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1.0 Introduction

The Work Placement Coordination Program is jointly funded by:

o NSW Department of Education (DoE)
e Catholic Schools NSW (CSNSW)
e Independent Schools NSW (ISNSW)

1.1 Program management

The NSW Department of Education manages the program on behalf of three school sectors, by:

1.1.1  Managing Agreements for all service regions in NSW
1.1.2 Liaising with work placement service providers
1.1.3 Coordinating annual professional development activities, at the department’s discretion

1.1.4  Maintaining the go2workplacement website

1.2 Applicability of these guidelines

The Work Placement Coordination Program Guidelines (the Guidelines) support the provision of
structured workplace learning for students undertaking Vocational Education and Training (VET) courses
for the NSW Higher School Certificate (HSC). Mandatory work placement is a requirement for Industry

Curriculum Framework (ICF) courses as well as many Board Endorsed Courses (BEC).

The Guidelines apply to students from all school sectors. DoE, CSNSW and ISNSW have agreed to

operate under these Guidelines. For further information, contact the relevant sector representative.

1.3 Student eligibility to participate in the program

Students must be enrolled at a school registered by the NSW Education Standards Authority (NESA)

and located within the service region of a Work Placement Service Provider (WPSP).
Additionally, students must be undertaking HSC VET Industry Curriculum Framework (ICF) and/or Board

Endorsed Courses (BEC) that includes a mandatory or strongly recommended work placement

component. This includes students enrolled in EVET Funded Program courses.
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http://www.go2workplacement.com/

1.4 Insurance requirements

Each school or school sector must maintain public liability insurance to cover injury to students, loss or
damage occasioned by students and indemnity cover for host employers (subject to individual school

policy terms and conditions).

All host employers are also required to hold current public liability insurance. WPSPs have a

responsibility to verify this insurance as part of their sign-up process.
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2.0 Structured Workplace Learning

2.1 Work placement in Stage 6 VET courses

While Stage 6 VET courses with mandatory work placement are primarily undertaken by Year 11 and 12
students, they may also be available to eligible Year 9 and 10 students through early commencement or
Stage 5 pathways. Guidelines for VET course access for students in Years 9 and 10 are available at:

https://www.nsw.gov.au/education-and-training/nesal/curriculum/vet/vet-becs-stage-5/quidelines
(Web link last checked on 22 January 2026)

2.2 School Sector policies, procedures and support

Each School Sector has policies, procedures and support to guide their schools on organising,
undertaking and reporting on workplace learning programs to help students contextualise their learning
and achieve curriculum outcomes. Web links to policies, procedures and support for schools are

available below:

School Sectors Policy, procedures and support

Wik

Workplace learning for students in government schools

Education

Workplace learning guides and forms in government schools
GOVERNMENT
- gathonc Workplace learning for students in Catholic Schools NSW
. chools
NSW
. Workplace learning for students in independent schools
affiliated with the Independent Schools NSW
Independent

Schools m

(Web links last checked on 22 January 2026)
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2.3 Mandatory work placement documents and procedures

Mandatory documents and procedures for the relevant sector must be used when coordinating work
placements. These resources support WPSPs in meeting their PCBU responsibilities under SafeWork

NSW guidelines, including the identification and mitigation of risks.

One key document is each sector’s Student Placement Record (SPR), which must be completed by all
parties before the student undertakes their placement. The SPR includes essential contact information
and details about the student's placement arrangements, including risk management and required

stakeholder approvals.

It also records any disabilities, support needs, medical conditions, allergies or restrictions that could
affect the student's safety and supervision at work. The SPR will indicate whether adjustments are

needed to accommodate the student. A separate SPR must be completed for each placement.

WPSPs must ensure the appropriate sector’s SPR is signed by the host employer before it is distributed
to schools and that the SPR is not signed by the host employer more than 12 months before a given

student undertakes their work placement.

Under the Work Placement Coordination Program, all employers must receive an Employer Guide to
Work Place Leamning for each school sector, outlining program expectations and host employer

responsibilities.

