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1. Rationale 

Out-of-School Learning and Training Programs provide a valuable pathway for students to explore their 

transition from school to post-school opportunities. Clontarf Community College contributes to the 

development of students and their individual needs by providing an educational experience that seeks to 

promote integrated personal development by relating their curriculum and learning to real life situations 

(Mandate paragraph 66).¹ 

Clontarf Community College offers a range of pathways and provides information, advice and options to 

students so they can make informed choices to pursue university or post-secondary vocational 

qualifications. The facilitation of effective transition in a safe and supportive environment increases the 

students’ opportunities for productive and rewarding employment (Melbourne Declaration on 

Educational Goals for Young Australians 2008 page 12).² 

 

2. Definitions 

Out-of-school Learning and Training Programs are those which place students in work environments as 

part of Work Experience accredited programs, School Based Traineeships or Apprenticeship programs and 

School Apprenticeship Link programs. 

 

The Host Employer or authorised delegated officer of the business where the student is placed and may 

or may not be the host trainer. 

 

The Out-of-School Learning and Training Programs are valuable pathways for students which take a 

variety of forms. 

 

Volunteer is a person or organisation offering out-of-school learning and training services but receiving no 

remuneration from the school. 

 

Non-Teaching Staff are employed on the premises of the Catholic school and who are not members of the 

teaching staff. 

 

Out-of-School Learning and Training Supervisor or authorised delegated officer is a role carried out by any 

employee pursuant to CECWA related documents, who is nominated by the principal to coordinate out-

of-school learning and training programs for students enrolled in school-based programs.   

 

Work experience is the placement of a student in the workplace as an introduction to the work 

environment. 
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The School Curriculum and Standards Authority Personal Generic Work Skills Program (PGWS) is work 

undertaken through paid or unpaid work and managed by the student, which is separate from a school-

managed out-of-school learning and training program.  (This will be revised for 2015.) 

Duty-of-care is an obligation imposed by law. 

 

Risk management is considered to be the identification and assessment of risks followed by a coordinated 

approach to minimise, monitor and control the probability and/or impact of unfortunate events.  

 

A Vocational Education and Training program refers to one which is conducted in part at a registered 

training organisation. 

 

Host employer or authorised delegated officer of the business where the student is placed and may or 

may not be the host trainer. 

   

Host trainer is identified as the supervisor of the student whilst in the workplace. 

 

3. Scope 

This policy applies to Clontarf Aboriginal College. 

 

4. Principles 

4.1 Clontarf Aboriginal College is involved in learning, training and other educational contexts in physical 

settings beyond the school environment. 

 

4.2 Clontarf Aboriginal College has a responsibility to focus on risk management issues and procedures 

initiated as part of the school curriculum. 

 

4.3 The principal and staff are responsible for ensuring that ‘duty-of-care’ requirements are in place when 

students are involved in out-of-school learning and training programs. 

 

4.4 Principals and Host Employers share a responsibility for ensuring adequate supervision and safety for 

students in the work place. 

 

4.5 The V.E.T. coordinator has a responsibility to provide relevant information when the student is 

attending out-of-school learning and training programs. 

 

5. Procedures 

5.1 The principal or nominee shall approve all Out-of-School Learning and Training Programs. 

 

5.2 A brief observation of the workplace shall be made at the time of the initial visit to establish the 

suitability of the workplace for the student placement whether for Work Experience or Workplace 

Learning. 

 

5.3 Teaching staff shall take reasonable care for the safety and welfare of students whilst students are 

involved in Out-of-School Learning and Training Programs. 
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5.4 Planning for Out-of-School Learning and Training Programs shall be in accordance with Out-of-School 

Learning and Training – Processes and procedures for Catholic Schools in Western Australia and shall 

cover: 

 any medical or special requirements of participants 

 communication strategies and emergency response procedures 

 insurance cover 

 transport arrangements 

 preparation/induction of students 

 assessment of student capacity 

 risk assessment/minimisation 

 record keeping 

 

5.5 Students shall not be allowed to participate in Out-of-School Learning and Training Programs unless 

written permission is granted by a parent/guardian. Parents shall be provided with details such as 

provided in the school developed Out-of-School Learning and Training Handbook and signed parental 

acknowledgement and consent must be retained by the school for 7 years from the day in which the 

student enrolment ceases. 

 

5.6 Clontarf Aboriginal College shall adhere to the regulations pertaining to specific industries and the 

placement of minors in work environments. 

