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The Department supports student participation in school community work and recognises the benefits this can have for both individuals and communities. It supports students’ learning and career development, and provides them with opportunities to:
· develop employability skills;

· explore possible career options;

· connect to and better understand their community; and

· increase their self-understanding, maturity, independence and self-confidence.

This Guidance document and accompanying forms and resources have been developed to support Victorian government schools to arrange school community work placements and protect the health, safety and welfare of volunteer student workers. Victorian government schools are encouraged to refer to these resources when arranging school community work for their students.
1. Education and Training Reform Act 2006

Under the Education and Training Reform Act 2006 (the ETRA), there is provision made for volunteer student workers. Section 5.6.1 of the ETRA provides the following definitions:

· Volunteer student worker - ‘a person who, without remuneration or reward, voluntarily engages in approved community work’.

· Approved community work - ‘community work engaged in by a student of a registered school and approved by the principal of the school as school community work’.

2. What is school community work?

School community work is community work undertaken by a student which:

· supports the student’s learning and career development; 

· directly benefits the community; 

· is organised by the school; and  

· is approved by the principal of the school as school community work.

School community work is not work experience or structured workplace learning.

Work experience is the short-term placement of secondary school students with employers to provide insights into the industry and the workplace in which they are located. Students are placed with employers primarily to observe and learn – not to undertake activities which require extensive training or experience.

Structured workplace learning involves students undertaking structured on-the-job training during which they are expected to master a designated set of skills and competencies related to a course accredited by the Victorian Registration and Qualifications Authority (VRQA).

3. Students undertake school community work voluntarily

Students should voluntarily or willingly engage in any school community work. It is acceptable for schools to encourage students to partake in school community work, but students must not be required to participate in such activities.

Students must also engage in school community work without any remuneration or reward for their work.

4. School community work linked to the school curriculum

Any school community work undertaken by volunteer student workers should be linked to their school curriculum, e.g. AusVELS, VCE, VCAL, VETiS and International Baccalaureate.

Schools should consider ways in which students could provide feedback on school community work (e.g. via journals, log books, assignments, blogs, wikis or podcasts).
5. Host organisations eligible to take on volunteer student workers

The following organisations are eligible to take on volunteer student workers:

· not-for-profit organisations; 

· community organisations whose work has direct benefits to the community; or
· any organisation (including organisations that are a business, trade or occupation carried on for profit) where the volunteer work undertaken by the volunteer student workers has direct benefits to the community and whose employees would not be replaced by the volunteer student workers.

6. Age of volunteer student workers

It is acknowledged that by the age of 14 years, students have the maturity and capabability to participate in workplace learning. It is recommended that school community work be available for school students from Year 9 and involve students aged 14 years and above however, school community work can also be undertaken by students under the age of 14 years where the school determines that the student has the maturity and capability to do so.
In cases of students aged under 15 years, principals need to consider additional duty of care requirements, including:

· assessing the maturity, capability and suitability of individual students for school community work;

· considering whether additional supervision is required (for further information please refer to the School Policy and Advisory Guide located at http://www.education.vic.gov.au/school/principals/spag/safety/Pages/staffing.aspx); and
· compliance with the Child Employment Act 2003.

A host organisation that is a business, trade or occupation carried on for profit will be subject to the Child Employment Act 2003 where school community work is undertaken by a student aged under 15 years. Such organisations will be obliged to obtain a Child Employment Permit, and will be subject to other statutory requirements, such as supervision and record-keeping obligations, and restrictions on hours and times of work (as discussed in this Guidance document). Such organisations are also prohibited from engaging a student younger than 13 years of age in school community work. For further information on obtaining a Child Employment Permit please refer to the Business Victoria website at http://www.business.vic.gov.au/BUSVIC/STANDARD/PC_50561.html or contact Workforce Victoria on 1800 287 287.
A Child Employment Permit is not required if the host organisation is a not-for-profit organisation.
7. Duty of care

Schools have a general duty of care to their students to take reasonable steps to protect them from any reasonably foreseeable injury. This duty can extend beyond school grounds, and includes school approved activities such as school community work. In order to fulfil their duty of care in these circumstances, schools should address all of the matters in sections 8 to 18 of this Guidance document to reduce the risk of injury to their students.

