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THIS AGREEMENT 

BETWEEN Southern Cross Education Institute (Higher Education) Pty Ltd 
�$%1�������������997)�(“SCEI-HE”)

AND 
Work placement provider named in Schedule 1 (“Host”) 

AND 

The student named in Schedule 1 (“Student”) 

RECITALS 

$� SCEI-HE is aQ�,QVWLWXWH�RI�+LJKHU�(GXFDWLRQ which delivers qualifications in the Course to�the 
Student.

%� The parties are entering into this Agreement to allow Student enrolled in the Course to�undertake 
Placement at the Host for mutual benefit.

&� The parties have agreed the Placement will be subject to the terms and conditions set�out in this 
agreement.

OPERATIVE PART 

1. Definitions and interpretation
This agreement is governed by the law of Victoria, and the parties submit to the non- 
exclusive jurisdiction of the courts of that state. 
In the interpretation of this agreement: 
(a) References to legislation or provisions of legislation include changes or re- 

enactments of the legislation and statutory instruments and regulations issued
under the legislation;

(b) Words denoting the singular include the plural and vice versa, words denoting
individuals or persons include bodies corporate and vice versa, words denoting
one gender include all genders and references to documents or agreements also
mean those documents or agreements as changed, novated or replaced;

(c) Grammatical forms of defined words or phrases have corresponding meanings;
(d) Parties must perform their obligations on the dates and times fixed by reference to

the capital city of Victoria;
(e) Reference to an amount of money is a reference to the amount in the lawful

currency of the Commonwealth of Australia;
(f) If the day on or by which anything is to be done is a Saturday, a Sunday or a public

holiday in the place in which it is to be done, then it must be done on the next
business day;
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(g) References to a party are intended to bind their heirs, executors, administrators,
successors and assigns; and

(h) Obligations under this agreement affecting more than one party bind them jointly
and each of them severally.

The following definitions apply to this agreement: 
“Commencement Date” of this Agreement means the date on which this Agreement has 
been signed by both parties. 
“Confidential Information” means all information in whatever form be it oral in writing or 
electronic concerning SCEI-HE or any related entity likely to damage the business of the SCEI- 
HE or related entity if disclosed to a third party but does not include information which is in the 
public domain or was known to the third party; 
“Course(s)” means the course(s) identified in Schedule 1 
“Host” means the entity identified as the work placement provider in Schedule 1 
“Intellectual property” means all forms of intellectual property rights throughout the world – 
letters patent, trade marks, designs, copyrights, inventions, drawings, computer programs, 
confidential information, trade secrets, know-how and rights of a similar nature existing 
anywhere in the world, whether registered or unregistered 
“Month” means calendar month 
“Parties” means the parties to this agreement as set out in Schedule 1 
“Placement” means the work placement of the Student with the Host pursuant to this 
agreement 
“SCEI-HE” means Southern Cross Education Institute (Higher Education) Pty Ltd (ACN: 605 
294 997) 
“Special Conditions” means the special conditions set out in Schedule 5 
“Student” means the student named in Schedule 1 

2. Obligations of SCEI-HE
SCEI-HE agrees that it shall perform all the responsibilities set out in Schedule 2. 

3. Obligations of the Host
The Host agrees that it shall perform all the responsibilities set out in Schedule 3. 

4. Obligations of the Student
The Student agrees that it shall perform all the responsibilities set out in Schedule 4. 

5. Term of Agreement
The Term of this Agreement will commence on the Commencement Date and will end 
upon termination in accordance with this agreement or on such other date as agreed in 
writing between the parties. 
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6. Statutory obligations, insurances and registrations
(a) Both parties will comply with their statutory obligations, including but not limited to

compliance with:
(i) Any applicable industrial awards and agreements;
(ii) Minimum terms and conditions of employment including those in respect of

long service leave, annual leave, parental leave and sick leave;
(iii) Applicable industrial relations and anti-discrimination legislation; and
(iv) Occupational health and safety and workers compensation legislation.

(b) For the avoidance of doubt, the Student is not an employee, the Placement is
voluntary and the provisions of 6(a) do not apply to the Student.

(c) Prior to the date of this agreement both parties must obtain, and thereafter must
maintain during the period of this agreement, current policies of insurance, in
respect of the services, against:
(i) All third party risks in relation to persons and property including public liability

insurance;
(ii) Workers compensation claims; and
(iii) Negligence by the each party or their employees.

(d) Both parties acknowledge they are solely responsible for all remuneration,
expenses, taxes, leave entitlements, superannuation, workers compensation and
other insurances in respect of them or their employees.

7. Confidential Information
The Host shall not at any time or for any reason, whether during the term of this 
agreement or after its termination, divulge any Confidential Information to any third party 
and they hereby indemnify SCEI-HE and any related entity against any loss or damage 
they may suffer as a result of the breach of confidentiality. 

