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Summary and information 

Structured workplace learning provides students with the opportunity to integrate on-the-job 

experience with secondary study. It is delivered as part of the VCAL/VET Industry and Enterprise 

or VCAL units. Students will attend a workplace either on Wednesday or Friday of each 

schooling week throughout the year. 

Students can find their desired workplaces either on their own, with the help of parents, or 

with the help of the VCAL department through the SWL portal. They have been given a file each 

that contains the important paperwork that needs to be filled in, and taken by employers that 

contain important information and details necessary for their SWL. 

Work experience is the short term placement of secondary school students, generally from 

Year 10-12, with employers to provide insights into the industry and the workplace in which 

they are located. Students are placed with employers primarily to observe and learn – not to 

undertake activities which require extensive training or expertise. 

Benefits of SWL and W-E 

Structured workplace learning 

 Enhanced skill development-study/field specific 

 Practical application of industry knowledge 

 Assessment of units of competency 

 Achievement of some learning outcomes for VCE studies or VCAL units and 

 Enhanced employment opportunities. 

Work Experience: 
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 Develop employability skills 

 Explore possible career options 

 Understand employer expectations, and 

 Increase their self-understanding, maturity, independence and self-confidence. 

Responsibilities 

i. Students 

Students are encouraged to do the following: 

 Arrange their own placement. ( assistance and direction is provided at school) 

 Are required to organize suitable travel arrangement to and from the placement. 

 The Work Experience Arrangement Form is a legal document, original signatures are 

required (photocopied or faxed forms cannot be accepted) 

 The preparation activities, Work Experience Arrangement Form* and the Safe@work on 

line tests** (general module and industry module) and student self -reflection forms 

need to be completed prior to placement.   

 Appropriate and exemplary behavior is expected at all times. 

 Students will be withdrawn from the placement if this requirement is not met. The 

school discipline policy and procedures will be applied 

 Will be involved in a debriefing session within weeks of starting a placement. In a ‘ 2 

week block placement, students are debriefed within the first few days. This will ensure 

students have the required PPE if applicable and are comfortable at their placement.  

 If students are accompanied by an employer in a vehicle during placement they must complete 

a ‘travel & accommodation form’. Please refer to end of this handbook. 

 

 

ii. Employers 

Employers need to: 

 Abide by legal obligations to provide a safe and healthy working environment for 

your employees and contractors. This includes all forms and documents signed 

accordingly.  
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 Students undertaking structured workplace learning are no different. They are owed 

the same duty of care, and they must take all the same steps to safeguard them 

during their structured workplace learning. 

 Assess student workplace to determine which activities can be safely managed. 

Students should be given tasks which are interesting and which will give them an 

understanding of your business.   

 Take care, and NOT to place students at risk, and must provide supervision at all 

times. 

 Induct the student. This should be done by the employer or the nominated 

supervisor and will include all OHS  policies and PPE equipment provided. 

 Notify the school of any near misses or accidents that may occur immediately. 

 Pay each student the minimum requirement as depicted in the ‘Work Arrangement 

form’. 

 Allow the college suitable visiting time(s) and contact. 

 If students are accompanied by an employer in a vehicle during placement they must 

complete a ‘travel & accommodation form’. Please refer to end of this handbook. 

  

 

iii. School 

The Principal has a pivotal role in the organization of structured workplace learning programs. 

Although the Principal will rely on the Structured Workplace Learning Coordinator to organize 

the arrangements for the placement, it is nevertheless very important that the Principal is 

aware that all relevant guidelines and procedures are followed. 

The Structured Workplace Learning Coordinator provides the link between the student, the 

school and the employer and is the key figure in any structured workplace learning program. 

The role of the Structured Workplace Learning Coordinator is to assist students to find 

structured workplace learning positions, communicate with employers, ensure students are 

prepared for structured workplace learning, provide support during the placement to both the 

student and the employer, be the main point of contact between the student, employer and 

the school, and promote structured workplace learning programs to employers. 

Students are visited in the first term of the year for their ‘Structured Work Place Learning’. For 

their ‘ Work Experience 2 week block’ they are visited at least once where Evaluation forms are 

submitted by the Employer. Each student will participate in a post Work Experience debriefing 
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session. (attached end of this handbook)  As stated above students must feel safe and 

comfortable at the placement. If at any point this ceases or in the case of an emergency, every 

student can contact a staff member using the process at the end of this handbook. 

