Appendix A. [bookmark: _Toc176946077]workplace learning (WPL) management plan
	STUDENT(S) INFORMATION

	School
	

	Student(s)
	

	Contact phone
	

	Contact email
	

	[bookmark: _Hlk151471924]SCHOOL INFORMATION

	WPL coordinator
	

	Contact details
	

	VET coordinator
	

	Contact details
	

	Types of workplace learning program
	|_|
	ADWPL Course (SCSA)
	|_|
	Work experience
	|_|
	Work shadowing 

	
	|_|
	Part of a VET program
	|_|
	SBT/SBA/ASBT/PAIS
	|_|
	Other (e.g. Internship)

	Placement dates
	

	HOST EMPLOYER WORKPLACE DETAILS

	Workplace name
	

	Workplace supervisor 
	

	Position
	

	Contact details
	

	[bookmark: _Hlk151457103]SUPERVISOR/SUPERVISORY TEAM DETAILS

	Supervisor name
	

	Position
	

	Contact phone
	
	Contact mobile
	

	Contact email
	

	SCHOOL EMERGENCY CONTACT DETAILS

	Name
	

	Position
	

	Contact details
	

	[bookmark: _Hlk151454802]PURPOSE

	Workplace Learning Program (see Workplace Learning Guidelines)
|_| Define the educational purpose for the workplace learning program. (Appendix B2: Host employer section)

	ASSESS RISKS

	Workplace environment (see Workplace Learning Guidelines)
|_| The work site supports the safety and welfare of the student(s). 
|_| A site suitability pre-placement visit has been carried out for each site used.
|_| Employer section of the Student Placement Record Appendix B2: Host employer section has been completed.
|_| Appendix C: School-based apprentices and trainees (SBATs) work placement records have been completed for SBATs.

	Transport arrangements (see Workplace Learning Guidelines) 
|_| Transport needs for workplace learning participants, including students, staff and other members of supervisory team(s) have been identified in the description of the proposed activities table in Appendix B2.
|_| Strategies that mitigate transport risks related to safety, compliance, or general welfare have been identified in the description of the proposed activities table in Appendix B2.

	STUDENT/S – Appendix B1: Student Section

	Selecting students (see Workplace Learning Guidelines)
|_| Student(s) has/have completed an application process. 
|_| Student(s) has/have attended an interview (if required). 
|_| Student(s) has/have been assessed for work readiness to ensure the placement benefits both the student and host employer.
|_| Confirm that the worksite accommodates students’ needs and capabilities, including provisions for students with diverse needs (e.g. CALD, intellectual or physical disability, specified health issues).
[bookmark: _Hlk168046678]|_| Pre-requisites necessary for student(s) to engage with specific workplaces have been identified and fulfilled (e.g. WorkSafe SmartMove Certificate, White Card for construction sites).
|_| School has conducted a work placement induction program with student(s) prior to them engaging in any practical work activities. This must include familiarising student(s) with the conduct appropriate for a workplace. 
Once student(s) are selected and placements are organised, attach:
|_| the completed Student Placement Record (Appendices B1, B2, B3 and B4) for each placement undertaken by each student
|_| details of any special needs of student(s) and provisions made
|_| a schedule of student induction sessions and confirmation they have been undertaken prior to commencing work on site. 
|_| for SBATs, the documentation identified in Appendix C can substitute for the Student Placement Record.


[bookmark: _Hlk149306631]

	SUPERVISOR/SUPERVISORY TEAM

	Establishing a supervisor/supervisory team (see Workplace Learning Guidelines)
|_| Select a supervisor/supervisory team with the relevant capabilities for each WPL program.
|_| Determine the roles and responsibilities for the supervisor/supervisory team.
|_| Verify each supervisory team member’s capability to identify and establish a safe workplace learning environment and monitor each student’s progress.
|_| Each supervisor/supervisory team member has been inducted, has had any gaps identified and related resources/professional learning planned to enable them to carry out assigned duties and roles. 
|_| Where a third-party is involved, prepare a Memorandum of Understanding.

	SUPERVISION STRATEGY

	Establishing a supervision strategy for each WPL program (see Workplace Learning Guidelines)
|_| A supervision strategy has been established and is appropriate to the:
· Student (s) age, knowledge and level of skill 
· Student (s) medical condition or disability
· type and location of the activity
· workplace environment and workplace supervisor’s capability.
|_| Workplace supervisor has been informed of the requirement to report to the school any discrepancies in the student’s safe and expected time of arrival, departure and return to the workplace. 
|_| Supervision strategies should address circumstances where students are not in clear view of the workplace supervisor(s), such as:
· when set a task out of direct line of sight
· during meal breaks that are unsupervised
· when travelling to and from meal providers during meal breaks.
|_| Family/caregiver permission has been obtained for the student to:
· leave the workplace during meal breaks, in workplaces where the workplace supervisor does not supervise students during meal breaks.
· travel (unsupervised by the workplace supervisor) with workplace colleagues to a meal provider and return to the workplace.

	COMMUNICATION STRATEGY

	Establishing a communication strategy (see Workplace Learning Guidelines)
|_| All parties including student, supervisor/supervisory team and host employer have received the communication strategy including contact details.

	EMERGENCY RESPONSE STRATEGY

	Establishing an emergency response strategy (see Appendix B1 and Appendix B3, Workplace Learning Guidelines, the Work Health and Safety, and the Incident Management on Department of Education Sites)




	WORKPLACE EMPLOYERS

	Employer selection and induction (see Workplace Learning Guidelines)
Once employer is selected, attach:
|_| evidence that an induction process has been carried out
|_| the completed Student Placement Record (Appendix B) 
|_| the employer’s Certificate of Currency for Public Liability insurance.
(Note: For Department of Education or other State Government Department’s sites which are insured by RiskCover, a Certificate of Currency is not required. See Insurances for Workplace Learning Guidelines.

	FAMILY/CAREGIVER CONSENT

	Obtain family/caregiver consent (see Appendix B and Workplace Learning Guidelines)
|_| Detailed information on the student work placement has been provided to family/caregiver.
|_| Written consent has been obtained from family/caregiver for their child to participate in a WPL program. 
|_| Family/caregiver has been provided with insurance information for the placement, including Insurance Letter to Parents (Appendix D1 or Appendix D2).
|_| Family/caregiver has sighted Student Placement Record Appendices B1 and B2 and signed the Student Placement Record (Appendix B3).
|_| In the case of SBATs, the family/caregiver signature on the Training Contract will confirm their permission has been gained.

	RETAIN RECORDS

	Evidence/records are to be attached to this Plan and retained until students reach 25 years old (see Workplace Learning Guidelines)
|_| Appendix B and C are retained in accordance with the Department of Education’s Records Management policy.

	EVALUATION

	Reviewing and evaluating the WPL program(s) and this Plan (see Workplace Learning Guidelines)
|_| Post-placement student feedback has been collected.
|_| Post-placement feedback has been collected from host employer.
|_| Following the collation of feedback, implement revisions to documents and/or processes.

	SIGNATURES

	Signature of Workplace Learning coordinator:  

	Date:

	I am satisfied that the management plan for this program meets Duty of Care for Public School Students Policy requirements. I approve the students named in the attachment to participate in this program.

	Signature of Principal/nominee:

	Date:

	print name:
	Position:



