
 

Policy Title Workplace Learning Management Policy 

Release Date 2020 

Review Date 2028 

Domain Learning 
 

WPL Management Policy (Reviewed) Page 1 of 8 
 

 
1. Rationale   
 
The Workplace Learning Management Plan for Servite College describes how the proposed workplace 
learning activities will be organised and managed. It focuses on assessing and managing risks in line 
with Catholic Education of Western Australia and School Curriculum and Standard Authority’s policies 
and offers justification for decisions made in relation to those activities. 
 
 
2. Purpose of the Program 
 
The Workplace Learning Program (ADWPL) at Servite College enables the school to work together with 
industry to provide opportunities for students in Years 11 and 12 to prepare for the workplace.  

Through participation in a Workplace Learning Program (ADWPL), students can develop and 
demonstrate increasing competence in core skills needed for work (employability skills such as 
communication, problem solving and teamwork). The benefits to students include: 

• developing first-hand experience in a real workplace in preparation for the transition from 
school to work 

• developing competence in the core skills for work  
• enhancing an understanding of the link between school studies and work 
• developing career pathways that assist students to decide if an industry or job is right for them 

The Year 11 and 12 SCSA endorsed program will include 2 x 10 day block placements, during the 
Semester 1 and Semester 2 exam breaks. 

 
3. Risk Assessment Strategies 
 
The risk assessment strategies that the College uses include: 

3.1. When matching students to a work placement, the Pathways Administration Officer / Head 
of Vocational Education and Training (HOLA VET) will consider the following: 

• the expected student outcomes, including the specific workplace learning skills, that can 
be achieved in the selected work placement  

• match in student’s current work, background skills, knowledge, attributes and work 
readiness to the appropriate work placement and specific requirements of the worksite 

• feedback from any previous Workplace Learning placement(s) 

The Pathways Administration Officer will also consider information gained from student interviews, 
school performance and attitude, to assess the work readiness of the student and retain a record of the 
following: 
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• the student’s age, interests, capabilities and suitability to the workplace 
• the student’s prior experience and knowledge of the occupation/industry 
• information about any significant learning needs of the student 
• cultural needs of the student 
• any disabilities, special needs or health requirements 
• preferences or interests expressed by the student 
• the approach of the Workplace Supervisor/Host Employer 
• access to transport 

3.2.  When selecting and inducting a Host Employer, the Pathways Administration Officer: 

• locates a prospective employer willing to offer student work placement(s) 
• assesses the suitability of the workplace, in terms of work health & safety  
• assesses the suitability of the workplace in terms of meeting the student’s needs 
• identifies and negotiates arrangements for a student’s workplace learning program directly 

with the nominated Workplace Supervisor/Host Employer 
• clarifies the most appropriate way for the student to be identified while in the workplace 
• provides the Workplace Supervisor/Host Employer with the College’s insurance cover 
• confirms the placement in writing (Host Employer Form Confirmation) 
• abides by all workplace-specific legislative requirements regarding a student’s work 

placement.   

3.3. When assessing the suitability of the premises for workplace learning, the Pathways 
Administration Officer will check if the employer has: 

• a work health and safety policy and procedures  
• consultative processes for work health and safety  
• had student placements previously and the outcomes 
• any recent breaches of work health and safety 
• workplace induction/training programs in place 
• nominated a Workplace Supervisor/Host Employer, determined the extent of their workplace 

experience and made clear the intended level of student supervision required within the 
workplace 

• raised staff awareness of the presence and role of the student in the workplace 

3.4. When discussing the placement with the Workplace Supervisor/Host Employer, The 
Pathways Administration Officer may discuss: 

• how workplace learning fits into the school program 
• procedures to be followed in the case of student absence from the workplace  
• the process for removing a student from the workplace who is deemed not work ready 
• the procedures to be followed in case of an emergency  
• the student’s work safety preparation prior to attending workplace (induction) 
• the key elements of a safe workplace 
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3.5. The Pathways Administration Officer will ensure compliance with any industry-specific 
requirements, such as (but not limited to) the: 

• Liquor Licensing Act 
• Construction Industry – White Card Training 
• Working with Children Check (WWC) 
• Drug & Alcohol (D&A) Test 
• Responsible Service of Alcohol (RSA) 

 

3.6. In relation to transport arrangements, the Pathways Administration Officer will ensure that: 

• there are safe and appropriate student transport arrangements to and from the work 
placement, including processes that acknowledge the arrival and approve the early departure 
of the student from the workplace 

• vehicles used by Workplace Supervisor/Host Employers have a current vehicle registration 
and drivers have a current driver’s licence (parent/caregiver consent required). 