 

iv. Parents 

 Parents/guardians have an important role in the successful delivery of structured 

workplace learning for their children. They play a vital role in discussing suitable 

structured workplace learning placements with their children and assisting them to 

understand roles and responsibilities in the world of work. Before student begins 

placement, parents should: 

 Discuss information about occupations and industries that their child could consider for 

a structured workplace learning placement;  

 Assist their child to find a structured workplace learning placement; sign the Structured 

Workplace Learning Arrangement Form;  

 Make appropriate arrangements for their child to safely travel to and from structured 

workplace learning;  

 Provide any necessary health information relating to their child, including details of any 

medical condition which may require treatment during the placement. 

School Policy 

Al-Taqwa College aims to provide work experience as a way of enabling students to explore and 

experience the world of work, the provision of “1 week out”. It is undertaken in years 10 and in 

the VCAL domain which include years 10 to 12, where the VCAL classes compete a 2 week 

block. Work experience involves students in short term industry placements, which broadens 

their experience and understanding of the world and career opportunities. In VCAL, the 

students must undertake tasks that enable them to acquire skills and knowledge in an industry 

setting as part of an accredited vocational training program. 

 

Emergency Procedures 
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Occupational health and Safety in the workplace is important to everyone. Any workplace 

hazard not effectively managed could cause injury to the student and/or other persons. The 

Principal must be satisfied that a student is either undertaking or has completed occupational 

health and safety (OHS) training prior to commencing structured workplace learning as follows:  

 The student is undertaking structured workplace learning as part of a VET program 

within an Accredited Course of Study, the Principal must be satisfied that the student is 

undertaking OHS training relevant to the workplace where the student will be engaged 

in learning.  

 Before a student undertakes structured workplace learning, it is vital that the student is 

made aware of the OHS requirements and arrangements in place at their workplace. A 

responsible employer will also conduct regular workplace hazard inspections and 

implement a program of effective risk controls, understood by everyone in the 

workplace.  

 Warning signs should be displayed prominently wherever they are required, and the 

meaning of the signs must be made known to employees and visitors, including 

students. As part of induction into the workplace, the employer should explain to the 

student what hazards are present in the workplace, why risk controls are in place and 

how they are put into practice. 

 If a student is in danger and needs to contact a teacher/staff member of Al Taqwa 

College They must follow the emergency contact procedure at the end of this handbook 

in the appendix section.  

 

Safe at Work 

Beginning in year 10, students undertaking VCAL must complete Work Related Skills Unit 1 which gives 

them an insight on how to be safe a Before a student undertakes structured workplace learning, it is 

vital that the student is made aware of the OHS requirements and arrangements in place at their 

workplace. A responsible employer will also conduct regular workplace hazard inspections and 

implement a program of effective risk controls, understood by everyone in the workplace.  

Warning signs should be displayed prominently wherever they are required, and the meaning of the 

signs must be made known to employees and visitors, including students. As part of induction into the 

workplace, the employer should explain to the student what hazards are present in the workplace, why 

risk controls are in place and how they are put into practice  before they begin with structured 
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workplace learning. It is also vital that the student is informed of the OHS requirements and 

arrangements in place at their workplace.  

The employer is required to also conduct regular workplace hazard inspections, and implement a 

program of effective risk controls, understood by everyone in the workplace. Warning signs should be 

displayed clearly wherever they are required, and the signs must be made known to all employees and 

visitors, including students during their SWL. Finally, as part of induction into the workplace, the 

employer should also explain to the student what hazards are present in the workplace, why risk 

controls are in place and how they are put into practice.  

 

Appendix 

i. Work Experience arrangement form (page 9-12) 

ii. Logbooks (page 13-22) 

iii. Letters to employer (Page 23, 24) 

iv. Letter to parents (Page 25) 

v. Employer Evaluation form (Page 26-29) 
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ements (Schools)  
STUDENT DETAILS  

Surname              First Name             Birth 

Date       /      /  

School Name and Address         

   Postcode    Telephone     

Structured Workplace Learning Coordinator    Student Year Level     

Student qualification:    VCE Industry and Enterprise     VCAL – Unit and code: 

_______________________________________________________________________  

          VET – Certificate name and code: 

___________________________________________________________________________  

IN CASE OF AN EMERGENCY, THE EMPLOYER SHOULD CONTACT THE STUDENT’S PARENT OR GUARDIAN AND 

THE STRUCTURED WORKPLACE LEARNING COORDINATOR:  

Name (Parent/Guardian)     

Address        Postcode     

Tel. (Home)    (Work)    (Mobile)     

Emergency contact (Name and Tel.)     

