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1 POLICY 

a) Teaching Staff owe a duty to take reasonable care for the safety and welfare of 
students whilst students are involved in Vocational Education and Training 
(VET) for School Students (VSS) programs.  TAFEWA college lecturers also 
have a duty of care for these students.  The duty is to take such measures as 
are reasonable in all the circumstances to protect students from risks of harm 
that reasonably ought to be foreseen.  This requires not only protection from 
known hazards, but also protection from harm that could foreseeably arise and 
against which preventative measures can be taken. 

b) In discharging their duty of care responsibilities, staff must exercise their 
professional judgement to achieve a balance between ensuring that students 
do not face an unreasonable risk of harm and encouraging students’ 
independence and maximising learning opportunities. 

c) When support staff, volunteers and external providers agree to perform tasks 
that require them to personally care for students in the absence the TAFE 
lecturer, they will also owe a duty to take such measures as are reasonable in 
all the circumstances to protect students from risks of harm that reasonably 
ought to be foreseen. 

d) A Vocational Education and Training (VET) for School Students (VSS) program 
which is conducted in part at a TAFEWA college is classified as an off-school-
site student-learning activity.  The program is organised jointly by a member of 
teaching staff and a member of the TAFEWA college staff. 

e) The minimum level of approval for all programs is that of the Principal.  The 
approval of the Managing Director of the TAFEWA college is also required for 
a student to attend a college. 

f) Parents, guardians and independent minors must be given sufficient detail 
about the program and the nature of the TAFEWA college learning 
environment to make informed choices and parental consent for participation of 
their children must be obtained before commencing a program, except in the 
case of independent minors.  

g) Principals and Managing Directors of the TAFEWA colleges1 are responsible 
for ensuring that the management plan for a program addresses the risk 
factors that may exist for both students and staff. 

2 BACKGROUND 

2.1 RATIONALE 

The experiences of students outside the school grounds contribute to the 
development of their understandings, skills and attitudes.  The provision of 
opportunities for school students to learn in a TAFEWA college environment builds 
on and reinforces the school curriculum. 

                                                           
1 Principals or Managing Directors may assign some tasks to staff. 
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The Department of Education encourages schools to conduct well planned off–
school-site activities that are integrated with learning programs.  VSS programs fill 
these requirements well.  Particular attention must be given to ensuring the safety 
and welfare of all VSS participants. The TAFEWA college and the school need to 
consider how to achieve a balance between the meticulous supervision of students 
and the desirable objective of encouraging their independence and advancing their 
education. 

This policy addresses how schools and their teaching staff and TAFEWA colleges 
and their staff (for instance lecturers, academic managers, administrative staff and 
support staff) discharge their duty of care to students.  

‘Duty of care’ is a legal concept that has its origins in the common law. The common 
law is a collection of legal principles established over time by the courts.  The duty of 
care principle not only underpins, but to a large extent drives, most school and 
TAFEWA policies and practices. 

TAFEWA colleges owe a duty of care to school age students participating in VSS 
programs, that is, a duty to take reasonable care for their health and safety.  The 
duty arises out of the teacher/student relationship and exists whether students are 
on college premises or engaged in fieldwork. 

The State of Western Australia, as the school education authority, also owes a non-
delegable duty of care to VSS students regardless of the person performing that 
duty.  The standard of care owed to school age students at TAFEWA colleges and 
whether or not that duty of care has been breached will be a question of fact 
depending on all of the circumstances. The age of the student, type of activities and 
particular circumstances of the individual student will all be relevant. 

3 PROCEDURES 

3.1 ESTABLISHING A VSS PROGRAM 

The Principal of a school must: 

 take responsibility for coordinating arrangements for a VSS program; or  
 appoint a teacher or support staff as the VSS Coordinator to undertake the 

school’s responsibilities during the program;  
 provide an information session to the VSS Coordinator to clarify and explain 

the program; and 
 approve the Management Plan, including annual or ‘blanket’ agreement to 

excursions offered as part of a VSS program. 

The Managing Director of a college must: 

 take responsibility for supervising arrangements for a VSS program; or  
 appoint a VSS Supervisor (eg Academic Manager) responsible for undertaking 

the college’s responsibilities during a program and provide them with the 
authority to influence or direct the actions of students or other employees 
involved in a program;  

 ensure any necessary training is delivered to employees to clarify and explain 
the program; and 

 approve the Management Plan. 
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Guidelines 
The Principal’s approval (or Principals’ where more than one school is involved) may be 
needed on an annual basis if there are changes to the VSS program. 
In ensuring a safe learning environment the Principal and Managing Director should cover as 
many of the following as are applicable to the circumstances: 

 outline the key elements of a safe learning environment; 
 outline how the VSS program fits into the school program; 
 explain procedures to be followed in the case of student absence from the program or 

suspension from school;  
 explain rights and responsibilities; 
 explain the process for removing a student from the program; 
 inform of any student disabilities or health related issues; 
 explain the procedures to be followed in case of an emergency; and 
 explain the student’s work safety preparation prior to attending the program. 

For VSS Coordinators (schools) and Supervisors (colleges) who have not been involved 
previously in programs it may be necessary to provide follow-up sessions. 

The VSS Coordinator  must: 

 prepare a Management Plan for the proposed program which will provide an 
account of: 

 foreseeable risk 
 environment; 
 capabilities of the VSS supervisor/supervisory team;  
 students’ capacity in relation to activities; 
 student injury and illness; 
 harassment and sexual harassment; 
 student management strategies; 
 communication strategies including during emergencies; 
 transport arrangements between school and college; 
 involvement of external providers; 
 excursions; and 
 insurance issues. 

 means of selecting staff and student participants; 
 information to be provided to parents/guardians for consent. 

 Complete the Checklist for a Management Plan (sample at APPENDIX A) and 
submit it to the Principal for endorsement. 

The VSS Supervisor must: 

 provide information to assist in the preparation of the Management Plan; and 
 agree to follow the Plan. 

