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Welcome to Workplace Learning 
This guide has been developed to provide information and instruction for students and parents 
on both Work Experience and VET Workplacement procedures. 
 
Student and Parent/Guardian information 
Work-based learning will focus on providing students real time in a workplace. It will provide 
an opportunity to offer an insight into various industries and or put theory into practice 
and create opportunities to become more “work ready”. 
 
This booklet contains important information about the rights and responsibilities of students in 
a workplace and support for skills to be learned. Carefully reading this document helps to get 
the most out of a placement and or experience. Work Experience is similar but has quite 
different requirements to VET Workplacement. 
 
Please ensure that both parent/carers and students refer to and discuss this information 
when complet ing the Student Placement Record and address any concerns or 
questions which may arise well before the placement. 
 
What is Work Experience about? 
Work Experience is a voluntary workplace learning program. Students are usually restricted to 
observing various aspects of the workplace and assisting in undertaking tasks nominated by 
their supervisor. 
 
Work Experience: 
• involves students 14 years of age or over 
• provides an orientation to the world of work in a general field but without a planned 
program of industry accredited skill development. It may include learning related to, for 
example, career planning or work studies 
• provides no formal recognition towards an accredited vocational qualification 
• has no specified time frame 

• occurs during term time for year 9 and 10 and only between 7am and 6pm 
• may occur during holidays for year 11 and 12 students 

 
What is Workplacement about? 
Work placement is structured workplace learning specifically related to your VET courses. The 
activities will reinforce course work by putting skills and knowledge into practice in the 
workplace. Students will be expected to actively immerse themselves in the directed activities 
of the enterprise. 
 
Work placement: 
• involves stage 5 or 6 students undertaking Industry Curriculum Framework courses as 
part of a HSC study program 
• is a mandatory component of Industry Curriculum Framework  
• involves the integration of off-the-job and on-the-job learning 
• may involve competency-based assessment of industry-recognised skills and 
knowledge. 
 
What are the benefits of Workplace Learning Programs? 
Participation in work experience or work placement, provides an opportunity to:  
• learn, develop and apply knowledge and skills relevant to the workplace 
• achieve skills that are recognised by industry 
• achieve skills that will assist in seeking employment  
• gain knowledge of employers’ expectations 
• make contacts with employers 
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Preparation for Workplace Learning  
It is important that a student is familiar with any workplace learning program requirements that 
have been specified by the employer and also that everyone concerned understands the 
responsibilities of everyone involved.  
Carefully read the placement details form that has been provided by the employer and: 
• ensure that you, the student, contacts the employer NO LATER THAN one week prior 
(or as otherwise indicated by the employer), to introduce yourself  

• arrange for an interview to sign all documents  
• discuss details of the placement and ensure that all parties have a clear understanding 

of the expectations 
• use the checklist included in this guide to help in the preparation. 
 
How to choose a work placement?  
The supervising teacher or Career Advisor may either guide in a suitable match, select your 
placement for you or suggest you seek an enterprise of your interest.  If you have a 
preference, you may suggest the name of the placement to your supervising teacher. 
However, when selecting your placement you need to take into account the following:  

• the skills that are needed to be acquired for a VET course or  
• the activities which are of interest for Work experience 
• the skills that the work placement can offer  
• the degree of supervision that can be provided  
• the quality of training that can be provided 
• the transport access 

 
What are the student responsibilities? 
Whilst in the workplace, students will be expected to behave like a new employee as much as 
possible by following the rules of the workplace and the directions of the workplace supervisor 
and other employees. 
 
Travel Arrangements 
Prior to the placement, check travel arrangements to ensure punctual arrival. 
A student’s free school travel pass cannot be used for travel to and from work placement. A 
current Travel Concession Pass for travel on public transport may be used or ask the school 
to provide a letter which identifies the travel requirements. 
 
Attendance and punctuality 
Student are expected to: 
• be prepared to start your placement on time each day 
• take only the allocated time for morning, afternoon tea and lunch breaks and return 
promptly to your work 
• contact your workplace supervisor and the supervising teacher immediately if you are 
unable to attend your placement 
• account for any absences to the workplace supervisor and the supervising teacher, as 
lost hours may be required to be completed at another time 
• attend your placement for the normal hours of work for that job, unless prior 
arrangements have been negotiated by your school. 
 
Confidentiality 
Students may have access to computer passwords or be exposed to information about 
the business and clients that will be confidential. This is a part of many workplaces and 
enterprises and it is very important to maintain privacy by not repeating any of this 
information. In some cases, employers may require students to sign a confidentiality contract.  
Find out from the employer what is considered confidential. Sign the Confidentiality agreement 
at the back of this guide. 
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Safety 
Schools provide a workplace ready program to all students prior to Work 
Experience and Workplacements. Competency units in VET courses 
which address industry safety must be achieved prior to the 
Workplacement.  
  