PRIVACY INFORMATION: The information provided on this form is for the administration of Structured Workplace 
Learning Arrangements only and is not to be used for any other purpose. Health information will be provided if the 
Student has a medical condition or requires medication that may be relevant to their placement. This information 
must be kept confidential.  

WORK PLACEMENT DETAILS  

Employer (business) name    

  Tel.       

Business address    Postcode  

   

Employer email address ___________________________________________________________  
Type of industry    Primary activity at workplace     

Student’s work location address    Postcode  

   

Workplace contact person    

  Supervisor     

Activities the student will undertake (if insufficient space, attach separate sheet)     
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Structured Workplace Learning hours      am / pm, to      am / pm; 

on  Monday   Tuesday   Wednesday   Thursday   Friday   

from (commencement date)    to (completion date)    Total number of days  

   

Rate of payment  $       per day ($5.00 per day minimum)  

EMPLOYER ACKNOWLEDGEMENT (Employer to sign)  

I,          [name of individual, or on behalf of the Employer if Employer is an incorporated body] agree 

that:  

1. I understand occupational health and safety legislation and standards relevant to the conduct of my undertaking and will 

comply with these laws and standards with respect to the Student as if the Student were my employee.  

2. I will identify all hazards relevant to the conduct of my undertaking and will assess and control all related risks. If I have 

not controlled all related risks I will inform the school of this fact prior to the Structured Workplace Learning Arrangement 

commencing.  

3. I have read and understood the Department of Education and Training Structured Workplace Learning Guidelines for 

Employers. I will ensure that required planning, induction, supervision and safe systems of work are provided for the 

Student to maintain a safe and healthy Structured Workplace Learning Arrangement at all times.  

4. I will consider and take into account the competency, maturity and physical capabilities of the Student in relation to all 

activities he or she will undertake. The Student’s program of activities will be planned and carried out with these 

considerations in mind.  

5. I will nominate a Supervisor (or Supervisors) of the Student who will be responsible for ensuring that my obligations as the 

Student’s Employer are carried out.  

6. I will provide appropriate information, training, instruction and supervision to the Student in respect of occupational health 

and safety and will provide any equipment and/or clothing which is required to comply with my duty of care toward the 

Student.  

7. I will ensure that the Structured Workplace Learning is undertaken in a non-discriminatory and harassment free 

environment.  

8. I will permit access to the workplace and contact with the Student by the Principal or the Structured Workplace Learning 

Coordinator at any reasonable time during the Structured Workplace Learning Arrangement.  

9. I will ensure that the Structured Workplace Learning Arrangement is not used as a substitute for the employment of 

employees or the engagement of contractors and the payment of appropriate wages or fee for services to employees or 

contractors respectively.  

10. I will ensure that the maximum number of students in the workplace does not exceed one Student for every three 

employees.  

11. If I have sought to engage more than the permitted number of Structured Workplace Learning Students, I confirm that 

direct supervision will be provided for all Students.  

12. Where the Principal has disclosed any necessary health information in relation to the Student I confirm that I will maintain 

the confidentiality of that health information and only disclose this information to another party if treatment is required for 

a known medical condition or in the case of a medical emergency.  

13. I will notify the Structured Workplace Learning Coordinator as soon as is possible if the Student is absent, injured or 

becomes ill in the course of undertaking the Structured Workplace Learning.  

14. I will consult with the Principal if I consider it necessary to terminate the Arrangement before the specified time.  

15. I will advise the Principal if the industry to which this Arrangement relates includes potential exposure of the Student to 

scheduled carcinogenic substances and/or other hazardous substances as defined in the Occupational Health and Safety 

Regulations 2007.  

I understand and accept the responsibilities set out above. Following the Principal’s review of these details, I understand that 

he or she will determine whether or not the Student will undertake the Structured Workplace Learning Arrangement proposed 

here.  

Signature                        Date     /       /  

STUDENT AGREEMENT  

I, _______________________________ agree to take part in this Structured Workplace Learning Arrangement and to:  

 carry out all reasonable and lawful directions of the Employer and perform my 

work to the best of my ability;  comply with all reasonable workplace rules and 

  

Structured Workplace Learning  

Arrangement Form  
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requirements governing safety and behaviour;  attend at the workplace on each 

day at the agreed time;  

 inform both the Employer and the Structured Workplace Learning Coordinator as soon as possible if I 

am unable to attend work;  promptly inform the Employer of any accident, injury or incident that may 

occur;  dress appropriately for the workplace;  

 agree that no payment will be made to me if the placement is with a Commonwealth Department or a body established 

under a Commonwealth  

Act;  

 give my consent to donating back payment where the placement is with an organisation engaged wholly or mainly in an 

educational, charitable or community welfare service not conducted for profit and where I have determined that the whole 

of my payment will be donated back to the organisation.  