3.2 SELECTING STAFF 

The VSS Supervisor must ensure: 

 there is an appropriate college staff member in charge of each program; 
 lecturers and other staff involved have appropriate experience, knowledge and 

skills to identify and manage potential risks at any stage during a program; and  
 that all TAFEWA employees who have contact as part of their usual duties with 

VSS students, volunteers, visitors and external providers in child-related work 
have applied for or hold a valid Working with Children Check in accordance 
with the Department’s Working with Children Checks policy available from the 
Our Policies website at http://policies.det.wa.edu.au. 
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Where a member of the support staff, an external provider or a volunteer agree to 
perform tasks that require them to personally care for students in the absence of a 
member of the academic staff, the suitability of that adult for the task must be taken 
into account: 

 numbers of students involved; 
 age, experience and capabilities of the students; 
 activities to be undertaken; 
 characteristics of the venue; and 
 health status, skills, and experience of the adult. 

Collectively, the supervisory team must have the skills to: 

 identify and establish a safe environment; 
 effect a rescue and render emergency care; and 
 monitor and assess the physical well being of the students. 

Volunteers who are exempt from having a working with children check should be 
requested to complete a confidential declaration (see Appendix B) indicating whether 
or not they have any convictions or whether there are any circumstances or reasons 
that might preclude them from working with or near children.  

Guidelines  
Support staff, volunteers and external providers have a right to refuse a request to personally 
care for students and to have their decision respected by members of the academic staff.  
However, a member of the support staff may have limited scope to refuse a request from a 
lecturer to personally care for students if, by reason of the Job Description Form, the request 
relates to a task that he or she is required to perform as part of his or her normal duties. 

3.3 SELECTING STUDENTS 
 
The VSS Supervisor and VSS Coordinator must work together to ensure: 

 the program prerequisites and activities do not exceed the skill level of 
students or their cultural requirements; 

 the student health care maintenance and/or intensive health care needs are up 
to date and known to relevant staff; 

 a reassessment of students’ capacity is undertaken if any circumstances 
surrounding program activities change, including any change in the condition of 
the environment, or in the medical fitness (e.g. conditions such as asthma or 
epilepsy) or capacity of the students to undertake the activity; and 

 alternative activities or extra support are available for those students who do 
not have the prerequisite skills or level of health for any of the activities 
involved. 

The VSS Coordinator must:  

 liaise with the VSS Supervisor to gain an understanding of the requirements of 
the course and what will be expected of students; 

 identify students interested in participating in the course; 
 assess each student to ensure their suitability for the course; 
 liaise with the parents of the student regarding their participation in the course 

(see 5.4 Parent Information and Consent); 
 inform the VSS Supervisor of suitable students who wish to participate in the 

course; 
 ensure that students complete an Enrolment Form for the program; and 
 ensure an induction program takes place either before or during the program 

(see 5.5 Brief Students and Staff). 
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Guidelines 
The VSS Coordinator (Schools) should consider information gained from the interview 
process, school performance and attitude to assess the readiness of the students and retain 
a record of the following: 

 the student’s age, experience, maturity, capabilities and suitability in the context; 
 the student’s prior experience and knowledge of the subject area; 
 information about any special needs of the student; 
 any disabilities, special needs or health requirements; 
 preferences or particular interests expressed by the student; 
 the advice of the VSS Supervisor; and 
 access to transport. 

On the first day of the program the VSS Supervisor must ensure students: 

 complete the enrolment process and receive orientation information pertinent 
to their courses; and 

 are provided with information about the college’s policies including the College 
Code of Conduct and information specific to school students (that ensures 
compliance with the Australian Quality Training Framework [AQTF] 
requirements). 

3.4 PARENT INFORMATION AND CONSENT 

The VSS Supervisor must: 

 ensure students do not engage in additional or alternative activities for which 
parental approval has not been gained. 

The VSS Coordinator must: 

 provide information to enable parents/guardians to make informed decisions 
(see sample at APPENDIX C) well in advance of commencement dates and 
include information on the nature of the learning environment, costs, insurance 
and any limitations to direct supervision; and 

 obtain parent/guardian written permission for students’ participation in a VSS 
Program and student health information to be shared with the college. 

 

Guidelines 
Parent Information and Parent Consent forms are provided to parents and copies of signed 
consent returned to the VSS Coordinator (schools) (samples at APPENDICES C and D).  
Prior to the acceptance of a student into a program, the details for parents/guardians include:  

 the program and its relationship to the student’s school program; 
 participation costs (if any); 
 process for identifying students who are ready for work placements; 
 benefits for the student;  
 how contact will be made if a class is cancelled; and  
 post school options.  

Written parental consent is sought to ensure that parents make an informed decision about 
their child’s participation. This consent does not, however, indemnify the Principal, the 
Managing Director, or staff of their duty of care responsibilities. 
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Where it is not possible to obtain parent consent because of the age or living arrangements 
of a student, consent can be sought from any other person considered appropriate by the 
Principal.  In the case of independent minors (students under 18 living independently) the 
Principal may make a decision as to the appropriateness of an independent minor signing 
their own consent forms under Regulation 147 of the School Education Act 1999. 
The VSS Coordinator (schools) should ensure that parents and guardians of students with 
culturally and linguistically diverse backgrounds are provided with all necessary information 
regarding the program. The use of interpreter and translator services should be considered. 
 

3.5 BRIEF STUDENTS AND STAFF  

The VSS Supervisor must ensure:  

 all relevant information about respective responsibilities and obligations is 
communicated in writing to students and relevant staff.  Topics that must be 
included in an induction are: 

 roles of staff;  
 emergency procedures, including accidents and class cancellations; 
 methods of communication, including notification of absences; 
 methods of travel; 
 rights and responsibilities, including standards of acceptable behaviour; 
 protective behaviours including how to deal with sexual harassment, 

harassment and bullying; 
 health care agreements (to be discussed only with the students 

concerned) and 
 occupational safety and health, including emergency procedures and the 

appropriate use of any equipment. 

 special information sessions are arranged for students absent from preparatory 
briefings. 
 