It is a requirement for all students in the Diocese, to complete a 
go2workplacement program and provide the certificate to their 
supervising teacher prior to the placement. Further details are available 
at: http://www.workplacement.nsw.edu.au/go2workplacement/ 
 
Go2workplacement is an online program which assists students to get the most out of their 
work placement by identifying the skills and competencies they want to focus on during their 
time in the workplace. 
 
Students must complete mandatory modules comprising Work Health and Safety, Personal 
Attributes, and Employment Related Skills and the Industry Competency to qualify for a Work 
Placement Ready Certificate. The Certificate informs a host employer that they have prepared 
for work placement and outlines the areas they want to explore during their placement. 
Students undertaking Work Experience we will be guided by the Career Advisor on the most 
appropriate industry area to complete in this program 
 
Host organisations have a “duty of care” obligation to ensure that students do not work in 
unsafe conditions or carry out work that could endanger their health or safety or other staff 
members. 
 
Students must apply the safety practices learnt in their courses and should be aware of the 
Work Health and Safety (WHS) requirements of the industry before proceeding with a 
placement. A workplace “induction program” will include WHS concerns and instructions and it 
is then the student’s responsibility to follow these instructions 
 
If you feel you are unable to use equipment or carry out a task in a safe manner you must 
ask your host organisation for advice or assistance. 
 
Students must NEVER carry out a task that may be dangerous to yourself, other parties or 
equipment. If students identify that they are asked to work in an unsafe environment, they 
must advise their workplace host or supervisor AND supervising teacher immediately. 
 
Remember, most workplace accidents can be prevented if practising the following: 
• obey reasonable instructions 
• work safely and wear protective equipment as it is needed 
• do not put other workers or the public at risk and 
• report accidents or near misses 
 
Police Clearance 
Some employers may require students to obtain a police clearance, particularly if any of the 
tasks include handling cash or valuables.  Enquiries for a police clearance may be made at 
any police station. 
 
Child Protection Legislation 
The new Working with Children Check (WWC) does not apply to “a worker who is under the 
age of 18 years” (Part 4, 21(a)) It will apply to those school students who have turned 18 and 
are engaged in work placements in child related positions. The WWC can be obtained as a 
volunteer and therefore would have no fee involved. 

http://www.workplacement.nsw.edu.au/go2workplacement/
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The legislation is also designed to protect students from any form of physical, psychological 
or sexual abuse.  
 
If a student feels uncomfortable about anything which they are asked to do in the workplace, 
politely decline to do that task and contact the school immediately. 
 
Your employer will have been asked to sign a statement declaring that he/she understands 
the need to comply with this, and other legislation that affects workplaces, before you 
commence your workplace learning program. 
 
Student safety checklist:  

 
You have the right to feel safe and secure within the workplace 

 
You have the right to refuse to undertake tasks that involve one-on-one contact 
with employees or clients, particularly if this is to be done in confined spaces 

 
If you feel that you are being harassed or in any way abused in the workplace you 
must immediately report the matter to your school coordinator 

 
Make sure you have your school’s phone number before you commence your 
placement - this will be on the Emergency card and the student placement record 

 
Vaccinations 
Public hospitals have guidelines and policies which you will need to follow. This includes 
providing evidence of vaccinations before attending the workplace. Such guidelines are 
mandatory for public hospitals but not used in all private hospitals. These requirements may 
be policy in aged care, preschool and other workplaces involving children. Specific industry 
requirements will be provided by the course teacher. 
 
Medical conditions 
Let your supervising teacher and workplace supervisor know if you suffer from any medical 
condition or disability that may affect your work performance. Schools have a duty of care 
responsibility to advise host employers of any factor which may affect a student’s safe and 
effective experience. Please ensure that Section 1: Student details and Section 4: 
Parent/Carer permission are accurately and truthfully completed. 
In some cases, the host employer may wish to have a medical examination before you can 
start your work placement. 
 
What can be expected of students in a workplace 
Students are relying on the goodwill of employers when they agree to provide an opportunity 
for students to come into their workplace. Time and resource is provided to students, often on 
a continuing basis by many businesses or employers. 
 
The workplace experience can vary significantly between being placed in a multi-staff 
business or small sole trader, however, the requirements to make the best effort is important 
in all settings. The school supervising staff and Workplace Service Providers have 
a lot of local knowledge which is called upon to try and match students to a 
workplace setting. 
 
Many employers use the time spent with students to select potential employees. 
 