Students aged 18 years and over:  

 I agree to inform the Employer of any necessary medical information, including details of any known medical condition 

which may affect me and any medication or treatment which may be relevant.  I understand that I am responsible for my 

transport to and from the workplace.  

  

I understand that the Principal will determine whether or not I will undertake Structured Workplace Learning. I acknowledge 

that prior to commencing the placement under this Arrangement, I will be undertaking occupational health and safety training 

that is part of my Accredited Course of Study (VET students), or I will complete the occupational health and safety program 

required by the Department of Education and Training (non-VET students).  

Student’s signature                     Date     /       /  

PARENT/GUARDIAN AGREEMENT AND CONSENT (Not required if the student is aged 18 years or 

over)  

I, ________________________________ consent to my child taking part in this Structured Workplace Learning Arrangement 

and I:  

 agree that he or she will be subject to the direction and control of the Employer and nominated Supervisor(s);  

 understand that all reasonable care for the health and safety of my child will be taken by the Employer and 

nominated Supervisor(s);  expect my child to comply with all reasonable workplace rules and requirements 

governing safety and behaviour;  understand that I am responsible for my child’s transport to and from the 

workplace;  

 agree that no payment will be made to my child if the placement is with a Commonwealth Department or a body established 

under a Commonwealth  

Act;  

 give my consent to my child donating back payment where the placement is with an organisation engaged wholly or mainly 

in an educational, charitable or community welfare service not conducted for profit and where my child has determined 

that the whole of his or her payment will be donated back to the organisation;  

 understand that I will be notified as soon as possible in the event of illness of or accident to my child, but where it is 

impracticable to communicate with me I authorise the person in charge at the workplace of the employer to consent to my 

child receiving such medical and surgical treatment (including the administration of an anaesthesia) as may be deemed 

necessary by a legally qualified medical practitioner, and administer such firstaid as is judged to be reasonably necessary;  

 attach details of any known medical condition which may affect my child, and any medication or treatment which may be 

relevant;  

 give my consent to the release of any necessary health information in relation to my child by the Principal to the Employer, 

for which the Principal is aware of and may disclose pursuant to the Health Records Act 2001 (Vic).  

I understand that the Principal will determine whether or not my child will undertake Structured Workplace Learning.  

Signature                         Parent or   Guardian       Date    /       /  

WORKSAFE INSURANCE AND PUBLIC LIABILITY INSURANCE    

The Student is covered for WorkSafe Insurance by the Department of Education and Training (State of Victoria). The Student 

is covered by public liability insurance in accordance with Ministerial Order 55 – Structured Workplace Learning Arrangements, 

for the arrangement taken out by the party indicated below (Principal to tick the appropriate box):  

    Department of Education and Training    Non-Government school    Employer   
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NOTE: PUBLIC LIABILITY INSURANCE  

Public liability insurance of at least $10 million cover per event must be held or taken out, prior to the Student commencing 

Structured Workplace Learning under the Arrangement:  

i. when an Arrangement is entered into by a Principal of a Government School in respect of a Government School 

student, by the Department of Education and Training with the insured being the Student and the Employer.  

ii. when an Arrangement is entered into by a Principal of a Non-Government School in respect of a Non-

Government School student – either: a.  by that School, with the insured being the School and the Student; or  

b.  by the Employer, with the insured being the Employer and the Student, if the Principal of that School has 

advised the Employer at least four (4) weeks prior to the Student commencing Structured Workplace 

Learning that the School does not have public liability insurance as set out above.  

PRINCIPAL CONSENT  

I, ____________________________________________ Principal of 

_________________________________________________________________ enter into an Arrangement for the above 

named Student of this school to be engaged for the purpose of Structured Workplace Learning by the Employer named above 

in accordance with the provisions of the Education and Training Reform Act 2006 and Ministerial Order 55 – Structured 

Workplace Learning Arrangements, and on the basis of the information provided above and the employer’s 

acknowledgements. I confirm that I have informed the Employer as to whether this school holds public liability insurance. I will 

ensure that the above mentioned student is undertaking occupational health and safety training that is part of their Accredited 

Course of Study, or has completed the occupational health and safety program as required by the Department of Education 

and Training prior to commencing the placement under this Arrangement.  