Guidelines 
An appropriate induction program may also include: 

 interpersonal skills; 
 personal grooming and hygiene;  
 required or random drug testing; 
 video surveillance; 
 observance of mobile phone requirements; and 
 observance of internet use protocols. 

3.6 STUDENT INJURY AND ILLNESS 

The VSS Coordinator must: 

 inform the VSS Supervisor of a student’s health care or medical condition in 
writing at the time of enrolment or as the need for care becomes known; and 

 provide the Supervisor with a copy of the student’s current Health Care 
Authorisation on an annual basis or more regularly where new advice from the 
parent requires a new agreement (see sample at APPENDIX E);  

 retain a copy of the Authorisation signed by all college staff who have agreed 
to assist; and provide a copy to the parent; 

 in cases of serious injury or illness, immediately seek to contact the student’s 
parent;  
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 in cases of serious injury or illness provide parents and employers of 
apprentices and trainees with a copy of the accident/incident report as soon as 
possible after the event; 

 notify parents/guardians that if they have any concerns regarding their child’s 
health needs they should discuss this with the TAFE College.     

 provide relevant information to all staff who have responsibility for the student; 
and 

 cooperate in the College’s emergency response plans, if required 

The VSS Supervisor must: 

 communicate to the VSS Coordinator whether there is agreement to assist with 
the student’s Health Care Authorisation; 

 provide relevant, confidential information to all staff who have or may have 
responsibility for the student, including those responsible for excursions or 
offsite activities;  

 ensure that staff willing to administer health care or assistance sign the 
student’s Health Care Authorisation which is updated annually or more 
regularly on new advice from the parent; 

 work with other staff to take reasonable actions in response to a student’s 
medical needs; and 

 provide immediate assistance, such as calling an ambulance or seeking 
medical attention from a medical practitioner in a medical emergency. 

TAFEWA employees must: 

 administer health care or assistance only if they are willing, trained and have 
agreed to do so in accordance with the terms of the student’s Health Care 
Authorisation; 

 provide immediate assistance, such as calling an ambulance or seeking 
medical attention from a medical practitioner in a medical emergency; and 

 when responding to an emergency, check that proposed administration of 
medication or a health care or medical procedure is in accordance with the 
directions in the Health Care Authorisation, and, where practicable, cross-
check with a second adult before acting; and 

 implement the College’s emergency response plans. 
 

Guidelines  
Staff without appropriate training do not have the requisite medical expertise to diagnose the 
extent of a student's injury in a medical emergency and may call an ambulance or seek 
medical attention prior to the school contacting parents.   
If trained staff cannot be accessed to administer a medical procedure then another member 
of staff may provide assistance within their level of experience which could prevent or reduce 
further harm being done to a student.   
First aid assistance if ‘routine’ (ie would be performed by an untrained parent) may be 
performed by willing staff who do not have professional first aid or health care training. 

The VSS Coordinator and VSS Supervisor must advise students that if they find 
themselves in a situation where they experience bullying, harassment or sexual 
harassment during a program, they must immediately inform: 

 the parent/guardian; and  
 the Principal, or Managing Director or nominee. 

TAFEWA employees who become aware of any bullying, harassment or sexual 
harassment of VSS students must inform the VSS Supervisor who will liaise with 
the VSS Coordinator on appropriate action. 
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Upon notification of sexual harassment during the Program, the VSS Coordinator 
will inform the Principal who will follow departmental policy and procedures (see 
Child Protection Policy). 

Guidelines 
Upon notification of an incident, which may include bullying and harassment during 
placement with an outside agency, a suggested process for school Principals may include: 
investigate to validate the incident; 

 withdraw the student from the placement; 
 inform the student’s parent that the incident has occurred; 
 alert relevant parties of concerns regarding this workplace as an inappropriate 

placement for students; 
 inform the student and their parent of the existence of the Equal Opportunity 

Commission which has power to investigate a complaint;  
 document incident and actions taken in line with established school processes. 

3.7 HARASSMENT OR SEXUAL HARASSMENT 

The VSS Coordinator and VSS Supervisor must advise students that if they find 
themselves in a situation where they experience bullying, harassment or sexual 
harassment during a program, they must immediately inform: 

 the parent/guardian; and  
 the Principal, or Managing Director or nominee. 

TAFEWA employees who become aware of any bullying, harassment or sexual 
harassment of VSS students must inform the VSS Supervisor who will liaise with 
the VSS Coordinator on appropriate action. 

Upon notification of sexual harassment during the Program, the VSS Coordinator 
will inform the Principal who will follow departmental policy and procedures (see 
Child Protection policy). 

Guidelines 
Upon notification of an incident, which may include bullying and harassment during 
placement with an outside agency, a suggested process for school Principals may include: 
investigate to validate the incident; 

 withdraw the student from the placement; 
 inform the student’s parent that the incident has occurred; 
 alert relevant parties of concerns regarding this workplace as an inappropriate 

placement for students; 
 inform the student and their parent of the existence of the Equal Opportunity 

Commission which has power to investigate a complaint;  
 document incident and actions taken in line with established school processes. 

3.8 STUDENT MANAGEMENT STRATEGIES 

The VSS Supervisor must: 

 ensure that the safety and well being of students is maintained during periods 
of instruction; 

 determine the number of staff involved in the program and strategies to be 
used; 

 ensure that requirements of staff are considered in accordance with: 
 students’ ages, experience and ability; 
 students’ medical conditions or disabilities; 
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 staff competence and experience; 
 type of activity to be undertaken; 
 nature of the environment; 
 location of the activity; and  
 any circumstances where students are not in clear view of staff (study 

breaks excepted). 

 provide advice and guidance to students regarding expectations of attendance 
and appropriate behaviour;  

 take action according to the Management Plan if informed by the lecturer that 
the behaviour or attendance of a student is inappropriate; 

 contact the VSS Coordinator and seek intervention for serious or repeated 
incidents and clarify the conditions for continued participation in the course; 

 prepare written warnings of cancellation after consultation with the VSS 
Coordinator or nominee; and 

 fax a copy of any warnings to the Coordinator who will keep a copy and send 
one to the parent. 