The right attitude for students 
Is achieved by: 
• showing enthusiasm and initiative 
• accepting and completing duties planned by the workplace 

supervisor 
• being willing to learn 
 

 

 

 

 

Attitude is 
everything 
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• listening to instructions and asking questions when unsure because it is better to ask a 
silly question than to make a silly mistake 

• assisting in the planning of your program 
• accepting and acting on advice given by workplace supervisors 
• asking for jobs when you have nothing to do 
• being polite, courteous and well-mannered throughout the placement with all staff 

members 
• avoiding distracting other employees unnecessarily from their work 
• dressing appropriately to industry standards and the workplace. 
 
How employable are you? 
Employers and industry representatives have identified a range of key Employability Skills 
which have been imbedded into vocational training and general career guidance and 
preparation. 
 
These Employability Skills and more recently updated Core Skills for Work describe the non-
technical skills, knowledge and understandings which underpin successful participation in 
work. 
 
These skills include; 

• Communication 
• Teamwork 
• Problem solving 
• Initiative and enterprise 
• Planning and organising 
• Self-management 
• Learning 
• Technology 

 
Core Literacy and Numeracy Skills have also been identified as a critical asset for all potential 
employment.  
 
Workplace Learning offers an invaluable opportunity for students to identify their strengths and 
areas of need in these skill areas. 
 
Being prepared to develop and apply these non-technical skills will help students gain more 
from their time in the workplace 
 
 
 
 
 
 
 
 
 
 
 

 

http://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjEhur_kZ7TAhXCnpQKHWIABi4QjRwIBw&url=http://siddarthrajsekar.com/21-ways-achieve-super-success-prosperity/&bvm=bv.152180690,d.dGc&psig=AFQjCNGITdeGbzLrHZrg72DI35uGmjRuNA&ust=1492059727890159�
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Frequently Asked Questions 
 
What if there is a misunderstanding? 
If there is a misunderstanding during work placement, the first action is to discuss it with the 
host employer or workplace supervisor and then inform the supervising teacher. If it’s difficult 
to discuss the misunderstanding with the host employer or workplace supervisor, speak to 
the supervising teacher. Misunderstandings may include the following: 
• unsafe Work Health and Safety practices 
• inadequate supervision or learning opportunities provided in the workplace 
• unclear or unreasonable work requests by the host employer or workplace supervisor 
 
What if there is a need to cancel/vary the placement? 
Host employers spend time and effort preparing for students who will be attending a work 
placement. Cancelling or withdrawing from a placement is  an  important  concern  and 
can potentially jeopardise future opportunities for other students.  
 
A workplace learning contract may only be cancelled or varied under special circumstances. 
Students are required to put the request in writing and give this to the teacher for further 
referral. Where a VET workplacement has been negotiated by a local Workplace Service 
Provider (WSP) the teacher will contact the WSP regarding alternative arrangements. 
 
Work placement is a mandatory part of a VET ICF course. Students who do not meet their 
obligations for 70 hours of work placement can be awarded a “nil award” for their HSC. 
 
Insurance 
As a student on work placement, you are covered by insurance while you are in the 
workplace. This means that you cannot be paid by the employer (or the insurance risk reverts 
back to the employer). Catholic Church Insurance (CCI)School Care [Personal Accident and 
Disability] Policy, provides cover for students who sustain an injury while undertaking a school 
activity.  
 
Students undertaking Workplace Learning Programs have an additional insurance policy 
provided by Catholic Education Commission, called Insurance Work Experience/Work 
Placement Public Liability Insurance Policy QBE (Australia). The QBE Insurance Policy has a 
number of stipulations which need to be identified prior to the student commencing their 
Workplace Learning Program, to ensure insurance coverage. 
 
A number of exclusions are identified on the attached Catholic Schools WE/ WP Insurance 
explanation. Other activities require special permission include working with animals, working 
on water craft and working with children.  Your supervising teacher will provide you with 
details – see Appendix A 
 
What happens if a student is involved in an accident at the workplace? 
The following steps should be taken. 
• report it to the host employer or workplace supervisor and seek medical help required 
• notify the school and complete both workplace and school Notification of Injury form and 

give it to the supervising teacher 
• ensure that Medicare details are identified on the emergency card and is always carried in 

the event of needing medical treatment 
• keep all relevant medical certificates and accounts for any claims that may be made 
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Response for an accident during Workplace Learning 
 
Minor injury 

• student seeks first aid at the host employer’s workplace 
• student completes any required documentation of the host employer  
• student notes in their work journal - the nature of the injury and activity at the time. 