Responsibility for risk management in regard to school community work programs lies with the principal and school council. This requires that schools take all reasonable steps to ensure the safety of volunteer student workers undertaking school community work with host organisations.

For further information on risk management, please refer to the School Policy and Advisory Guide located at http://www.education.vic.gov.au/school/principals/spag/governance/Pages/risk.aspx
8. Assessment of the host organisation’s suitability

In accordance with its duty of care to its students, the school must satisfy itself that the host organisation will provide a safe and suitable workplace for its students.
Victorian Occupational Health and Safety (OHS) legislation and standards impose duties on employers to ensure that a safe working environment is provided and maintained. For further information please refer to the WorkSafe Victoria website at http://www.worksafe.vic.gov.au/wps/wcm/connect/wsinternet/WorkSafe/Home/
The school must be satisfied that the host organisation understands OHS legislation and standards and will comply with these laws and standards with respect to students as if they were its employees. This includes the school being satisfied that the host organisation can provide a working environment that is safe and without risks to the health of its students.

The host organisation must complete a Risk Assessment Form for School Community Work prior to the placement. It is the responsibility of the host organisation to identify and control risks/hazards in the student’s working environment and to document how they will do this. The school will cooperate with the host organisation, where reasonably practicable, to ensure the risks are reduced (e.g. through the provision of relevant information about the students, and by having students complete an OHS program prior to the school community work placement). 

The school should review the completed form with the host organisation to be satisfied that risk management strategies will be implemented to control any hazards and potential risks before approving the placement. The form should be signed by the principal and retained by the school for a minimum of seven years.

In addition, the school must require the host organisation to complete the relevant section of the Victorian Government School Arrangement Form for School Community Work.
9. Assessment of the host organisation’s induction and supervision arrangements

The school must satisfy itself that the host organisation will provide students with an induction to the organisation and its workplace. The school must also confirm that the host organisation has made appropriate arrangements for supervision of students. The host organisation must ensure that its supervisors are sufficiently competent to be able to ensure that tasks to be assigned to students can be carried out safely.

Any person from the host organisation who will be supervising the student while at work must hold a valid Working with Children Check. The school must ensure that it has been provided with a copy of these Working with Children Checks prior to the student commencing the school community work placement.

For further information on obtaining a Working with Children Check, see the Department of Justice website at http://www.justice.vic.gov.au/workingwithchildren/
10. Appropriateness of tasks and settings

The school must ensure that the school community work tasks and settings are appropriate for the volunteer student worker and not likely to be harmful to the student's health, safety, moral or material welfare or development. Consideration should be given to:

· the student's age, competency, and physical and emotional development and maturity; and

· the nature and management of the work or activity and the nature and environment of the workplace where the school community work is to be performed.

For example, the following types of work or activity are to be considered likely to be harmful to a student's health or safety unless the risk of harm arising from the work or activity is managed to minimise the risk:

· repetitive bending, twisting or lifting;

· manually lifting heavy items;

· working with or near cooking or any other equipment that may produce high temperatures;

· working with sharp instruments or equipment, power operated tools and any other dangerous equipment;

· working near moving vehicles;

· working at heights;

· working with uncontrolled animals; and

· working in extreme weather conditions.

For further information about age appropriate tasks and settings for volunteer student workers, refer to the DEECD Work Experience Resource Manual available at http://www.education.vic.gov.au/school/teachers/teachingresources/careers/work/Pages/workexperience.aspx
In addition, the Child Employment Act 2003 prohibits a person from employing a child in any of the following kinds of employment:

· door-to-door selling;

· employment on a fishing boat, other than a boat operating on inland waters; and

· employment on a building or construction site (whether commercial or residential) at any time before the buildings on the site are at lock-up stage.

11. Student understanding of OHS requirements

Prior to commencing school community work, the volunteer student worker should successfully complete an OHS program that is recommended by the Department of Education and Early Childhood Development (the Department) and relevant to the industry in which their school community work is taking place.

