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General Information

For further information on Vocational Education & Training (VET), the Victorian Certificate of Applied Learning (VCAL) and Structured Workplace Learning (SWL) in the Geelong Region, please contact:

Lynne Clarke
Executive Officer

GRVEC Inc.
Ph: 5222 8511
lynne@grvec.org.au 
Copyright Statement

© GRVEC Inc 2010
This work is GRVEC Inc copyright.  It may be reproduced in whole or in part for study or training purposes, subject to the inclusion of an acknowledgment of the source and no commercial usage or sale.  Reproduction for purposes other than those indicated above requires the written permission of the Executive Officer, GRVEC Inc.  Requests and enquiries concerning reproduction and copyright should be addressed to the Executive Officer, GRVEC Inc, Suite 2, 265 Pakington Street, Newtown, Vic, 3220.
Disclaimer

The views expressed herein do not necessarily represent the views of the Government Department of Education & Early Childhood Development.

Acknowledgement

Structured Workplace Learning (SWL) is an Australian and Victorian Government initiative funded through the Victorian Department of Education & Early Childhood Development.  

FOR THE STUDENT

Contact Details

Student Details:
Name:



Address:



Phone:



Mobile:



Emergency Contact Details:
Name:



Phone:



Mobile:



School Details:
Name:



Address:



VET/VCAL Coordinators Name:



Phone:



Mobile:



Workplacement Broker Details

Name:

Geelong Regional Vocational Education Council (GRVEC Inc)
Address:

Suite 2, 265 Pakington Street, Newtown
Phone:

5222 8522
Email:

info@grvec.org.au
Web:

www.grvec.org.au
FOR THE STUDENT
Purpose of this Logbook

This logbook is designed to help you record all the activities that you undertake at work.  It will help you collect examples of what you have done.  

This is important as you will need this information later in the year to help complete your VET and/or VCAL, as well as being excellent information to show prospective employers.  

You might also be able to use the information collected in this logbook when applying for credit into future training courses.

This logbook also has information for your employer.  It contains:

· an Occupational Health & Safety checklist
· a First Day Induction checklist
Please make sure you show this logbook to your employer or workplace supervisor on your FIRST DAY!

Make sure you take this your logbook to your work placement EVERY DAY!
Record your work activities in your logbook EVERY DAY!
Also, if you are a VET student, discuss with your VET teacher what tasks you have completed when on work placement.

VET Program Outline 1st & 2nd Year
Students please tick which VET year level you are doing:

· 1st Year
· 2nd Year
Insert VET Delivery Plan for relevant industry 
Program outline for VCAL students
Students please tick which VCAL level you are doing:

· Foundation
· Intermediate

· Senior
Foundation VCAL
1. Prepare for a simple work related activity
2. Communicate basic work ideas and information

3. Plan, organise and manage a  basic work related activity

4. Identify and solve problems relevant to a basic work related activity
5. Work in a team to complete a simple work related activity
6. Use information and communications technology in relation to a simple work related activity
Intermediate VCAL

1. Learn to analyse and organise information for a work related goal.
2. Communicate information and ideas for a work related goal
3. Plan, organise and manage activities for a work related goal.
4. Identify and solve problems for a work related purpose.
5. Work with others and in teams to achieve a work related goal.

6. Use information and communications technology in relation to a work related activity.

Senior VCAL
1. Collect, analyse and evaluate information in a work environment.
2. Communicate ideas and information in a work environment.
3. Plan, organise and manage activities in a work environment, incorporating quality assurance processes.
4. Identify and solve problems in a work environment.

5. Work with others and in teams in a work environment.

6. Use information and communications technology in relation to a complex work related activity
7. Identify, apply and evaluate technology in a work environment.
8. Show enterprise and identify opportunities in work processes
FOR THE EMPLOYER
First Day Induction for Students


Before a student can commence a workplacement, it is a requirement that the following be completed:

· All parties must sign Ministerial Order 55 (SWL Arrangement Form), being the legal contract under which structured workplace learning occurs. When all parties – student, employer, parent and principal – have signed the Arrangement Form, you should be given a copy.
· The student must have undertaken a relevant Occupational Health & Safety program.

If you are unable to satisfy yourself in regard to either of these two requirements, please contact the School or GRVEC immediately.

First Day Checklist

This checklist is provided to assist workplace supervisors to make the student comfortable in the workplace on their first day.  

· Introduce student to relevant workers, and the person to whom they should report when they arrive at work each day.

· Show student their workstations.

· Show student where they may store personal items safely.

· Ensure the student is dressed appropriately.  Explain the company’s dress code.

· Check that the student has undertaken a relevant Occupational Health and Safety program before arriving in the workplace.

· Check student’s understanding of working hours including breaks.

· Show student where toilets are located.

· Show student where lunch and other breaks may be taken.

· Set guidelines for student with regard to personal phone calls, visitors, use of email etc.

· Emphasise key company rules and guidelines for employees.

· Show the student fire evacuation points, exits and first aid facilities.

· Undertake a workplace specific OH&S first day induction with the student (see Worksite OH&S Induction)

FOR THE EMPLOYER
Occupational Health & Safety Induction

When a student is in a workplace, the duty of care for that student lies with the employer.  
Ensuring that the student is safe during the workplacement is a clear priority.