 
First aid injury but student ceases work (eg; bump to head resulting in headache) 

• host employer phones the school and or parent/carer and report incident and make 
arrangements for transport home or medical facility if required 

• student GP details available on the SPR, all medical expenses are to be directed to the 
student / family 

• employer completes their business accident report 
• student completes the CSO Notification of Injury form 
• schools contact the employer to complete the CSO Notification of Injury form 
• student contacts host employer and school contact person if they are unable to attend 

the workplace the following day 
 
Medical treatment injury 

• student is provided necessary initial care then placed in the care of medical personnel 
(eg; ambulance, taken to medical facility) if required 

• host employer contacts school and parent/carer as soon as initial care is provided and 
provides as much detail as possible on the extent of the injury and incident details 

• employer complete their business accident report 
• school will contact the employer to complete the school Notification of Injury form 
• student to contact host employer and school contact person if they are unable to 

attend the workplace the following day  
 
WorkCover Reportable  
If a student is involved in a Safework Australia reportable incident, the Catholic Schools Office 
WHS Professional Officer will contact the employer and discuss how this is to be managed. 
 
Reporting an Incident to CCI or QBE   
Any incident which may result in a claim against the employer or the school in respect of a 
work experience / work placement incident, must be immediately notified (in 7 days) in writing 
to the student’s school. Spinal injuries are to be reported within 24 hours.See section 3 of the 
Work experience/ Workplacement Insurance Cover. 
 
Medical costs  
The school is not responsible for medical invoices or expenses associated with the incident.  
 
Medical costs are to be paid with normal Medicare or private fund claims, gap costs may be 
referred to either the Catholic Schools Insurance (CCI) or Catholic Schools WE / WP 
insurance as required. 
 
All documentation is to be sent by the parent/carer directly to the relevant Catholic Insurances. 
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What about industrial relations issues? 
Employers have been advised of the following and the supervising teacher can assist with 
direct inquiries.  
 
While on work placement, students should not: 
• replace a paid employee, including employees who are on paid annual leave or sick leave, 

or reduce the hours which a paid employee would otherwise be paid to work 
• replace employees engaged in industrial disputes. 
 
What is a Student Workplace Learning Journal?  
Students may receive a workplace learning journal for use at the workplace. It is a record of 
skills undertaken during the workplace learning program. This information can be used to:  
 
• monitor progress by the supervising teacher and the training provider 
• contribute to advanced standing or recognition of prior learning  
• support applications for employment. 
 
It is the student’s responsibility to maintain the workplace learning journal by recording details 
of activities performed on a daily basis and ensuring the workplace supervisor signs and dates 
the record.  A lost journal should be immediately reported to the supervising teacher for 
replacement.  
 
What if a student already has a part-time job?  
If you already have a part-time job you may be eligible to apply for Recognition of Prior 
Learning. Your current employment would have to be relevant to the competencies covered in 
your course and specified hours would need to be covered. You would also need to consider 
the benefits of experiencing a variety of learning and workplace settings.  
 
Recognition of Prior Learning (RPL) in Year 11/12 VET Courses only  
Students who have part-time work in an industry related to their VET course of study may be 
able to claim RPL for some of the work placement mandatory hours. This must be discussed 
with the VET teacher or coordinator. Generally, exemptions will only be granted for the year 
12 placement. 
 
Is there any feedback?  
It is important to receive feedback on progress from the workplace supervisor throughout the 
placement and not just at the end. Comments made should not be taken as personal criticism 
but viewed as a way to help gain the skills required for further learning in the industry. Asking 
the workplace supervisor to comment orally on any progress at the end of the second day can 
provide an opportunity for advice on areas for improvement. 
 
What happens when the workplace learning program has finished? 
The supervising teacher conducts a debriefing session with students. This session will provide 
the opportunity to discuss: 
• the benefits and problems of the placement 
• ideas on how to negotiate learning and assessment procedures 
• any difficulties and the successes of the placement. 
 
A letter of thanks should be sent to the host employer for providing an opportunity to use 
their workplace. The school has thankyou cards for this purpose. 
 
If the placement has been recognised as very successful by all parties, students may also like 
to ask the host employer/workplace supervisor for a written reference. 
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GLOSSARY 
 
Employability skills 
A list of key generic employability skills identified by employers which they seek in employees. 
These include a variety of social and personal attributes and an identifiable capacity of an 
individual to be able to reliably transfer their technical skills across tasks and settings. 
 
Structured Workplace-Learning Providers 
Personnel available to assist students develop links between schools and employers to assist 
students in their transition from school to work. The SWP team will work with schools to 
ensure that quality ICF VET work placements and some other workplace learning programs 
are arranged for students.  
 
Host employer 
The organisation, company or business (government and non-government) 
which makes its workplace available to students to enable them to gain an understanding of 
industries and work practices  
 
Recognition of Prior Learning (RPL) 
The skills and knowledge obtained by students, through prior education and training or work 
experience which can be recognised as part of the training requirements. The student is given 
advanced standing in a particular course or part of a course  
 
Student 
A person enrolled in and undertaking school programs. 
 