The VSS Coordinator must: 

 provide advice to VSS Supervisors; 
 ensure parents are aware of unsupervised aspects when their informed 

consent is being sought for participation in the program; 
 record unexplained absences and seek parent responses; and  
 take action according to the Management Plan as outlined above in cases of 

repeated antisocial behaviour. 

Guidelines 
The Management Plan may need to address behaviour management during functions and 
other college events when VSS students take part.  

Each lecturer must: 

 supervise students in their care during scheduled class; 
 record attendance for each session on a daily basis; 
 inform the VSS Supervisor immediately if they are aware that a student is ill, 

leaves the college or engages in antisocial or dangerous behaviour; and 
 inform the VSS Supervisor of absences on a regular basis. 

3.9 COMMUNICATION STRATEGIES 

The VSS Coordinator and VSS Supervisor must work in cooperation to ensure that 
the Management Plan includes a communication strategy that: 

 enables regular communication amongst all staff involved; 
 provides for direct communication between college and parents where 

appropriate; 
 provides for communication in emergencies, including agreed communication 

strategies for student medical emergencies; and  
 provides for alternative arrangements where there is a failure of the primary 

communication method. 
 

In cases of emergency the VSS Supervisor must ensure: 

 direct contact is made with the Deputy Principal or Principal, or if not possible; 
 a message is left for them and direct contact is made with the relevant District 

Director or nominee. 
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The VSS Coordinator must ensure that: 

 any students returned to school are supervised; and  
 a report of the incident is made to the Principal. 

 

Guidelines 
During attendance in the program the VSS Supervisor (colleges) will need ready access to 
information such as: 

 the student’s parent and school contact telephone numbers; and 
 the relevant Student Health Form and Health Care Authorisations. 

Other emergency response planning may include: 
 medical assistance being sought immediately by the VSS Supervisor; 
 the VSS Supervisor notifying the VSS Coordinator (Schools) or nominee of any 

emergency;  
 the VSS Coordinator (schools) or nominee contacting the parents at the earliest 

opportunity; 
 with the assistance of the VSS Supervisor, the VSS Coordinator (schools) or 

nominees, the student completing the appropriate sections of the accident insurance 
claim form and having it signed by the parent as soon as possible; 

 the student or parent obtaining a medical certificate or statement from the doctor 
attending to the student; and 

 standard accident procedures being followed in reporting accidents including reporting 
to the Department of Education’s Asset Planning Branch. 

3.10 STUDENT MOVEMENT ARRANGEMENTS 

The academic manager/nominee must ensure: 

The VSS Supervisor must ensure: 
 Attendance rolls are maintained; 
 Parents will be notified through the information consent letter, that they will be 

responsible for their child’s travel arrangements to and from TAFE and 
between campuses as well as excursions and work placements. 

 The use of private and commercial vehicles complies with college policy;  
 If a class which is scheduled to finish after 5.30 pm, finishes prior to the 

scheduled time, the students will remain under the supervision of the lecturer 
until the scheduled class finish time.  In the event that the student indicates 
that they have their own transportation or have arranged transportation with 
friends in the class, they will be released from class at the early time. Students 
must comply with the Road Traffic Act 1974 and the Road Traffic (Drivers 
Licences) Regulations 1975; and 

 If day time classes (8.00am – 5.30pm) finish before the scheduled time and 
minors are attending the class, they will be released from class and will not be 
supervised. 

Guidelines 
Except in exceptional circumstances classes for school students should not finish before the 
scheduled time. 
In exceptional circumstances, such as in the case of an emergency, the VSS Supervisor 
(colleges) may exercise discretion pertaining to the use of private vehicles which should 
comply with the requirements of the current Road Traffic Act 1974. 
 

For students on a block release: 
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 Parents must organise after-hours arrangements including travel and 
accommodation. 

 TAFEWA are responsible for students during contact time. 
 Schools must consider all safety aspects at the initial planning stage when 

deciding whether to support a student’s enrolment in the TAFE course, 
including travel arrangements. 

3.11 INVOLVEMENT OF TAFEWA EXTERNAL PROVIDERS  

Where a TAFEWA external provider2 is requested by a college to assist in delivering 
a program, the VSS Supervisor must use college guidelines on using external 
providers and be satisfied that: 

 the TAFEWA external provider is competent; 
 the TAFEWA external provider has applied for or holds a valid Working with 

Children Check in accordance with the Department’s Working with Children 
Checks policy; 

 if involved in activities with students, has a current National Criminal History 
Record Check in accordance with the Department’s Criminal Screening policy; 

 the respective responsibilities of lecturers and the manager of the 
venue/TAFEWA external provider are clearly established; 

 the selected TAFEWA external provider(s) has the appropriate level of public 
liability insurance; and 

 when the services of other government agencies or private companies are 
engaged, indemnities, disclaimers or other documents are not signed which 
absolve agencies or companies from liability for their own negligent acts or 
omissions. 

2See 3 Definitions: A TAFEWA college external provider in this context is a business or an individual, other than 
college staff, remunerated to provide a venue, service and/or expertise appropriate to a particular VSS activity. 

Guidelines 
The suitability of a TAFEWA external provider to be involved in a program may be 
determined from the information they provide (via telephone, web-site or through 
correspondence) related to: 

 recent experience (including maintained log books); 
 current qualifications, accreditation and any other relevant training; and 
 public liability insurance. 

 
TAFEWA external providers contracted to provide paid services for students, other than staff 
members of a university, are expected to have obtained national police certificates for all 
participating employees to ensure their probity.  Other persons taking a supervisory role in a 
voluntary capacity (including those assisting the external provider) may be asked to sign the 
Confidential Declaration form (see sample at APPENDIX B)  
Government owned buildings and premises such as the Museum, Art Gallery, Department of 
Education camp schools, Zoological Gardens and land administered by CALM are insured by 
RiskCover and therefore comply with the public liability insurance requirements of the DET 
policy Excursions: Off School Site Activity.  Categories Public Liability Insurance are 
detailed in APPENDIX G. 
 