Principal’s signature        

              Date    /       /  
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2018 SWL Logbook 

VCAL YEAR 10,11 & 12 

 

LOGBOOK- WORKPLACE HOURS (FRIDAYS) 

RESPONSIBILITIES- TASKS 

STUDENT LOGBOOK 

WORKPLACE 

LEARNING  
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RISK - SAFETY 
 

 

STUDENT NAME:  

Year level: 

 

EMPLOYER 

INTRODUCTION  
Workplace Learning  
Workplace Learning (WL) is completed through on the job work placements and is usually part of your 

VCAL training plan. Placements must be managed by the School Workplace Learning or VCAL  

Coordinator.  

To participate in WL you must:  

number of hours (see your Coordinator for details)  

 

 

 may also have to collect evidence for units of competency, collect evidence OR complete a 

employability skills record of skills demonstrated sheet.  

 

What is a Logbook?  
This logbook provides the essential background information for students participating in the Workplace 

Learning program. It also provides a record of the student’s achievements and learning activities during 

the Workplace Learning program.  

Why you must use this logbook?  
 

ides a record of:  

o Your hours spent in the workplace.  

o What has been learnt and how, when and where your learning was achieved.  

o Who was involved in providing your training.  

s are developing in the 

workplace.  

 

Your responsibilities with this logbook  
YOU are responsible for this logbook and must make sure that:  

kept safe during the work placement  

lost, you must report its loss to the School WL/VCAL  Coordinator as quickly as possible.  

entries are made regularly in the Daily Training Schedule and Hours Log. You must 

then request the Workplace Supervisor to sign each day’s entries.  

readily available to your teachers and supervisors during work placements.  
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return the logbook to the WL Coordinator for final checking at the end of the work 

placement.  

 

Your responsibilities during the WL Program  
It is essential that you be very well organised when participating in the program. Use the calendar to 

help organise your time. 

 

 

 

 

INSTRUCTIONS FOR A WORK PLACEMENT  
Work placement Interview  
When you receive details of your allocated work placement you MAY be instructed to contact the 

designated person at the workplace. You MAY be required for a pre-placement interview either with 

the school or the employer. Depending on the employer this interview can be a formal or informal 

process.  

Workplace Learning Hours Log  
Use this page to record the hours you have attended the WL work placement. This form provides 

evidence of your workplace hours for the program.  

 supervisor signs it each day.  

workplace supervisor AND school know.  

 

Daily Task Schedules  
For each day of your work placement you are required to record allocated tasks and approximate 

hours.  

task at a time (e.g. answer phone and type a letter). Therefore the time is only an average.  

 

Work Learning Questionnaire  
The work learning questionnaire is at the back of this logbook, it is your reflection of the Work 

Learning programme.  

in their questionnaire.  

 

Unit/s of Competence  
You may be asked to complete tasks for a unit/s of competence while you are at the workplace if you 

are studying other VET courses such as certificate II or III. Your school WL/VCAL  Coordinator will provide 

you with these. 

 

Record of Employability Skills Demonstrated  
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If you are in Year 10 you may be asked to complete a evidence record as part of your workplace 

learning. Your school workplace learning coordinator will talk to you about this and will include an 

record of employability skills demonstrated in this logbook. Follow the instructions and ask your 

workplace supervisor to sign off the skills achieved.  

 

Instructions for Your Supervisor  
Your supervisor has been given information about how to manage your placement and the type of tasks 

to give you. To make your work placement a success you must work to develop a good working 

relationship with them. 

 

 

 

STUDENT RESPONSILITIES  

PRIOR To Your Work Placement You Must:  
(Tick off each task as you do it)  

 Smart Move Certificate/s (www.safetyline.wa.gov.au/smartmove).  

 

Coordinator. Carefully check the details of your work placement. If you are unsure about any aspect of 

the placement see your School WL Coordinator.  

 

details. A face-to-face interview may be required. If you unable to meet any employer’s requests, discuss 

this with the employer BEFORE you start.  

 

Failure to complete these tasks may result in the cancellation of your work placement.  

DURING the Work Placement  

your workplace supervisor and school know.  

 

day.  

 

job they don’t like but doing them will earn respect from your supervisor and lead to other more 

interesting jobs.  

 

colleagues if there is something you can help with or do a job you know needs to be done and have 

done before.  

 

Make the most of your time there…  

Ask people about their job:  
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o How long have they worked there?  

o What do they do?  

o What are the best / worst things about working there?  

o Where did they do their training?  

 

If you are interested in this work as a career, discover:  

o How do you get that job?  

o What kind of personal qualities would you need?  

o How long would you have to stay at school and what subjects would you study?  

 

o What sorts of training courses are available?  

o What chances are there for promotion?  