Student Workplace Learning Journal and Log 
A record of the times and skills the student gains while in the  
 
Supervising teacher 
The schools VET teacher, coordinator or Career Advisor who co-ordinates and supervises 
students on work placement. 
 
 
White Card (Construction Induction WHS)  
This is a mandatory WHS course that any student intending to work on a construction site 
must have. This is a legal requirement managed by WorkCover NSW.  
 
 
Work Experience 
Work Experience is a voluntary workplace learning program. Students are usually restricted to 
observing various aspects of the workplace and assisting in undertaking tasks nominated by 
their supervisor. 
 
Workplacement 
Work placement is structured workplace learning specifically related to your VET courses. The 
activities will reinforce course work by putting skills and knowledge into practice in the 
workplace. Students will be expected to actively immerse themselves in the directed activities 
of the enterprise. 
 
Workplace supervisor 
A staff member appointed by the host employer to induct, train and supervise the student 
during the work placement. 
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CHECKLIST FOR STUDENTS 
 
Workplace Learning Programs involve careful planning and organisation to achieve the best 
outcomes for everybody and involves achieving specific outcomes and skills in a workplace 
setting.  
 
Tick the boxes when you have done each of the following: 
 
Talked to your teacher about: 
 the purpose of your workplace learning experience 
 the placement in which you are interested 
 what you expect to achieve 
 when you plan to do the placement 
 your responsibilities with regard to the following legislation which is relevant in the 

workplace: WHS, Equal Employment Opportunity, Anti-Discrimination and Child 
Protection.  

 how you address and speak to people in the workplace 
 
Checked before going to the workplace learning site, you have: 
 phoned or met the employer to discuss your course and your goals for Work Placement  
  found how you get to the workplace and how long it will take you there and back 

 
When visiting your workplace learning site, you have asked about: 
 start and finish times 
 who you report to and when and where upon your arrival 
 the usual work routines, lunch and break times 
 where you find change rooms, lunch rooms, canteens, exits, toilets 
 special clothing or equipment requirements 
 any safety issues of which you need to be aware 
 what to do in case of an accident or emergency 

 
After your interview you have: 
 collected, signed and returned your; 

- Student Placement Record  
- Confidentiality agreement  

 discussed with your teacher; 
 

- the expectations of your supervisor 
- the appropriate clothing to wear 
- who to contact if you have any problem



Return a copy of this page to your supervising teacher 
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Workplace Learning Code of Conduct 
This code of conduct is for you to read. Please sign it to acknowledge your acceptance and 
understanding of the requirements.  
 
Before my workplace learning program commences, I will:  

 telephone my host employer at least a week before starting my placement to arrange an 
interviewed with my host employer before the work placement and find out starting and 
finishing times, dress code and any other relevant information 

 familiarise myself with the Student’s/Parent’s Guide to Workplace Learning  
 
During my workplace learning program, I will:  

 maintain a positive and enthusiastic attitude  
 be courteous and respectful  
 try to communicate effectively  
 be responsible for my Student Workplace Learning Log 
 observe rules, regulations and instructions in the workplace  
 notify my host employer and school of any absences  

 
Confidential workplace site information 
During the workplace learning program I may have access to information which is private and 
confidential. I understand I am not to convey to any person outside the host employer’s 
workplace any knowledge or information of a confidential nature which is gained in the course of 
my workplace learning program. I understand the seriousness of any breach of this agreement.  
 
Confidentiality agreement:  
1. The student shall treat as confidential all information made known to the student during the 

course of the work placement program (hereinafter referred to as "the confidential 
information").  

2. The confidential information includes names of all clients, the employer's methods of 
operation, details of clientele, computer programs (intellectual property) and all or any other 
information about the employer and/or its clients of which the student may become aware 
during the course of the work placement program.  

3. The student shall not use or disclose or authorise the use or disclosure of the confidential 
information to any person or company whatsoever.  

 
 
___________________________    ________________________  
Student’s signature      Date 
 
If you are unsure of any of the above, please see your teacher and read the relevant section in 
the Student’s/Parent’s Guide to Workplace Learning before signing this form.  
 
 
 
Commitment to Workplace learning 
 
 
___________________________    ________________________  
Student’s signature      Date 

 



Return a copy of this page to your supervising teacher 
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Student Workplace Journal 
Student Name:  

Workplace Provider:  

Dates of Workplacement:  Total hours worked  
 
 
List the main activities undertaken during the work placement: 
 

 

 

 
 
What new skills have you gained during this work placement? 
 

 

 

 
 
Which of your skills were you able to develop further during this work placement? 
 

 

 

 
 
Describe the aspects of your job that gave you the most difficulty 
 

 

 

 
 
What would you do differently the next time you are on the job? 
 