 

5.7 During the course of the Out-of-School Learning and Training Program a report shall be submitted to 

the Principal by the staff member of the Out of School Learning and Training program if a student: 

 suffered an injury 

 experienced ill health 

 was involved in an incident which was related to student discipline or safety 

 was involved in any other serious consequence 

 

5.8 Clontarf Aboriginal College shall provide appropriate induction and preparation for the workplace by 

ensuring that the following are dealt with: 

o rights and responsibilities of being a student in the workplace 

o use of log books 

o role(s) of the Workplace Learning Coordinator(s) 

o personal grooming and hygiene 

o appropriate use of mobile phones and computers in the work place 

o general occupational, safety and health awareness and completion of the Work Safe 

Certificate 

o accident procedures 

o confidentiality of the host employer’s business  

o communication strategies, interpersonal skills and courtesy protocols 

o how to deal with incidents such as workplace bullying and harassment  

o students’ travel to and from the workplace 

o how to take breaks appropriately and 

o the concept of competency based training and assessment in the case of Workplace Learning, 

School Based Traineeships and Apprenticeships, etc. 
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5.9 The school must articulate the expectations of the Out-of-School Learning and Training Supervisor or 

authorised delegated officer to familiarise themselves with all regulations and guidelines relevant to 

students attending Out-of-School Learning and Training Programs. The Host Employer or authorised 

delegated officer shall be provided with an information session, typically, but not exclusively, 

delivered within the workplace. The following list should be used when providing this session. 

o an explanation of competency-based training. 

o the role of the host employer in training and assessing the student in the work place. 

o how to identify the workplace learning skills that are to be assessed in the workplace. 

o how to identify the units of competency that may be assessed in the workplace. 

o provide the host employer with details about the student including their contacts as well as 

providing them with the Insurance Information Form. 

o provide a process for emergency procedures for accidents requiring specialist medical 

attention. 

o Apply appropriate first aid immediately. 

o Seek immediate medical advice. 

o Provide medical attendant with student contact details. 

o Contact the emergency contacts. 

o Contact the school. 

 

5.10 When the school is satisfied that the workplace is suitable for a student to undertake a work 

placement  the school shall write to the Host Employer and: 

o confirm the placement  

o provide insurance details including the insurance information form which requires 
acknowledgement by signing (see Appendix B) 

o provide details of the school contact person 

o  provide details of days, times, and dates of student attendance at the workplace provide 
emergency contact details provide relevant health information 

o provide relevant information on the student’s special learning needs if relevant to the 
workplace and 

o provide details of the necessary student supervision. 

 

5.11 Assessing the student’s capacity to undertake workplace task shall take place.  The following must 

be considered: 

o the student’s age 

o information about any special needs of the student 

o any disabilities or specific health requirements 

o emergency/Health Care requirements and  

o contact details for a parent or guardian. 

 

5.12 The school has a shared responsibility with the host employer of ensuring a duty-of-care during 

the work placement.  All relevant school personnel must be aware of their responsibilities when 

involved in out-of-school learning and training and the related Catholic Education Commission of 

Western Australia (CECWA) documents.  
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5.13 Clontarf Aboriginal College shall develop and maintain effective communication procedures that 

allow students to make contact with the school in cases of emergency; this includes maintaining 

accurate records of all contact details. 

5.14 Supervisory requirements for out-of-school learning and training shall be considered in accordance 

with the: 

 age of the students 

 experience and ability of the students 

 student medical conditions or disabilities 

 supervisor(s) competence and experience 

 the number of students on placement at the one workplace 

 type of activity to be undertaken 

 nature of the environment and 

 location of the activity. 

 

5.15 Where practicable, every work placement shall be visited annually and relevant contact made. 

 

5.16 School Based Traineeship and Apprenticeship students shall be monitored as required by a personal 

visit by the school supervisor when needed.  

 

5.17 Clontarf Aboriginal College shall ascertain that the host employer will provide an appropriate level of 

workplace supervision. 

 

5.18 A clear process must exist whereby students in the workplace can contact the Clontarf Aboriginal 

College in the event of an incident; Clontarf Aboriginal College shall also liaise with the student when at 

school to monitor progress and issues. 

 

5.19 During the out-of-school learning and training placement the school supervisor, or a nominee, shall 

have ready access to: 

 the student’s parent/guardian and school contact telephone numbers and 

 the relevant Student Health Form. 

 

5.20 Clontarf Aboriginal College shall provide to the employer an Insurance Information Form. A clause in 

this letter reminds employers to determine the extent of their public liability insurance. Host employers 

must sign this letter to indicate they have received a copy and the Clontarf Aboriginal College must retain 

a copy of this letter. This letter must be issued and signed every year by the host employer. 
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5.21 In the event of an accident to a student in the workplace, the school shall contact the school’s 

insurer before any action is taken in making an insurance claim.  This is to ensure the correct procedures 

are followed. 

 

5.22 Clontarf Aboriginal College is required to maintain clear records of details relating to students’ 

participation in Out-of-School Learning and Training Programs. Of particular importance in the records 

management processes are: 

  signed approval forms from parents/caregivers 

  details of visits to the workplace by the school 

  records of any comments about the safety or otherwise of the workplace  

  any critical incident reports and any medical records or insurance claims. 
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APPENDIX A 

HOST EMPLOYER 

INSURANCE,  SUPERVISION and OCCUPATIONAL SAFETY and HEALTH 

ACKNOWLEDGEMENT FORM 20_ _ 
 

ORGANISATION/COMPANY NAME: __________________________________ 

 

SUPERVISION 

1. Appropriately trained and experienced members of our staff will provide supervision and support to the 

student during the placement.  