 

 

 
When you LEAVE  

 

 

 

 

o complete the Parent / Guardian Workplace Learning Questionnaire.  
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WORKPLACE LEARNING HOURS LOG  
 supervisor MUST sign this hours log each day to verify time spent in the workplace.  

 

NOT INCLUDED in the number of hours for each day.  

 

STUDENT NAME:  

NAME OF 

BUSINESS: 

DATE  

START 

TIME  

LUNCH 

(Left 

Premises)  

LUNCH 

(Returned)  

FINISH 

TIME  

NUMBER 

OF 

HOURS  

SUPERVIS

OR 

SIGNATUR

E  
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TOTAL NUMBER OF HOURS FOR THIS PLACEMENT  

 

 

 

WORKPLACE LEARNING HOURS LOG  
 

 supervisor MUST sign this hours log each day to verify time spent in the workplace.  

 

NOT INCLUDED in the number of hours for each day.  

 

STUDENT NAME:  

NAME OF 

BUSINESS: 

DATE  

START 

TIME  

LUNCH 

(Left 

Premises)  

LUNCH 

(Returned)  

FINISH 

TIME  

NUMBER 

OF 

HOURS  

SUPERVIS

OR 

SIGNATUR

E  

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

 

 

TOTAL NUMBER OF HOURS FOR THIS PLACEMENT  
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DAILY TASKS LOG 

Tasks completed (including 

equipment/tools used)  

Associated Employability Skills  Hours  

Offered to Stack Shelves for 

supervisor  

Initiative  2 hr  

Completed Order Forms  Communication  2 hrs  

Assisted in office (Answering 

telephones)  

Teamwork / Communication  2 hrs  

Cleaned tools using materials 

supplied by my supervisor  

Safety & Health  ½ hr  

   

   

   

 

 

  

   

   

   

   

   

   

 

 

 

 

 

 

 

 

NAME: DATE: 

Start : Lunch: Return: End: 
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Tasks completed (including 

equipment/tools used)  

Associated Employability Skills  Hours  
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Please sign to indicate that the above 

details are a true record of the day’s 

activities  

Workplace Supervisor’s Signature Student’s Signature 

  

 

 

Student’s Daily Reflection – What new things did you learn? What would you like to learn next time? What will 

you do differently on your next workplace day? 
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ABN 32079 146 958 
CRICOS No. 01923D  
 
 
Main Campus:  
201 Sayers Road  
Truganina Victoria 3029 AUSTRALIA 
Phone:  61 3 9269 5000 
Fax: 61 3 9269 5070 
Email: adminoffice@wicv.net 
Website: www.al-taqwa.vic.edu.au 

            Quality Education for Quality Life 

 
Independent Schools Victoria & Al-Taqwa College 

 

2018 WORK EXPERIENCE PROGRAM 
Dear Employer, 

 

Thank you for your interest in our College’s Structured Work Placement Program. 

 

Work Experience is seen as an integral part of the educational program for our students, and as such, we endeavour to 

place our VCAL students in an area of choice/interest to them. 

 

All students, through the Social Education curriculum, begin studying a topic known as ‘The World of Work’.  This 

is where we explore careers/careers planning/work readiness and finding work experience.  As the work force of the 

future, we encourage our students to think, plan and explore widely before making their work experience choices. 

 

All students are briefed on their roles and responsibilities at work and are encouraged to visit their choice of business 

prior to commencement.  This will allow our students to meet you and discuss their expected duties.  

 

The placement will run on Fridays, and a teacher will contact each employer to arrange a site visit during the 

placement.  All students will be comprehensively insured by Al-Taqwa College once the arrangement form is 

completed.  

 

As we all know, Occupational Health and Safety (OHS) is paramount in all workplaces.  The Department of Education 

and Training has made it mandatory for students to complete an OHS course prior to undertaking their work experience 

placement.  Our students will undertake their OHS course once forms have been completed and approved.  

 

Please find attached copies of the Work Experience Employer Brochure, Work Experience Employer Guidelines, 

Work Experience Arrangement Form and a Work Placement Employer’s Report.  Al-Taqwa College appreciates the 

extra time that you will spend viewing this information and completing the attached Work Placement Employer’s 

Report Form.  

 

Please note that all year 11 and 12 students will be required to attend their VET subject or TAFE on a 

Wednesday unless alternative arrangements are made. 

 

If you have any further queries, please contact Mr. Abdulwahid Abdo on 9269 5091 

 

Kind regards, 

 

Abdulwahid Abdo, 

 

mailto:adminoffice@wicv.net
http://www.al-taqwa.vic.edu.au/
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VCAL assistant head 

VET coordinator. 