3.12 EXCURSIONS/WORK PLACEMENT 

For an excursion to be approved Lecturers organising the excursion must work with 
the VSS Supervisor to: 
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 ensure Managing Directors or their delegates, Principals and parents are 
provided with the following details and written consent is obtained (need only 
be obtained once, provided repeated excursions remain as agreed): 

 the purpose of the excursion; 
 date(s); 
 activities to be undertaken;  
 duration of activity(s); 
 student contact arrangements during the excursion; 
 transport arrangements; 
 cost; 
 supervision to be provided (number of supervisors and number of 

students); 
 staff action in case of student accident or illness on the excursion; 
 liability for loss or damage to student property and medical costs incurred 

in case of accident or illness; and 
 special clothing or other items required. 

 develop or obtain a response plan that will ensure access to emergency 
support without compromising the safety and welfare of the group or the 
casualty; 

 have ready access a list of the names of participating students and their 
parent/guardian contact telephone numbers; the Student Health Forms and 
Health Care Authorisations of those students where there is agreement to 
assist with particular health requirements; and relevant health information of 
participating staff; 

 enquire whether external providers have the appropriate level of public liability 
insurance; 

 ensure outdoor activities comply with the Outdoor Education and Recreation 
Activities policy; and 

 ensure a copy of all excursion planning documents goes to the VSS 
Coordinator. 
 

Lecturers must assist schools to comply with section 99(5) and 100(4) of the School 
Education Act 1999 which requires all charges for a school year to be determined 
and approved in accordance with subsections (3) and (4) no later than two (2) 
months before the beginning of the school year. 
 
Guidelines 
The VSS Supervisor (colleges) should be mindful of the possibility of changes to students’ 
health from one week to the next. 
Privately arranged activities are not approved and accordingly, neither the school, the college 
nor the Department of Education will accept any responsibility for students or staff members 
who choose to participate.  Rather the responsibility for the activity will rest entirely with the 
individual who arranges the activity in his/her private capacity. 
Excursion organisers should note WorkSafe Western Australia Commission’s Guidance Note 
Working Alone (Section 8). 
In water-based activities, consideration should be given to positioning, scanning and safety 
check systems.  Detailed information is provided in the Outdoor Education and Recreation 
Activities policy. 
Public Liability Insurance requirements for excursions are detailed in Appendix G.  The VSS 
Supervisor (colleges) and the excursion organiser will consider the activity in terms of the 
most appropriate category.  If the activity is a workplace learning activity a minimum cover of 
$2 million is recommended. 
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3.13 INSURANCE ISSUES AND INCIDENTS 

The VSS Coordinator must: 

 provide parents with written information including liability risk and the 
requirements for TAFEWA colleges using external providers (see 5.4);  

 assist students in completing documentation related to incidents such as 
accidents; and 

 provide the Principal with a completed Department of Education Incident 
Report form for records purposes.  

Guidelines 
It is recommended that the Principal seeking to clarify insurance issues should direct any 
questions to the Manager Asset Planning 151 Royal Street East Perth 6004. 

3.14 RECORDS OF PROGRAMS 
 
The VSS Coordinator must ensure details relating to programs are to be retained by 
the school in accordance with the Department’s Manual for Records Management 
(2005).  Details of the program are to include: 

 a signed Management Plan; 
 names of planning and authorising staff; 
 names of participants;  
 a brief description of the program; and  
 any incidents that were recorded (see 5.13). 

TAFEWA Colleges will retain records of programs and student details in line with 
existing retention policies for public documents. 

Guidelines 
It is recommended that the VSS Coordinator and VSS Supervisor  conduct a post-activity 
evaluation to assist with the planning of further programs. 

 

4 RELEVANT LEGISLATION OR AUTHORITY 

Disability Discrimination Act 1992 
Equal Opportunity Act 1984 (WA) 
Occupational Safety and Health Act (1984) 
Occupational Safety and Health Regulations (1996) 
School Education Act 1999 ss 61(1)(b), 63(i)(c)(ii), 64(1)(e) 
School Education Regulations 2000, Regulations 38 & 39 
Western Australian College of Teaching Act 2004 
Western Australian College of Teaching Regulations 2004 
Workers Compensation and Rehabilitation Act 1981 
Working with Children (Criminal Record Checking) Act 2004 (WA) 
Working with Children (Criminal Record Checking) Regulations 2005 (WA) 
Vocational Education and Training Act 1996 (WA) 
Volunteers (Protection from Liability) Act 2002 (WA) 

4.1 RELEVANT POLICIES 
Behaviour Management In Schools 
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Child Protection  
Criminal Screening  
Duty of Care for Students 
Excursions: Off School Site Activities 
Occupational Safety and Health 
Outdoor Education and Recreation Activities 
Records Management 
Records Management Manual for School, College and Campus Records 
Risk Management 
Sexual Harassment Resolution for Employees and Students 
Staff Conduct 
Student Health Care 
TAFEWA colleges’ Codes of Conduct 
The School Education Act Employees’ (Teachers and Administrators) General 
Agreement 2006 
Vocational Education and Training for School Students 
Western Australian TAFE Lecturers’ Certified Agreement 2005 
Working With Children Checks 

5 DEFINITIONS 
Academic Manager 
TAFEWA staff member appointed by the Managing Director to undertake the 
College’s responsibilities during the program and to influence or direct actions of 
student and staff involved in the program. 

Caring or Personally Caring 
Caring for students may assume different meanings depending on the context.  
However, examples include (but are by no means limited to): not putting students at 
risk by doing something or failing to do something that could cause the student to 
suffer injury or harm, taking precautions, intervening to prevent obvious hazards from 
causing injury or harm, following safety procedures and providing adequate 
instructions to students. 

Duty of Care 
A duty imposed by the law to take care to minimise the risk of harm to another. 

Excursion 
In the VSS context, any student-learning activity conducted off the site of the College 
which the student attends, that is organised by the college and has gained the 
appropriate approval(s) (including work placements other than paid employment).    