 

 

 
 
VET Workplacement only 
Do you need additional experiences in areas relating to your VET course? 
 

 

 

 
 
Other comments. 
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ABN 33 266 477 369 

 
WORKEXPERIENCE/PLACEMENT INSURANCE COVERS 

FOR NSW CATHOLIC SCHOOLS 
 

Revised 16 January 2017 
 

This Statement provides a general overview of available insurance cover; it does not represent 
legal advice.  For precise advice, please consult the relevant CCI or QBE Insurance Policy 
Documents. This advice replaces all earlier advice. 
 
1.  POLICIES 
For NSW Catholic diocesan schools and most congregational schools1, two separate policies 
provide work experience/ placement cover for students and their host employers: 
 

• CCI School Care Personal Accident and Disability or Students’ Work Experience 
Personal Accident Policy with Catholic Church Insurances (CCI) (or equivalent) 

• Work Experience/Work Placement Public Liability Policy with QBE Insurance 
(Australia) Limited (effective 31 January 2017). 

 
Under Commonwealth legislations, these policies cannot pay for any Medicare services including 
the Medicare gap. These services should be claimed through Medicare and or private health 
insurance where available. Work placement students are not eligible for coverage through 
workers compensation. 

 
1.1 CCI School Care [Personal Accident and Disability] Policy or Student Work 

Experience Personal Accident Policy  
 
Each school or Diocese purchases these policies or equivalent. School staff organising work 
placements need to confirm the nature of their particular policy with their diocesan office or 
school bursar and provide advice to employers / brokers. These policies cover students for 
personal injury sustained whilst engaged in Work Experience/Placement activities.  Students are 
covered whilst directly travelling to and from work places.  
 
The Policies Cover: 

a) Death by accident; 
b) Permanent disablement compensation dependent on injury of up to maximum 

e.g. $750,000 or $275,000 depending on SchoolCare policy chosen (please 
refer to your policy to confirm extent of your coverage) 

c) Non Medicare expenses - e.g. dental, counselling, emergency transport, travel 
expenses or lump sum payments for certain injuries such as fractures, burns 
and dislocations (limits apply) 

d) Damage to student’s clothing or artificial aids resulting from an injury (limits 
apply). 

 
Catholic Church Insurances (CCI) advised on 24/01/2011 of an endorsement to the NSW 
SchoolCare Policies to allow certain students to use motor bikes as follows: 

                                                
1 Congregational schools which do not take out employer liability cover through these policies make equivalent insurance 
arrangements and will provide relevant documents to host employers and brokers. 
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It is hereby noted that Exclusion 2.1.6 is deleted in respect of students undertaking accredited 
vocational education and training (VET) courses in the HSC Primary Industries Framework for 
their Higher School Certificate (HSC) only. 
 
1.2 QBE (Australia) Insurance Work Experience/ Work Placement Public Liability 

Insurance Policy (Policy Number AN-0014866-PLB)  
 
Catholic Education Commission NSW (CECNSW) purchases this policy on behalf of participating 
Catholic Schools. For further details and documentation, including the Certificate of Currency 
and participants, please contact CECNSW as listed below or online at: 
http://www.cecnsw.catholic.edu.au/dbpage.php?pg=view&dbase=programs&id=37  
 
This policy provides indemnity for the student, the employer and participating schools involved in 
Work Experience/Placement activities.  
 
The Policy Covers: 

a) Indemnity for legal liability of students and employers for Personal Injury 
caused to a Third Party (limit $20,000,000 any one occurrence); 

b) Indemnity for legal liability of employers for Personal Injury to students (limit 
$20,000,000 any one occurrence) 

c) Indemnity for legal liability of Property Damage to an employer’s property (limit 
$20,000,000 for any one occurrence) 

d) Indemnity for legal liability of Errors and Omissions (E&O) in relation to the 
participation by students in Certificate II in Sports (Coaching) Certificate II in 
Outdoor Recreation and Certificate III in Sports Fitness only (Limit $1,000,000 
any one Occurrence and in the aggregate in respect of claims made, costs 
inclusive). Any E&O claim or incident which might result in a claim must be 
reported through CECNSW to QBE as soon as the school becomes aware of it 
during the current Period of Insurance, and some additional exclusions apply. 

 
For each claim the QBE Insurance policy has set a deductible cost (i.e. excess) of $1,000 except 
for E&O cover where the deductible remains at $5000. The policy requires that CECNSW, acting 
for the Catholic sector of schools, will provide for the payment of any deductible cost. The 
CECNSW reserves the right to recover the cost of the excess from a Diocese or Congregational 
school. 
 
