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WORK PLACEMENT POLICY 

 

 

 

 

 

 

Dear Student  

The logbook is designed to assist you throughout your clinical journey. You are to record your knowledge 
and skills throughout your student journey. The logbook is part of your assessments evidence Signet 
Institute complies to demonstrate you have met the requirements for this qualification and is therefore 
legitimate evidence and MUST be submitted for assessment. Important things to note: 

• You are at all times responsible for the logbook. If you lose, misplace or damage your logbook 
(where pages are missing or unreadable) then you will need to provide additional evidence to 
support your assessment evidence. 

• ALL sections of the logbook must be completed to a satisfactory standard.  
• Prior to commencing Work Placement, you must satisfactorily complete the Pre-Work Placement 

Simulation in the classroom, your Assessor will watch you demonstrating a range of tasks over 
three separate occasions during class time to meet this requirement.  

• Signet Institute is required to keep on file the completed logbook.  
• You will need to take your logbook with you every day when you are at Work Placement. 

 You must have your supervisor sign the Attendance Record each day to confirm you have attended 
Placement. Should you lose, misplace or damage your logbook, please contact your Trainer /Assessor as 
soon as possible to arrange for a replacement Logbook to be issued to you. 

 

 

All the best 

Signet Institute of Australia 
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Student Work Placement undertaking:  

Work Placement is a mandatory requirement for. At this level, students are required to work 
under directions from workplace supervisor to provide support to individuals, groups or 
communities. Many students commented that the field work was the most inspiring part of their 
course. It offered them the opportunity to experience the real models of practice and develop 
their knowledge of community services in the real context of community. It is also an opportunity 
for them to develop confidence and professionalism to enter the workforce. 

By the end of the Work Placement, Student will have: 

• Exposure to real workplace environment 
• Observed experienced workers in action 
• Developed and practiced the skills and knowledge acquired from classroom learning 
• Been assessed in the workplace environment and working under qualified supervisor 
• Developed the capacity to reflect own work practices and grown knowledge and practice 

base. 
 

Work Placement is generally unpaid. Fair Work Australia has a factsheet available referring to 
“Vocational Placement” which makes it clear that under the Fair Work Act there are conditions 
which must be met for a person to be recognized as on a vocational placement.  

https://www.fairwork.gov.au/starting-employment/unpaid-work/student-placements 

Remember to attend the workplace every day of the program. Host employers and/or nominated 
workplace supervisors will supervise you in the workplace, provide you with appropriate tasks and 
instruction during the day.  

Absence: If you cannot attend your placement at any time, you are required to notify the work 
placement and KFI. Your attendance will be recorded. A medical certificate is required for non-
attendance. 

Assessment: You are required to complete all workplace assessment tasks for each individual unit 
of competency. Follow the assessment instruction in your Assessment Booklet. 

Total Hours: You are required to complete the hours mandatory work placement hours. 

Attendance: Work placement will be arranged to fit in with normal study hours. You are required 
to complete a total of 8 hours work placement per day (including a lunch break). 

WORKPLACE HEALTH AND SAFETY 

Employer is responsible for: 

• Appointing a qualified and experienced person to supervise the student to complete 
workplace skills assessment. 

• Ensuring adequate supervision of the student throughout the placement and promote safe 
systems of work 

• Providing relevant facilities and enough experiences for the student 
• Providing an orientation program for the student and provide training in safe work 

procedures. 

https://www.fairwork.gov.au/starting-employment/unpaid-work/student-placements
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• Ensuring the student’s physical and psychological health is not placed at risk during the 
placement. 
 
 

Workplace Supervisor is responsible for: 

• Acting as a role model introducing students to acceptable professional behaviour 
• Maintaining standards of professional practice 
• Abiding by the relevant Codes of Professional conduct 
• Ensuring students are made aware of legislative requirements, workplace health and 

safety requirements, security requirements, workplace confidentiality and privacy 
requirements and any other workplace policies and procedures related to their placement. 

• Designing the tasks relevant to the area of competency specified in the Workplace Tasks 
Chapter 

• Arranging regular and sufficient meetings with the student to discuss goals, progress 
and/or difficulties 

• Clarifying expectations with the student and make adequate observations of the student’s 
work and providing ongoing feedback, both verbal and written to ensuring learning 
progress. 
 

Student is responsible for: 

• Participating in orientation and any pre-training or induction prior to undertaking work 
placement. 