 

Guidelines 
Advice and examples of good practice for implementing policy.  Guidelines are not 
obligatory.   

Independent Minors 
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Students under 18 years of age living independently whom the Principal and 
Managing Director decide (under Regulation 147 of the School Education Act 1999) 
may sign their own consent forms. 

Lecturer 
In the context of this document, has the same meaning as "employee" as specified in 
the Western Australian TAFE Lecturers' Certified Agreement 2005. 

Management Plan  
A description of how the proposed VSS learning activities will be organised and 
managed to take account of the procedures set out in this document. 

Minor 
A person under age 18, the age of legal majority. 

Non Delegable Duty of Care 
A duty of care is owed by the educational authority to students regardless of the 
person who actually performs that duty. 

Parent 
Parent or guardian. 

Privately Arranged Activity 
An activity for which the appropriate approval has not been obtained and for which 
the TAFEWA college does not hold any responsibility. 

Procedures 
Detailed specification of steps and processes to be observed in system-wide 
management.  Contravention of a procedure may constitute a breach of discipline 
pursuant to section 80 of the Public Sector Management Act 1994. 

School Activity 
All activities undertaken as part of the educational program including attendance at a 
VSS program. 

School Site 
The school at which the student is enrolled. 

Student 
A person who is enrolled at a government school and, in the context of this Policy, 
attends a VSS program at a TAFEWA college. 

Supervisory Team 
Includes all TAFEWA employees who have a role in managing and caring for 
students during the program. 

 

 

Support Staff  

Employees of the Department of Education other than Principals and teachers and 
employees of a TAFEWA College other than Managing Directors and lecturers. 
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TAFEWA External Provider 
A business/individual, other than those defined in Support Staff above, remunerated 
by the TAFEWA college to provide a venue, service and/or expertise appropriate to a 
particular activity. 

Teaching Staff 
Has the same meaning as in section 237 of the School Education Act 1999 and 
Regulation 127 of the School Education Regulations 2000 and includes VSS 
Coordinator s. 

VET for School Students (VSS) Program 
Is an educational program:  

 undertaken as part of a senior secondary certificate (that is, the Western 
Australian Certificate of Education); and 

 completion by the student provides credit toward a recognised VET 
qualification within the Australian Qualification Framework (New Pathways for 
Learning, MCEETYA, March 2000).  

For the purpose of this policy, the VSS program includes school-based traineeships, 
school-based apprenticeships and the School Apprenticeship Link program. 

VSS Coordinator (Schools) 
A Department of Education school employee, based at a School, appointed by the 
Principal to undertake the school’s responsibilities for a VSS program (including 
‘VET Coordinator” positions). 

VSS Supervisor (Colleges) 
Refers to a number of differently titled positions including an Academic Manager, a 
Portfolio Director or their nominee who may be a lecturer or other support staff of a 
TAFEWA college with the authority to influence or direct the actions of students or 
employees involved in the program.   

Venue 
The building, grounds or facilities, external to the college, where planned offsite 
activities occur during a program. 

Volunteer 
An adult or organisation offering services for activities without remuneration for the 
services provided. 
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APPENDIX A SAMPLE CHECKLIST FOR MANAGEMENT PLAN 

 
PURPOSE OF THE PROGRAM  
The educational purpose of the program is described.  
 

1. ASSESS THE RISKS 

1.1 ASSESS THE ENVIRONMENT 
The site has been assessed and is considered to be appropriate for the students.  

1.2 ASSESS TRANSPORT ARRANGEMENTS 
Arrangements have been made for the safe transport of students.  

1.3 ASSESS THE STUDENTS’ CAPACITY  
Program activities are suitable for the students’ capacities.  
Provision has been made for any student with special needs.  
Up to date information regarding student health care maintenance and/or intensive 
health care needs has been obtained. 

 

1.4 ASSESS THE CAPABILITIES OF THE SUPERVISORY TEAM  
Collectively the supervisory team has the skills to: 

• identify and establish a safe environment  
• effect a rescue and/or render emergency care  
• monitor conditions before and during activities  
• monitor the physical well being of the students  

1.5 ASSESS THE INVOLVEMENT OF EXTERNAL PROVIDERS AND 
VOLUNTEERS 

 

Competence of external providers or volunteers is established.  
External providers conducting activities with students have applied for or hold a valid 
Working With Children Check card and hold a national police certificate. 

 

Volunteers exempt from Working with Children Check complete a Confidential 
Declaration on convictions or any circumstances or reasons that might preclude 
working with or near children. 

 

Staff responsibilities of the school and college for external provision have been 
established. 

 

 

2. ESTABLISH MANAGEMENT STRATEGIES 
Supervision strategies have been established and made known to students and staff 
for supervision, attendance, reporting problems, communication, and excursions. 

 

 

3. DEVELOP MEANS OF SELECTING STUDENT PARTICIPANTS 
Systems for identifying student participants have been established.  
 

4. PROVIDE INFORMATION AND SEEK CONSENT 
Parents/guardians of student participants have been provided with full details of the 
Program including costs, insurance and nature of the college environment. 

 

Student participation is subject to receipt of the signed parent consent form.  
 

5. DEVELOP COMMUNICATION STRATEGIES 
Appropriate methods of communication, including emergency arrangements, have 
been developed. 
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6. COMPLETE EMERGENCY RESPONSE PLANNING 
An appropriate emergency response plan has been established for general and 
individual emergencies. 
 
The VSS Coordinator (Schools) has provided a list of the names of participating 
students, contact telephone numbers, student medical information and relevant health 
care authorisations for supervisors and other staff involved. 
 

 
 
 

 

7. BRIEF STUDENTS AND SUPERVISORS 
Students and supervisors have been/will be fully briefed on responsibilities and 
obligations. 

 

 

8. RETAIN PROGRAM RECORDS 
Relevant program details will be retained including any evaluations conducted.  
 

9. GAIN APPROVALS 
Appropriate approvals have been gained.  
 
 
 
 
VSS Coordinator (schools)  __________________________________Date______________ 
 
 
 
I am satisfied that the management plan for this program meets Duty of Care policy 
requirements.  I approve the students named in the attachment to participate in this Program. 
 
Principal                  __________________________________Date______________ 
 
 
Managing Director         ______________________________Date______________ 
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APPENDIX B SAMPLE CONFIDENTIAL DECLARATION 

For persons who are not employees of the Department of Education or a TAFEWA College (eg 
external providers, volunteers, employers) assisting TAFEWA Colleges with VET for School 
Students (VSS) Programs. 
 
 
 
 
Please place a tick in one of the boxes below. 

 
(1) 

 
I declare that I do not have any convictions, circumstances or reasons 
that might preclude my working with or near children. 
 

 
           
 

 
or 

 
 
(2) 

 
I declare that I do have convictions, circumstances or reasons that might 
preclude my working with or near children.  The nature of these 
convictions, circumstances or reasons is outlined below. 
 

 
  
            
 

   

   

   

 
I certify the accuracy of the above information.  I am aware that I may be required to provide a police 
clearance if it is considered necessary to verify the information provided. 
 
 
Name:  ___________________________________________Date:____________________________ 

 
 
Signature:  ________________________________________________________________________ 
 
 
Company (if applicable):______________________________________________________________ 
 
Address:   _________________________________________________________________________ 
 
 
Telephone: ________________________________________________________________________ 
 
College involved:____________________________________________________________________ 
 

 

 

 

 

 

(BLOCK PRINT PLEASE) 
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APPENDIX C SAMPLE PARENT INFORMATION ABOUT STUDENT PLACEMENT 
IN A VET FOR SCHOOL STUDENTS (VSS) PROGRAM 

 
A VET for School Students (VSS) placement has been organised for  
(name of student)__________________________________________________________________ * 
 
 
TAFEWA College name & address:_______________________________________________________ 
 
Program Days, dates, and time:__________________________________________________________ 
 
Semester Dates:______________________________________________________________________ 
 
School:______________________________________Telephone:_______________________________ 
 
College:__________________________________________Telephone:__________________________ 
 
Contact details of lecturers including when program is off site:___________________________________ 
 
Course/s to be undertaken:______________________________________________________________ 
 
Special requirements including material costs, clothing, and costs of 
excursions:___________________________________________________________________________ 
 
Potential hazards:______________________________________________________________________ 
 
Transport arrangements for transporting students between the school and 
college:______________________________________________________________________________ 
Transport arrangements in times of 
illness:_______________________________________________________________________________ 
Supervision to be 
provided:_____________________________________________________________________________ 
 
Your consent is required for your child to be placed on this VSS placement.  Could you please sign and 
return the attached parent/guardian consent form to me as soon as possible. 
 
If you have any queries please contact me during school hours. Phone:____________________________ 
 
                                                                                                                                Date: 
VSS Coordinator (Schools) 
*PARENTS SHOULD BE AWARE: 
• College environments differ from school environments; direct supervision by staff will not be provided 

during study breaks; 
• students are expected to remain at the campus during study breaks unless written notification is 

provided in advance by parents; 
• If a class which is scheduled to finish after 5.30 pm, finishes prior to the scheduled time, the students 

will remain under the supervision of the lecturer until the scheduled class finish time.  In the event that 
the student indicates that they have their own transportation or have arranged transportation with 
friends in the class, they will be released from class at the early time. Students must comply with the 
Road Traffic Act 1974 and the Road Traffic (Drivers Licences) Regulations 1975 ; and 

• If day time classes (8.00am – 5.30pm) finish before the scheduled time and minors are attending the 
class, they will be released from class and will not be supervised.; 

• parents’ written notification of absences will be provided to the student’s lecturer on return to the 
program in order to ensure continued participation; 

• transport between school/home and college is the responsibility of parents; 
• in exceptional circumstances alternative transportation between school and college may be 

necessary; 
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• parents are required to inform the VSS Coordinator (schools) well before the program of any change 
to their child’s health and fitness as recorded at the school so that appropriate arrangements can be 
made (information may be entered on the attached consent form); 

• where necessary, college staff will arrange medical assessment and treatment for students; 
• costs incurred as a result of accident or illness will be the responsibility of the parent/guardian; and 
• information on insurance cover is attached (Appendix C.1). 
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C.1 SAMPLE INSURANCE INFORMATION FOR PARENTS ON TAFEWA POLICY ON 
VET FOR SCHOOL STUDENTS (VSS) 

The (name)_______________________________________ TAFEWA college will 
take all reasonable care while students are engaged in the VSS Program to protect 
them from injury and to control and supervise their behaviour and activities. 

Direct supervision during study breaks will not be provided. 

There is/is not personal accident insurance cover for VSS students on approved 
overnight excursions. 

College insurance does not cover loss or damage of students’ personal belongings. 

Staff cannot be held responsible for injuries to students or for damage to students’ 
personal belongings which may occur during a program where, in all circumstances, 
staff have not been negligent. 
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APPENDIX D SAMPLE PARENT/GUARDIAN CONSENT FORM FOR VSS 
PROGRAM 

 
Please note that the free English Interpreter Service (telephone 13 14 50) can assist parents by telephone 
to complete this form and to discuss it with the School. 
 

CONSENT FORM FOR (name of student)___________________________________________  

 

TO BE RETURNED SIGNED TO THE SCHOOL BY (date)______________________________ 

 

 

CONTACT INFORMATION  
Phone Home:  

 

Work:  Mobile:  

Other:  

 
 
I have read and understood the information regarding the ________________________________VSS 
Program  
 
commencing on ___________and give my consent for my son/daughter:__________________________ 
 
to participate in this TAFEWA Program off the school site.  
 