2. CONDITIONS AND EXCLUSIONS 
2.1 Some Key Exclusions 
The school, the student and the employer will not be insured for the following activities:  
2.1.1 Travel by Private and Charter Aircraft other than those providing a regular Public 

Transport Service (CCI provides cover as a passenger in a fully licensed commercial 
aircraft operated by a licensed airline over an established air route) 

2.1.2 Travel by helicopter 
2.1.3 Radioactivity/Nuclear material/Fuel/Ionising Radiations 
2.1.4 Scuba/deep sea diving 
2.1.5 Attendance at abattoirs (killing areas) 
2.1.6 Driving any registered or unregistered motor vehicle (and engaging in motor cycling 

whether as driver or passenger). except as part of the BOS HSC Primary Industries 
Curriculum Framework (and then only when students have been appropriately instructed 
and supervised and the vehicle is properly maintained). See also Section 2.4.5. 

2.1.7 Activities involving guns or firearms except as part of an approved and supervised 

http://www.cecnsw.catholic.edu.au/dbpage.php?pg=view&dbase=programs&id=37
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2.1.8 Australian Defence Force activity 
2.1.9 Watercraft exceeding 20 metres in length 
2.1.10 Travel outside the 12 nautical mile limit at sea and undertaking construction work on 

structures in marine environments 
2.1.11 Results from AIDS or HIV (direct or indirect) 
2.1.12 Asbestos and tobacco or tobacco smoke 
2.1.13 Activities involving service of alcohol unless the student is aged over 18, and the activity 

is essential to the placement and it has been agreed to by the school and TAFE NSW 
Institute and the student has completed the Responsible Service of Alcohol (RSA) 
Training Course 

2.1.14 Sporting activities/events except as part of the Certificate II in Sports (Coaching) 
Certificate II in Outdoor Recreation and the Certificate III in Sports Fitness (and then only 
under instruction and supervision) 

2.1.15 ‘High risk construction work’ as defined in the NSW OHS Regulation (2001) – see 2.4.3 
below: i.e. construction work involving the use of explosives; work near traffic or mobile 
plant; and work in and around major gas and electrical installations 

2.1.16 Demolition work requiring more than the simple stripping of walls 
2.1.17 Any excavation work at a depth of one metre or more; at a depth under one metre without 

direct supervision by a competent person; near utilities 
2.1.18 Work on a roof or in a roof cavity 
2.1.19 Work on caissons or coffer dams (permanent or temporary structures respectively, used 

to enable construction and excavation work) 
2.1.20 Fines or penalties, and/or liquidated, punitive, aggravated, exemplary and/or multiple 

damages imposed by law 
2.1.21 Occurrences as a result of the insured person being under the influence of intoxicating 

liquor or any narcotic or drug unless taken in accordance with the direction and 
prescription of a legally qualified medical practitioner 

2.1.22 Total exclusion of claims arising from sexual and/or child molestation 
2.1.23 Claims arising from repair, replacement or recall of products 
2.1.24 Damage to insured premises/ property in the physical and legal control of the insured 

(property not belonging to the insured may be covered up to a limit of $1,000,000 for any 
one occurrence) 

2.1.25 Professional Indemnity for negligent advice given by any student (except for those in 
Sports Coaching, Outdoor Recreation and Fitness courses for which separate E&O cover 
has been negotiated) 

2.1.26 Any consequence of war, invasion, act of foreign enemy, hostilities (whether war be 
declared or not), civil war, rebellion, revolution, insurrection or military or usurped power 
of confiscation, nationalization, requisition, destruction of or damage to property by or 
under the order of any government or public or local authority. 

 
2.2 Activities Requiring Special Approval  

The following activities are excluded unless specially approved for each placement. 
Please contact CECNSW to request approval.  

2.2.1 Activities involving the handling of animals, other than exempted sites and/or participation 
in BOS Stage 6 Primary Industries Course. For further information, refer to CEC 
Diocesan Directors’ memo 08/14 at: 
http://www.cecnsw.catholic.edu.au/images/0814_Work_placements_involving_animal_handling.pdf 

http://www.cecnsw.catholic.edu.au/images/0814_Work_placements_involving_animal_handling.pdf
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2.2.2 Mining/Quarrying/Tunnelling; 
2.2.3 Timber getting/Sawmilling. 
2.2.4 Abattoirs and meat processing plants (other than killing areas) 
2.2.5 Placements outside the territory of the Commonwealth of Australia. Overseas placements 

are not advised. Placements in the USA or Canada and countries subject to their 
jurisdiction are not permitted. Any considerations of overseas placements should take 
into account the federal government website www.smarttraveller.gov.au and also 
consider the insurance regulations of the proposed country. Any proposed placement 
must be referred to the insurer QBE through CECNSW prior to approval. 