8. Intellectual Property
(a) The Host and Student acknowledge that the Intellectual Property created by SCEI- 

HE, the Student, servants or agents in the course of the work placement hereunder
are the absolute property of SCEI-HE and that the Host shall do all things and sign
all documents that may be necessary to vest such Intellectual Property in SCEI- 
HE.

(b) The Host and Student irrevocably appoints SCEI-HE to be their attorney to do all
things and sign all documents that may be necessary to vest such intellectual
property in SCEI-HE.

9. Indemnity
(a) The Host unconditionally and irrevocably indemnifies SCEI-HE against any and all

damages and losses to persons or property, and all costs and expenses which are
incurred by or claimed from SCEI-HE in relation to this agreement which must be
paid to SCEI-HE immediately on demand.
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�E� 7KLV�LQGHPQLW\�FRQWLQXHV�XQWLO�WKH�DFWLYLW\�FUHDWLQJ�WKH�ULVN�RI�ORVV�FRPHV�WR�DQ�HQG�
�F� 7KH�+RVW¶V�REOLJDWLRQ�LV�D�SULPDU\�REOLJDWLRQ�DQG�6&(,�+(�LV�QRW�REOLJHG�WR�SURFHHG

DJDLQVW�DQ\�RWKHU�SHUVRQ�EHIRUH�PDNLQJ�D�GHPDQG�IRU�SD\PHQW�KHUHXQGHU�

��� 9DULDWLRQ�WR�WKLV�DJUHHPHQW
7KLV� DJUHHPHQW� PD\� EH� YDULHG� E\� 6SHFLDO� &RQGLWLRQ� DQG� LQ� WKH� HYHQW� RI� DQ\�
LQFRQVLVWHQF\� EHWZHHQ� WKH� SURYLVLRQV� RI� WKH� DJUHHPHQW� DQG� 6SHFLDO� &RQGLWLRQV�� WKH�
6SHFLDO�&RQGLWLRQV�ZLOO�SUHYDLO�WR�WKH�H[WHQW�RI�DQ\�LQFRQVLVWHQF\��

��� 7HUPLQDWLRQ�E\�QRWLFH
(LWKHU�SDUW\�PD\� WHUPLQDWH� WKLV� DJUHHPHQW�E\�RQH�PRQWK�ZULWWHQ�QRWLFH� WR� WKH�RWKHU��
KRZHYHU��DQ\�6WXGHQWV�RQ�SODFHPHQW�ZLWK� WKH�+RVW�DW� WKH� WLPH�RI� WKH�QRWLFH�VKDOO�EH�
DOORZHG�WR�FRQWLQXH�DQG�FRPSOHWH�WKHLU�SODFHPHQW�ZLWK�WKH�+RVW��

��� 7HUPLQDWLRQ�ZLWKRXW�QRWLFH
�D� (LWKHU�SDUW\�PD\�LPPHGLDWHO\�WHUPLQDWH�WKLV�DJUHHPHQW�LI�WKH�RWKHU�SDUW\�

�L� &RPPLWV� DQ\� VHULRXV� RU� SHUVLVWHQW� EUHDFK� RI� WKLV� DJUHHPHQW� ZKLFK� LV
LQFDSDEOH�RI�UHFWLILFDWLRQ��RU

�LL� )DLOV�WR�UHPHG\�D�EUHDFK�RI�DQ\�SURYLVLRQ�RI�WKLV�DJUHHPHQW�ZLWKLQ�RQH�ZHHN
RI�UHFHLYLQJ�D�QRWLFH�IURP�WKH�RWKHU�SDUW\�LGHQWLI\LQJ�WKH�EUHDFK�DQG�UHTXLULQJ
WKH�EUHDFK�WR�EH�UHPHGLHG��RU

�LLL� %HFRPHV� EDQNUXSW� RU� JRHV� LQWR� OLTXLGDWLRQ� RU� PDNHV� DQ\� DVVLJQPHQW
DUUDQJHPHQW�RU�FRPSRVLWLRQ�ZLWK�FUHGLWRUV�RQ�WKH�KDSSHQLQJ�RI�WKH�HYHQW��RU

�LY� ,V�VXEMHFW� WR�D� ILQGLQJ�RI�JXLOW� IRU�D�FULPLQDO�RU�FLYLO�RIIHQFH��RWKHU� WKDQ�DQ
RIIHQFH�ZKLFK�GRHV�QRW�DIIHFW�WKH�RWKHU�SDUW\¶V�DELOLW\�WR�SHUIRUP�WKHLU�GXWLHV�
RU

�Y� &HDVHV�EXVLQHVV�

��� 'HOLYHU\�XS�RQ�WHUPLQDWLRQ
8SRQ�WHUPLQDWLRQ�RI�WKLV�DJUHHPHQW��WKH�+RVW�PXVW��
�D� ,PPHGLDWHO\� GHOLYHU� WR� 6&(,�+(� DQ\� KDUGZDUH�� VRIWZDUH�� SODQW� RU� HTXLSPHQW