• Use safety equipment and protective gear where relevant 
• Following safety rules and procedures 
• Not doing anything to jeopardize the safety of yourself or others 
• Reporting any risks or hazards immediately 
• Understanding and follows emergency procedures 
• Ceasing work if having a concern about own health and safety and contacts supervisor and 

the college 
• Acting in a professional and courteous way and respects the rights of other people in the 

workplace 
• Following the policies and procedures of the host workplace 
• Keeping information about the host facility confidential unless agreed to by the employer 
• pro-actively seeking to develop skills and knowledge during the placement to ensure 

readiness for workplace assessments 
• completing workplace assessment and other documentation required by the training 

 

Eligibility for PEP  
 
To be eligible for clinical placement you must meet all the course progression requirements and 
show the appropriate knowledge level and skills relevant to the PEP and level of preparation. You 
must have successfully completed the theoretical component of the units before undertaking the 
assigned placement.  
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Failure to achieve required level of competency for knowledge level or skills, will result in clinical 
placement not being allocated, a student progress meeting will be arranged to determine your 
continuation in the course.  
 
 
Unsafe Practice  
 
A student's performance is deemed unsafe if it places patients, clients, their families, staff 
members or fellow students at risk, and/or if he or she is unable or unwilling to perceive that risk. 
This judgement may be made by the facility staff or the clinical supervisor. The judgment that a 
student's performance is unsafe is usually made on the basis of more than one incident. However, 
it can be made on the basis of one serious incident. Students whose performance is deemed 
unsafe are removed from the health care facility as soon as the judgment is made and are referred 
to the course coordinator, who will determine the appropriate course of action. This may be 
immediate suspension from the current program.  
 
If at any time you are considered to practice in unsafe or a dangerous manner or demonstrate 
inappropriate behaviour, Signet Institute of Australia may immediately withdraw you from clinical 
placement. 
 
Student’s Responsibilities  
 
During professional practice placement it is expected that you will conduct yourself in accordance 
with the scope and educational preparation in your qualification. You will be working under 
supervision and must not undertake tasks or activities that are outside of your role and 
educational preparation.   
  
If you have any concerns or questions about the placement, your clinical practice role or tasks, ask 
your supervisor or clinical facilitator about it. You must follow and work within placement 
guidelines, workplace policies and professional requirements. As a student it is your role to 
participate as fully as possible in the learning process in the clinical environment within the 
capacity of the role and education level.   
  
It is your responsibility to set learning objectives for each PEP and complete all the assessment 
tasks and activities in the PEP book.   
  
You must maintain an accurate record of your attendance on PEP and have the Placement 
Facilitator/Supervisor verify attendance on each shift.  You are required to meet with the PEP 
Facilitator/Supervisor during PEP in order for them to assess your competency skills and 
knowledge level in the clinical area.  You will have a formal PEP competency review mid-way 
through PEP and upon completion of PEP.  
  
You are required to return this completed professional experience practice record book to 
the Signet Institute of Australia Coordinator within 5 working days of completion of PEP.  It is your 
responsibility to ensure that all the necessary assessment components for the placement are 
completed and signed off by your Facilitator/Supervisor.  The PEP will be retained in Signet 
Institute of Australia student records.   
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Please keep a certified photocopy of the PEP for your own records before submitting the book. It 
is an important part of the evidence for your professional portfolio and for when you apply for 
graduate employment.   
 
 

Attendance and punctuality 

• Be on time arrive at least 15 minutes early, no use of mobile phone while working on the 
floor 

• Keep to set break time 
• Contact your workplace supervisor, admin staff and your trainer in the event you are 

unable to attend your placement. 
• In case you miss any placement days, you will have to pay the rescheduling cost so Signet 

Institute of Australia may be able to re-organize with the facility 

Travel and Accommodation  
 
You are responsible for arranging your accommodation and travel to and from clinical placement. 
Placement may be in Metropolitan Melbourne, regional Victoria or Interstate. Signet Institute of 
Australia will assist students with finding suitable accommodation where possible. However, 
payment for and travel to and from is at the students own expense (additional to course fees) 
Check the possible avenues of travel to your placement well in advance and investigate car-
pooling with other students where possible. Sufficient time must be allocated to arrive in time for 
the commencement of the clinical shift. It is recommended that students do a trial run to visit 
their clinical placement prior to the first day.  
 
Professional Experience Practice Assessment  
 
It is expected at the conclusion of the professional experience practice you will have 
achieved competency in all of the PEP Learning Objectives, each element of the qualification you 
are enrolled in and the specific placement assessment activities and tasks.   
Your performance will be assessed and recorded as:   

S - Satisfactory  
NS – Not Satisfactory  
  

Satisfactory indicates that the student is able to complete the procedure/skill safely and efficiently 
and without any cues from the PEP Clinical Facilitator/Supervisor.  The student can discuss 
the underpinning knowledge as it relates to the practical situation for the individual client. The 
PEP Clinical Facilitator would feel confident that the student is able to perform this procedure, or 
one similar, without supervision.   
  