 
2.3 Scope and Conditions of Cover 
If the following requirements are not observed, available insurance may be rendered void. 
2.3.1 Students must be at least 14 years of age and be participating in a school approved 

activity/placement. Students under 15 years of age must not undertake workplace 
learning before 7.00am or after 6.00pm. 

2.3.2 Cover is available throughout school holiday periods, provided the work placement is 
arranged and supervised by the school. Year 12 students cease to be insured by their 
school once they complete their last HSC examination. 

2.3.3 Interstate placements are permitted, if arranged and supervised by the school. 
Placements outside the territory of the Commonwealth of Australia require special 
approval from the insurer, through CECNSW and are not encouraged. (See 2.2.5) 

2.3.4 Insurance cover may be voided (lost) by serious and wilful misconduct by a student while 
attending a work site. 

2.3.5 The employer must have in all cases provided appropriate and reasonable instruction 
and/or supervision with respect to each Work Experience/Placement student. 

 
2.4 Special requirements for higher risk industries and occupations 
2.4.1 All students proceeding to a construction workplace for work placement or work 

experience must hold a construction industry induction card (CIC) issued by WorkCover 
in accordance with Part 6.5 of the Work Health and Safety Regulation 2011. To be issued 
with the certificate, students must provide evidence to WorkCover from a registered 
provider of satisfactory completion of the National Unit of Competency CPCCOHS1001A 
Work Safely in the Construction Industry. 

2.4.2 The employer and school must comply with all Department of Industrial Relations and 
WorkCover requirements (including reporting requirements) for Work 
Experience/Placement Programs and observe any prohibited activities or WorkCover 
regulations (including any age restrictions and requirements for safety equipment / 
personal protective equipment e.g. helmets and harnesses).  

2.4.3 Prescribed or dangerous machinery must only be used in accordance with WorkCover 
requirements, and only then in the context of appropriate training, supervision and risk 
assessment.  Particular care is needed to comply with the OHS requirements for 
scheduled work as set out in Chapter 9 of the NSW OHS Regulation (2001), to be 
replaced by the model code of practice “Managing risks in construction work” when 
endorsed by the Minister.  

2.4.4 Any electric, oxy-acetylene or similar welding or cutting and allied processes must be 
done in full compliance with Australian Standard 1674 "Safety in Welding and Allied 
Processes”.  

2.4.5 Placements involving student operation of golf carts, tractors or farm vehicles such as 
motor bikes/ quad bikes are permitted only for students enrolled in the BOS HSC Primary 
Industries Framework.   If the student does take part, he or she must have successfully 
completed a relevant formal training course or the related course competencies or have 
demonstrated substantial experience in the safe operation of such vehicles. The student 
still needs to be closely supervised.    

http://www.smarttraveller.gov.au/
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2.4.6 A person undertaking work placement or work experience and over the age of 18 and 
working in occupations classed as “child-related employment” (e.g. placement with pre-
schools, child welfare services, youth clubs etc) are required to complete a “Working with 
Children Check”. The Working with Children Check is a prerequisite for paid and unpaid 
child-related work. Under Part 2, section 6 of the Child Protection (Working With Children) 
Act 2012. Child-related work is defined as work in a specific, child-related role or face-to-
face contact with children in a child-related sector. This Check is available on-line at 
http://www.kidsguardian.nsw.gov.au/working-with-children/working-with-children-check 

2.4.7 You are advised to clarify any such student placement requirements with the Catholic 
Commission for Employment Relations and/or your child protection “Head of Agency”. 

 
3. WHEN AN INCIDENT OCCURS 
 

Any incident which may result in a claim against the employer or the school in respect of a work 
experience/placement student must be immediately notified (within 7 working days) in writing to 
the student’s school. The school then notifies CEC, NSW either directly or through the school’s 
Diocesan Office.  Suspected spinal injuries must be notified to CECNSW within 24 hours.  
 
• The Insurer must have full conduct and control of the claim against the employer and or the 

school. The employer and the school must fully co-operate with the Insurer in the conduct of 
any such action. 

• When an incident occurs no undertaking or promise of settlement/payment may be made, 
since compensation decisions are a matter for assessment by the insurance company(ies). It 
may be possible in certain circumstances to make an apology but advice must first be 
obtained from the insurer through CECNSW. 
 

CECNSW CONTACT:  
Gerard Delany, State Coordinator, Vocational Education,  
CECNSW: PO Box 20768,  
World Square NSW 2002  
Telephone: (02) 9287 1549  Fax: 9264 6308  Mobile: 0412 151 953 
 

http://www.legislation.nsw.gov.au/maintop/view/inforce/act+51+2012+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+51+2012+cd+0+N
http://www.kidsguardian.nsw.gov.au/working-with-children/working-with-children-check
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