RZQHG�E\�6&(,�+(� LQ� WKH�SRVVHVVLRQ�RI� WKH�+RVW� WRJHWKHU�ZLWK�DOO�GRFXPHQWV�
SODQV��OLVWV��LQYHQWLRQV��DQG�LQWHOOHFWXDO�SURSHUW\�DULVLQJ�RXW�RI�WKH�3ODFHPHQW��DQG

�E� 'LVFODLP�DQ\�DVVRFLDWLRQ�ZLWK�6&(,�+(�

��� 'LVSXWH�UHVROXWLRQ
�D� *HQHUDO

,I�D�GLVSXWH�DULVHV�RXW�RI�RU�UHODWHV�WR�WKLV�DJUHHPHQW��LQFOXGLQJ�DQ\�GLVSXWH�DV�WR
EUHDFK� RU� WHUPLQDWLRQ� RI� WKH� DJUHHPHQW� RU� DV� WR� DQ\� FODLP� LQ� WRUW�� LQ� HTXLW\� RU
SXUVXDQW� WR� DQ\� VWDWXWH�� QHLWKHU� SDUW\�PD\� FRPPHQFH� DQ\� FRXUW� RU� DUELWUDWLRQ
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proceedings relating to the dispute unless they have complied with this clause 
except where they seek urgent interlocutory relief. 

(b) Notice specifying the nature of the dispute
(i) The party to this agreement claiming that a dispute has arisen under or in

relation to this agreement must give written notice to the other party to this
agreement specifying the nature of the dispute.

(ii) On receipt of the notice referred to in this clause by that party, both parties
must endeavour to resolve the dispute expeditiously using informal dispute
resolution techniques such as mediation, expert evaluation, determination or
similar techniques agreed by them.

(c) Mediation
(i) If the parties do not agree within 7 days of receipt of the notice, or such

further period as agreed in writing by them, as to:
(1) The dispute resolution technique and procedures to be adopted;
(2) The timetable for all steps in those procedures; and
(3) The selection and compensation of the independent person required

for such technique,
(ii) then they must mediate the dispute in accordance with the mediation rules

of the recognised professional association for solicitors in the State of
Victoria.

(iii) The president of this professional association or the president's nominee will
select the mediator and determine the mediator's remuneration.

(d) Proceedings
If the mediation referred to above is not completed within four weeks of reference
to a mediator then either party may commence any court or arbitration proceedings
relating to the dispute as they see fit.

(e) Associated costs
The costs of the mediation will be borne equally by the parties.

15. Relationship of the parties
The parties acknowledge that this agreement is intended as an agreement for work 
placement of the Student and does not create any other relationship and, in particular, 
not the relationship of employer and employee, principal and agent or the relationship of 
partnership. For clarity, at no time during the Work Placement will the Student be or 
deemed to be an employee of the Host. 

16. Entire agreement
This agreement supersedes all previous agreements, understandings, negotiations, 
representations and warranties about its subject matter and embodies the entire 
agreement between the parties about its subject matter. 

�
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+LJKHU�(GXFDWLRQ�3URYLGHU� 6RXWKHUQ�&URVV�(GXFDWLRQ� ,QVWLWXWH� �+LJKHU�(GXFDWLRQ��3W\�/WG�
�$%1�����������������

&RQWDFW�GHWDLOV�IRU�+LJKHU�
(GXFDWLRQ�3URYLGHU�

3ULPDU\�&RQWDFW�1DPH��

3KRQH��

$GGUHVV��

(PDLO�$GGUHVV��

:RUN�SODFHPHQW�SURYLGHU�
�+RVW��

&RQWDFW�GHWDLOV�IRU�+RVW� 3ULPDU\�&RQWDFW�1DPH��

3KRQH��

(PDLO�$GGUHVV��

&RXUVH�

6WXGHQW��

6WXGHQW�,'��

&RQWDFW�GHWDLOV�IRU�6WXGHQW� 3KRQH��

$GGUHVV��

(PDLO�$GGUHVV��

$GGUHVV��

�

bece.placements@scei-he.edu.au

Natalie Ho or Elena Lu

03 9602 4110 

530 Victoria Street, North Melbourne, VIC 3051 
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6&(,�+(�5(63216,%,/,7,(6�

%()25(�7+(�3/$&(0(17�

�� 3URYLGH�HTXDO�RSSRUWXQLW\�WR�DOO�VWXGHQWV�LQ�DFFHVVLQJ�SODFHPHQWV�DQG�SURYLGH�IRU�UHDVRQDEOH
DGMXVWPHQW�ZKHUH�QHFHVVDU\��,I�WKH�6WXGHQW�LV�XQGHU����\HDUV�RI�DJH��PDNH�VXUH�WKDW�SDUHQW
RU�JXDUGLDQ�DSSURYDO�LV�REWDLQHG�WR�HQWHU�LQWR�D�ZRUN�SODFHPHQW�DJUHHPHQW�

�� 0DNH�FRQWDFW�ZLWK�WKH�+RVW�DQG�QHJRWLDWH�WKH�ZRUN�SODFHPHQW�SURJUDP��LQFOXGLQJ�WKH�VWXGHQW
VHOHFWLRQ�SURFHVV�DQG�WKH�W\SH�RI�DFWLYLWLHV�WKH�6WXGHQW�ZLOO�XQGHUWDNH�

�� 'LVFXVV�6WXGHQW�VDIHW\�ZLWK� WKH�+RVW�DQG�HQVXUH� WKDW� WKH�6WXGHQW� LV�QRW�SODFHG� LQ�D�ZRUN
VLWXDWLRQ�ZKHUH�WKHUH�DUH�

D� *HQHUDO�XQDFFHSWDEOH�ZRUNSODFH�ULVNV�RU�ZRUNLQJ�FRQGLWLRQV�
E� ,GHQWLILHG�2+	6�ULVNV�RU�LVVXHV
F� 6SHFLILF�XQDFFHSWDEOH�ULVNV�RU�KD]DUGV�GXH�WR�WKH�6WXGHQW¶V�DJH��PDWXULW\��DELOLW\�

GLVDELOLW\�RU�PHGLFDO�FRQGLWLRQ�
�� $GYLVH�WKH�+RVW�LQ�ZULWLQJ�RI�DQ\�UHOHYDQW�PHGLFDO�RU�RWKHU�IDFWRUV�WKDW�PD\�DIIHFW�WKH

6WXGHQW¶V�KHDOWK�DQG�VDIHW\�RU�WKH�KHDOWK�DQG�VDIHW\�RI�RWKHUV�ZKLOH�RQ�SODFHPHQW�
�� (QVXUH�WKDW�ERWK�WKH�+RVW�DQG�6WXGHQW��DQG�LI�DSSOLFDEOH��SDUHQW�JXDUGLDQ��KDYH�D�FRS\�RI�

DQG�IXOO\�XQGHUVWDQG��WKH�ZRUN�SODFHPHQW�VXSSRUW�PDWHULDOV�
�� (QVXUH�WKDW�WKH�6WXGHQW�VLJQV�D�ZRUN�SODFHPHQW�DJUHHPHQW�SULRU�WR��RU�DV�VRRQ�DV

SUDFWLFDEO\�DIWHU��FRPPHQFLQJ�WKH�3ODFHPHQW�
�� (QVXUH�WKH�6WXGHQW�KDV�IXOILOOHG�DQ\�LQGXVWU\�VSHFLILF�UHTXLUHPHQWV��IRU�H[DPSOH�SROLFH�FKHFN�

ZRUNLQJ�ZLWK�FKLOGUHQ�FKHFN�DV�PD\�EH�UHTXLUHG�E\�WKH�+RVW�
�� $VVLVW�WKH�6WXGHQW�WR�SUHSDUH�IRU�WKH�SODFHPHQW��HQVXULQJ�D�IXOO�XQGHUVWDQGLQJ�RI�WKH

3ODFHPHQW�UHTXLUHPHQWV�LV�XQGHUVWRRG�
�� 3URYLGH�WKH�+RVW�DQG�6WXGHQW�ZLWK�WKH�FRQWDFW�GHWDLOV�RI�D�VXLWDEOH�FRQWDFW�SHUVRQ�DW�6&(,��

+(�

��� 3URYLGH�DOO�UHTXLUHG�GRFXPHQWDWLRQ�WR�6WXGHQWV�DQG�+RVW�WR�VXSSRUW�WKH�ZRUN�SODFHPHQW�

'85,1*�7+(�3/$&(0(17�

�� 0DNH�UHJXODU�FRQWDFW�ZLWK�WKH�+RVW�DQG�6WXGHQW�GXULQJ�WKH�3ODFHPHQW�WR�PRQLWRU
SURJUHVV�DQG�SURYLGH�VXSSRUW�DV�UHTXLUHG��7KLV�PD\�LQFOXGH�GHYHORSLQJ�WKH�+RVW¶V
FDSDFLW\�WR�FRDFK�DQG�WUDLQ�WKH�6WXGHQW�

�� 9LVLW�WKH�+RVW�WR�PRQLWRU�WKH�6WXGHQW¶V�SURJUHVV�DQG�DVVHVV�ZRUNLQJ�FRQGLWLRQV�
�� ,I�6&(,�+(¶V�FRQWDFW�SHUVRQ�LV�PDGH�DZDUH�RI�DQ\�DFFLGHQW�RU�LQFLGHQW��WKH\�DUH�UHTXLUHG

