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This booklet has been produced by South West Connect to assist teachers and schools working directly with SWC.
It does not form part of OR replace any material, policies or guides developed by the Department of Education,
Catholic Schools NSW or Independent Schools NSW.



This Guide for Teachers has been produced by
South West Connect (SWC).

SWC is a not for profit organisation, providing mandatory work placement
opportunities for the students attending schools in our service region
Our Service Region covers schools in Fairfield, Liverpool, and part of the LGAs
of Holroyd and Merrylands. The students are undertaking Vocational

Education & Training (VET) courses as part of their HSC.

SWC is funded by the Department of Education.

SWC proudly supports students and teachers from the Department of
Education, Catholic Schools NSW, Independent Schools NSW and TAFE NSW.

SWC welcomes all feedback to enable us to maintain a high quality service.

These are the high schools and the TAFE colleges located in our service
region to which SWC provide work placement services:

e Al Faisal College

e All Saints Catholic College
e Amity College

e Ashcroft High School

e Bonnyrigg High School

¢ Bossley Park High School

e Cabramatta High School

e Canley Vale High School

e Casula High School

e Cecil Hills High School

e Cerdon College

e Chester Hill High School

¢ Clancy Catholic College

e Fairfield High School

¢ Fairvale High School

e Freeman Catholic College
¢ Good Samaritan Catholic College
e Holroyd High School

¢ Holsworthy High School

e Hoxton Park High School

¢ James Busby High School
e John Edmondson High School
¢ Key College Merrylands

e Liverpool Boys High School

Liverpool Girls High School
Liverpool TAFE

Lurnea High School

Mary MacKillop Catholic College
Merrylands High School

Miller Technology High School
Miller TAFE

Minarah College

Moorebank High School
Patrician Brothers College
Prairiewood High School
Salamah College

Sefton High School

St Anthony of Padua Catholic College
St Francis Catholic College

St Johns Park High School

St Joseph Trade Skills Centre

St Narsai Assyrian Christian College
Thomas Hassall Anglican College
Unity Grammar

Westfields Sports High School
Wetherill Park TAFE

William Carey Christian School
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YEARLY WORK PLACEMENT CYCLE

YEAR 12 ON WORK PLACEMENT

e Term 1 work placement allocations are emailed to schools for Year 12
Week 1 e Schools confirm VET student numbers to SWC
e SWC will email Class teacher Registration Details

Week 4 e Teachersto return Term 1Year 12 work placement allocations with student names
ee e SWC will send a confirmation of names to the teacher with SPRs
e Final date for teachers to send back confirmation of new year WP Data Collection Sheet

Week 6 e Term 2 Work placement allocations are emailed to schools for Year 12 and 11.

Week 6-9 °* Teachers to return Term 2 allocations with student names as soon as possible.
e SWC will send a confirmation of names to the teacher with SPRs
Week 10

Term 1

Final date to return names for Term 2 work placement allocations

o All Year 11 students to have completed work placement registration

¢ SWC send work placement statistics and work placement awards for students who have
been nominated for an award by their host employer to your Principal

YEAR 12 WORK PLACEMENTS TO BE COMPLETED

Week 6 e Term 3 work placement allocations are emailed to schools for Year 11

Week 6-9 ° Teachers to return Term 3 allocations with student names as soon possible.
€e ~7 e SWCwill send a confirmation of names to the teacher with SPRs

Week 10 ¢ Final date to return names for Term 2 work placement allocations
¢ SWC send work placement statistics and work placement awards for students who have been
nominated for an award by their host employer to your Principal

Term 2

YEARTION WORK PLACEMENT

Week 6 e Term 4 work placement allocations are emailed to schools for Year 11.