OHS programs recommended by the Department include the following:

· safe@work, which is available at http://www.education.vic.gov.au/school/students/beyond/Pages/swguide.aspx;
· Relevant OHS modules provided in the VET courses that students are undertaking which are relevant to their placements;
· VCAL Work Related Skills Unit 1;
· The Workplace Learning Toolbox, which is a suite of resources that aim to provide young people with information about the world of work.The Workplace Learning Toolbox can be located at http://www.education.vic.gov.au/school/teachers/teachingresources/careers/work/Pages/teachers.aspx
The school should also ensure that volunteer student workers have been provided with appropriate information in relation to issues of workplace discrimination, bullying and harassment.

12. Emergency management

The school should ensure that the host organisation will inform the student of their emergency management plan as part of their OHS induction into the organisation.

To assist in determining a safe work experience environment for students, schools are also encouraged to review the Safety Guidelines for Education Outdoors available at http://www.education.vic.gov.au/school/principals/safety/Pages/outdoor.aspx
Schools can also access the Emergency Response proforma, the Risk Register template and the Clothing and Equipment list and complete where appropriate. All of these documents can be found in the ‘Forms’ section of the Safety Guidelines for Education Outdoors.
For further information see the School Policy and Advisory Guide located at http://www.education.vic.gov.au/school/principals/spag/safety/Pages/excursionsafety.aspx
13. Hours of operation and duration

School community work should take place within the Victorian school term dates as have been determined by the Minister for Education. It should also take place within school hours, except if the host organisation is a business, trade or occupation carried on for profit that is subject to the Child Employment Act 2003 (see 13.1 ‘Students aged under 15 years’).
It is not recommended that school community work be organised outside school hours and/or outside the Victorian school term dates however, if this is to occur, the parent/guardian of the student must be consulted and before approving that work, the principal must be satisfied that there is an appropriate contact person during the time of the school community work and that all matters raised in this Guidance document have been properly addressed.

If the principal is not satisfied that these matters can be properly addressed, the principal should not consent to the school community work arrangement. Any school community work that is not approved by the principal becomes a volunteering arrangement that is entirely the responsibility of the student and their parent/guardian. In such cases, the principal should clearly communicate to the student and their parent/guardian that this is the case.

The duration of school community work must be approved by the principal and should not impact upon the student’s school work, or their health, safety and welfare.

13.1  Students aged under 15 years

If the student is aged under 15 years and the host organisation is a business, trade or occupation carried on for profit, the Child Employment Act 2003 imposes restrictions which mean that:

· school community work should be for a maximum of 3 hours per day and 12 hours per week at any time during the school term;

· if school community work is organised outside of the school term, it must not exceed 6 hours per day and 30 hours per week;

· school community work must not commence earlier than 6.00 AM or sunrise (whichever is the later); and

· school community work must not take place later than 6.00 PM or sunset (whichever is the earlier) if the school community work involves street trading, or 9.00 PM in any other case.

If the student is aged under 15 years, the host organisation is not-for-profit and the school community work is undertaken in a public place (including door-to-door fundraising), the school community work must not commence earlier than 6.00 AM or sunrise (whichever is the later) or conclude later than 6.00 PM or sunset (whichever is the earlier) unless the student is accompanied by an adult.

The Victorian Government School Arrangement Form for School Community Work (see section 16 of this Guidance document) requires that the host organisation acknowledge that they will provide supervision to the student at all times during school community work.  This applies irrespective of the location, time and/or nature of the school community work being undertaken, and applies equally to businesses carried on for profit and to not-for-profit organisations.

14. Travel arrangements

14.1  Travel to and from school community work

Travel arrangements to and from school community work should be outlined in the Timetable of School Community Work and approved by the parent/guardian, the student and the principal of the school.

If school community work is to take place outside school hours and/or outside the Victorian school term dates, the parent/guardian of the student should give their written acknowledgement to the principal that they will be responsible for the student’s transport to and/or from the workplace as the case may be.

