
 

 

 

1. Introduc�on 

The purpose of this policy is to outline ITAC's approach to workplace learning (WPL), which plays a 

crucial role in students' professional development and prac�cal skills. This policy outlines the process 

for organizing WPL, the roles and responsibili�es of all par�es involved, and the expecta�ons for 

students during their placements. 

2. Scope 

This policy applies to all ITAC students, workplace supervisors, and host organiza�ons par�cipa�ng in 

WPL experiences. It covers the organiza�on, monitoring, and evalua�on of WPL experiences. 

3. Iden�fying Suitable Workplaces 

Organising placement 

Work placements are organised through a Memorandum of Understanding (MOU), which can be 

completed online. The MOU sets out the rights and responsibili�es of all par�es, including ITAC, the 

student, and the host organiza�on. ITAC will provide host organiza�ons with informa�on on the 

purpose, structure, course, topics, assessment, and general advice on mentoring and coaching skills 
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and �ps. ITAC will provide support and guidance to help students find suitable placements and 

ensure that all necessary documenta�on and clearances are completed and recorded. 

Mandatory Work Placement Hours 

Students are required to complete a minimum number of hours of work placement, as specified for 

each qualifica�on. The work placement must be completed in an Australian school with children 

aged between 5 and 18. 

Supervisor requirements 

Workplace supervisors should be experienced professionals, preferably holding a bachelor's degree 

or higher in educa�on and having a minimum of eight years of full-�me equivalent classroom 

experience. Supervisors should also have broad experience in their field, be respected by their 

colleagues, and par�cipate in regular professional development. 

4. Monitoring Work Placements 

Pre-Placement Monitoring 

Before the work placement begins, ITAC will ensure that all required documents are completed, 

saved, and recorded. ITAC will also verify the workplace is ready and resources are available, and the 

workplace has been provided with sufficient informa�on about the placement. ITAC holds suitable 

insurance and will provide a cer�ficate of currency to the host organiza�on upon request. 

During Placement Monitoring 

Monitoring during the work placement will depend on the student's needs and the supervisor's 

ability and willingness to mentor. Addi�onal site visits or check-ins are organised and conducted 

when issues are iden�fied. All students are visited by a qualified trainer and assessor from ITAC while 

on placement. During these visits, the trainer may conduct assessment and training ac�vi�es, discuss 

progress with the student and supervisor, and offer support as needed. 

End of Placement Monitoring and Assessment 

A final visit will be conducted towards the end of the placement to complete demonstra�on 

assessments, discuss and authen�cate supervisor evidence, conduct reassessments, discuss final 

requirements for the student to graduate, and provide feedback and recommenda�ons for 

improvement. 

5. Host Organiza�on Responsibili�es 

Host organiza�ons play a vital role in suppor�ng and facilita�ng students' workplace learning 

experiences. They are expected to provide a suitable and safe work environment, assign a qualified 



and experienced workplace supervisor, collaborate with ITAC in planning, monitoring, and evalua�ng 

the student's experience, and communicate any concerns or issues related to the student's 

performance or behaviour to ITAC in a �mely manner. 

6. ITAC Responsibili�es 

ITAC is commited to providing clear informa�on and guidance on workplace learning expecta�ons, 

processes, and documenta�on. ITAC will collaborate with host organiza�ons to facilitate and support 

students' workplace learning experiences, monitor and evaluate students' progress and 

performance, and offer support and guidance to both students and workplace supervisors as 

needed. ITAC will also maintain suitable insurance coverage and provide a cer�ficate of currency to 

host organiza�ons upon request. 

7. Student Responsibili�es 

Students par�cipa�ng in WPL are expected to demonstrate punctuality, enthusiasm, willingness to 

learn, preparedness, appropriate dress and hygiene, respect for staff and co-workers, adherence to 

policies and procedures, professional behaviour, confiden�ality, prompt communica�on of absences, 

safe work prac�ces, and regular repor�ng to supervisors. 

8. Grievance and Feedback Procedure 

Concerns or issues related to WPL should be addressed through ITAC's Complaints and Appeals 

Policy, which aims to resolve concerns or issues fairly, transparently, and in a �mely manner. 

9. Policy Review and Updates 

This policy will be reviewed and updated periodically to ensure its con�nued relevance and 

effec�veness. Any updates or changes will be communicated to students, host organiza�ons, and 

other relevant stakeholders. 

By implemen�ng this Workplace Learning Policy, ITAC aims to ensure that students have the 

opportunity to gain prac�cal experience and develop essen�al skills in a suppor�ve, safe, and 

professional environment, while host organiza�ons benefit from the contribu�ons of students who 

o�en become employees soon therea�er. 
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