Week 6-9 e Teachers to return Term 4 allocations with student names as soon possible.
€e 7 e SWC will send a confirmation of names to the teacher with SPRs

Week 10 » Final date to return names for Term 3 work placement allocations ;
e VET Course & Work Placement Data Collection Form for following year emailed to VET Co's
¢ SWC send work placement statistics and work placement awards for students who
have been nominated for an award by their host employer to your Principal

Term 3

YEAR 11 ON WORK PLACEMENT
SOME STUDENTS WILL COMPLETE THEIR 2ND WORK PLACEMENT

Week 3 e Completed VET Course and Work Placement Data Collection Form to be returned to SWC

Term 4

OTHER IMPORTANT TIMELINES
STUDENT SELF SOURCED PLACEMENTS

¢ minimum 4 weeks notice required for student self-sourced placements.
e Completed and signed SPR must be submitted to SWC 4 weeks prior to scheduled placement.

CANCELLATIONSICHANGES
¢ Last notification for changes to work placement occuring on the following Monday is no later

than Friday 3pm.
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HOST EMPLOYERINDUCTION

SWC is very appreciative of the continuing support given by our host employers. All host
employers are given an induction into work placement before they host a student.

Potential hosts are identified through leads, cold calling, expressions of interest, word of mouth
referrals, student contacts and in response to marketing activities.

During the initial contact stage, suitability and interest of the host employer is determined.
Important points are outlined including the purpose of work placement, supervision of the
student, WHS, insurance and indemnity and child protection. The role and benefits to the host
employer are also discussed to encourage employer participation. A site tour is undertaken to
ensure that it is a suitable work placement site.

Questions are invited and answered and the level of commitment to the program is established.
An employer information pack containing the Employer’s Guides and other relevant
information is left with the Host Employer.

This is then followed up with another visit to the workplace to answer any further questions and
sign up the Host. This is where the Host Employer will sign off on pages 2 and 3 of the student
placement record (Host Employer Details section).

Once work placement commences, ongoing support is provided to the employer through
weekly telephone calls, site visits, invitations to events and support whenever requested.
Employers are asked to evaluate our program annually and invited to attend our Thank You
Evening held at the end of every year, or participate in other aspects of the program.

EMPLOYER GUIDES

A copy of the Employer Guides can be found on the South West Connect website:
swconnect.org.au

DOE Employer Guide SCS Employer Guide
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https://www.swconnect.org.au/workplacement/teachers/
https://education.nsw.gov.au/content/dam/main-education/teaching-and-learning/curriculum/career-learning-and-vocational-education/workplace-learning/guides-and-form/Workplace-learning-guide-for-employers-23.pdf
https://sccc.syd.catholic.edu.au/wp-content/uploads/sites/83/2021/09/Employers-Guide-to-Workplace-Learning.pdf

VET COURSE AND WORK PLACEMENT DATA COLLECTION

The form below will be sent to the VET Co-ordinator in Week 8 of Term 3. We understand that the
information provided at this time is only an indication of numbers for the following year. This
information will be confirmed after the holidays in Week 1, Term 1.

We look forward to working with you again next year!
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STUDENT REGISTRATION FOR WORK PLACEMENT
ONLINE STUDENT REGISTRATION FOR VET WORK PLACEMENT

Once SWC receive the confirmed data collection form from VET Co-ordinators in Term 1, SWC
will email the Registration information outlined below to the VET Co-ordinator for
distribution to VET teachers:

STUDENTS

Student registration for work placement is an online system via Pathways Cloud.
The process for student registration is outlined below.

Each VET Class has their own unique class code. The students will use the class code to
register in their VET Class. Students will need to register for EACH course they will be
undertaking work placement for.

Please direct your students to https://register.pathways.cloud/

Alternatively, students can go the South West Connect website to
complete their registration:
https://www.swconnect.org.au/ then click on

1. Students will be prompted to enter in their class code e.g 28452
2. Students then proceed to fill in the registration form -+
3. Once the form is filled in, the student will click on

TEACHERS

Once your students/class have registered, the class teacher can log in to approve the
registration. To do this please go to https://pathways.cloud/

1. Click on School Teachers

2. Enter your username (this information is included in the provided class registration
details)

3. Enter your own set password

3. Click on your class on the right hand side of screen

4. Select students where additional information is required such as medical or diverse
learning notes. - this step is extremely important and helps us provide the most
suitable placement opportunity for that student.

