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1. Policy Statement

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) is committed to ensuring that all work
placement and practical training undertaken as part of a course is lawful, educationally meaningful, safe,
properly supervised, accurately recorded and consistent with the requirements of the relevant training product,
industry expectations and student support obligations. The RTO will not treat placement as an informal or
unmanaged activity. Placement is a controlled component of the training and assessment system and mustbe
planned, monitored and quality assured in the same way as any other critical training activity.

The RTO recognises that work placement remains a high-risk area in the VET sector. The organisation will
therefore manage placement capacity, host suitability, supervision, workplace assessment, safety, wellbeing,
student vulnerability, record integrity, exploitation risks and CRICOS obligations through formal agreements,
pre-placement checks, orientation, escalation processes and documented oversight.

2. Purpose

e setthe organisation requirements for planning, approving, supporting and monitoring work placement and
practical training;

e ensure compliance with RTO standards, WHS obligations, Fair Work requirements and student support
obligations for domestic and international students;

o define responsibilities of the RTO, host employer, workplace supervisor, student, assessor and any third -
party provider;

e protect students from unsafe, exploitative, unsuitable or poorly supervised placement arrangements;

e ensure placement evidence and workplace-based assessment are authentic, sufficient, valid and properly
supervised;

e support placement quality, job-readiness and equitable access for students across local, national and
international delivery contexts.

3. Scope

This policy applies to all compulsory or elective placement, practicum, internship, vocational placement,
fieldwork, clinical placement, practical experience and other workplace-based training or assessment activities
that form part of a course, unit, subject or training product delivered by or on behalf of the RTO. It applies
whether the placementis arranged by the RTO, initiated by the student, facilitated by a host organisation, or
delivered through a third-party or offshore arrangement.

4. Legislative and Regulatory Context

ASQA identifies student work placement as a high-risk area in the VET sector. ASQA warns against over-
enrolment relative to available placements, shifting unreasonable placement responsibility onto students,
falsification of placementrecords, inadequate workplace assessment, poor support for students and
employers, and safety or wellbeing risks arising from poor-quality placements. ASQA also notes particular
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vulnerability for international students, students with disability, learners in rural and regional areas and learners
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with limited work experience.

Under the Fair Work Ombudsman guidance, placements are lawfully unpaid only if they meet the definition of a
vocational placement under the Fair Work Act 2009. This requires thatthere is a placement, there is no
entitlement to pay for the work performed, the placementis a requirement of an education or training course,
and the placement is one thatis approved by an authorised education or training institution. If these criteria are
not met, the arrangement may create employment law risk and must be escalated for review.

For international students, National Code Standard 6 requires providers to give overseas students information
onh or access to orientation, safety, support services, complaints and appeals information, emergency and
health services, and support at no additional cost. Providers must take reasonable steps to provide a safe
environment, provide assistance andincident reporting information, designate support contacts and maintain
critical incident processes. Safe Work Australia guidance also requires duty holders to eliminate or, if not
reasonably practicable, minimise work health and safety risks so far as is reasonably practicable and to
consult, cooperate and coordinate with other duty holders.

5. Definitions

e Work placement means a structured period of learning in a workplace setting that forms part of a course or
training product and is intended to support development or demonstration of industry-relevant skills.

e Practicaltraining means supervised training or assessment activity conducted in a real workplace or
approved practical environment linked to course requirements.

e Vocational placement means a student placement that meets the definition under the Fair Work Act 2009
and may therefore be lawfully unpaid.

e Host organisation means the business, employer, service, clinic, facility, school, community organisation or
other workplace that provides the placement opportunity.

o Workplace supervisor means the person desighated by the host organisation to oversee the student in the
workplace and liaise with the RTO.

e Placement coordinator means the person appointed by the RTO to arrange, monitor, review or escalate
placement matters.