Not Satisfactory indicates that the student is unable to complete the procedure without assistance 
from the PEP Facilitator/Supervisor.  The student has difficulty linking theoretical knowledge to 
practical situations. The PEP Facilitator/Supervisor would not allow the student to complete this or 
a similar procedure without supervision.  
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Formative assessment meeting (if available in PEP book) 
• The formative assessment meeting takes place mid-way through PEP.  
• The Facilitator/Supervisor should ensure they have sufficient evidence e.g., specific 
examples of your level of performance.  They may need to collaborate with facility’s 
staff.  
• Your progress toward competency is discussed and recorded.  
• If you are not progressing towards satisfactory completion in any competency 
standard a clinical review will be implemented.  The purpose of a clinical review is to 
ensure strategies are put in place to assist you to improve your clinical performance.  
• A record of the meeting is documented.  
 

Summative assessment meeting  
• The summative assessment meeting takes place during the final 2 days of PEP.  
• A 100% attendance record is required.  
• Your performance is discussed and recorded.  
• A record of the meeting is documented.  
• If you are deemed unsatisfactory upon completion of the placement, you will be 
deemed to have failed the professional experience practice component of the course.  
 

Unsatisfactory PEP performance   
If the student’s performance has been assessed as unsatisfactory the clinical facilitator must 
discuss the issues with the student and inform the Course Coordinator at each stage of the below 
process.  
If unsatisfactory progress is identified – in consultation with the Course Coordinator the: 
 

a. Student is counselled by the Facilitator/Supervisor and learning objectives 
identified and documented in the PEP assessment tool – (both facilitator and student 
to determine Student Action Plan) reassessment time defined (usually 3 to 4 days)  
b. Student is reassessed   

i.If satisfactory progress is achieved, the normal assessment process is resumed 
and documented in the PEP assessment tool  

ii.If Unsatisfactory progress is identified for a second time – proceed to (c)  
c.  Student is counselled again by the Facilitator/Supervisor and learning objectives 
identified and documented in the PEP assessment tool and on the student progress 
form – (both facilitator and student to determine Student Action Plan) reassessment 
time defined (usually 3 to 4 days).  
d. Student is reassessed for the Third time   

i.If satisfactory progress is achieved, the normal assessment process is resumed 
and documented in the clinical placement assessment tool and the student 
progress form  

ii.If Unsatisfactory progress is identified for a third time – proceed to (e)  
e. Student will be deemed to have failed the placement and referred to the Course 
Coordinator for formal student progress meeting   
 

If your performance has been assessed as unsatisfactory a student progress meeting will be 
arranged with the Course Coordinator to determine requirements, supports learning contract and 
discuss continuation in the course.   
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Unsatisfactory PEP Outcome/ result  
An unsatisfactory result may be given for clinical placement assessment if (but not limited to):  

• your behaviour jeopardises/compromises client, staff or another student’s safety, 
including physical, psychological or emotional safety  
• you breach professional behaviour or confidentiality  
• you are absent from placement without notifying the placement facility and Signet 
Institute of Australia Confirm this conversation in an email as soon as possible.  
• You leave your allocated ward without prior consent of the facility’s staff or 
educator.  
• the health care facility asks for your removal.  
• You do not achieve satisfactory progress to the required level of competence   
• The required clinical hours have not been satisfactorily achieved  
• If you have marked non-satisfactory for your placement, you are liable to pay full 
placement fee.   

Dress Code and Personal Hygiene 

To maintain professionalism, students attending work placement are required to maintain a clean 
and tidy appearance. 

• You are required to have short, clean nails, clean clothing and maintain good personal 
hygiene. 

• Long hair to be tied up in a bun, shoulder length hair to be tied up in a pony tail or bun. 
Hair is to be maintained clean.  

• Jewelry is not permitted for safety reasons 
• No short skirts, short shorts, low-riding pants, bare midriffs, low-cut tops or singlets. 
• Flat, closed shoes must be worn. No Sneakers/runners/trainers.  
• Wear hat when working outdoors 
• No smoking during work placement hours 

Professional Courtesy 
• Follow all directions given to you by your workplace supervisor and help out wherever you 

can. Remember to show initiative!  
• Arrive at least 15 minutes prior to your start time and stay until your agreed finish time.  
• Do not make or receive personal phone calls during your work placement.  
• Do not use your work placement’s computer facilities for personal use.  
• Please maintain professional boundaries at all times.  
• Comply with all of your work placement organization’s work health and safety policies and 

work in a way that is safe for you and others at all times. 
• Take breaks at designated times and do not exceed the time allocated for your break 

 
For data collection, you must have workplace permission to use the electronic devices (phone, 
tablet, camera) to take pictures of workplace activities to meet your assessment requirements. 

Otherwise, strictly no access to electronic devices while working with clients in the workplace for 
safety and privacy purposes. 
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Work Placement Privacy Guidelines 

Working in work place facility, you are required to strictly adhere to the workplace Privacy and 
Confidentiality Policy and Procedure at all times. 