5. Approve the registrations by clicking the approve button.
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https://pathways.cloud/
https://pathways.cloud/

WORKPLACEMENT ALLOCATION PROCESS

SWC uses the information provided on the VET Course and Work Placement Data
Collection form (see page 3) to co-ordinate work placements as close as possible to
your requests. Once received, this data is combined with submissions from all schools
in our service region to ensure a fair distribution of work placements is provided for all
students.

Please refer to the Work Placement Cycle on Page 1for key dates and timelines.

Work placement allocations are emailed to all schools in Week 6 of each term outlining
available placements for the following term.
Please note in Term 1you will receive two separate allocation emails:

e your Term 1allocations in Week 1 as soon as you return to school after the holidays

e then we will send your Term 2 allocations in Week 6 of Term 1.

Each allocation email will include;

e A summary indicating which students the placements are intended for (e.g. Year 11
or Year 12)

e The due date for submitting student names

e An Allocation Sheet (see example on Page 6)

o Employer Profiles (see example on Page 7)

SWC applies a “best-fit” approach to meet the diverse work placement needs across the
Fairfield/Liverpool region. The allocation process considers multiple factors, including:

e Access to public transport

e Proximity to the school

e Quantity of placements required
e Individual school preferences

e School calendars

e Availability of work placements
e Other schools requirements

e Quality of work placements.

As a result, some placements may require students to travel to neighbouring areas to
access suitable opportunities.
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BLANK ALLOCATION SHEET
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HOST EMPLOYER PROFILE

Cathy Pellegrino




ALLOCATION OF STUDENTS TO WORK PLACEMENT

Upon receiving your work placement allocations, VET Coordinators and/or teachers
should review the work placements offered and allocate one student to each
placement.

You may wish to present the work placements to your class and negotiate with
students the most suitable work placement for them.

Things to consider are:

Student preference

Work readiness

Prior work placements

Ability to travel

Commitments to other frameworks and subjects.

Write the student name next to the work placement they have agreed to on the
Allocation sheet (see sample on page 9) and email the Allocation sheet back to the
SWC office.

If you see this symbol An after an employer's name, this means that the employer
may not be able to support students with additional needs. Reasons for this include
space, accessibility, staff ratios etc. However each case is different and we may be
able to negotiate with the Host Employer - please contact us in these instances.

If any placements are not required please indicate by writing "not required" or if you
wish to keep any placements for students who are absent, please indicate by writing
"please hold". Any placements left blank will automatically be returned to the pool
of available placements and offered to other schools.

Please discourage students from making changes to work placements once
allocated. If changes do occur, please advise our office as soon as possible so we can
adjust our records accordingly, prepare a new SPR for you and inform the employer
of the change.

MATCHING STUDENTS TO PLACEMENTS IS KEY TO A
SUCCESSFUL PLACEMENT
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COMPLETED ALLOCATION SHEET (BY TEACHER)

Please return this to SWC as soon as possible so that we can enter the student names
against the placement and prepare the student SPR
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SWC CONFIRMATION PROCESS

Once SWC receives the completed allocation sheet with student names, we will enter
them against the placements on our Pathways Cloud database.

We will then send you a confirmation email attaching
e a completed allocation sheet (see example on page 12)
e completed SPRs and
o the Work Placement Checklist for Students.

Each SPR attached in your confirmation email will consist of two separate documents:
e Document 1: pages], 2 and 4 of the SPR; and
e Document 2: Page 3 of the SPR (Host Employer sign off page).

All you need to dois print and collate these pages to form a complete SPR (pages 1-4).

Each SPR has a Cover Page. This page does not form part of the legal SPR. Itis
produced by SWC as an additional tool to assist in getting your students to work
placement. You do not need to use the Cover Page. It is optional.

You will then follow your schools' procedure for giving your students their paperwork to
obtain necessary signatures.

