P-20 Workplace Learning Policy

Purpose

Workplace learning is an important component of vocational education and training (VET) programs at
Diamond Valley Learning Centre (DVLC). This policy sets out the processes and approach DVLC takes to
effectively manage workplace learning arrangements.

Scope
This policy applies to all DVLC staff, volunteers and domestic students.

Definitions

AQF certification The set of official documents which confirm that an AQF qualification or
documentation VET statement of attainment has been issued to an individual by a
registered training organisation (or any other entity authorised to do so).

Practical placement | A period of supervised work with a host employer undertaken as part of a
VET course to develop or reinforce job-related skills relevant to the course
or qualification. Practical placement may be:

e amandatory requirement in a VET qualification, with duration and
content specified within the relevant training package; or

e non-mandatory but included in a VET qualification on advice from
industry or relevant employers.

Practical placement | A written agreement between DVLC, the host employer and the VET
agreement student. In Victoria it is mandatory to have a practical placement
agreement in place before a student enters the workplace.

Post-secondary A student enrolled in a post-secondary VET course at DVLC. This may
student include students who are within the age of compulsory school attendance.

Unit of competency | The specification of the standards of performance required in
the workplace.

VET Vocational education and training
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Policy Guidelines

Workplace learning is a recognised form of preparing students for employment while they are still in
education and training. It provides students with the opportunity to be part of a workplace for a period and
to observe, develop and practice skills required for a specific job role. Workplace learning may be a
specified component of a VET qualification or unit of competency or may be included as a non-mandatory
part of a VET course.

DVLC will ensure that all practical placements are beneficial to post-secondary VET students and are:

directly related to the VET course (or unit of competency) being studied;

at the appropriate skill level;

useful for the vocational or employment outcomes of the VET course (or unit of competency);
within the maximum duration of 240 hours (or a maximum of 38 hours per week); and
documented in a signed practical placement agreement.

Practical placement agreement

The Chief Executive Officer (CEO) has overall responsibility for the management of DVLC workplace learning
arrangements. DVLC is responsible for organising, supervising, and monitoring practical placement
arrangements with host employers and ensures that they comply with the Victorian government’s
guidelines on practical placements.

DVLC requires that before any practical placements commence:

the practical placement agreement is signed by all parties (DVLC, the host employer and the VET
student); and
each party is provided with a copy of the agreement.

The written practical placement agreement between DVLC, the host employer and VET student must
include:

contact and other relevant details for DVLC and the host employer;

the name of the VET student and the VET course (or unit of competency) they are enrolled in;

the relevant skills to be developed, practiced and/or assessed during the placement;

placement duration (start date, end date, total duration in hours, and the maximum weekly duration in
hours);

a statement clarifying that the VET student is not required to be paid during placement;

DVLC'’s obligations to the VET student and host employer;

the host employer’s responsibilities to DVLC and the VET student; and

details of how the VET student can make a workers’ compensation claim if injured during placement.

DVLC responsibilities
DVLC is responsible for ensuring that it has sufficient processes and procedures in place to facilitate a
successful practical placement for VET students and manage any issues that may arise. These include:

checking that practical placement agreements have been signed by all parties before commencing
placement;

checking that placement hours are completed before awarding AQF certification documentation;
prioritising student safety, including for students with disabilities (e.g. completing site visits, safety
checks, risk assessments);

providing transparency around practical placement arrangements from pre-enrolment onwards;
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providing VET students with orientation to placement (e.g. to cover student rights and responsibilities,
workplace safety, completing workplace logs, feedback channels, how to complain about placement,
what to do if ill, how students will be assessed);

providing DVLC staff with access to relevant training and assessment documentation and resources;
providing DVLC staff with appropriate training to ensure that they understand their responsibilities with
regard to training and assessment, student support during placement, and student feedback or
complaints;

ensuring that DVLC staff complete the necessary VET course and placement paperwork (including
updated placement agreements) in a timely manner;

monitoring student participation in placement;

promptly documenting, investigating and resolving complaints about placement;

utilising feedback and complaints to continuously improve placement processes; and

ensuring that any student injured on placement receives prompt medical and other support and is
assisted with lodging a workers’ compensation claim.

DVLC is also responsible for developing and maintaining a sound relationship with host employers to:

ensure VET students benefit from workplace learning e.g. they are given adequate supervision and
workplace safety training, opportunity to practice their skills and use relevant equipment;

ensure the host employer and their staff understand their roles and responsibilities during placement;
quickly resolve complaints, receive feedback and iron out any issues that arise;

advise employers of changes to practical placement schedules e.g. student illness, training delivery
issues;

facilitate trainer / assessor access to students in the workplace, including for pre-arranged assessment,
and contact with workplace supervisors; and

check that students are attending placement and are conducting themselves appropriately.

DVLC discloses confidential student medical information (relevant to practical placement) to a host
employer only where permission has been granted by the student and requires employers to maintain
confidentiality unless during an emergency.

Students under 18 years

DVLC provides a host employer with a copy of its Child Safety and Wellbeing Policy where a post-secondary
student under 18 years is participating in practical placement and monitors their participation and progress
more closely to ensure their wellbeing. DVLC requests parental permission before the disclosure of relevant
medical information to the host employer.

Host employer responsibilities
Under the signed practical placement agreement, the host employer must:

nominate a supervisor for DVLC students;

ensure that occupational health and safety regulations and standards are met while students are in the
workplace;

ensure that students complete the activities listed in the placement agreement, including allowing
access to the specified equipment;

allow pre-arranged workplace access to DVLC’s assessors to meet with students or assess them;

notify DVLC if the student is absent, injured or ill on placement;

advise DVLC of any issues or complaints that arise;

contact DVLC before terminating any practical placement agreement; and
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ensure the confidentiality of any medical information disclosed about a student (unless during an
emergency).

Placement issues

If a student jeopardises the welfare and safety of other students or the host employer’s staff or clients, or
behaves in a seriously inappropriate way, DVLC will immediately terminate the student’s workplace
learning agreement and remove the student from the workplace.

If the placement is not mandated within the relevant training package, the student has completed 90% or
more of the required hours and is considered able to demonstrate the required skills, the Training Manager
will use discretion and arrange additional opportunities for the student to demonstrate that they have
developed the required skills.

Where a student has not fully completed their workplace learning hours or has been deemed not yet
competent in placement assessments, DVLC arranges for students to undertake the placement again with
additional support and extra supervision (with or without an additional theory component). DVLC only
allows one repeat of practical placement hours in the enrolment period. If the student is still unsuccessful,
he/she will be marked as Not Yet Competent (NYC) for the units connected to the practical placement.

Injury during placement

A post-secondary student who is injured while on practical placement may make a claim for compensation
under the Victorian government’s workers’ compensation insurance policy. DVLC will work with the student
and host employer to ensure that the claim is lodged as soon as possible, complete with all appropriate
documentation. Details are provided in the practical placement agreement.

Payment for students on placement

Post-secondary students on practical placement are not required to be paid for their work. However, there
is no prohibition on payment being made. Where a host employer offers to pay students, DVLC will seek
professional advice regarding the implications under employment or industrial laws.

Complaints during practical placement

DVLC responds promptly to complaints or issues raised by the host employer or a VET student. DVLC will
meet with both parties to resolve the complaint and will advise all parties of the outcome. This may involve
changes to practical placement arrangements.
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