 

 

 
ABN 32079 146 958 
CRICOS No. 01923D  
 
 
Main Campus: 
201 Sayers Road 
Truganina Victoria 3029 AUSTRALIA 
Phone:  61 3 9269 5000 
Fax: 61 3 9269 5070 
Email: adminoffice@wicv.net 
Website: www.al-taqwa.vic.edu.au 

Quality Education for Quality Life 

 

30th January 2018                   Work Placement & VET Cluster INFO! 
 

 

 

Assalamalaikum Parents/Guardians 

 

 

As Part of our VCAL program at Al Taqwa College, the current students of VCAL are required 

to complete Work Placement every Friday. They are also enrolled into VET subject within the 

cluster that is delivered every Wednesday commencing in week 2.  

 

Start Dates 

 VET start date – 7th Feb 2018 ( year 11 and 12 VCAL students only) 

 SWL start date – 9th Feb 2018 ( year 10,11,12 VCAL students) 

 

If your child(s) are enrolled into VET business units 1-4 on a Wednesday. This will be 

delivered at school and students are only reuired at school from 8:40 am to 12:40 pm. 

There are not allowed to be at school after this and must sign out and either leave or be 

picked up by a parent/guardian. 
 

 

If you have further queries, please contact me on 9269 5113. We look forward to your co-

operation. 

 

Kind regards 

 

 

 

Omar Hallack     Stefanos Chrisoulis   

Principal      VCAL/VET Coordinator  

 

 

 
 

mailto:adminoffice@wicv.net
http://www.al-taqwa.vic.edu.au/
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STRUCTURED WORK PLACEMENT 2018 

Starts Week 2 Term 1 

WORK EXPERIENCE 2018- 2x2 week Blocks 

Term 1 weeks 8 and 9 

Term 3 weeks 1 and 2 
Work Experience Policy & Guidelines 

 

At the VCAL level, SWL and WE are a compulsory component of the VCAL program, and 

for all students. 

 Child Work Permits are required for employers of students who will be under 15 years 
of age at the time of work experience.  

 The placement should:  

- add value to the student’s decision making about courses, subjects, VCE or 
transition to work, OR 

- Provide students without a part time job, an opportunity to experience a work place 
setting 

 Work Experience at a student’s part time job should be avoided where possible 

 Payment is usually $5.00 per day but some places may not pay 

 Students are not allowed to work between 10.00pm and 6.00am or in high risk areas  

 Staff members will visit or phone students while they are on Work Experience 

 Additional weeks of work experience may be arranged by negotiation and based on need 
or unique opportunities 

 

Student Responsibilities  

 Students are encouraged to arrange their own placement. (Some assistance and 

direction can be provided at school) 
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 The Work Experience Arrangement Form is a legal document, original signatures are 

required (photocopied or faxed forms cannot be accepted) 

 

 The preparation activities, Work Experience Arrangement Form* and the Safe@work 

on line tests** (general module and industry module) and student self -reflection forms 

need to be completed and returned by the dates in the timeline.   

 

 Appropriate and exemplary behaviour is expected at all times. 

 

 Students will be withdrawn from the placement if this requirement is not met. The school 

discipline policy and procedures will be applied. 

 

                                                                                                                                                                                                                              ABN 32 079 146 958                  

 

Main Campus:  

201 Sayers Road  

Truganina Victoria 3029 

AUSTRALIA 

Phone: 61 3 9269 5000 

Fax: 61 3 9269 5070 

Email:adminoffice@wicv.net 

Website: www.al-taqwa.vic.edu.au 

 

WORK EXPERIENCE – EMPLOYER’S EVALUTATION REPORT 

 

This assessment is for the benefit of the student. It should be discussed with the student and either 

handed to the student on completion of work experience or mailed to the school.  

 

 

 

 

 

 

 

 

Student’s Name:_______________________________________________ Age:_______ 

 

Employer:_______________________________________________________________ 

 

Address:_________________________________________________________________ 

 

______________________________________________ Telephone:________________ 

 

Type of work performed:___________________________________________________ 

 

Commencement date: _____________________ Completion date:__________________ 

http://www.al-taqwa.vic.edu.au/
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Description of Tasks: 

__________________________________________________________________________ 

 

___________________________________________________________________________ 

 

Please complete the following regarding various aspects of the students work placement.  