Any details collected during your work placement and/or any information disclosed verbally to 
student by a client during a work placement must be treated as strictly confidential. You must not 
discuss information about client(s) with any third party (except the authorized person). You are 
not allowed to tell your friends, or anyone else, anything about your clients, even who your clients 
were. 

Also note that you must never take any documentation away with you from your host employer’s 
premises or copy information from any documentation about a client. Any notes required to 
complete your work placement portfolio must be de-identified (i.e., the name of the client must 
be removed). 

Insurance:  

Student is required to maintain personal accident insurance cover.  

Work Placement Procedure Guidelines: 
1. Before Work Placement Provide: 

• Police Check (not Older than 12 months) 
https://www.nationalcrimecheck.com.au/?gclid=Cj0KCQjw1PSDBhDbARIsAPeTqrdjOqm1U
v0oibGLCoIK9cZmGU8k57m5NU5jmizJ7lC3-uALRqMg2u4aAsCZEALw_wcB 

• Provide a Working with Children Check https://service.vic.gov.au/services/working-
with-children   

• Immunization form signed off by GP along with the serology results. 
• Obtain all workplace Assessment Tasks from the college 
• Covid-19 Vaccine Evidence. 
• Aged Care Declaration 

https://i.unisa.edu.au/siteassets/students/health/documents/cpu/statutorydeclaration_ag
edcare.pdf  

• Hand Hygiene Certificate Infection Prevention and Control eLearning Modules | 
Australian Commission on Safety and Quality in Health Care  

• First Aid (Completed within Last 3 years) 
• CPR (Completed within last 12 months)  

2. Prior to arrival 
• Wear appropriate cloth and shoes as per the dress code. 
• Adhere to workplace hygiene procedures 
• Bring: 

o Work Placement Log Book 
o A pen, a bottle of water, a notebook and lunch box 
o  A hat for outdoor activities 

3. Arrival 
• Follow the sign in procedure instructed by the host employer 

https://www.nationalcrimecheck.com.au/?gclid=Cj0KCQjw1PSDBhDbARIsAPeTqrdjOqm1Uv0oibGLCoIK9cZmGU8k57m5NU5jmizJ7lC3-uALRqMg2u4aAsCZEALw_wcB
https://www.nationalcrimecheck.com.au/?gclid=Cj0KCQjw1PSDBhDbARIsAPeTqrdjOqm1Uv0oibGLCoIK9cZmGU8k57m5NU5jmizJ7lC3-uALRqMg2u4aAsCZEALw_wcB
https://service.vic.gov.au/services/working-with-children
https://service.vic.gov.au/services/working-with-children
https://i.unisa.edu.au/siteassets/students/health/documents/cpu/statutorydeclaration_agedcare.pdf
https://i.unisa.edu.au/siteassets/students/health/documents/cpu/statutorydeclaration_agedcare.pdf
https://www.safetyandquality.gov.au/our-work/infection-prevention-and-control/infection-prevention-and-control-elearning-modules
https://www.safetyandquality.gov.au/our-work/infection-prevention-and-control/infection-prevention-and-control-elearning-modules
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• Meet your supervisor as arranged 
• Place belonging in the area that you have been allocated 
• Turn off/silence your mobile phone and any other electronic devices 
• Attend the work placement induction where scheduled 

4. Work Placement Induction: 
• Days of work, start times, lunch times, finish times 
• Emergency procedures 
• Policy and procedure location 
• Key people in the workplace 
• Dress code 
• Student’s responsibilities 
• Support and Supervision 
• Work Health and Safety (WHS/OHS) policy and procedure  

5. During Work Placement 
• Follow workplace policies and procedures at all time 
• Contact the Work Placement Officer if you have any concerns 
• Ask supervisor for assistance when needed 
• Complete workplace assessment tasks 

 
Cancellations and absences 

• A minimum of $250 per day maybe charged for being absent from the placement day.  
• Student will not be directly communicating with the facility regarding the absentees and 

re-schedule the days.  
• Student must inform the Signet Institute of Australia administration in case there’s and 

emergency situations and he/she is unable to attend the placement.  
• Like the maximum daily fees, the cancellation periods and associated fees are presented as 

the maximum time frame and cost which a Signet Institute of Australia may charge the 
student for cancelled placement days. Reduced time periods and fees may be agreed 
between health service and education provider partners.  

• If the student doesn’t participate on the scheduled days, they will be deemed 
unsatisfactory in the units and, they will need to pay the placement fee to be re-scheduled 
for the placement 

 

*I have read and understood all the policies and instruction before attending my work placement  

 

Student Signature ______________________ 

 

Date _______________________________ 
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