WR�HQVXUH�WKDW�WKH�VWXGHQW�DQG�HPSOR\HU�FRPSOHWH�DQ�LQFLGHQW�IRUP�IRU�WKH�DFFLGHQW�RU
LQFLGHQW�WKDW�RFFXUV�ZLWKLQ�WKH�ZRUNSODFH�GXULQJ�WKH�:RUN�3ODFHPHQW�

�� 7HUPLQDWH�WKH�SURJUDP�LPPHGLDWHO\�LI�WKHUH�LV�DQ\�FRQFHUQ�WKDW�WKH�6WXGHQW¶V�SK\VLFDO�RU
HPRWLRQDO�KHDOWK�DQG�VDIHW\�LV�SODFHG�DW�ULVN�
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5. Allocate a service coordinator that will:
• Allocate an appropriate supervising educator to the pre-service teacher.
• Discuss placement detail and required reports with the supervising educator.
• Communicate practical policies such as work hours, phone use and parking to

the pre-service teacher.
• Inform the pre-service teacher of any staff or parent meetings they are

expected to attend.

AFTER THE PLACEMENT 

1. Provide the Host with an evaluation form or other method of giving feedback on the work
placement program and send a letter or call the Host to thank them for hosting the
student.

2. Keep an accurate record of the work placements and make sure that this is kept in Student
file as evidence.

3. Allocate a service coordinator that will:

• Welcome and induct the pre-service teacher into the
service. This may include the service mission, statutory
obligations, timetables, daily operations, management
structure and meeting schedules.

• Make available resources, policies and routines to the
pre-service teacher.

• Collect the Confidential Emergency Contact form
(Appendix 1) from the pre-service teacher.

• Ensure that the pre-service teacher is informed of Work
Safety Regulations, especially emergency procedures.

• Facilitate any conflict resolution between the supervising
educator and pre-service teacher.

• Ensure that supervising educators are aware that pre- 
service teachers are not left in sole charge of a room
and are not utilised as a rostered staff member.

• Ensure responsibility for a class or group of children
being taught by a pre-service teacher rests with the
supervising educator. (Pre-service teachers must not
present themselves as fully qualified teachers).

• Notify the SCEI-HE Placement Coordinator of any
concerns about a pre-service teacher’s progress.
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SCHEDULE 3 – RESPONSIBILITIES OF HOST 

BEFORE THE PLACEMENT 

1. In consultation with SCEI-HE's contact person, participate in an appropriate process for
selecting students for Placement.

2. Plan for the Student’s time during the Placement, including discussing the learning needs
of the student with the SCEI-HE contact person.

3. Notify SCEI-HE's contact person of any significant risks, restrictions or legislative
requirements imposed during the Placement so that SCEI-HE is able to determine the
appropriateness of the Host for Placement.

4. Complete and return to SCEI-HE a signed Work Placement Agreement for each student
that will be conducting Placement within the Host.

5. Allocate Students an appropriate supervising mentors.
6. Meet with Students at the beginning of the Placement and provide them with

information relating to the Host procedures, programs and administration.
7. Provide Students with information about what materials and resources are

available.
8. Receive and distribute SCEI-HE material to supervising mentors
9. Meet each Students and provide relevant feedback.
10. Ensure required documentation is completed, discussed with teacher

candidates/students if relevant, and provided to SCEI-HE at the conclusion of the
placement and a copy is retained for archival purposes.

11. Ensure that arrangements are made for the Students to make up any days they are absent
12. Contact SCEI-HE if a Student fails to attend or is experiencing difficulties.
13. Appoint a Supervising Educator who will:

• Identify tasks for their pre-service teacher that will provide a range of relevant
experiences

• Gather resources of benefit to the pre-service teacher

DURING THE PLACEMENT 

1. Appoint a Supervising Educator who will at the beginning of the Placement:
a. Introduce the pre-service teacher to room educators and other service staff.
b. Discuss the planning, development and evaluation of learning experiences with the

pre-service teacher.
c. Direct, support and encourage students in undertaking placement activities.
d. Ensure the student is not utilised as a rostered staff member (included in staff

ratios).
e. Notify the SCEI-HE Professional Placement Coordinator in a timely manner if the

student is not complying with the service policies or regulations, not completing
assessment tasks and/or not making satisfactory progress.

f. Sign attendance record of the student
g. Meet with the SCEI-HE Professional Placement Coordinator to discuss the

student’s progress.
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K� 0DLQWDLQ�D�ZULWWHQ�UHFRUG�RI�WKHLU�VXSHUYLVLRQ�DQG�UHYLHZ�WKH�VWXGHQWV
�SURJUHVV�DW
OHDVW�RQFH�SHU�ZHHN�DQG�DW�WKH�HQG�RI�WKH�SODFHPHQW�

�� (QVXUH� WKDW� WKH� 6WXGHQW� UHFHLYHV� DQ� DSSURSULDWH� LQGXFWLRQ�� LQFOXGLQJ� WRXU� RI� SUHPLVHV�
LQWURGXFWLRQ� WR� FROOHDJXHV�� LGHQWLILFDWLRQ� DQG� H[SODQDWLRQ� RI� DOO� 2+	6� UHTXLUHPHQWV�
FRQILUPDWLRQ�RI�KRXUV��GXWLHV��DQG�UHSRUWLQJ�SURFHGXUHV�

�� 3URYLGH�VXSHUYLVHG� WUDLQLQJ�DQG� UHOHYDQW� OHDUQLQJ�H[SHULHQFHV�DV�GLVFXVVHG�ZLWK�6&(,��
+(
V�SODFHPHQW�RIILFHU�DQG�FRQWDLQHG�LQ�WKH�VWXGHQW¶V�OHDUQLQJ�SODQ�

�� 3URYLGH�D�VDIH�ZRUNLQJ�HQYLURQPHQW�ZKHUH�WKH�6WXGHQW�LV�
D� $GHTXDWHO\�VXSHUYLVHG�E\�WKH�+RVW�DQG�WKHLU�VWDII�
E� )XOO\�LQIRUPHG�RI�WKH�ULVNV�DVVRFLDWHG�ZLWK�WKH�ZRUN�HQYLURQPHQW�
F� 3URYLGHG�ZLWK�SURWHFWLYH�FORWKLQJ�DQG�VDIHW\�HTXLSPHQW�DV�QHHGHG�
G� 6DIHJXDUGHG�IURP�LQMXU\�RU�ULVNV�WR�KHDOWK�DV�HPSOR\HHV�DUH�XQGHU�UHOHYDQW

2FFXSDWLRQDO�+HDOWK�DQG�6DIHW\�OHJLVODWLRQ�
�� (QVXUH�WKDW�6WXGHQWV�FDQ�FRQWDFW�WKHLU�SDUHQW�JXDUGLDQ�RU�6&(,�+(�UHSUHVHQWDWLYH�LI

QHFHVVDU\�
�� (QVXUH�WKDW�RQO\�6WXGHQW�DWWHQGDQFH�DQG�GXWLHV�FRPSOHWHG�RQ�ZRUN�SODFHPHQW�DUH�VLJQHG

E\�WKH�+RVW�
�� (QVXUH� WKDW�6WXGHQWV�SDUWLFLSDWLQJ� LQ�ZRUN�SODFHPHQWV�DUH�QRW�VXEMHFWHG� WR�DQ\� IRUP�RI

VH[XDO�KDUDVVPHQW��YLFWLPL]DWLRQ�RU�GLVFULPLQDWLRQ�� LQ�DFFRUGDQFH�ZLWK�HTXDO�RSSRUWXQLW\
DQG�DQWL�GLVFULPLQDWLRQ�DFWV�DQG�RWKHU�VLPLODU�OHJLVODWLRQ��DQG�DW�FRPPRQ�ODZ�

�� 5HSRUW� DOO� LQFLGHQWV�DFFLGHQWV� LPPHGLDWHO\� WR� 6&(,�+(� FRQWDFW� SHUVRQ�� &RPSOHWH� DQ
LQFLGHQW�UHSRUW�IRU�HDFK�LQFLGHQW�DFFLGHQW�RQ�WKH�IRUP�SURYLGHG�E\�6&(,�+(�

�� 9HULI\�DOO�KRXUV�WKH�6WXGHQW�FRPSOHWHV�DV�SDUW�RI�WKH�:RUN�3ODFHPHQW�YLD�D�VWXGHQW¶V�:RUN
3ODFHPHQW�/RJ�

��� $VVLVW�ZLWK�LQGXFWLRQ�WR�UHOHYDQW�OHDUQLQJ�FRQWH[WV�
��� 0HHW�ZLWK�WKH�6WXGHQWV�RQ�D�UHJXODU�EDVLV�WR�GLVFXVV�SURJUHVV�DQG�RQJRLQJ�QHHGV�
��� )DFLOLWDWH�SURIHVVLRQDO�OHDUQLQJ�RSSRUWXQLWLHV�DQG�DYHQXHV�RI�VXSSRUW�LQFOXGLQJ�DSSURSULDWH

H[SHULHQFHV�LQ�RWKHU�URRPV��PHHWLQJV��VXSHUYLVHG�GXWLHV�DQG�H[WUD�FXUULFXODU�DFWLYLWLHV�
��� 3URPSW�WKH�6WXGHQWV�WR�GHPRQVWUDWH�SURIHVVLRQDO�RUJDQLVDWLRQ�DQG�HYLGHQFH�RI�PHHWLQJ�WKH

$XVWUDOLDQ� 3URIHVVLRQDO� 7HDFKLQJ� 6WDQGDUGV� IRU� *UDGXDWH� WHDFKHUV� DQG�RU� RWKHU
UHTXLUHPHQWV��IUDPHZRUNV�DQG�VWDQGDUGV�

��� /LDLVH�ZLWK�WKH�DVVLJQHG�6&(,�+(�SODFHPHQW�RIILFHU�VWDII�DV�UHTXLUHG�
��� &RPSOHWH�D�UHYLHZV�DQG�SURYLGH�WKH�6WXGHQWV�ZLWK�DSSURSULDWH�IHHGEDFN�DV�UHTXLUHG�
��� 'HEULHI�REVHUYDWLRQV�DQG�OHDUQLQJ�H[SHULHQFHV�WR�WKH�6WXGHQW¶V�SURIHVVLRQDO�XQGHUVWDQGLQJ�
��� &RPSOHWH�DQG�UHWXUQ�WKH�UHOHYDQW�GRFXPHQWDWLRQ�UHSRUWV�DQG�SURYLGH�WKH�6WXGHQW�D�FRS\�

$)7(5�7+(�3/$&(0(17�

�� &RPSOHWH�DQ�HYDOXDWLRQ�RI�WKH�ZRUN�SODFHPHQW�SURJUDP�WR
SURYLGH�6&(,�+(�ZLWK�IHHGEDFN�RQ�WKH�:RUN�3ODFHPHQW�SURJUDP
DQG�WKH�6WXGHQW¶V�RXWFRPHV�

��



SCHEDULE 4 – RESPONSIBILITIES OF STUDENT 

STUDENT RESPONSIBILITIES 

BEFORE THE PLACEMENT 

�� Ensure completed and signed the Student Placement Declaration, Confidentiality Undertaking and
uploaded it to the Moodle.

�� Ensure to obtain a valid Working with Children Check, valid First Aid (with unit code
HLTAID012), valid CPR,  valid National Police Check, valid Mandatory Child Protection, Covid
Infection Control and uploaded all copies to the Moodle.

�� Advise the Professional Practice Coordinator of any changes to the UHVLGHQWLDO�DGGUHVV and
enrolment�information.

�� Advise the Professional Practice Coordinator of any potential conflict of interest. Students are
expected to not undertake professional experience at a setting they work or have worked in.
Or that employs close family members / people with whom they have a close relationship, or
where their children or siblings attend.

�� Organise their work hours, travel, parking and meal arrangements prior to placement.
�� Confirm with the Early Childhood provider of the placement hours upon visit. It is expected that the

student will be at the floor for 7.5 hours per day.
�� Where possible, arrange a time  with the Early Childhood provider to visit the service and also

to meet with the Nominated Supervisor.

DURING THE PLACEMENT 

1. Be aware that the use of the student’s own vehicle for transporting clients or for other
work purposes is not permitted or covered under the placement agreement or SCEI-HE's
insurance policy.

2. Read and follow service policies and procedures.
3. Demonstrate professional behaviours as outlined in relevant state and national

frameworks, the AITSL Professional Standards for Graduate Teachers and the ECA
Code of Ethics.

4. Dress appropriately, be well groomed and clean / hygienic.
5. Be punctual (arriving 10 minutes before start time each day) and do not leave early.
6. Actively participate in the professional placement learning process (be coachable).
7. Take direction from the Supervising Educator.
8. Complete all the activities outlined in the Subject Study Guide Assessment detail.
9. Be aware of and adhere to confidentiality. Breaches of confidentiality are regarded as

serious violations of professional ethics and will be taken seriously.
10. Complete the placement evaluation with the Supervising Educator and the SCEI-HE

Professional Placement Coordinator.

��



11. Notify SCEI-HE of any accidents/incidents or issues associated with their professional
practice placement.

12. Inform the SCEI-HE Professional Placement Coordinator and the Service Coordinator of
any intended absences from the placement. Any days missed must be rescheduled. For
any missed/absent days the Student must provide the Host and SCEI-HE with a medical
certificate or a valid reason for their absence. The Student should inform SCEI-HE and
the Host of their absence at least two hours before the start of their placement time.

13. Discuss their performance with the supervising educator and actively seek feedback.
Document the feedback and to identify strategies and actions for improvement.

14. Meet with the Supervising Educator at least once a week.
15. Be conscious that lunch time will not be counted towards placement hours.