14.2  Travel during school community work

It is not recommended that students undertake travel between work locations in the course of school community work however if this is to occur, parents/guardians must be informed of and give their consent to their child undertaking any vehicle travel with the host organisation or nominated workplace supervisor(s) and the school should undertake reasonable enquiries to determine the suitability of the travel arrangements. This should include having the proposed driver complete a statutory declaration in which they attest to the following matters:
· that he/she has a current and valid Australian driver’s licence. A copy must be provided;

· that he/she is not disqualified or suspended from driving;

· that he/she is not subject to any other impediments to his/her ability to drive a motor vehicle; 

· that the vehicle in which the student is to be transported is comprehensively insured;

· that the vehicle is, to the best of his/her knowledge, roadworthy, safe for normal road use and suitable for the work-related purposes to which it will be put; and

· that he/she has a valid Working with Children Check. A copy must be provided.

A Statutory Declaration for transport of a volunteer student worker during school community work has been developed for this purpose.

For further information relating to work-related driving, please refer to the following WorkSafe Victoria guides:

· Transporting people and equipment in vehicles, available at http://www.worksafe.vic.gov.au/wps/wcm/connect/wsinternet/worksafe/home/forms+and+publications/health+and+safety+solution/transporting+people+and+equipment+in+vehicles
· Work-related driving – selecting safe vehicles, available at http://www.worksafe.vic.gov.au/wps/wcm/connect/wsinternet/worksafe/home/forms+and+publications/health+and+safety+solution/work-related+driving+-+selecting+safe+vehicles
· Guide to safe work-related driving, available at http://www.worksafe.vic.gov.au/wps/wcm/connect/wsinternet/worksafe/home/forms+and+publications/publications/guide+to+safe+work+related+driving+a+handbook+to+workplaces
15. Obtaining approval from the student’s parent/guardian

The school must obtain the written approval of a parent/guardian for school community work that their child will be undertaking. A parent/guardian must give informed consent to their child’s participation as a volunteer student worker.

To do this, the parent/guardian must be provided with relevant details about the nature of the activity involved and the host organisation’s arrangements for supervision. This will include details about travel arrangements as well as permission to disclose the student’s personal and health information to the host organisation (please refer to sections 14, 16 and 17 of this Guidance document and the Victorian Government School Arrangement Form for School Community Work).

16. Victorian Government School Arrangement Form for School Community Work

The principal is responsible for ensuring that full records of the school community work arrangements are maintained.

There should be clear and complete records as to:

· name and age of the student involved;

· emergency contact details; 

· name and address of the host organisation; 

· name(s) of person(s) at the host organisation who will supervise the student;

· the activities which the student will undertake; and

· a timetable for the student’s school community work that is agreed upon and signed by the student’s parent/guardian, the student and the principal. This timetable should clearly state the following details of the student’s school community work:

· whether the student is going to and from school community work and home or school each day;

· mode(s) of transport to and from the school community work and whose responsibility it is for transporting the student – e.g. parent/guardian driver, school arranged transport, the student themselves (if using public transport);

· start and finish times for the school community work;

· time of departure from the student’s location of origin each day; and 

· time of arrival at the student’s final destination after school community work each day.

Prior to the commencement of the school community work, the Victorian Government School Arrangement Form for School Community Work must be completed and signed by all parties. This form, along with the Timetable of School Community Work and the Risk Assessment Form for School Community Work, must be retained by the school for a minimum of five years or as otherwise specified by the Public Records Act 1975 or in any other relevant legislation from time to time. A copy of the completed form must be provided to the parent/guardian and host organisation.

If the student is injured during the school community work, or the school is aware of any complaints arising out of the student's involvement in school community work, records should be kept for longer than the minimum period. In these circumstances, the principal should contact archives and records staff in the Department’s Executive Coordination Unit on (03) 9637 3306 or archives.records@edumail.vic.gov.au for advice.

17. Student medical information

Prior to the school community work taking place, the parent/guardian must provide details of any known medical condition which may affect their child and any medication or treatment which may be relevant. The school should ensure that it has up-to-date medical information about students who will be participating. The school should request that the parent/guardian completes a Confidential Medical Information Form for School Community Work prior to the commencement of the school community work, which can be accessed by the school in the event of an emergency. This information should be passed on to the host organisation with the consent of the student’s parent/guardian.

