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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)?

What is needed to arrange a placement?

Why connect with BGKLLEN?

What extra support can BGKLLEN provide?

What is the SWL portal?

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 as part of the Vocational Major. The
SWL program enables students to apply their class learning
out in the real world, working with local businesses.

SWL involves placement for 1 day a week or a 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 a Plumbing, Electrical or
Carpentry.

A student can use their personal connections, school alumni
or BGKLLEN to make first contact with local businesses.
Students are then encouraged to make a time for an
interview with the potential employer.

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

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



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

Type of placement (1 day a week or 1- week block)
Length of the placement including the start and end dates
Arrange an interview time

Encourage students to research the industry and business
Ensure students are aware of the employer’s expectations
Ensure students have the relevant work requirements E.g.
Construction Card/ volunteer WWCC

Specify placement location, hours, transport and work wear
Students are required to have the SWL agreement form
signed by the employer

Making First Contact
When making first contact with the business, students need
to inform the employer of the following:

Before the interview

During the interview

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

The SWL forms must be signed by the school and parents and
returned to the employer prior to officially starting the
placement. 

S W L  F O R M T R A V E L  F O R M

Students need to be well prepared for calling potential
businesses and feel confident being interviewed.

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/SWLtravaccfrmamended.pdf
https://www.education.vic.gov.au/Documents/school/teachers/teachingresources/careers/work/SWLtravaccfrmamended.pdf


P O S T  P L A C E M E N T  O P T I O N S

Students can spend a maximum of 20 days with 1 employer,
however if they wish to stay longer new SWL forms and an
exemption form must be signed. If the employer has the
capacity, there may be the opportunity for a student to move
into a School Based or Headstart apprenticeship/ traineeship
or full time apprenticeship/ traineeship/ employment. For
more information click image below.

H O W  C A N  B G K L L E N  H E L P ?

BGKLLEN is 1 of 31 Local Learning and Employment Networks
around Victoria. They are a not-for-profit organisation
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.
Schools and students can access these opportunities by
connecting with BGKLLEN.

W H Y  C O N N E C T  W I T H  B G K L L E N ?

Take the stress out of finding opportunities for your
students
Arrange the placement
Support the business through the placement process
Help students gain future employment

BGKLLEN connects students with local businesses giving
them real industry experience, developing their skills and
increasing their chances of future employment.
By working with us, we:

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


W H A T  I S  T H E  S W L  P O R T A L ?

Step 1.
Contact BGKLLEN to receive portal training which will enable
access and use of the portal.

Step 2.
Students can share opportunities they are interested in with
their teachers.

Step 3.
BGKLLEN will liaise with the school to organise placement.

Step 4.
Once a business has confirmed availability the school 
and student can organise an interview.

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

Head to the SWL portal to start searching for available
placement opportunities locally and around Victoria. BGKLLEN
uploads local opportunities on the portal for teachers and
students to read about and to express their interest.

https://workplacements.education.vic.gov.au/


W H A T  I S  S W L  R E C O G N I T I O N ?

SWL recognition is available for students who undertake SWL
in an industry aligned to the VCE VET program they are
enrolled in. SWL recognition is also available for students
undertaking a school-based apprenticeship or traineeship
(SBAT). In order to receive credit students need to maintain
and complete their Workplace Learning Record (WLR).

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 ?

For more information please contact us:
 

carolyn.langdon@bgkllen.org.au
 

Headstart and school based apprenticeships/traineeships
allow students ot combine part-time study of a nationally
recognised VET certificate and paid work, whilst completing
secondary school. For more information, follow the links
below.

SCHOOL BASED HEADSTART

https://www.bgkllen.org.au/wp-content/uploads/2019/07/School-Based-Apprenticeships-SCHOOL.pdf
https://www.education.vic.gov.au/Documents/school/principals/curriculum/sbatguide.pdf
https://www.bgkllen.org.au/wp-content/uploads/2023/05/School-Based-Apprenticeships-SCHOOL.pdf
https://www.bgkllen.org.au/wp-content/uploads/2019/07/Headstart-Apprenticeships-ALL.pdf
https://headstart.prsc.vic.edu.au/