AFTER THE PLACEMENT 

1. Make arrangements to complete any missed days due to public holidays, illness, or any
other reason.

2. Review observations and placement experiences prior to submitting their e-Portfolio for
assessment.

3. Obtain a copy of their End of Professional Placement Report from their Supervising
Educator. Sign the report and provide a copy to the SCEI-HE Professional Practice
Coordinator

4. Return any educational resources borrowed from the early childhood service.

��
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Natalie Ho Elena Lu

Placement Coordinator Placement Assessor

530 Victoria Street, North Melbourne, VIC 3051 

03 9602 4110

bece.placements@scei-he.edu.au



EXECUTED BY THE STUDENT NAMED 
IN SCHEDULE 1 

Signature of Student 

Date: 

) 
) 
) 
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6WXGHQW�3ODFHPHQW�'HFODUDWLRQ�

,�KDYH�EHHQ�DGYLVHG�RI�WKH�SURIHVVLRQDO�SUDFWLFH�SODFHPHQW�UHTXLUHPHQWV�DQG�6&(,�+(�VWDII�KDV�FOHDUO\�H[SODLQHG�WR�PH�WKH�
IROORZLQJ��

x ZLOO�EH�UHTXLUHG�WR�DWWHQG�VFKHGXOHG�SODFHPHQW�DV�SHU�WKH�DOORFDWLRQ��)XOO�DWWHQGDQFH�LV�PDQGDWRU\�

x 6&(,�+(�ZLOO�HQGHDYRXU�WR�DUUDQJH�SODFHPHQW�IRU�VWXGHQWV�ZLWK�FRQVLGHUDWLRQ�IRU�VWXGHQW¶V�VSHFLILF�UHTXHVWV�DQG
PRGH�RI�WUDQVSRUW��KRZHYHU�WKLV�LV�QRW�DOZD\V�SRVVLEOH��6KRXOG�D�VWXGHQW�UHIXVH�WKH�SODFHPHQW�RU�OHDYH�WKH
SODFHPHQW�SULRU�WR�FRPSOHWLRQ��ZLWKRXW�H[WHQXDWLQJ�FLUFXPVWDQFHV���6&(,�+(�ZLOO�QRW�EH�UHVSRQVLEOH�IRU�VRXUFLQJ
DOWHUQDWLYH�SODFHPHQW�

x $Q\�WUDYHO��DFFRPPRGDWLRQ�DQG�DVVRFLDWHG�FRVWV�ZLWK�SODFHPHQW�DFWLYLW\�DUH�WKH�UHVSRQVLELOLW\�RI�WKH
VWXGHQW�

x 7DNH�DOO�SURIHVVLRQDO�SUDFWLFH�SODFHPHQW�GRFXPHQWV�WR�SODFHPHQW�DQG�EH�UHVSRQVLEOH�IRU�
R ILOOLQJ�LQ�DOO�UHOHYDQW�VHFWLRQV�LQFOXGLQJ�VLJQLQJ�DQG�GDWLQJ�DQG�SUHVHQWLQJ�P\�SODFHPHQW�GRFXPHQWV�GDLO\

WR�WKH�PHQWRU�WHDFKHU�IRU�DVVHVVLQJ��GRFXPHQWLQJ�P\�DWWHQGDQFH�DQG�RYHUDOO�SODFHPHQW�DVVHVVPHQW�
R 5HSRUW�DQ\�DEVHQFH�WR�WKH�6&(,�+(�SODFHPHQW�FRRUGLQDWRU�DQG�WR�WKH�VXSHUYLVLQJ�HGXFDWRU

LPPHGLDWHO\�

%\�FRPSOHWLQJ�WKH�IROORZLQJ�\RX�DUH�GHFODULQJ�\RXU�DJUHHPHQW�DQG�XQGHUVWDQGLQJ�RI�VSHFLILF�REOLJDWLRQV�DQG�UHTXLUHPHQWV�LQ�
WKH�SURJUDP�OLVWHG�LQ�WKLV�GRFXPHQW��

REOLJDWLRQV�DQG�UHTXLUHPHQWV�RI�WKH� FRPPXQLW\�VHUYLFHV�ZRUN� SODFHPHQW�� ,�DFNQRZOHGJH� WKDW�,� KDYH�UHDG�DQG�IXOO\�XQGHUVWDQG�
P\�UHVSRQVLELOLWLHV�LQ� SUHSDUDWLRQ�IRU�ZRUN�SODFHPHQW�� ,�DFFHSW�WKH�FRQGLWLRQV�DV�RXWOLQHG�DERYH��

'DWH��

6WXGHQW�VLJQDWXUH��

6WXGHQW� 3ODFHPHQW� 'HFODUDWLRQ
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Failure to send copies of listed files to the Placement Team will mean you are unable to 
commence the placement and complete this course.  

Student Name: 

Student ID: 

8QLW� Code and Name: 

Student signature:

Date: 

Pre-placement Document Check list 

National policy check (only valid for 12 months) 

Working with children check ( volunteer and employee card are valid for 5 years) 

Mandatory Child Protection Assignment (only valid for 12 months) 

COVID -19 Infection Control Certificate of Completion Assignment 
�2QO\� YDOLG� IRU���PRQWKV�

  First Aid Certificate (with +/7$,'���ௗ3URYLGH�ILUVW�DLG�Ln an education 
and care setting - first aid is valid for 3 years and will include CPR, but 

CPR is only valid for 12 months) 

 Cardiopulmonary resuscitation (CPR) (only valid for 12 months) 

Student / Host Provider / SCEI-HE - Work Placement Agreement 
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