[+

. Policy Principles

e Placement must be educationally purposeful, properly supervised and aligned with the requirements of the
relevant course or unit.

e The RTO must not enrol or continue enrolling students into placement-dependent courses at a scale it
cannot reasonably support with suitable placement opportunities or alternatives.

e Students must receive clear pre-enrolment and pre-placementinformation about placement requirements,

costs, uniforms, checks, vaccinations, travel and any responsibility to source a placement.
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e Placement arrangements must promote safety, dignity, non-discrimination, cultural respect and protection
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from exploitation, wage theft, harassment, violence and abuse.

e Assessmentin the workplace must be robust and must not be substituted by inadequate, fabricated or
unverifiable records.

e The RTOremains responsible for placement quality and compliance even where placement is delivered or
coordinated through third parties or offshore partners.

7. Placement Planning and Capacity Management

Before enrolling or commencing a cohort, the RTO must assess whether suitable placement capacity exists or
can reasonably be secured. Capacity planning should consider host availability, geographic spread, supervisor
capability, student numbers, placement-hour requirements, travel and accommodation issues, vulnerable
cohorts, online or remote delivery limitations, and whether the timing of placement aligns with student
readiness and course progression.

The RTO must not over-enrol students in courses with mandatory placement where it has not reasonably
planned for placement access or student support.

8. Pre-Enrolment Information and Student Disclosure

Prior to enrolment, the RTO must inform students of all known placement requirements relevant to the course,
including mandatory placement hours, host prerequisites, attendance expectations, uniforms, equipment,
travel, technology, vaccination or health screening requirements, police checks, working with children checks,
confidentiality obligations and any requirement for the student to assistin securing a host. Students should
also be informed of the risks of delayed progression if a suitable placement cannot be secured or if
prerequisites are not met.

Where a student has disability, support needs, caring responsibilities, visa constraints, cultural considerations
or other matters that may affect placement participation, the RTO should identify these early and consider
reasonable adjustment or support options.

9. Host Approval and Placement Agreement

Every placement host must be reviewed and approved by the RTO before the student commences, unless an
urgent exception process approved by the RTO applies. Approval should consider the host’s suitability for the
learning outcomes, supervision capacity, relevant licences or registrations, safety arrangements, child safety
obligations if applicable, insurance status, staffing model, incident-reporting processes, and willingness to
cooperate with the RTO’s monitoring and assessment requirements.

A written placement agreement or equivalent documented arrangement must be in place before
commencement. The agreement should specify the roles and responsibilities of the RTO, host and student;
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supervision arrangements; permitted tasks; hours and attendance; reporting obligations; incident escalation;
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insurance responsibilities; assessment support; privacy and confidentiality expectations; termination rights;
and access by the RTO for contact, monitoring, visits or audit.

10. Student Readiness and Pre-Placement Clearance

Students must not commence placement until the RTO has confirmed they are placement-ready for the
relevant setting. Placement readiness may include satisfactory course progression, completion of prerequisite
units, orientation, mandatory training, professional behaviour briefing, understanding of scope of practice,
child-safe orvulnerable-person training where relevant, and any external host requirements such as
immunisation evidence, national police check, NDIS worker screening, working with children check or first aid
certification. Any clearance requirement that is host-specific, jurisdiction-specific orindustry-specific must be
clearly recorded.

11. Supervision, Learning and Assessment in the Workplace

Placement must include appropriate workplace supervision proportionate to the risk, complexity and training
stage of the student. Students must know who their workplace supervisor is, how to obtain support, what tasks
they may and may not perform, and when to escalate concerns. Where workplace assessment is required, the
RTO must ensure the assessment method is valid and that direct observation, supervisor input and assessor
judgment are used appropriately and authentically.

The RTO must not rely on fabricated timesheets, unverified logbooks, inadequate digital recordings, or
unsupported supervisor attestations as substitutes for required workplace evidence. Where the training
product requires workplace assessment, the RTO must ensure the assessment occurs in the workplace as
required and is conducted or verified by appropriately qualified personnel.