If the student has any medical condition, disability or special needs the school should determine whether the host organisation is suitably able to cater for the student’s requirements. In accordance with its legal obligations under anti-discrimination law, the school should consult the host organisation, the student and his or her parent/guardian about any adjustments which can reasonably be made to enable the student to participate in school community work.

18. Addressing issues and concerns during school community work

The student should be provided with the details of a person at the school whom they can contact if any issues or concerns arise during school community work. This person should be available by telephone whilst the school community work is taking place.

Volunteer student workers should be encouraged to contact this person for any issues or concerns that arise during their school community work.

The school contact person will be responsible for managing any issues that arise. (This may require that they terminate the school community work.)

19. Insurance

19.1  Public Liability Insurance

The Department’s Public Liability Insurance extends to school activities that take place off school premises, provided that the school is organising the activity.

The Department’s Public Liability Insurance applies when the Department, its employees or volunteers are legally liable for claims for:

· death or injury of people who are not employees or volunteers (WorkSafe covers employees and volunteers);

· death or injury during school activities on and off school premises, provided that the school is organising the activity or has taken responsibility for supervising students;

· damage to or destruction of other people’s property; and 

· injury or damage to third parties caused through student negligence during work experience or structured workplace learning. 

However, the Department’s Public Liability Insurance does not provide cover:

· for external providers or managers of external facilities against any liability they may incur; or

· where there is no legal liability to do so for accidental injury to or damage to property of students or members of the public.

For further information, please refer to the School Policy and Advisory Guide, available at http://www.education.vic.gov.au/school/principals/spag/finance/Pages/publicliability.aspx
You may also wish to contact the Department’s Insurance Unit on (03) 9637 5355 for further advice in relation to Public Liability Insurance.

19.2  WorkSafe Insurance

Section 5.6.2(2) of the ETRA provides that:

If a volunteer student worker suffers personal injury arising out of or in the course of approved community work:

a) the worker is entitled to be paid compensation;

b) if the worker dies, the worker’s partner or any child or dependant of the worker is entitled to be paid compensation

The Department has insurance to cover this eventuality. For further information please refer to FAQs – Who is covered by DEECD’s WorkSafe Policy? at http://www.education.vic.gov.au/school/principals/governance/Pages/healthworksafefaqs.aspx
Appendix 1 – Accompanying school community work forms and resources
These forms and resources are available at http://www.education.vic.gov.au/school/teachers/teachingresources/careers/work/Pages/communitywork.aspx
· Victorian Government School Arrangement Form for School Community Work
· Timetable of School Community Work

· Confidential Medical Information Form for School Community Work
· Statutory Declaration for transport of a volunteer student worker during school community work

· Risk Assessment Form for School Community Work
· Risk Assessment Form for School Community Work (completed sample)
· A Host Organisation’s Guide to Assessing Risks for School Community Work
Appendix 2 – Checklist of forms for school community work

	FORM
	COMPLETED?

	Victorian Government School Arrangement Form for School Community Work

Signed by:
· Host Organisation  □
· Student  □
· Student’s parent/guardian  □
· Principal  □
	□

	Confidential Medical Information Form for School Community Work

Signed by:

· Student’s parent/guardian  □
· Host Organisation  □
	□

	Timetable of School Community Work

Signed by:

· Student  □
· Student’s parent/guardian  □
· Principal  □
	□

	Risk Assessment Form for School Community Work

Signed by:

· Host Organisation  □
· Principal  □
	□

	Has the Host Organisation provided a copy of a valid Working With Children Check held by person/s who will be supervising the student? 
· Yes  □
· No  □
	□

	Statutory Declaration for transport of a volunteer student worker during school community work (only required if student undertaking any travel between work locations)
Signed by:

· Proposed driver from the Host Organisation  □
· Authorised witness  □
	□


Appendix 3 – A Comparison of Work Experience, Structured Workplace Learning and School Community Work

This table has been developed to provide an overview only of the requirements for organising Work Experience, Structured Workplace Learning and School Community Work. For full details regarding these requirements, please refer to the relevant documents for each.
	Work Experience
	Structured Workplace Learning
	School Community Work

