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C O N T A C T  B G K L L E N

S T R U C T U R E D  W O R K P L A C E  L E A R N I N G  

What is Structured Workplace Learning (SWL)?

Why be a part of the SWL program?

What is BGKLLEN's role?

How does BGKLLEN link students to your business?

What is a School Based/ Headstart/ Apprenticeship/ Traineeship?



W H A T  I S  S T R U C T U R E D  W O R K P L A C E  L E A R N I N G ?

Structured Workplace Learning (SWL) is a component of a
nationally recognised vocational education and training (VET)
course. It is undertaken within the Vocational Major
(https://www.vic.gov.au/many-talents-one-vce). The SWL program
enables students to apply their class learning out in the real world,
working with local businesses.

SWL involves a 1 day a week or block placement (both for a
minimum of 5 days) where students are placed with a local
business that is aligned to their VET certificate.   E.g. A student
studying Certificate 2 Building and Construction could be placed
with one of many building and construction businesses such as
plumbing, electrical or carpentry. Placements can be flexible and
tailored to your needs.

Mould a potential employee that fits your business
Support a young person’s career choice and aspirations
Opening doors and opportunities for a young person
Additional help from a young person who is eager to learn
Gaining a young person’s perspective on your business and             
business processes
Showcases your business as community minded

SWL offers businesses a chance to develop students’ skills specific
to their business whilst giving a young person a chance to get a
taste of the industry they are interested in before leaving school.
The benefits of the SWL program to businesses are:

W H A T  I S  I N V O L V E D  I N  S W L ?

W H Y  B E  A  P A R T  O F  T H E  S W L  P R O G R A M ?

https://www.vic.gov.au/many-talents-one-vce


W H A T  A R E  T H E  R E S P O N S I B I L I T I E S  F O R  A N  S W L  E M P L O Y E R ?

Students are required to be paid a minimum of $5.00 per day
This payment is not a reflection of a students work performance,
but rather a reimbursement of expenses associated with the
placement. e.g. travel
This payment is necessary to deem students as "workers" and to
allow them to be covered under the school’s insurance.
Students completing placement in a not-for-profit organisation
are expected to donate the whole or part of their payment back to
the organisation.
No payment is to be made to a student who is undertaking
placement in a Commonwealth Department Body.
Payment does not include payment in kind, E.g. gift card/voucher

Payment and Insurance

Communicate with BGKLLEN to develop a placement opportunity
that outlines your expectations
Be open to giving a student a go
Ensure the SWL forms have been signed prior to a student
commencing placement
Allow students the opportunity to shadow, ask questions and
participate in skill appropriate tasks
Contact BGKLLEN for extra support if needed throughout the
placement

Communication

Child Safety Standards
Businesses are not required to have a Working With Children’s Check
If a business decides to continue a student placement beyond 20
days, new SWL forms are to be signed along with the SWL exemption
form.

A R R A N G E M E N T  F O R M E X E M P T I O N  F O R M

https://www.education.vic.gov.au/Documents/school/teachers/teachingresources/careers/work/SWLarrangefrmamended.pdf
https://www.education.vic.gov.au/Documents/school/teachers/teachingresources/careers/work/SWLarrangefrmamended.pdf
https://www.education.vic.gov.au/Documents/school/teachers/teachingresources/careers/work/SWLarrangefrmamended.pdf
https://www.education.vic.gov.au/school/teachers/teachingresources/careers/work/Pages/structuredlearning.aspx
https://www.education.vic.gov.au/school/teachers/teachingresources/careers/work/Pages/structuredlearning.aspx
https://www.education.vic.gov.au/school/teachers/teachingresources/careers/work/Pages/structuredlearning.aspx


W H A T  I S  B G K L L E N ' S  R O L E ?

BGKLLEN is 1 of 31 Local Learning and Employment Networks around
Victoria. LLEN's are not-for-profit organisations funded by the
Department of Education to broker partnerships between schools
and local businesses. We coordinate the SWL program by developing
relationships with local businesses to create work placement
opportunities. This gives students real industry experience, helps
develops their skills and increases their chances of future
employment. 

Schools and students can access these opportunities by connecting
with BGKLLEN.

B G K L L E N  S U P P O R T S  B U S I N E S S E S  B Y :

A R R A N G E M E N T  F O R M
A R R A N G E M E N T  F O R M

Taking the stress out of managing a placement program
Finding a student who is the right fit for your business
Supporting the business through the placement process
Managing and monitoring placements
Informing the business of post placement options, for example: 

School based apprenticeship/traineeships
Headstart apprenticeship/traineeship
Part-time employment
Full-time employment
Full-time apprenticeship/traineeship

"Very good initiative from BGKLLEN. Easy commitment and admin process and follow up.

This has been the most rewarding work experience activity we have ever participated in". 

- Peter Walker, Sophisticat



H O W  D O E S  B G K L L E N  L I N K  S T U D E N T S  T O  Y O U R  B U S I N E S S ?

Step 1.
With your input, BGKLLEN writes up an opportunity description that
is uploaded to the SWL portal. To enable your opportunity to go up
onto the portal, a Host Agreement Form is to be signed.

Step 2.
Students express their interest in a placement opportunity via the
portal, allowing BGKLLEN to begin the screening process.

Step 3.
BGKLLEN contacts the business with student information, checking
business capacity and availability to host a student.

Step 4.
Once the business has confirmed their availability, BGKLLEN
notifies a student to make contact with the employer to arrange a
time for an interview.

Step 5.
BGKLLEN supports business and tracks placement progress.

 H O S T  A G R E E M E N T

Placement opportunities are accessible to students and schools on
the state-wide Structured Workplace Learning portal. Just like SEEK,
this portal allows students to see local opportunities, view employer
expectations and requirements involved in a placement.

https://www.education.vic.gov.au/Documents/school/teachers/teachingresources/careers/work/SWLarrangefrmamended.pdf
https://www.bgkllen.org.au/wp-content/uploads/2019/07/Host-Agreement-Form.pdf
https://workplacements.education.vic.gov.au/


W H A T  A R E  S C H O O L  B A S E D  &  H E A D S T A R T  A P P R E N T I C E S H I P S ?

SCHOOL BASED HEADSTART

For further information click on the FAQ's below. 





Headstart and school based apprenticeships/traineeships allow
students to combine part-time study of a nationally recognised VET
certificate and paid work, whilst completing secondary school. For more
information, click on the links below (School Based and Head Start)



For more information please contact us:

carolyn.langdon@bgkllen.org.au

https://www.bgkllen.org.au/wp-content/uploads/2019/07/School-Based-Apprenticeships-employer.pdf
https://www.bgkllen.org.au/wp-content/uploads/2023/05/School-Based-Apprenticeships-for-Employer.pdf
https://www.bgkllen.org.au/wp-content/uploads/2019/07/Headstart-Apprenticeships-ALL.pdf
https://headstart.prsc.vic.edu.au/
https://www.bgkllen.org.au/wp-content/uploads/2023/05/SWL-Program-FAQs.pdf