            

Aspects Very good Good Satisfactory Needs Improvement 

Common sense and 
initiative  

    

Attitude to the job      

Willingness to accept 
instructions  

    

Ability to perform duties      

Appearance and general 
presentation 

    

Punctuality      

General manner in dealing 
with the public/work 
colleagues  

    

DEMONSTRATED COMPETENCIES 
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COMPETENCY       PERFORMANCE LEVEL 

                                    (Circle appropriate date number, see key below) 

 

SELF MANAGEMENT  

Ability to organise, manage time and meet deadlines.         5      4      3     2      1      N/A 

Ability to work effectively and accept responsibility  

 

 

WORKING WITH OTHERS              5      4      3     2      1      N/A 

Ability to work with others and in teams.  

 

 

COMMUNICATION                5      4      3     2      1      N/A 

 

Ability to communicate effectively in the workplace  

and understand instructions.  

 

 

INITIATIVE        5      4      3     2      1      N/A 

Ability to work independently and complete set tasks.  

 

 

USING TECHNOLOGY                5      4      3     2      1      N/A 

Ability to use work related equipment and technology.  

 

 

KEY TO PERFORMANCE LEVELS 
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Level 5 Excellent       Level 2 Satisfactory 

Level 4 Very good                 Level 1 Low 

Level 3 Good                         N/A Not applicable to this placement 

 

 

Other Comments: 

___________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

 

Prepared by:  

 

Position:  

 

Date:  

 

Thank you for your assistance.  
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Student Evaluation/Interview Form Al-Taqwa College 2018-19 

 

This form is designed to assist in evaluating and improving work experience programs at Al-Taqwa 

College. Work experience participants are encouraged to complete this evaluation at the end of the 

placement and return it to their local HR contact. 

 

Participant_______________________________________  Date:            .  

 

Supervisor __________________________ Area :                                    . 

Work Placement:_________________________________                        . 

 

 
What were your main aims for participating in work experience? 

 

 

 

 

How relevant was the work experience to your needs?  Low   1   2   3   4   5   6   7   8   9   high 
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What were the most useful activities in the work experience program? 

 

 

 

 

What were the least useful activities in the work experience program? 

 

 

 

 

What did you learn during work experience that will assist you in your future career? 

 

 

 

 

 

 

Did you feel safe and comfortable while on the placement? 
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Did you supervisor or employer provide you and advise you of the correct attire, PPE & safety 

equipment you needed for the placement? 

 

 

 

 

 

 

Were you paid a minimum of $5 a day or the amount that had been agreed upon prior to commencing 

the placement?  

 

 

 

 

ABOUT THE WORK EXPERIENCE PROGRAM ORGANISATION 

 

Please rate the work experience program  

 

Induction and explanation of UniSA  Poor   1   2   3   4   5   6   7   8   9   

Excellent 

Expectations agreed prior to starting program  Poor   1   2   3   4   5   6   7   8   9   Excellent 
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Participation in a range of work activities  Poor   1   2   3   4   5   6   7   8   9   Excellent 

Work and activities suited to skills/experience Poor   1   2   3   4   5   6   7   8   9   Excellent 

Work with a range of different staff Poor   1   2   3   4   5   6   7   8   9   

Excellent 

Supervisor/manager well prepared  Poor   1   2   3   4   5   6   7   8   9   Excellent 

Supervisor/manager provided regular support/feedback Poor   1   2   3   4   5   6   7   8   9   Excellent 

“Fit” with your needs, skills and expectations Poor   1   2   3   4   5   6   7   8   9   

Excellent 

Developed your knowledge and skills Poor   1   2   3   4   5   6   7   8   9   
Excellent 

 

 

 

Please suggest any ways you believe the Work Experience program could be improved. 
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Please attach a copy of any additional information (eg project report) that may assist us in providing 

future work experience opportunities. 

 

Emergency Contact Procedure 

If a student feels they are in danger within their current employment or in 

danger from their employer they are to follow and know the steps below. 

1. It is advisable you have a mobile phone and have saved several 

teachers numbers in their including the schools number in case of an 

emergency. You immediately family should be easily contactable as 

well. 

Mr Stefanos Chrisoulis 0430 513297 & 9269 5113 

Al Taqwa College 9269 5000 

2. If you have any condition or medical condition that might put you in 

danger let your employer know. Al Taqwa would of already obtained 

this information when obtaining your medical history. 

3. If you do not have a mobile phone or device than keep a copy of 

emergency contacts including one of the VCAL coordinators in your 

pocket while working.  

 

 

 

 

 

Emergency Contact Card 

 

Name:                                       My contact number:    

 

Emergency ghhfgytytryttrytr  
Emergency contact name &  number 1: 

Emergency contact name & number 2: 


