you need to identify how you can 
develop these areas and collect evidence of your improvement. 
 
You can now begin an ongoing analysis of your use of employability skills and personal 
attributes using your Journal as you undertake part-time or vacation work and collect 
evidence of how you have developed your skills and personal attributes using your 
Evidence Portfolio.  
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Lincoln University Practical Work Record Sheet 
Note: Copy this sheet as many times as needed  
 

Student Details Employer Details 

Student ID  
Number 

 
Owner’s/Manager’s 
Name 

 

Student  
Name 

 
Contact  
Number 

 

Contact  
Number 

 
Contact  
Address 

 

Contact  
Address 

 
Farm/Enterprise 
Type/name  

 

 

Practical Work Details 

Date  Tasks Undertaken Hours Worked Host Signature 

 
 

 
  

 
 

 
  

 
 

 
  

 
 

 
  

 
 

 
  

 
 

 
  



Page 20 of 21 Lincoln University Diploma in Organic Agri-Food Production 
 Practical Work Handbook and Evidence Portfolio 
 

Lincoln University Practical Work Record Sheet 
Note: Copy this sheet as many times as needed  
 

Student Details Employer Details 

Student ID  
Number 

 
Owner’s/Manager’s 
Name 

 

Student  
Name 

 
Contact  
Number 

 

Contact  
Number 

 
Contact  
Address 

 

Contact  
Address 

 
Farm/Enterprise 
Type/name  

 

 

Practical Work Details 

Date  Tasks Undertaken Hours Worked Host Signature 
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