Please issue the SPRs to your students as soon as possible so they can return it to you
with signatures before their placement begins. At this time, you can also supply your
students with a copy of the Work Placement Checklist for Students (see page 14).
You can find a copy of the Checklist on our website:
https://www.swconnect.org.au/workplacement/forms/

Each Monday, SWC will email a Placement Summary detailing students scheduled for
work placement in two weeks' time. Please check that all scheduled students have
completed and returned their signed SPR to you and are ready to go. If you need to
make any changes, swaps or cancellations at this time, please notify us as soon as
possible.

SWC will notify Host employers of a student's attendance two weeks prior to the
placement taking place.

SWC provide Work Placement Folders to all schools.

It is essential that each student receives a folder with two copies of their
signed SPR and a student log book/journal.

The student MUST give the Host Employer a copy of the signed SPR on
their first day of placement.
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https://www.swconnect.org.au/workplacement/forms/

POINTS TO REMEMBER WHEN
ALLOCATING STUDENTS

@) Allocate your students

' Return your Allocations to SWC by the due date
(or earlier)

Look out for a confirmation email with
completed SPRs for your allocated students

Distribute SPRs to students to obtain signatures
# AND give them a copy of the Work Placement
Checklist for Students

Look out for an email from SWC confirming
students out on work placement in two weeks' time

Notify SWC as soon as possible if there are any
cancellations or changes

# Prior to work placement, please ensure that the
student has a Work Placement Folder containing:

e TWO signed copies of their SPR
e a work placement journal/logbook
o a Work Placement Checklist for Students

Page 11



COMPLETED ALLOCATION SHEET

(confirmed student names as entered by SWC)




STUDENT PLACEMENT RECORD (SPR)

Completed, full SPRs are provided to schools by SWC whenever
a student is allocated to a placement. SWC will obtain the Host
Employer signature on Page 3.

It is the student and school's responsibility to finalise the SPR
before the student placement.
Blank copies of DoE, SCS and AIS student placement records can

be found on our website here;

Department of Education SPR

https://www.swconnect.org.au/wp-content/uploads/2025/04/Blank-DoE-SPR-25v1.pdf

Sydney Catholic Schools SPR

https.//www.swconnect.org.au/wp-content/uploads/2025/07/Blank-CSNSW-SPR-2025-v2.pdf

Independent Schools SPR

https//www.swconnect.org.au/wp-content/uploads/2025/04/Blank-AIS-SPR-Jan-2025.pdf

EVET Provider SPR
https//www.swconnect.org.au/wp-content/uploads/2025/04/Blank-EVET-SPR-Jan-2025.pdf

You can also find copies of the blank SPR at the relevant sector websites:

https: / /education.nsw.gov.au/ https: / /www.csnsw.catholic.edu.au / https: / /www.aisnsw.edu.au /
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https://www.swconnect.org.au/
https://www.swconnect.org.au/wp-content/uploads/2025/04/Blank-DoE-SPR-25v1.pdf
https://www.swconnect.org.au/wp-content/uploads/2025/07/Blank-CSNSW-SPR-2025-v2.pdf
https://www.swconnect.org.au/wp-content/uploads/2025/04/Blank-AIS-SPR-Jan-2025.pdf
https://education.nsw.gov.au/
https://www.csnsw.catholic.edu.au/
https://www.aisnsw.edu.au/

WORK PLACEMENT CHECKLIST FOR STUDENTS

Please include this Checklist into the student’s Work Placement Folder together
with two copies of the SPR and the student logbook/journal.
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OPTIONAL COVER PAGE (SPR)

This is the SPR cover page which is produced by SWC and sent with the SPR - this
page does NOT form part of the legal SPR and is optional.
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STUDENT SELF SOURCED PLACEMENTS

We understand that sometimes a student may like to self source their work placement,
This may be due to many reasons, some examples are:

e the student has a close contact or friend who owns a business in a field that they are
interested in;

e the student is a diverse learner or has a medical issue is more comfortable with a
workplace that they are familiar with;

e the student needs to find their own due to not taking up a placement that was offered
to them;

e the student did not complete their placement for behavioural reasons.