WPSPs also have a contractual obligation to provide a thorough induction for host employers on behalf

of the three school sectors. The induction must highlight key responsibilities, including:

e student safety
e supervision of students

e child protection issues
2.4 Payments to students

Students on placement are classified as ‘voluntary workers’ and host employers are not required to
make any payment to them under the Federal or State award covering their industry, the Annual
Holidays Act 1944 (NSW) or the Workers Compensation Act 1987 (NSW). Any payment to students may

invalidate insurance and indemnity arrangements.
A student may seek recognition for their part-time employment as part of their mandatory HSC VET work

placement requirement. In this case, the student is a paid worker, and the insurance arrangements of the

employer apply. This arrangement must be negotiated with the employer and approved by the school.
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3.0 Work Placement Service Providers (WPSPs)

WPSPs are registered with the Australian Charities and Not-for-profits Commission (ACNC) and are
contracted to coordinate and support mandatory work placements for students undertaking Stage 6 VET

courses within a specified Service region.

3.1 Service Regions

NSW is divided into 16 service regions. Each region is serviced by an agreement. WPSPs can hold

agreements for more than one service region.

3.2 Agreements

Agreements with WPSPs are updated annually and specify the following:

e required placement activities
o all reporting requirements

e service region

3.3 Child protection

A valid Working with Children Check (WWCC) is required by anyone in child-related work.

WPSPs must ensure their workers who are working with school students, comply with the provisions of
the Child Protection (Working with Children) Act 2012 and all related legislation (Child Protection

Legislation). This includes having a verified WWCC number.

WPSPs must provide the names and work email addresses of their workers to the Department of
Education and ensure these workers complete the eCPC (Digital Declaration) emailed from

wwcc@det.nsw.edu.au.

The WWCC number and date of verification will be recorded on the EVET Portal. This information is
collected by the NSW Department of Education on behalf of CSNSW and the ISNSW. It is the

responsibility of the WPSP to inform the Department of Education of changes in staffing.
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3.4 Staff professional development

WPSPs have a contractual obligation to ensure all workers who are engaged in the program are
adequately trained to fulfil their responsibilities outlined in the Human Services Agreement. Participation

of relevant staff in professional development provided by the Department is required.

Professional development provided by the Department can be accessed via
https://mypl.education.nsw.gov.au/auth/login

(Web links last checked on 23 August 2025)

3.5Work placement ready

WPSPs will work with schools and EVET providers to ensure students are work placement ready. The
schools and EVET providers must be provided with suitable pre-placement activities to prepare all VET

students.

These activities are designed to optimise the workplace learning experience.

https://www.go2workplacement.com/

Go2workplacement is an online tool created to help students in HSC VET courses make the most of
their work placement. The resource helps them identify specific skills and competencies they want to

develop while in the workplace

WPSPs will partner with schools and EVET providers to introduce this tool and will also promote it to

participating employers in their area.

3.6 Working with schools and EVET Funded Program providers

WPSPs will work with participating schools and EVET providers to:

3.6.1 collaborate to determine current and future needs for work placement to cater for the needs
of all schools in the region

3.6.2 support schools and EVET providers in implementing go2workplacement.com to promote
work placement readiness for students undertaking a placement

3.6.3 liasise and provide assistance as required

3.6.4 provide students with quality work placement opportunities in a timely fashion to match
student needs

3.6.5 ensure students with diverse learning needs have appropriate workplace adjustments to
support their success
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3.7 Working with host employers

In working with host employers, WPSPs must:

3.7.1

3.7.2

3.7.3

3.74

3.7.5

3.7.6

3.7.7

3.7.8

3.7.9

always promote the work placement agenda when engaging host employers and
industry

ensure suitable host employers are recruited to host work placements through
physically visiting employers for induction and sign-up

provide induction, including student safety, supervision and the protection of
students, compliance with Workplace Learning Policy for secondary students in
Government Schools, TAFE NSW policy, relevant procedures and related mandatory
documents, and non-government schools’ policy document (refer to 2.2)

reinforce requirements of work placement, including the importance of student
supervision by competent persons who are briefed for the task and not prohibited
from working with children

ensure students with disability or learning needs have reasonable adjustments to
succeed in the work placement

introduce go2workplacement.com and promote the resource and associated
documentation

encourage participation in relevant local community networks including Work
Placement Reference Groups

ensure annual evaluation of host employers to maintain the quality of host
employers

ensure communication with host employers is maintained and sustained, including

business and industry groups

3.8 Work Placement Reference Group

WPSPs must form a Work Placement Reference Group with members including local school sector

representatives, VET coordinators/teachers, school principals, employers, and industry representatives.

Members contribute to solutions and opportunities to expand the host employer base.

