Amended Guidelines 
for Registered Training Organisations and Employers 
in relation to students of technical and further education 
undertaking Practical Placement 
(the amended Practical Placement Guidelines)
These amended Practical Placement Guidelines are made under the Education and Training Reform Act 2006 (ETRA) and replace the previous practical placement guidelines issued under ETRA on 6 September 2010. 

1. Purpose of these amended guidelines
These guidelines are to assist Registered Training Organisations (RTOs) and employers to meet their obligations with respect to arranging practical placement for students of technical and further education (note that where a practical placement is undertaken by overseas students, please also refer to the Guidelines for Applications for Approval of Work-Based Training in Courses for Overseas Students, available at www.vrqa.vic.gov.au).
For these purposes, the term ‘practical placement’ refers to work experience or training undertaken by a post secondary student with an employer under an arrangement entered into between the employer and a RTO pursuant to section 5.4.14 of ETRA. 
Under ETRA, a post-secondary student means a student who is enrolled in a post-secondary education course at a body registered under section 4.3.10 of ETRA (broadly, this means any registered training organisation).

The purposes of the amendments to the guidelines include:

· Providing information about the making of a new Order under ETRA to the effect that practical placement students are not required to be paid for work undertaken on the placement;

· Providing updated information about the position in relation to WorkCover insurance eligibility for students on practical placements; and

· Further clarifying the requirements of ETRA in relation to practical placements.

2. Responsibilities of RTOs in relation to a practical placement agreement
Under ETRA, a written practical placement agreement is a mandatory component of any practical placement.  It is a legal agreement and must stipulate the rights, obligations and duties of the employer, the RTO and the student. 

ETRA requires that the RTO enters into an agreement in writing with the employer about the placement of a particular student.  If the agreement is not in writing, the student will not be entitled to Workcover in the event an injury occurs while the student is on a practical placement.
It is the responsibility of the RTO to ensure that the practical placement is a meaningful experience for the student.  The learning obtained during the practical placement should relate directly to the course outcomes at the appropriate skill level and to the actual competencies required for employment. 

In addition to the relevant details of the RTO, employer and student, the written practical placement agreement the RTO enters into with an employer about a practical placement student should include:
· the course of study with the RTO and the relevant skills required as part of that course to be developed, reinforced and/or assessed during the practical placement; and
· the length of the practical placement expressed as hours; and
· payment arrangements, if any (see further below under minimum rate of pay); and
· signatures of the student, the employer and the RTO.
The original of the written, signed practical placement agreement is to be securely filed by the RTO for future reference.  A copy should be given by the RTO to both the employer and the student.  
A copy may be requested by Skills Victoria should concerns regarding the placement arise which may require investigation.

3. Duration of Practical Placement

The recommended maximum duration for a practical placement related to a course of study is 240 hours.  If additional hours are required for any reason (e.g. by professional bodies or regulators), it is the responsibility of the RTO to satisfy itself that those longer hours are justified to meet the course outcomes for the students(s) concerned, and having regard to the welfare of the student concerned.  

RTOs should keep records detailing the reason for any decision to agree to longer hours for a practical placement.
4. Minimum rate of pay

A 2009 Order of the Governor in Council has fixed the minimum rate of pay under ETRA for each student on a practical placement at $5.00 per day.

Employers who are a Commonwealth Government department or a body established by a Commonwealth Act are not required to make this payment.  
Further, on 23 December 2010, the Acting Secretary of the Department of Education and Early Childhood Development (DEECD) signed an Order (new Secretarial Order) under section 5.4.20 of ETRA to the effect that students enrolled in a post-secondary education course of an RTO undertaking a practical placement under ETRA are not required to be paid for the work on that placement. This new Secretarial Order came into effect on 1 January 2011 and a copy is attached to these guidelines. 
Whilst students are not required to be paid as a result of the new Secretarial Order, payment can still be made.  Discussions about payment should occur between the employer, student and RTO as part of the development of the required practical placement agreement.

5. WorkCover

Students who are injured while undertaking a practical placement with an employer should be eligible to make a claim under the WorkCover insurance policy held by DEECD.
Based on current advice, whether or not a practical placement student has been paid the minimum payment should not affect a student’s WorkCover insurance eligibility.  However, it should be noted that in the absence of a payment the student may not be eligible to claim for loss of earnings related to that placement.  

Any general queries in regard to WorkCover insurance eligibility matters should be directed to CGU (and not Skills Victoria) as follows:

Claims Manager

CGU Worker Compensation
p. 03 8630 1986

e. Clare.Murphy@cgu.com.au
Note that if no insurance claim has been lodged in relation to an injured practical placement student at the time of making such a query, CGU will only be able to provide general information related to WorkCover insurance. 

How to claim under WorkCover
If a student is injured while undertaking a practical placement and wishes to make a claim for compensation, CGU has indicated that the following process should be undertaken:

· The student completes and signs a Worker’s Injury Claim form, with the assistance of the host employer and/or RTO, if necessary; 

· The RTO should complete and sign the Employer section of the Worker’s Injury Claim form and an Employer Injury Claim Report form, in consultation with the host employer if necessary;
· The RTO should clearly mark on both forms ‘practical placement claim’.  The Employer scheme registration number of 1624618 and the Employer’s reference number of 9573347 should be entered on both forms;
· The RTO should then forward the original copy of both claim forms, any medical certificates and accounts and a certified copy of the practical placement agreement to:
CGU Workers Compensation Victoria

PO Box 2090S 

Melbourne 3001 

Phone: (03) 8630 1165 
Fax: (03) 8804 9426
· Duplicates of both forms together with copies of any Certificates of Capacity and medical accounts should be retained by the RTO.

6. Enquiries

· Enquiries about these practical placement guidelines, (other than in relation to WorkCover insurance issues) can be directed to the TAFE Course Line on 131 823, or email to tafe.courseline@diird.vic.gov.au; 
· Enquiries about WorkCover insurance issues (general or claim-specific) should be directed to the Claims Manager, CGU on 03 8630 1986 as indicated above.
ORDER ABOUT NON-PAYMENT FOR WORK 

FOR POST-SECONDARY STUDENTS 

ON PRACTICAL PLACEMENTS 

I, JEFF ROSEWARNE, Acting Secretary to the Department of Education and Early Childhood Development, hereby make an Order under section 5.4.20 of the Education and Training Reform Act 2006 (the ETRA).

This Order comes into effect on and from 1 January 2011.  It has no retrospective effect.

The Order is as follows: 

A:
I note that, pursuant to section 5.4.16 of the ETRA, the Governor in Council has fixed a minimum rate of payment of $5 per day for students employed under a practical placement agreement, as defined in section 5.4.13 of ETRA. 

And:
B:
For the purposes of section 5.4.20 of ETRA in relation to Orders about non-payment for work, a class of student means students of a TAFE Provider.  TAFE Provider, pursuant to section 5.4.13 of ETRA, means a body registered under section 4.3.10 (of the ETRA) by the Authority.
And:

C:  
In view of A above, and in accordance with the power available to me under section 5.4.20 of ETRA, I am satisfied that the class of student as defined in B above meet the conditions outlined in section 5.4.20 of ETRA and I hereby order that the class of student is not required to be paid the minimum rate of payment as described in A above. 

And:

D:   The Order made by the Acting Secretary of the Department of Education and Early Childhood Development on 24 January 1997 under section 91AB of the former Vocational Education and Training Act 1990 (the VET Order) is hereby formally revoked, with immediate effect.  
And:

E: 
The Order contained herein replaces the VET Order.

Signed:   JEFF ROSEWARNE 

Date:    23 December 2010
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