
Who is SEDA College?

SEDA College is a non-government secondary school that exists to engage, educate and 
empower young people. Our aim is to develop an engaging and caring learning environment 
which fosters the holistic growth of each young person, whilst providing a range of pathways 
to lifelong learning. For more information about SEDA College visit www.scv.vic.edu.au.

Structured Workplace
Learning Employer
Information Pack

Thank you for your consideration in offering a SEDA College student a Structured
Workplace Learning (SWL) opportunity in your workplace. The following information
pack provides an overview of the SEDA College SWL Program and important
information for you to consider before taking on a workplace student
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How do we support you? 

Department of Education workplace guidelines for employers 
Sample SWL arrangement form

http://www.scv.vic.edu.au/


What is Structured Workplace Learning?

Structured workplace learning provides students with the opportunity to integrate practical 
on-the-job experience and learnings in industry as part of their VCEVM program. It provides 
the context for:

SWL is also an opportunity for students to gain insight into an industry that they may be 
considering entering in the future. We encourage a discussion between yourself and the 
student around their interests, what they would like out of their placement and what you are 
able to offer, to ensure a good fit for you and the student and to assist in planning placement 
tasks. 

More information on SWL for employers can be found at: 
https://www2.education.vic.gov.au/pal/structured-workplace-learning/resources

SWLR - What activities are undertaken by students on 
placement?

In addition to undertaking activities for industry exposure and student specific interests, 
students completing a placement within the sport and recreation industry are enrolled in a 
Sport and Recreation Certificate that provides credit towards their VCEVM education. To 
achieve credit they will complete structured workplace learning reflections (SWLR) on the 
following subject areas that relate to their VET training: 

enhanced skill development
practical application of industry knowledge
assessment of units of competency
achievement of some learning outcomes for VCEVM units, and
enhanced employment opportunities.

managing workplace safety
first aid
plan, conduct and instruct sport sessions 
facilitate groups
conduct foundation level coaching skills

https://www2.education.vic.gov.au/pal/structured-workplace-learning/resources


Students’ reflections are completed in class and will showcase their learning in the workplace. 
Evidence they may collect, with employer consent can include observations, descriptions of 
activities and tasks, conversations with employers and other staff, participation in meetings, 
workplace documents, research in the workplace, photos of equipment / processes / events, 
video of workplace activities. 

When does SWL start and how long does it go for?

Students complete their SWL placement one day per week during the school term on their 
allocated day, unless negotiated otherwise. It is requested that a minimum of six hours per 
week for the duration of 10 weeks is provided. 

A longer placement period may be negotiated however under DET guidelines students are not 
permitted to complete more than twenty SWL days with one employer. 

If a student wishes to extend their placement beyond the twenty days they will need to apply 
to the Principal for an exemption and complete a new SWL Arrangement Form. To allow time 
for processing this is to be completed at least five weeks prior to reaching the twenty-day 
limit.

Students will commence placement in term 1 after completing pre workplace training and once 
all documentation is finalised. 

What are your responsibilities as an Employer?

You have a legal obligation to provide a safe and healthy working environment for your 
employees and contractors. Students undertaking structured workplace learning are no 
different. They are owed the same duty of care, and you must take all the same steps to 
safeguard them during their structured workplace learning.

You must assess your 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. However, you must take care NOT to place them at risk, and 
you must provide supervision at all times. 

As part of the SEDA College Safe Schools Policy, you are required to hold a current Working 
with Children Check or VIT registration.  



Why does SEDA College require a Working with Children’s 
Check?

SEDA College requires ALL SWL Employers OR Supervisors to have a current Working with 
Children Check (WWCC) or VIT teacher registration, where the student is under 18. If you don’t 
have a current WWCC this is available at no cost to you by completing the volunteer 
application. If you are registered with the Victorian Institute of Teaching (VIT) you may provide 
your VIT number instead.

The Child Safe Standards are compulsory minimum standards for organisations that provide 
services for children to help ensure the safety of children. The Working with Children Check 
assists in protecting children from sexual and physical harm by ensuring that people who work 
with, or care for, them are subject to a screening process. SEDA College has a Child Safety 
Policy that you will be provided with upon confirmation of the SWL placement.

How do you apply for a WWCC?

If you don’t have a current WWCC, submission of the application is available at no cost to you 
by completing the volunteer application, SEDA College should be listed as the volunteer 
organisation on your application. Please note that when you lodge your application you will be 
required to take a photo as part of your application which will be used for your WWCC card. 

Please refer to the link to start an application. WWCC Application

The application process for the volunteer check can take 2 – 12 weeks so please ensure this 
process is completed as soon as possible.

