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Overview 
 
The (Authority-developed) Workplace Learning program (ADWPL) provides students with the 
opportunity to develop employability skills while continuing with their senior secondary education. 
Pathways staff manage and implement the program within policy guidelines.  
 
The major goals of the program include: 
 

• To help students build a broad range of skills relevant to the workplace 
• To assist students with informed career planning  
• To increase self-esteem and confidence 
• To develop broader communication skills with people outside the school environment 

 
Structure 
 
Workplace Learning is an Authority developed program for Year 11 & 12 students. The ADWPL program 
largely takes place on-the-job. 
 
The basic requirements for completing the ADWPL program are that students must complete a 
minimum of 55 hours on the job, each placement. In addition, they must complete a Logbook and a 
Skills Journal per placement. 
 
Students are required to attend the allocated workplace and work as directed by the Workplace 
Supervisor/Host Employer. Workplace Learning students are expected to make a complete 
commitment to learning in the workplace. 
  
Students need to manage their own learning, organise experiences for developing skills and ask 
questions to obtain feedback about work performance from their Workplace Supervisor/Host Employer. 
Students will need to adapt to the workplace environment to undertake allocated tasks. 
 
Vocational Education and Training (VET) 
 
Students at Servite College will be presented with the opportunity to complete Nationally Recognised 
Qualifications (referred to as VET Certificates).  Some certificates are delivered at school, whilst others 
in specialised industry areas rely on partnerships with Registered Training Organisations (RTOs) to 
deliver the Units of Competency at their training facilities (e.g. Plumbing, Automotive, School Based 
Education Support). 
 
VET certificates will be delivered in accordance with the Australian Quality Training Framework (AQTF) 
guidelines, under an auspice arrangement with a Registered Training Organisation (RTO).  The various 
RTOs have their own requirements and students will need to satisfy nominal hours, competencies and 
assessment standards in order to achieve the qualification.    
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Qualifications completed whilst at school will contribute towards a student’s Western Australian 
Certificate of Education (WACE) and increase Selection Criteria points for competitive courses at TAFE 
post-school. 
 
Attendance 
 
Students are expected to attend their RTO or workplace on all designated days. 
  
All Workplace Learning students will be required to attend their work placement during the two week 
Examination period, held each Semester.  
  
Students are expected to account for any absences by following the strict guidelines outlined in this 
document.   
 
Students who do not conform to the attendance requirements may be removed from the program, 
which could impact their Western Australian Certificate of Education (WACE). 
  
If a student cannot attend due to sickness, the following procedure must be followed: 
 

1. The student must contact the Workplace Supervisor/Host Employer or TAFE Lecturer as 
soon as it becomes obvious they will not be attending. 
 

2. The student must contact the Pathways Administration Officer Mrs Sarita Rodricks on 0438 
899 575 prior to their daily start time. 

 
The following are unacceptable reasons for workplace absences: driving lessons, routine dental 
appointments and routine medical appointments. These activities must be booked outside of work 
hours. 
 
Student Payment for Work 
 
Students are not permitted to receive any form of monetary payment whilst completing their work 
placement hours. In addition, if paid they are also not covered by Servite College’s workplace insurance 
policy, should there be an accident, injury or damage to equipment.   
 
Students completing a School Based Traineeship (SBT) are exempt from this policy. Their insurance is 
provided by the trainee’s employer and not Servite College 
 
Hours of Work 
 
The exact start and finish time in the workplace is dictated by the Workplace Supervisor/Host Employer 
and negotiated by Pathways Staff in special circumstances (e.g. transport difficulties, casual work or 
sporting commitments). Students are expected to work a normal work day – not necessarily  
school hours.  It is recommended that for students to gain a realistic understanding of the workplace 
requirements, a minimum of 8 hours a day should be completed. 
 
Dress code 
 
Students are expected to wear appropriate attire at all times in accordance with the particular 
workplace dress standards. Denim jeans and Lycra leggings are generally not considered 
appropriate. Personal grooming and hygiene must be of the highest standard.  Suitable workplace 
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attire should be discussed by the student with the Workplace Supervisor/Host Employer, prior to the 
student commencing the placement. 
 
Confidentiality 
 
Whilst in the workplace, students may have access to confidential information. Students must 
maintain confidentiality at all times.   
 
Transport 
 
Students are solely responsible for arranging and paying transport costs to and from their workplace or 
training provider. Whilst Servite College endeavours to place students close to home, this is not 
always possible due to their chosen industry area. 
 
Insurance 
 
All students are covered whilst in the workplace or with their training provider. The insurance cover is 
both Public Liability and Personal Accident insurance. The insurance is only valid when the student 
is in attendance on the designated days. It also, does not provide for negligence on the student’s 
behalf. 
 

Duty of Care 
 
“Duty of Care involves taking all reasonable steps to ensure the wellbeing of the student”. Duty of Care 
is a shared responsibility between the school, the Host Employer and the student’s parent/guardian. 
  
Duty of Care is covered by Servite College’s insurance policy. However, the student is not covered if a 
work placement is arranged without being endorsed by Pathways Staff. 
  
Pathways Staff are responsible for completing an initial site visit of the workplace, before the student 
begins the placement. They also make contact with the student and workplace supervisor during the 
student’s placement in the form of site visits and/or telephone calls. 
  
Students MUST communicate any personal or safety concerns whilst in the workplace with, the 
Workplace Supervisor/Host Employer, their parents, and a members of the Pathways Team. If any 
situation requires immediate intervention, please contact the Head of Learning Area – VET (details 
below). 
  
Induction 
 
Before the work placement commences, students will receive detailed induction information. This 
information will include all details in this procedures document, plus work health and safety, student 
responsibilities, workplace expectations and details on how to complete the logbook and skills 
journal. 
 
Workplace supervisors have also been asked to complete an induction with students on the first day of 
their work placement. 
  
Student Details 
 
Please ensure that Pathways Staff are kept up to date with any changes to personal contact details 
and medical / health issues, to ensure all communication is being received and the appropriate Duty 
of Care is being afforded to the student. 
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Additional Costs 
 
Any student whose employer requires them to have personal protective equipment (PPE) or special 
clothing (e.g. work boots) are required to organise this before commencing in the work placement.  
These items are at the student’s own expense.   
 
Building and Construction 
 
Any student who completes a work placement in the Building and Construction Industry is required by 
law to complete a Safety Awareness Training (SAT) course to obtain a White Card. Students will not be 
permitted to commence work and will not be covered by Servite College’s insurance policy until the 
White Card number has been supplied. Courses are provided by numerous training providers and 
details can be obtained from Pathways Staff.  These items are at the student’s own expense.   
 
Working with Children 
 
Students (over the age of 18) who are completing a work placement where the primary role is dealing 
with children are required to obtain a Working with Children Check (WWC). Most common are, 
childcare workers, teachers, school personnel and sport coaches. 
  
Students who are asked to obtain the check must obtain the WWC form from designated Australia 
Post Offices, pay the required fee and submit the paperwork. 
 
Interview with Host Employer  
 
Some host employers require a meeting with students prior to commencement in the workplace. 
Students will need to arrange this out of school hours if requested of them. 
 
Withdrawal from Program 
 
Students can be withdrawn from a workplace and/or the program by Pathways Staff at any time for the 
following reasons: 
 

• Poor attitude / work ethic 
• Inappropriate behaviour 
• Wilful damage to property 
• Lack of attendance / or no prior explanation for non-attendance 

 
Students are not permitted to cease attending a placement on their own accord. Concerns and issues 
should be discussed directly with Pathways Staff and appropriate action will be taken, in consultation 
with the student, parent and Workplace Supervisor/Host Employer. 
  
Students are reminded that Workplace Learning is a course inclusive of a work placement and that the 
requirements of the Workplace Learning Program cannot be achieved without attending the work 
placement. 
 
Workplace Learning Logbook and Skills Journal 
 
Students will be issued with a Workplace Learning Logbook and Skills Journal before commencing 
their first work placement.  
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It is the student’s responsibility to complete the logbook after each day in the workplace.  Students 
must record the tasks and hours completed, then arrange for the Workplace Supervisor/Host 
Employer to sign the logbook at the end of the placement. There is a student Performance Profile in the 
logbook that must be completed by the workplace supervisor at the end of the placement. It is the 
student’s responsibility to arrange this with the supervisor a few days before the end of the placement. 
  
Students are required to hand their Logbook, Skills Journal and Evidence of Hours into the Pathways 
Team immediately after concluding their placement. Failure to do so will result in no hours awarded 
for the Endorsed Program (ADWPL). 
 
Photography 
 
Occasionally the Pathways Team will take photos of students in the workplace for use in the College 
newsletter, annual or on social media. If you do NOT agree to allow Pathways staff to photograph your 
son/daughter, you must advise the Pathways Team in writing via the email address: 
pathways@servite.wa.edu.au 
    
Questions 
 
The Pathways Team is available to assist students, parents and caregivers with queries and concerns 
via email to pathways@servite.wa.edu.au 
 
In the case of emergency or a situation requiring immediate attention please contact the Head of 
Learning Area – VET on the details below during the Workplace Learning Program, delivered during 
the Semester 1 or Semester 2 exam periods. Please note the mobile phone is not always monitored 
during term time, therefore email is the best form of contact. 
 
 
PATHWAYS TEAM CONTACT INFORMATION 
 
Mrs Jaimee Dawson  
Head of Learning Area - VET 
0419 906 200  
jaimee.dawson@servite.wa.edu.au 
 
Mrs Sarita Rodricks 
Pathways Administration Officer 
0438 899 575   
pathways@servite.wa.edu.au 
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