 
4. Student Selection and Induction Process 
 
The Pathways Administration Officer/HOLA VET ensures students: 

• complete a Workplace Induction program that contains an Work Health & Safety presentation 
• complete the Worksafe Smartmove Online Safety Certificate 
• participate in career counselling meetings or interviews prior to attending the workplace 
• Attend the Workplace Induction Session 

The Pathways Administration Officer ensures the Host Employer outlines to students: 

• site-specific work health and safety procedures 
• workplace expectations for behaviour, daily routines and activities  
• Incident, injury and accident reporting procedures 
• machinery, equipment and materials operation/handling procedures (PPE) 
• the level of supervision to be applied 

 
5. Roles and Responsibilities of Servite College Supervisory Team 
 
The supervisory team includes the Pathways Administration Officer/HOLA VET, the Deputy Principal of 
Teaching and Learning and the Student Services Officer. 

All team members will demonstrate understanding of: 

• roles and responsibilities under this policy and other relevant policies 
• developing effective communication methods with all stakeholders  
• maintaining goodwill whilst achieving expected outcomes 
• developing confidence and capacity to coordinate student supervision for duty of care: 

o work health and safety 
o appropriateness of the workplace 
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o effective student learning/training 

6. Supervision Strategies of Servite College 

The Pathways Administration Officer: 

• establishes a supervision strategy with a level of supervision which is appropriate to the 
student’s age, knowledge, and level of skill, the student’s medical condition or disability, the 
type and location of the activity, the workplace environment and Workplace Supervisor/Host 
Employer’s capability 

• informs the Workplace Supervisor/Host Employer that they need to report to the school any 
discrepancies in the student’s expected timely arrival, departure and return to the workplace 

• confirms that work practices and/or flexible arrangements for work placements during school 
holidays or other out-of-school hours comply with this policy 

Relevant industrial requirements may apply when students work in certain industries and should be 
considered when planning supervision strategies. 

Also, it is necessary to consider the teacher/supervisory team member’s employment conditions, for 
example, when students are supervised in some placements that occur in school holidays, or out of 
school hours. Examples include the hospitality industry, a school-based traineeship/school-based 
apprenticeship, or carrying out workplace learning in the holidays due to workplace availability. 

Student contact may be via Pathways phone, text and/or email.  
 
7. Communication Strategies 

The Pathways Administration Officer: 

• develops a communication strategy between the student, the school (Servite College 
supervisory team members), the parents/guardians and the Workplace Supervisor/Host 
Employer  

• documents the communication strategy in the workplace learning management plan 
• confirms that students are clear with the communication strategy 

The communication strategy includes contact information and may also need to include details of an 
alternative mode of communication, in case the primary communication method fails. 

The Pathways Administration Officer should have processes in place to be contactable, whenever a 
student is in the workplace. A work mobile phone is provided for this purpose. 

Stakeholders should be invited to provide feedback as part of a continuous improvement process for 
the Workplace Learning program. 

The following stakeholders may be included in the communication strategies and review process to 
provide feedback on issues such as occupational safety and health, suitability of the work placement 
and any other relevant information: 

• Students 
• Parents 
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• Servite College supervisory team members  
• Host Employers/Workplace Supervisor/Host Employers 
• Parents   
• Teachers 

 
8. Emergency Response Strategies  

The Pathways Administration Officer: 

• establishes an emergency response strategy  
• confirms that the student, parents/guardians, Servite College supervisory team members and 

Workplace Supervisor/Host Employer are familiar with the emergency response strategy 
• includes the emergency response strategy in the workplace learning management plan 
• confirms the emergency response strategy is accessible by the Principal 
• verifies that the appropriate procedures are followed in the event of the student being injured 

at a work placement provides the Workplace Supervisor/Host Employer with: 
 
o contact details of Servite College  
o contact details of the student’s parents/guardians  
o relevant student health information and health care authorisations 
o details of specific first aid responses needed in the event of a known predisposition to an 

adverse health event, such as an asthma attack, bee sting or nut allergy.  

Other emergency response planning includes: 

• arrangements for medical assistance by the Workplace Supervisor/Host Employer 
• the Workplace Supervisor/Host Employer notifying the school’s Pathways Administration 

Officer, in the first instance of any emergency 
• The Pathways Administration Officer will contact the parents/guardians at the earliest 

opportunity 
• the Pathways Administration Officer clarifying if the workplace learning student is a workers’ 

compensation case (for example school-based trainee/apprentice) or not 
• the student or parent/guardian obtaining a medical certificate or statement from the doctor 

attending to the student  
• standard accident procedures followed in reporting details of an accident or injury via the 

College Incident Report Form (on SEQTA) 
 

8.1. Accidents in the Workplace 

In the event of an accident involving a student in the workplace, the Pathways Administration Officer: 

• informs the Principal and other relevant staff 
• completes and retains an Incident Report form 
• where doctors bulk bill and there is no additional charge, retains copies of all medical 

certificates and receipts 
• informs the parents/guardians that: 

 
o all medical certificates and receipts are retained by the College 
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o appropriate documentation should be completed and submitted to the College for 
reimbursement of medical expenses.  

