Workplace learning employability skills (WL2) 
This mode of workplace learning provides opportunities for students from Years 10-12 to demonstrate at least 20 skills relevant to entry-level training in a real workplace. 

Achievement of one program of workplace learning employability skills provides two unit equivalents towards the WACE completion requirement. 
Employability skills

Council’s list of employability skills are based on the eight skill areas outlined in the national employability skills framework. They are ‘communication’, ‘teamwork’, ‘problem-solving’, ‘self-management’, ‘planning and organising’, ‘technology’, ‘learning’ and ‘initiative and enterprise’. A ninth skill, ‘safety and health’ has been added to ensure occupational safety and health remains a focus for students and workplace supervisors. The employability skills list can be accessed here.  
Completion requirements

To achieve one program of workplace learning employability skills, students must have:

· completed a total of 110 hours in the workplace 

· maintained a logbook documenting workplace attendance and tasks undertaken

· been signed off on at least 20 skills - at least one from each of the nine skill areas.
It is the responsibility of the school to select the set of skills from these nine areas. They do not have to be the same for every student. The skills selected will be dependent on the needs of the student, individual work placements and the ability of the school and the employer to manage the skills selection.

Workplace

A simulated workplace is not suitable for this mode of workplace learning. The workplace is defined as being an industry area separate from the school or provider. The workplace should be chosen to provide the student with an experience in an industry area relevant to the student’s interest, and one that is considered a possible career or training pathway. 
It is expected that students will attend only one or two workplaces per program to enable them to spend a significant amount of time in each workplace. In situations where this is not possible or not in the best interests of the student or employer, this requirement may be modified. The circumstances and a justification should be recorded. 
Workplace supervisor

The workplace supervisor is an adult employee of a host workplace acting in a designated supervisory capacity, with responsibility for supervising and monitoring the progress of students while in the workplace. Schools are responsible for ensuring workplace supervisors are aware of their role and responsibilities in respect of a workplace learning student, and are familiar with the procedures and requirements of workplace learning.

Schools must provide a training manual describing the requirements and responsibilities of the workplace supervisor. It should be left at the workplace and used for reference as necessary. It is recommended that schools implement processes to ensure consistent induction of all workplace supervisors. 
Logbook

Students must maintain a logbook that should contain a task schedule and attendance record. 

Task schedule: must record the tasks completed in the workplace. It must be verified at the end of each work day by the designated workplace supervisor and monitored regularly by the school.
Attendance record: must be completed progressively by the student. The total number of hours completed in a workplace must be verified by the workplace supervisor and the school. The school must monitor the attendance record on a regular basis.

Examples of a task schedule and an attendance record are available by clicking here.    
Schools may create their own versions of these recording templates. The samples provided define the minimum data collection required for this mode of workplace learning. 

Evidence
Students must demonstrate at least 20 skills from the Council’s workplace learning employability skills list. At least one skill must be selected from each of the nine areas. The workplace 
supervisor is responsible for determining whether a student has demonstrated a particular skill on 

at least three occasions and for signing it off. The school coordinator must verify that all skills have been consistently demonstrated. An example of a ‘Record of Skills Demonstrated’ for recording completion of skills is available here. An example of an evidence journal that may be 
useful for students to record how they have demonstrated the skills can be accessed here. 
Subsequent program requirements

Students may undertake more than one program of workplace learning employability skills. Subsequent programs must meet the completion requirements and include at least one new skill from each of the nine skills areas in the subsequent set of 20 skills, and the workplace or industry area must be different.  In situations where either of these requirements cannot be met (e.g. school-based trainees), the circumstances and a justification should be recorded.

Monitoring student progress

The school retains responsibility for monitoring the program and for ensuring the maintenance of records. The task schedule and attendance record should be viewed regularly to ensure the student is fulfilling the requirements in consultation with the workplace supervisor. Schools will need to maintain appropriate, up-to-date records of students’ progress and achievement. 

A template that may assist in monitoring skills demonstrated can be accessed here. 
Reporting achievement to the Curriculum Council 

The school is responsible for collecting, recording and reporting achievement according to the Council’s data collection process and timeline. Students must be enrolled in the workplace learning employability skills with the Curriculum Council by the date indicated on the WACE Activities Schedule (early August). The achievement data will need to be sent to the Council by the end of the year (early November for Year 12s, early December for Year 10s and 11s). 

Achievement will be recorded on a student’s statement of results as follows:

2009 WL2 Workplace Learning Employability Skills      Achieved (A) 
Higher levels of achievement

A performance profile may be completed to reflect higher levels of achievement. At the end of a work placement the workplace supervisor, in consultation with the school, has the option of completing a performance profile for the student. The profile is used to rate students either ‘very high’, ‘high’, ‘satisfactory’ or ‘unsatisfactory’ on a range of qualities. If more than one performance profile has been completed for a student, the school coordinator determines the final rating on an on-balance judgement of the profiles completed. A performance profile template is available here.  
‘Achieved with Merit (AM)’ requires students to be rated at least ‘high’ for all qualities on the performance profile. 

‘Achieved with Distinction (AD)’ requires students to be rated at least ‘very high’ for six or more qualities and ‘high’ for the remaining qualities.

Duty of care

The school must follow the appropriate sector/systems or individual school policies and procedures that deal with duty of care, legal liability and insurance issues. 

Government schools should refer to the workplace learning procedures and guidelines on the regulatory framework system (see http://policies.det.wa.edu.au/ , key words “workplace learning”).
Catholic schools should refer to the document ‘CEO guidelines for out of school learning and training’ or contact the senior secondary education consultant on 6380 5313. 

Independent schools should go to www.ais.wa.edu.au, log in and go to Guidelines and Policy and Procedures. www.ais.wa.edu.au 
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