12. Work Health and Safety, Safety Induction and Risk Management

The RTO and placement host must identify hazards, assess risks, and implement controls before and during
placement. Safety planning should address physical, biological, chemical, psychosocial, manual handling,
infection prevention, lone work, violence and aggression, travel, fatigue, online safety and any industry-specific
risks relevant to the setting. Where multiple duty holders are involved, the RTO must consult, cooperate and
coordinate with the host and any other relevant duty holder.

Students must receive a safety induction covering emergency procedures, incident reporting, hazards,
prohibited tasks, personal protective equipment, infection control and escalation contacts. Students have a
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duty to take reasonable care for their own health and safety and that of others and to follow lawful safety
instructions.

13. International Students, Welfare and Support

For overseas students, the RTO must ensure placement arrangements are supported by appropriate
orientation, access to support personnel, safety information, emergency and health service information,
complaints and appeals information, and critical incident pathways at no additional cost in line with support
obligations. Placement planning should recognise that overseas students may be at greater risk of exploitation,
transport or accommodation difficulties, and uncertainty about workplace rights.

Students must be given information about who to contact if they feel unsafe, unsupported or exploited,
including internal contacts and external bodies such as the Fair Work Ombudsman where relevant.

14. Equity, Reasonable Adjustment and Vulnerable Cohorts

The RTO will seek to provide equitable access to placement opportunities and supports for students with
disability, students from disadvantaged backgrounds, regional or remote students, students with limited work
experience, First Nations students and other under-represented groups. Where appropriate, reasonable
adjustments or alternative support arrangements may be considered, provided they do not compromise
placement integrity, essential requirements, safety or regulatory obligations.

No student is to be excluded from placement without proper assessment of reasonable options, support
needs, and any lawful limitations.

15. Attendance, Conduct, Confidentiality and Professional Standards

Students must attend placement punctually, perform only authorised tasks, follow lawful directions, maintain
confidentiality, respect clients and staff, wear required uniform or identification, protect records and devices,
and comply with infection control, privacy, professional boundaries, child safety and workplace conduct
expectations. Breach of placement conduct expectations may result in removal from placement, investigation,
academic consequence, disciplinary action or referral under other policies.

16. Payment, Fees and Exploitation Controls

The RTO must ensure that any unpaid placement is only treated as lawfully unpaid where it satisfies the Fair
Work Act definition of a vocational placement. The RTO must not represent general productive unpaid work as a
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course placement unless the legal criteria are met. Where a host proposes to pay a student or requires the
student to sign an employment contract, the matter must be reviewed because the arrangement may become
an employment relationship with legal entitlements.

The RTO must not engage in, condone or ignore placement practices involving wage theft, coercion, payment-
for-placement schemes, reimbursement of legitimately earned wages to hosts, or placement charges that are
misleading, undisclosed or improper.

17. Incidents, Concerns, Complaints and Early Termination

Any injury, hazard, bullying, harassment, discrimination, abuse, client safety issue, confidentiality breach,
exploitation concern, conduct breach, attendance problem, host non-compliance or critical incident must be
reported immediately through the RTO’s incident and escalation processes. The RTO must assess whether the
student should be withdrawn, paused, relocated, supported through remedial action, or referred to external
support or authorities. The RTO may suspend or terminate a placement arrangement where safety, integrity,
supervision, legality or student welfare concerns arise.

18. Records, Monitoring and Continuous Improvement

The RTO must maintain complete records of host approval, agreements, student readiness checks, hours,
logbooks, supervision, assessor contact, workplace assessments, incidents, complaints, adjustments,
completion status and certification impacts. Records must be secure, authentic, timely and retrievable for
audit or investigation.

Placement quality must be monitored using some or all student feedback, host feedback, assessor review,
completion data, incident trends, audit findings and industry input. Findings must inform continuous
improvement, host reapproval decisions and cohort planning.