Once your application is lodged you will receive an email with your WWCC number, you can 
provide this number on the arrangement form while your application and card are being 
processed. 

https://www.workingwithchildren.vic.gov.au/individuals/applicants/how-to-apply#Complete_online_application


High Risk Placements

The Department of Education and Training deems some industries to be high risk for SWL 
students and therefore specific guidelines surrounding activities students can undertake need 
to be followed. These industries include, but are not limited to, trades and placements 
involving animals. Employers must consider these activities prior to entering into an 
arrangement. While in placement, these guidelines must be adhered to. SEDA College policy 
requires a staff member to conduct a workplace visit within the first 10 days of placement 
which provides the opportunity to ensure all OH&S requirements are covered. If applicable 
refer to guidelines attached 

Do you need to pay a student on placement?

SEDA College does not recommend payment for students on placement. 

Do you need to provide insurance for the student?

Once the Structured Workplace Learning Arrangement Form has been signed by the employer, 
student, parent/guardian and Principal of SEDA College the student is covered for WorkSafe 
Insurance and Public Liability Insurance by the Department of Education and Training.

How do we support you?

Our commitment is to maintain open and regular communication with you to ensure a positive 
experience for both yourself and the student. At the commencement of the placement, the 
teacher will contact you to ensure you and the student have everything you need to facilitate a 
seamless experience.

On each designated Structured Workplace Learning (SWL) day, the teacher will contact you to 
confirm attendance via a shared link. Additionally, once per term, the teacher will contact you 



to discuss the student's progress. This information will form a workplace learning report that 
will be shared with the student and their family, providing valuable feedback on their growth in 
the workplace.

Should you have any questions or concerns at any point, our team, including the student's 
teacher and pathways advisor, is readily available to offer support. Our aim is to make this 
experience enriching and beneficial for all involved.

Where to from here?

The following information “Structured Workplace Learning Guidelines for Employers” and 
“Sample Structured Workplace Learning Agreement Form” originate from the Department of 
Education, and detail the terms of a contractual agreement, along with related arrangement 
information. Please take the time to review.  

If you agree to place a student, the student will arrange a time either in person or over the 
phone to collect the work placement details. These details are listed on Sample Structured 
Workplace Learning Arrangement form located in this pack, in addition to collecting your 
working with children check or VIT number that will be verified by SEDA College.  

This information will form the Structured Workplace Learning Arrangement form, a legal 
document that provides workplace insurance for the student for the duration of the placement. 
This documentation must be finalised prior to the student commencing in the workplace. 

The nominated work place contact person will receive an email from SEDA College 
swl@scv.vic.edu.au with the Arrangement form for approval and electronic signature. Once 
completed, the Principal will review and sign.  All signatories will receive an email with the final 
copy of the Arrangement form, the arrangement is now complete and the student may 
commence as per the dates set out on the form.  

Further information 

If you require any further information about the SEDA College SWL program or would like to 
discuss a placement opportunity, please do not hesitate to contact the SEDA College 
Pathways Team at pathways@scv.vic.edu.au 

mailto:pathways@scv.vic.edu.au


DEPARTMENT OF EDUCATION - STRUCTURED WORKPLACE 
LEARNING GUIDELINES FOR EMPLOYERS

Structured Workplace Learning guidelines for 
employers
What is Structured Workplace Learning?

Structured Workplace Learning provides students with the opportunity to integrate on-the-job 
experience with secondary study as part of the VCE, the VCE Vocational Major or the Victorian 
Pathways Certificate.

What is your ‘duty of care’ as an employer?

You have legal obligations to provide a safe and healthy working environment for your 
employees and contractors. Students undertaking Structured Workplace Learning are no 
different. They are owed the same duty of care, and you must take all the same steps to 
safeguard them during their Structured Workplace Learning.

You must assess your 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. However, you must take care NOT to place them at risk, and 
you must provide supervision at all times.

Coronavirus (COVID-19)

Employers should continue to follow COVIDSafe practices in line with public health guidance 
and recommendations to reduce the risk of transmission of COVID-19 and protect the health, 
safety and welfare of Structured Workplace Learning students. This includes ensuring students 
familiarise themselves with the workplace’s COVIDSafe Plan, if available, as part of their 
induction.

https://www.education.vic.gov.au/PAL/SWL-guidelines-for-employers.docx
https://www.education.vic.gov.au/PAL/SWL-guidelines-for-employers.docx
https://www.education.vic.gov.au/PAL/SWL-guidelines-for-employers.docx


What can you expect of the student?

Remember that young people cannot be expected to possess the judgement or maturity of 
older workers. You have a right to require the student to comply with workplace rules and 
procedures. First, though, you must explain those requirements and provide any necessary 
information, instruction and training. Don’t assume a student will automatically know what’s 
expected.

The importance of planning

The most rewarding Structured Workplace Learning programs – and the safest – are those 
planned in advance. It’s useful to draw up a timetable for students before they arrive, setting 
out proposed activities for each day and identifying the people who will supervise them at 
different times.

Even though your timetable may have to change, a planned program enables supervisors to 
prepare meaningful activities, and reduces the chances of exposing the student to risks 
resulting from unplanned activity.



SAMPLE SWL ARRANGEMENT FORM