The procedure for self sourced placements are as follows:

1.The student must choose and contact an Employer that aligns with the course they are
undertaking (the host must NOT be an employer that is retained by SWC).

2.The employer must fully complete and sign sections 2 and 3 of the Student Placement
Record.

3.The student must complete the Student Sourced Work Placement form (see page 17)

4.0nce both forms are completed (Items 2 and 3 above) they should be returned to the
teacher for approval and then forwarded to SWC for processing. Once processed, SWC
will send you a completed SPR.

5.SWC will then contact the Employer to confirm details, attendance dates and duties. At
this time, we will also email a copy of the Employers Guide for Hosting Work Placement
Students to the employer.

6.We require minimum 4 weeks lead time from when we receive the self sourced
placement forms to when the student wishes to attend. This allows us time to confirm
the placement and conduct a pre-placement visit to the host employer. Please keep in
mind that SWC are NOT safety inspectors, the visit is just to ensure that (a) it is a real
employer and (b) that we feel that the place is suitable for a student to attend.

7.1f the placement is out of our service region (meaning that is not the Fairfield/Liverpool
footprint) a worksite visit will NOT be completed by SWC.

8.Placements with parents is NOT recommended but may be approved by the school
principal. If the student wishes to attend work placement with their parent, it is
recommended that the paperwork is signed by a supervisor who is someone other than
the parent.

With any self sourced placement - the final decision ALWAYS lies with the school whether
to allow the placement to go ahead - this includes any last-minute requests from your

students i.e. with a short turn-around time.

SWOC is continuously adding to its employer database to meet the needs of the local
schools and TAFEs. Potential contacts you provide can be of great assistance.
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STUDENT SOURCED WORK PLACEMENT FORM
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SCHOOL HOLIDAY PLACEMENTS

Sometimes students will request that their work placement occur during the school holidays.

For such a work placement to go ahead, SWC requires a letter signed by the Principal of the
school (on school letterhead) authorising the placement and including emergency contact
information of a school representative (usually the VET Coordinator or the class teacher) see
example on page 19.

If no one from the school is prepared to be “on call” in the event of an emergency, the work
placement will not be able to proceed.

Placements in the Christmas holidays are NOT PERMITTED.

CHANGES AND CANCELLATIONS

We understand that sometimes it may be necessary to make changes to the student allocated
to a work placement.

If you need to make a change or a cancellation, please advise the SWC office as soon as you are
aware. You can either phone the office on 9822 9370 or send an email to the work placement
staff.

If it is a last minute change (ie. after 2pm on a Friday afternoon, please phone the employer to
let them know in case we do not receive your notification.

If you do need to cancel a student, we appreciate your efforts in trying to find another student
to fill the placement. This will avoid wasting a placement.

If placements are cancelled without good reason, SWC may not be able to offer those students
further placements especially in courses that are in high demand. Please ensure your students
are aware of this prior to cancelling the work placement.

STUDENT FOLLOW UP DURING THE WORK PLACEMENT

Duty of Care of the student while on work placement is the responsibility of the
teacher/school. Teachers should make contact with the Host Employer either by visiting in
person or with a phone call.

Students really appreciate contact from someone from their school (someone they are familiar
with). A phone call or visit can solve any concerns that the employer or student may have.

SWC also contact the Host Employer mid-week to follow up on how the week is going. We
will report any absenteeism or issues to the school if we are made aware.

Please remmember that the most accurate record of a student's hours on work placement will
be found in the work placement journal/logbook that the employer signs off. The student
needs to bring this back to school for your records.