 Yes No 

 

2. As the host trainer we will contact the Workplace Learning Coordinator  9251 0666 if the student is late or 

fails to attend for work. 

 Yes No 

 

OCCUPATIONAL SAFETY AND HEALTH (OSH) 

3.  The organisation understands that a student may lack any experience in the workplace and may be 

unaware of health and safety risks. The organisation will take appropriate measures to meet the specific OSH 

needs and requirements of students whilst they are in our workplace(s) including an OSH induction on the 

student’s first day in our workplace(s). Yes No 

 

4. (Where applicable) The organisation will familiarise ourselves with the student’s identified special needs. 

We understand that the school will provide a record of such needs to the organisation prior to the placement. 

 Yes No 

 

5. We agree the student will not be permitted to undertake any activities requiring a licence, permit or 

certificate of competence unless they have relevant current licence, permit or certificate and the activity is 

directly related to the outcomes of the placement. 

 Yes No 
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6. Should the student accompany a member of our staff or other person in a motor vehicle as part of their 

placement tasks, the driver of the vehicle will hold a current WA driver’s licence (as appropriate to the vehicle), 

and the vehicle will be currently registered, fully insured (compulsory third party and full comprehensive 

insurance) and roadworthy. 

 

 Yes No 

 

7. In the event that the student is injured or becomes ill at work, as the host trainer we will contact the 

school, as soon as practicable, after being notified of the injury or illness. 

 

 Yes No 

 

CHILD PROTECTION 

8.  To the best of my knowledge no member of my staff are a danger to the student.   

NB: Within the employment environment a Working With Children Check is not required. 

 Agree  Disagree 

 

ANTI-DISCRIMINATION AND HARRASSMENT 

9. My organisation understands and complies with the anti-discrimination/harassment laws of the State in 

which the placement is conducted and will act in accordance with those responsibilities. 

 Yes No 

 

CHANGE OF CIRCUMSTANCE 

10. We will contact the school immediately if:  

 an allegation is made against a member of staff or other persons, of child abuse or sexual misconduct against 

the student 

 we become aware of any ill treatment of the student, act of violence that occurred in the student’s presence, 

act of violence toward the student or other occurrence that puts the student at risk  

 an allegation is made against a member of staff or other persons, of discrimination or harassment against a 

student or a student makes an allegation of discrimination. 

 Yes No 
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11. If the circumstances of my organisation/business change prior to, or during the students’ placement, and 

we are no longer able to make the above acknowledgments, we will advise the school at the earliest opportunity. 

 

  Yes No 

INSURANCE ACKNOWLEDGEMENT 

12. The organisation has received a copy of the student’s insurance documentation. 

 

 Yes No 

 

Company:    

 

Name of person completing form:   

 

Position:   

 

Signature:   

 

Date:        /       / 

 

Student Name:   
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APPENDIX B 

INSURANCE INFORMATION FORM 

January to December 20_ _ 
 

All Clontarf Aboriginal College students are insured through policies put in place through their respective schools. 

 

The policies cover the students in any form of school approved workplace learning for the following: 

 

Personal Accident: 

This covers students for death and disability in respect of accidents within the workplace and benefits are paid 

according to a schedule. It also covers injury arising from direct travel to and from the workplace and home or 

school, except where the injury is subject to a motor vehicle third party injury claim administered by the 

Insurance Company. 

 

Students who sustain injury during training are covered by the Personal Accident Insurance. However, this 

insurance does not cover the cost of any medical service for which a Medicare benefit is payable, nor the gap.  

 

Public Liability 

All schools have Public Liability Insurance coverage which includes the actions of their students and staff involved 

in the workplace learning and training programme. These policies indemnify the schools for their legal liability 

arising from the placement and training of workplace learning students and also the legal liability of the students. 

 

The school’s policy will not, of course, indemnify the employer for any negligent act or omission of the employer. 

Employers are advised to contact their insurance companies or brokers to determine the extent to which they are 

indemnified. 

 

Damage to Equipment or Property 

Students are not covered for accidental damage to workplace equipment or property. Employers may decide to 

take independent action if the damage is malicious or wilful. 
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Declaration 

The information provided in this Insurance Information Form represents an accurate summary of the insurance 

cover carried on behalf of Catholic students from (insert name of school or cluster). 

 

 

Signed___________________________ on behalf of Clontarf Aboriginal College 

_____________________________________________________________________________________________ 

 

Acknowledgement 

I acknowledge that I have received a copy of this Insurance Information Form. 

 

 

Signed _______________________ on behalf of (insert name of business or company). 

 

 

ONCE COMPLETED, PLEASE RETURN THIS FORM TO THE OUT-OF-SCHOOL LEARNING AND TRAINING 

SUPERVISOR USING THE FOLLOWING OPTIONS: 

FAX:  9451 4988 

EMAIL: vet@clontarf.wa.edu.au 
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