	Definition

	Work Experience is the short-term placement of secondary school students with employers to provide insights into the industry and the workplace in which they are located. Students are placed with employers primarily to observe and learn – not to undertake activities which require extensive training or experience.
	Structured Workplace Learning involves students undertaking structured on-the-job training during which they are expected to master a designated set of skills and competencies related to a course accredited by the Victorian Registration and Qualifications Authority (VRQA).
	School community work is community work undertaken by a student which:

· supports the student’s learning and career development;

· directly benefits the community; 

· is organised by the school; and  

· is approved by the school principal as school community work.

	Instruments and Resources

	· Education and Training Reform Act 2006

· Ministerial Order 382 – Work Experience Arrangements

· Work Experience Arrangement Form (as an attachment to Ministerial Order)

· Work Experience Resources Manual
· Work Experience Guidelines for Employers

· Risk Assessment Form
	· Education and Training Reform Act 2006

· Ministerial Order 55 – Structured Workplace Learning Arrangements

· Structured Workplace Learning Arrangement Form (as an attachment to Ministerial Order) 

· Structured Workplace Learning Resources Manual
· Structured Workplace Learning Guidelines for Employers
	· Education and Training Reform Act 2006

· Guidance for Students Undertaking School Community Work (Victorian Government Schools)
· Victorian Government School Arrangement Form for School Community Work

· Confidential Medical Information Form for School Community Work

· Timetable of School Community Work

· Statutory Declaration for transport of a volunteer student worker during school community work

· Risk Assessment Form for School Community Work

	Arrangement Form

	· The Work Experience Arrangement Form must be completed and signed by the employer, student, parent/guardian (if the student is under 18 years of age) and the principal.

· Forms must be held for a minimum of seven years in a bound register by the principal of the school at which the student is enrolled.
	· The Structured Workplace Learning Arrangement Form must be completed and signed by the employer, student, parent/guardian (if the student is under 18 years of age) and the principal.

· Forms must be held for a minimum of seven years in a bound register by the principal of the school at which the student is enrolled.
	· The Victorian Government School Arrangement Form for School Community Work must be completed and signed by the host organisation, student, parent/guardian (if the student is under 18 years of age) and the principal (or a representative who is also a member of the principal class).

· Forms must be retained by the school for a minimum of seven years in a bound register by the principal of the school at which the student is enrolled.

	Payment

	The minimum rate of payment is $5 per day (with exceptions for Commonwealth departments or educational or not-for-profit institutions).
	The minimum rate of payment is $5 per day (with exceptions for Commonwealth departments or educational or not-for-profit institutions).
	Students must engage in school community work without any remuneration or reward for their work.

	Duration, working hours and staff-student ratio

	Students aged 14 years are not permitted to work between 9.00pm and 6.00am.

Students over 15 years of age are not permitted to work between 11.00pm and 6.00am and beyond a time which is ten hours before the start time of a work experience day or a school day which a student is expected to attend.


	Students are not permitted to work between 11.00pm and 6.00am. They are also not permitted to work beyond a time which is ten hours before the start time of the next SWL day, or a school day which a student is expected to attend.

However, a student may work beyond the hours referred to above, where the principal determines in writing that working beyond those hours is necessary for the purposes of the relevant accredited course of study and is not detrimental to the welfare of the student.
	School community work should take place within the Victorian school term dates as have been determined by the Minister for Education and within school hours, except if the host organisation is a for-profit organisation that is subject to the Child Employment Act 2003 – in these circumstances, school community work cannot take place during school hours.

If the student is aged under 15 years, the Child Employment Act 2003 imposes restrictions on hours of work.

	The total number of work experience days is 40 days in a school year. A student can undertake work experience for up to 15 days per term but the total number of days must not exceed 40 days per annum.
	The total number of days or hours for an arrangement must not exceed the total number of SWL days or hours set out for the relevant accredited course. In programs where the duration of SWL is not specified in the training curriculum, the principal may, in accordance with Ministerial Order 55, set out the duration of the arrangement.
	The duration of school community work must be approved by the principal and should not impact upon the student’s school work or welfare.

If the student is aged under 15 years, the Child Employment Act 2003 imposes restrictions on duration of work.

	An employer is permitted to employ one work experience student for every three employees or part thereof at the workplace.
	An employer is permitted to employ one SWL student for every three employees or part thereof at the workplace.
	Not specified, but volunteer student workers should not be used as replacements for employees.

	WorkSafe insurance

	All work experience students are covered under DEECD’s WorkSafe Insurance Policy.
	All SWL students are covered under DEECD’s WorkSafe Insurance Policy.
	All volunteer student workers are covered under DEECD’s WorkSafe Insurance Policy.

	Public liability insurance

	· DEECD is obliged to hold or take out public liability insurance for government schools to provide at least $10 million cover per event. The persons to be insured are the student and the employer. 

· For non-government schools, the school is obliged to take out public liability insurance to provide at least $10 million cover per event. The persons to be insured are the student and the school.

· When public liability is not arranged for a non-government school, the employer must be informed by the school principal at least four weeks prior to the commencement of the placement. The employer is then obliged to hold or take out public liability insurance to provide at least $10 million cover per event. The persons to be insured are the student and the employer.
	· DEECD is obliged to hold or take out public liability insurance for government schools to provide at least $10 million cover per event. The persons to be insured are the student and the employer. 

· For non-government schools, the school is obliged to take out public liability insurance to provide at least $10 million cover per event. The persons to be insured are the student and the school.

· When public liability is not arranged for a non-government school, the employer must be informed by the school principal at least four weeks prior to the commencement of the placement. The employer is then obliged to hold or take out public liability insurance to provide at least $10 million cover per event. The persons to be insured are the student and the employer.
	· DEECD’s public liability insurance applies when the Department, its employees or volunteers are legally liable for claims arising from school organised activities. This coverage applies to Victorian government schools only.

	Age restrictions

	· Students aged 14 years and over can undertake work experience. Students aged under 18 years require the written consent of a parent/guardian.

· For students aged under 15 years, the employer is required to obtain a Child Employment Permit and ensure that all supervisors of these students hold a valid Working with Children Check card before work experience can commence.

· A principal of a school can make a work experience arrangement about the placement of a student of or over the age of 21 years with an employer only in the following circumstances:

· when the student is an adult returning to school after a period away from study; or

· when the student is classified as a refugee from a war-torn country and has had little exposure to the workplace or to work culture.
	· The minimum age for a student undertaking SWL is 15 years.

· Students aged under 18 years require the written consent of a parent/guardian.


	· It is recommended that school community work be available for school students from Year 9 and involve students aged 14 years and over however, school community work can also be undertaken by students under the age of 14 years where the school determines that the student has the maturity and capability to do so.
· If any students aged under 15 years are to partake in school community work with a host organisation that is a business, trade or occupation carried on for profit, the host organisation will be required to obtain a Child Employment Permit. Such host organisations also cannot engage students aged younger than 13 years in school community work.

	OHS requirements

	· Students are required to successfully complete safe@work or, for students with disabilities and additional needs, A Job Well Done.
	· The principal must be satisfied that the student has undertaken training in accredited OHS relevant to the workplace where the student will be employed under the SWL arrangement.
	· Prior to commencing school community work, the volunteer student worker should successfully complete an OHS program that is recommended by DEECD and relevant to the industries in which their school community work is taking place.

· Schools should also ensure that volunteer student workers have been provided with appropriate information in relation to workplace discrimination, bullying and harassment.

	Support

	For further information and resources, please see Work Experience on the DEECD website at http://www.education.vic.gov.au/school/teachers/teachingresources/careers/work/Pages/workexperience.aspx
	For further information and resources, please see Structured Workplace Learning on the DEECD website at http://www.education.vic.gov.au/school/teachers/teachingresources/careers/work/Pages/structuredlearning.aspx
	For further information and resources, please see School Community Work on the DEECD website at http://www.education.vic.gov.au/school/teachers/teachingresources/careers/work/Pages/communitywork.aspx