This may be the first time a student has worked in a workplace.  
OH&S needs to be emphasised.

The guidelines below are provided to assist the workplace supervisor when discussing OH&S with the student when they first arrive in the workplace.  The OH&S induction that follows should be used as a guide only and need not be limited to these areas.

The OH&S induction needs to be completed before the student starts day-to-day duties.

Workplace supervisor’s checklist:

Alert student to potential hazards and risks in the workplace and check student’s understanding of the following, for example:
	
	Tools, equipment and machinery
	
	Ventilation, noise, lighting, temperature, confined spaces

	
	Electrical equipment
	
	Spills, burns, cuts

	
	Slips, trips and falls
	
	Hygiene issues

	
	Hazardous substances
	
	Fatigue

	
	Waste disposal
	
	Other


Date and sign





FOR THE EMPLOYER
Alert student to workplace procedures and instructions for controlling risks and hazards and check students understanding of the following:

	
	Safe work practices
	
	Machine guards

	
	Location of first aid kits and facilities
	
	Good housekeeping

	
	Personal protective clothing and equipment
	
	Removal of hazards

	
	Procedures for reporting accidents and near misses
	
	Fire and evacuation procedure

	
	Use of equipment
	
	Personal hygiene and personal presentation

	
	Lifting technique
	
	Appropriate workplace behaviour for self and others

	
	Observation of No Smoking signs
	
	Other


Date and sign





Identify workplace OH&S officer to student:

Date and sign





Demonstrate the safe use of equipment to be used by the student and check student’s capacity to use equipment safely.

Date and sign





Ask the student to let you know, at any time, if they do not feel safe or if they see someone else doing something in an unsafe manner.

Date and sign




Sample Tasks Students May undertake in the Workplace

A Guide for Employers:  (this list is intended to be used as a guide only)
Insert relevant industry task list (RTO to complete) 
Student Attendance Record

Keep a record of your attendance each day. At the end of each working day ask your employer or supervisor to verify and sign your attendance record. 

	Student Attendance Record

	Day
	Date
	Arrival Time
	Lunch Break
	Departure Time
	No. of hours
	Supervisor signature

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


School Visitation Record

	Date
	VET Trainer/ VCAL Teacher
	Comments
	Signature

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Daily Task Reports

Name:



Workplace:



	Date
	Arrival Time
	Lunch Break
	Departure Time
	No. of Hours
	Supervisor Signature

	
	
	
	
	
	


	Tasks for the day
	Completed

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Student’s Comments for the Day

Workplace Supervisor’s Comments

Name:



Workplace:



	Date
	Arrival Time
	Lunch Break
	Departure Time
	No. of Hours
	Supervisor Signature
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Student’s Comments for the Day

Workplace Supervisor’s Comments

Name:



Workplace:



	Date
	Arrival Time
	Lunch Break
	Departure Time
	No. of Hours
	Supervisor Signature

	
	
	
	
	
	


	Tasks for the day
	Completed

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Student’s Comments for the Day

Workplace Supervisor’s Comments

Name:



Workplace:



	Date
	Arrival Time
	Lunch Break
	Departure Time
	No. of Hours
	Supervisor Signature

	
	
	
	
	
	


	Tasks for the day
	Completed

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Student’s Comments for the Day

Workplace Supervisor’s Comments

Name:



Workplace:



	Date
	Arrival Time
	Lunch Break
	Departure Time
	No. of Hours
	Supervisor Signature

	
	
	
	
	
	


	Tasks for the day
	Completed

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Student’s Comments for the Day

Workplace Supervisor’s Comments

Name:



Workplace:



	Date
	Arrival Time
	Lunch Break
	Departure Time
	No. of Hours
	Supervisor Signature

	
	
	
	
	
	


	Tasks for the day
	Completed

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Student’s Comments for the Day

Workplace Supervisor’s Comments

Name:



Workplace:



	Date
	Arrival Time
	Lunch Break
	Departure Time
	No. of Hours
	Supervisor Signature
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Student’s Comments for the Day

Workplace Supervisor’s Comments

Name:



Workplace:



	Date
	Arrival Time
	Lunch Break
	Departure Time
	No. of Hours
	Supervisor Signature

	
	
	
	
	
	


	Tasks for the day
	Completed

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Student’s Comments for the Day

Workplace Supervisor’s Comments

Name:



Workplace:



	Date
	Arrival Time
	Lunch Break
	Departure Time
	No. of Hours
	Supervisor Signature

	
	
	
	
	
	

	Tasks for the day
	Completed

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Student’s Comments for the Day

Workplace Supervisor’s Comments

Name:



Workplace:



	Date
	Arrival Time
	Lunch Break
	Departure Time
	No. of Hours
	Supervisor Signature

	
	
	
	
	
	


	Tasks for the day
	Completed

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Student’s Comments for the Day

Workplace Supervisor’s Comments

Workplacement Summary Sheets

Company

Address

Telephone

Workplace Supervisor

Telephone

Date Started

Date Finished

Comments

Company

Address

Telephone

Workplace Supervisor

Telephone

Date Started

Date Finished

Comments

Company

Address

Telephone

Workplace Supervisor

Telephone

Date Started

Date Finished

Comments

Company

Address

Telephone

Workplace Supervisor Name

Telephone

Date Started

Date Finished

Comments
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