 
 
*  The following details have changed from those recorded on my child’s medical information form. 
_______________________________________________________________________________ 

_________________________________________________________________________ 
 

 
 
 
Signature of parent/guardian ________________________________  Date _______________ 
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APPENDIX E SAMPLE AGREEMENT ON THE HEALTH CARE AUTHORISATION 
FOR VET FOR SCHOOL STUDENTS ATTENDING TAFEWA 
COLLEGES 

 

VSS Program:___________________________________________________________________________ 
 

Current for school year:    
  
Student’s Name: (surname)  (other names)   
  
Date of Birth:   Gender:   M / F  
   School:____________________________  
Year Level: ______________  VSS Coordinator 

(schools): 
  

     
Medical condition: (name)   
   
  

 

The following signatories agree to participate in the implementation of this Health Care Authorisation which 
provides for: 
• maintaining health of the student during the school day; and 
• providing health care for the student in emergency situations. 
 
The agreement authorises the school and college staff to follow the advice of the student’s parents and medical 
practitioner as set out in the Health Care Authorisation.  It is valid only for the year indicated and will need to be 
updated each year, or earlier if there is a change in the student’s health necessitating a change to the Health 
Care Authorisation. 
 
Signature of Parent  Date: ____/____/____ 
 
 
Signature of Parent  Date: ____/____/____ 
 
 
Signature of Principal  Date: ____/____/____ 
 
 
Signatures of School Staff 
Member(s)  Date: ____/____/____ 
 
 

 
Signatures of College Staff 
Member(s) Date: ____/____/____ 

 
Signature of Managing Director 
  Date: ____/____/____ 
Is this Health Care Authorisation to be shared with all staff in contact with the student?  Yes / No 
 
If “NO” and the information is to be restricted, who will be informed? 
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APPENDIX F SAMPLE CHECKLIST FOR TAFEWA EXCURSION MANAGEMENT 

PURPOSE OF THE TAFEWA EXCURSION  
The educational purpose of the excursion is described.  
 

1. ASSESS THE RISKS 

1.1 Assess the environment 
The site has been assessed and is considered to be appropriate for the excursion.  

1.2 Assess transport arrangements 
Arrangements have been made for the safe transport of excursion participants.  

1.3 Assess the students’ capacity  
Excursion activities are suitable for the students’ capacity.  
Provision has been made for any student with special needs.  
Up to date information regarding student health care maintenance and/or intensive 
health care needs has been obtained. 

 

1.4 Assess the capabilities of the supervisory team   
Collectively the supervisory team has the skills to: 

o identify and establish a safe activity environment;  
o effect a rescue and/or render emergency care;  
o monitor weather and environmental conditions before and during activities;  
o monitor the physical well being of the students.  

1.5 ASSESS THE INVOLVEMENT OF EXTERNAL PROVIDERS AND 
VOLUNTEERS 

 

Competence of external providers or volunteers is established.  

Providers (and volunteers on overnight excursions)have a current assessment notice 
for child-related employment under the Working with Children (Criminal Record 
Checking) Act 2004. 

 

Volunteers exempt from Working with Children Check complete a Confidential 
Declaration on convictions or any circumstances or reasons that might preclude 
working with or near children. 

 

Staff responsibilities of the school and venue have been established.  
TAFEWA External providers hold the appropriate level of public liability insurance.  
 

2. ESTABLISH SUPERVISION STRATEGIES 
Supervision strategies have been established.  
 

3. DEVELOP MEANS OF IDENTIFYING EXCURSION PARTICIPANTS 
Systems for identifying excursion participants have been established.  
 

4. PROVIDE INFORMATION AND SEEK CONSENT 
Parents/guardians of student participants have been provided with full details of the 
excursion. 

 

Student participation is subject to receipt of the signed consent form.  
 

5. DEVELOP COMMUNICATION STRATEGIES 
Appropriate methods of communication, including emergency signals, have been 
developed. 

 

 

6. COMPLETE EMERGENCY RESPONSE PLANNING 
      An appropriate emergency response plan has been developed or obtained.     
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The staff leading the excursion have a list of the names of participating students, 
contact telephone numbers, student medical information and relevant health 
information of supervisory team. 
 

 
 

 

7. BRIEF STUDENTS AND SUPERVISORY TEAM 
Students and supervisory team have been/will be fully briefed on responsibilities and 
obligations. 

 

 

8. RETAIN EXCURSION RECORDS 
Relevant excursion details will be retained.  
 

9. GAIN APPROVALS 
Appropriate approvals have been gained.  
 
 
 
 
College Organiser   __________________________________Date______________ 
 
 
 
I am satisfied that the management plan for this excursion meets the policy requirements for 
excursions.  I approve this excursion. 
 
Managing Director  ______________________________________Date_______________ 
 
 
Principal________________________________________________Date______________ 
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APPENDIX G CATEGORIES OF PUBLIC LIABILITY INSURANCE  

 
The Department of Education has placed Public Liability Insurance requirements for 
external providers into categories and each category has two subsections active and 
passive, according to the nature of the involvement of the students: 

 Passive:  activities in which the students are only observers are considered to 
be passive. 

 Active:  activities in which the students participate physically are considered to 
be active.   

The nature and number of the various activities are many and the examples given 
here act as a guide only. As in other areas of the VSS policy, VSS Supervisors and 
lecturers organising excursions will exercise their professional judgement in 
matching an activity with a category. 
 
The public liability insurance requirement for ‘surveyed’ charter boats is $10 million. 

 
 
CATEGORY ONE: External provider provides venue. 
Passive 
$5 million PLI 
Example: cinema, theatre, visit to company premises. 
 
Active 
$10 million PLI  
Example: overnight accommodation, swimming pools, sports centres etc. 
 
 
CATEGORY TWO: External provider provides both instructor(s) and venue. 
Passive 
$5 million PLI 
Example:  visit to company premises with guides provided.  
 
Active  
$10 million PLI 
Examples: skating rinks (ice/roller), climbing walls, horse riding, indoor sport. 
 
 
CATEGORY THREE: External provider at another external provider’s premises. 
Passive 
$5 million PLI for each external provider (with exception of overnight stay) 
Examples: theatre arts, “Ribbons of Blue.” 
 
Active  
$10 million PLI for each party (i.e. provider and premises) 
Examples: vertical ropes, abseiling, windsurfing, canoeing, swimming pools. 

 

 