Also, as part of our follow up, if a Host Employer informs us that the student is performing in
an outstanding manner, we will ask the employer if they would like to nominate the student
for a Work Placement Award (see page 20). A certificate is prepared by our office on behalf of
the employer and will be forwarded to your Principal at the end of each term.
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SCHOOL HOLIDAY PERMISSION LETTER




WORK PLACEMENT AWARD




END OF TERM REPORTS & EVALUATION

In week 10 each term SWC will put together a statistical report of the work
placements offered, taken up and cancelled for each course. This report is sent to the
Principal of your school to make them aware of the work placement service being

provided by SWC.
= G

D -

Teacher Evaluation:

At the end of each term, SWC will send an email to the teachers who have had work
placements completed by their students with a link to complete an online survey.
We would appreciate if the survey could be completed to help us ensure the service
we provide meets the requirements of all stakeholders.

We use the information on these surveys to maintain high quality work placements
for your students. If your comments and ratings of these employers are low, we act on
this by a visit to the employer. If problems cannot be resolved the employer will not
be used for future work placements.

Student Evaluation:

After work placement each student will receive an SMS containing a link to a student
satisfaction survey. Please encourage your students to complete the survey.
Alternatively, students can find a QR code on their SPR cover sheet which will take
them to the survey as well.

PARENT & CARERS GUIDE

SWC has developed a simple, easy to read one page parent/carer resource designed
to support understanding of student work placement.

This resource has been translated into multiple languages to better support our
diverse school communities.

This resource is an additional tool that you can use to assist students and their
parents/carers prepare for work placement. You can find these resources on our
website: https//www.swconnect.org.au/workplacement/teachers

Please refer to our website to view all downloadable links mentioned
throughout this guide.
https://www.swconnect.org.au/workplacement/teachers/
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https://www.swconnect.org.au/wp-content/uploads/2025/07/One-Page-PARENT-CARER-GUIDE-Multilingual.pdf
https://www.swconnect.org.au/workplacement/teachers/

VET WORK PLACEMENT READINESS

VET WORK PLACEMENT READY TALK

SWC offer the VET Work Placement Readiness program to all schools.

Each year, SWC will email the Work Readiness Session information pack to
Principals and VET Co-ordinators at the end of Term 3.

The VET Work Placement Ready talk is presented by Nikki Heald from Corp
Training and all students are given a relevant resource to take away with them to
show their parents or guardians.

To book in a VET Work Placement Ready talk, please phone or email Nikki Heald
to arrange a suitable time for her to deliver the talk. The VET Work Placement
Ready program is funded by SWC and is provided at no cost to your school. The
program is an essential, valuable tool for you and your students to assist them
with preparing for work placement.

The sessions are usually run in Terms 1and 2 for Year 11 students.

Please contact:

Nikki Heald

Corp Training

Ph: 0409 662 281

email: nikki@corptraining.com.au

GO2 WORK PLACEMENT

Students also need to complete the Go2Workplacement online program as part
of their work readiness preparation. The students register online for this at

https://www.go2workplacement.com/auth/login.

Once registered, they select their course and work through the modules. They will
receive a certificate upon completion.

Your school may also have other work readiness programs for students to
participate in.
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VET WORK PLACEMENT READY FLYER
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WORKPLACEMENT CONTACTS

Cathy Pellegrino - Work Placement

Manager
cathy@swconnect.org.au

Deborah Cross - Work Placement Officer
deborah@swconnect.org.au

Jennifer Mercuri - Work Placement Officer
jennifer@swconnect.org.au

Rosa Reddy - Work Placement Officer
rosa@swconhnect.org.au

Maryanne Riviera - Work Placement Officer
maryanne@swconnect.org.au

Annie Dang -Business Development
annie@swconnect.org.au

South West Connect

Bossley Park Community Centre
28 Belfield Rd

Bossley Park NSW 2164

PO Box 68
Edensor Park NSW 2164

Ph: 9822 9370
Office Hours: 8.00am to 4.30pm

www.swcohnect.org.au

This booklet has been produced by South West Connect to assist teachers and schools working directly with SWC.
It does not form part of OR replace any material, policies or guides developed by the Department of Education (DOE),
Catholic Schools NSW (CSNSW) or Independent Schools NSW (AIS).
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