The group’s purpose is to gather feedback from education and training providers as well as host

employers. This feedback helps monitor, review, and continuously improve the delivery of work

placements in a specific service region.

The Reference Group is required to meet a minimum of twice a year. School sector representatives are

invited to attend. As a minimum, WPSPs must ensure meetings are documented with agenda items,

attendance list and any applicable action items recorded.
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3.9 Reporting requirements

WPSP are responsible for delivering contracted services within their service region:
e Service Delivery: Fulfilling all placement duties as outlined in their agreement.
e Record Keeping & Reporting: Maintaining accurate records of their interactions with schools,
employers, External VET (EVET) providers and Reference Group meetings.
e Reporting: Ensure accurate data collection in database software approved by DoE
e Feedback Collection: Gathering information on placement quality from students, schools, and

employers through the official feedback portal.

3.10 Work placement status

WPSP must use the relevant status as outlined in Table 1 when updating the status of a placement.

Status Reason

In Progress Placement being coordinated

On Hold Pending confirmation for more information from host and/or school

RPL Student has sought recognition of prior relevant workplace learning
Cancelled — student did not show Student failed to show up

Initiated by work placement

Cancelled by WPSP , \
service provider

Cancelled by school Initiated by school
Cancelled Cancelled by RTO Initiated by RTO
Cancelled by host Initiated by host
Cancelled by student Initiated by student
Cancelled due to student illness \C/:Li{?ﬁiéztzss: Doctor’s
Complete — Self Source Placement sourced by either school/student/parent/carer
Complete — WPSP Placement arranged by WPSP
Table 1
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4.0 Principles underpinning work placement

NESA has formally endorsed the following principles for HSC VET courses. The following are available
online in each NESA ICF.

4.1 Principle 1

Work placement must have a clearly articulated and documented purpose. The structure of the
work-based learning experience needs to be planned and developmental.

A range and number of purposes are possible including, for example:

e learning about a particular industry, workplace culture and career opportunities

e practising skills learnt off the job

e developing new skills

e improving work-related skills

e developing skills including employability skills such as teamwork, using technology and problem -
solving

e achieving entry-level competencies

e achieving workplace performance of particular competency standards

e assessing in a realistic environment or allowing for holistic assessment

e providing opportunities to build skills in a developmental manner from the simple to the complex

e providing opportunities for the learner to reflect upon the workplace learning experience in the
context of individual current knowledge and understanding

e encouraging students to undertake further education and training.

4.2 Principle 2

The scheduling of the work placement should take account of:
o whether or not students are workplace-ready in terms of the competencies they will need to
develop and demonstrate in the workplace
e how the timing of the work placement links to overall course planning
e the degree of flexibility available at both the workplace and the school

e how the alignment of both on- and off-the-job competencies can be best achieved.

An individual work placement program focusing on a developmental approach should be negotiated with
the workplace supervisor/employer. This approach should focus on students moving from simple to more
complex tasks. Dependence on supervision should reduce over time as students move towards greater
independence in the workplace. The ultimate goal of a work placement should be competence and

autonomy in the range of tasks required for the job being undertaken.
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4.3 Principle 3

Work placement should be relevant to the VET courses being undertaken.

The ‘real’ tasks being undertaken in the workplace should complement the tasks and learning being
undertaken by the students in their VET courses at school. Work placement may also provide students
with the opportunity of having learning outcomes/units of competency assessed in the workplace by

accredited trainers and assessors.

4.3 Principle 4

Work placement can provide opportunities for work-based assessment.

Not all industry curriculum frameworks specify that it is mandatory for competencies to be assessed in
the workplace. Assessment events should relate to overall course planning and the purpose of the work
placement. In a competency-based course, assessment of competencies is criterion-referenced. This
means that a participant’s performance is judged against a prescribed standard — not against the

performance of other participants.

The purpose of assessment is to judge competence on the basis of performance against the
performance criteria set out under each element of competency. A participant is judged

either competent or not yet competent.

Competency-based assessment is based on the requirements of the workplace. Competence
incorporates all aspects of work performance, including problem-solving and the capacity to apply skills
and knowledge in both familiar and new situations. Assessment of competence involves the assessment

of skills and knowledge combined.

Assessors should adopt an integrated or holistic approach to assessment. This means that a number
of elements of competency or even several units of competency are assessed together. This method of
assessment is encouraged in line with the concept of competence as the integration of a wide range of

skills, knowledge and attitudes.
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