19. Third-Party and Transnational Placement Controls

Where placement is arranged or monitored through a third-party provider, agent, offshore campus or
transnational partner, the RTO remains accountable for the placement meeting training, assessment,
supervision, safety and support requirements. Third-party arrangements must specify roles, data sharing,
record access, insurance, host approval standards, audit rights, incident reporting, child safety, culturalissues,
privacy and termination rights.

20. Roles and Responsibilities

e Board/ CEO / Executive: oversee strategic risk, resource allocation and high-risk placement escalation.
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training product requirements.

Placement Coordinator: manage host approvals, student matching, agreements, orientation, monitoring
and escalation.

Compliance Manager: monitor legislative compliance, record integrity, Fair Work risk, WHS requirements
and audit readiness.

Trainers and Assessors: confirm placement readiness, maintain contact, gather valid evidence and
escalate concerns promptly.

Student Support Staff / International Student Contact Officer: provide support, referrals and wellbeing
escalation pathways.

Host Organisation / Workplace Supervisor: provide agreed supervision, safe workplace access, feedback,
incident reporting and cooperation with the RTO.

Students: comply with placement requirements, safety instructions, professional standards and reporting
obligations.

21. Non-Compliance and Escalation

Failure to secure suitable placements, over-enrolment without placement capacity, inadequate supervision,

failure to conduct required workplace assessments, falsification of placement records, unsafe host approval,

misuse of unpaid placements, exploitation concerns, or failure to support vulnerable students may constitute a

serious breach of compliance and student-protection obligations. The RTO may suspend placements, freeze

enrolments, remove host approval, quarantine assessment outcomes, notify regulators or authorities where
required and take disciplinary or contractual action where lawful.

22. Procedure

22.1 Placement Identification and Approval

1.

2.

3.

Identify potential host sites and assess their suitability against course, supervision, safety and legal
requirements.

Confirm host approval, execute the placement agreement and record all required host details before
student commencement.

Verify any insurance, licensing, screening, child safety or jurisdiction-specific requirements.

22.2 Student Preparation and Commencement

4.

5.

6.

Confirm student readiness, prerequisites, orientation completion and any mandatory host clearances
before placement starts.

Provide the student with placement instructions, conduct expectations, emergency contacts, support
contacts and assessment requirements.

Notify the host and workplace supervisor of supervision, evidence and escalation arrangements.

22.3 Monitoring and Assessment

7.

Maintain scheduled contact with the student and host and verify attendance, supervision and progress
during the placement period.




Level 5, 525
Flinders Street
Melbourne, VIC 3000

l I l \ l l l l \( \ l) l E: admin@antrick.edu.au

\; W: www.antrick.edu.au

RTO: 41572

8. Undertake required workplace observations and assessment activities and verify all evidence gathered.
9. Escalate any safety, supervision, conduct, exploitation or completion concern immediately and document
the action taken.

22.4 Completion, Review and Close-Out

10. Collect and verify final attendance records, logbooks, supervisor reports and assessment evidence.

11. Record the placement outcome, incidents, adjustments, student and host feedback and any quality
improvement actions.

12. Close the placement file only when completion or withdrawal actions, assessment decisions,
recordkeeping and any follow-up actions are complete.

Supporting Forms and Registers

Form / Register

Placement Approval Registry

Approval and Endorsement

Name Position Signature Date
Dimity Leech CEO 01/3/2026
Tony Yeung COO/Compliance ; 01/03/2026

Printed copies are uncontrolled unless verified against the current controlled version. This document is company confidential and may only be used,
disclosed or reproduced with authorisation except where required by law. Before formalissue, the RTO should complete all highlighted placeholders and
ensure alignment with placement agreements, student handbooks, host onboarding documents, safety procedures, criticalincident contacts, incident
forms, insurer requirements, third-party contracts and international student support arrangements.

Source basis used in drafting: ASQA risk guidance on student work placement; Fair Work Ombudsman guidance on vocational placements and lawfully
unpaid student placements; National Code Standard 6 guidance on overseas student support services; and Safe Work Australia guidance on managing
health and safety and coordinating WHS duties.