If reimbursement is required, documentation, where appropriate, should be forwarded to the College’s 
Insurance company as soon as it becomes available. 

Students who are involved in part-time paid work, out of school hours as part of a school program to 
achieve Units of Competency or undertaking School Based Apprenticeships/Traineeships, are 
employees and any medical expenses are therefore, covered under the Host Employer’s Workers’ 
Compensation Insurance, not the College’s insurance policy. 
 

8.2. Bullying or Harassment in the Workplace 

The Pathways Administration Officer: 

• advises any staff member (who becomes aware of any bullying, harassment, or sexual 
harassment of the student in the work placement) to inform the Pathways Administration 
Officer and the Principal 

• provides relevant information about the work placement to the Principal upon notification of 
sexual harassment in the workplace 

• advises students that if they find themselves in a situation where they experience bullying, 
harassment, or sexual harassment during a work placement, they should immediately inform: 

1. their parents/caregivers 
2. the Pathways Administration Officer 
3. the Head of Learning Area - VET 
4. Head of Community (HOC) 
5. the Principal 

Upon notification of a critical incident, which may include bullying and harassment in the work 
placement, a suggested process includes the following steps: 

• withdraw the student from the placement 
• investigate to validate the incident 
• inform the student’s parents/guardians that the incident has occurred 
• alert relevant parties of concerns regarding this workplace as an inappropriate placement for 

students 
• document the incident and actions taken in line with established school processes 
• All relevant documentation stored in a secure and confidential digital file. 

 
9. Roles and Responsibilities of the Host Employer/Workplace Learning Supervisor 

The Workplace Supervisor/Host Employer will: 

• induct the student through an agreed induction program on Day 1. 
• ensure a safe workplace 
• follow agreed procedures if the student is absent 
• follow agreed process for removing a student from the workplace who is not work ready 
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• follow agreed procedures in case of an emergency  
• consider where there is additional potential risks, such as licensing requirements (e.g. 

Electrical, Plumbing) or fast-moving vehicles (e.g. forklifts in a warehouse) and plan 
appropriately 

• be aware of any safety limitations and assign appropriate tasks and supervision to the student. 

 
10. Parent/Guardian Consent 

The Pathways Administration Officer, prior to work placement participation: 

• obtains parental or guardian consent for a student to participate in a workplace learning 
program 

• provides the following information when seeking parental or guardian consent: 
o full details about the work placement program 
o details regarding insurance cover for students on work placement, including recovery of 

any medical expenses incurred in case of incident, injury or accident. 

 
To assist parents/guardians make the decision to consent to their child’s participation in workplace 
learning, the following details will be provided: 

• workplace learning program options and their relationship to the student’s school program 
• participation costs, e.g. (PPE) 
• process for identifying students who are deemed work ready  
• benefits for the student 
• post school options.    

Once the student is placed within a workplace the following information is confirmed and provided to 
parents / guardians: 

• location of the workplace 
• days, dates, and times 
• tasks to be undertaken (including additional activities outside normal duties, etc.) 
• potential work hazards in the workplace   
• student contact arrangements during the workplace learning placement 
• transport arrangements, including the possibility that students may travel with another 

employee to a job site 
• supervision to be provided 
• arrangements for meal breaks and leaving early 
• special clothing or items required (at the family’s expense) 
• required or random Drug & Alcohol (D&A) testing, Responsible Servicing of Alcohol (RSA), 

White Construction Card (Building & Construction Safety Card), Working with Children Check 
(WWC) and payment of associated costs 

• procedures in case of student accident. injury or illness on the work placement 
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11. Records Retention Strategies 
 
Records include but are not limited to: 

• SCSA Completion Advice documents 
• Student Logbooks (Attendance Record and Evaluation of Student Performance) 
• Incident Reports 
• Initial Site Visit Checklist  
• Employer correspondence.  

All documents will be scanned and saved into the VET SharePoint and treated confidentiality. 
 
 
12. Review and Evaluation Strategies 
 
The Program will be reviewed and evaluated formally by the supervisory team once a year. Feedback 
from this evaluation will inform the recommended improvement strategies for the ADWPL program for 
the following year.  

 
Date Reviewed By Amendments 
2020 Monica Maxwell (A/Deputy of 

Teaching and Learning) 
Review of all procedures  
Added in information regarding completion of the 
Incident Report on SEQTA 

2026 Krystal Skelin (Deputy of 
Teaching and Learning) 

Minor updates to job titles and other terms 

 


