
 
Work Placement Agreement  

 
The Australian Vocational Academy (formerly The Australian Retail College) is a leading 

provider of vocational education and training. With a strong reputation for working alongside 
some of Australia’s most loved brands, the Academy specialises in delivering high-quality, 
industry-aligned training programmes. Guided by values such as being customer-centric, 

demonstrating integrity, fostering respect, encouraging innovation, and promoting inclusivity, 
the Australian Vocational Academy empowers individuals with practical skills and knowledge 

for workplace success.​
 
 

You’ve received this document as an individual who lives in your community requires support 
to gain practical experience to complete a nationally recognised qualification.  
 

What is work placement? Work placement is a structured learning experience that 
provides students with the opportunity to apply their knowledge 
and skills in a real workplace environment. As part of their 
qualification, students complete unpaid or paid work 
experience to gain practical insights, develop industry-relevant 
competencies, and enhance their understanding of workplace 
operations. This hands-on experience benefits both the 
student and the host organisation, fostering skill development 
and contributing to a skilled workforce. 

Who covers the student for 
insurance while undertaking work 
experience? 

Australian Vocational Academy provides insurance for the 
student who is undertaking approved work placement. This 
insurance covers the range of work outlined in this agreement. 
Work placement is approved once you have received a copy of 
our work placement agreement signed by our College.  

Is the work experience paid or 
unpaid? 

Work placements associated with a formal qualification are 
considered a vocational placement under the Fair Work Act 
2009. This means they are undertaken as a requirement of an 
accredited training program, and students are not classified as 
employees. You can at any time employ the student as a 
worker if you wish.  

What range of work does this 
student need to undertake? 

The students undertake a range of experience as outlined on 
the practice guide on this agreement.  

What if I need support while this 
student is undertaking placement in 
my workplace? 

Our College has dedicated team members to provide support 
throughout the placement.  

How do I contact the College? (07) 3844 1300 
enquiries@ava.edu.au 
11/2962 Logan Road, Underwood Queensland 4119 
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Host Workplace Responsibilities  

As a host organisation, your responsibilities during a student’s work placement include: 

Providing a Safe Work Environment 

●​ Ensure the workplace complies with relevant health and safety laws. 
●​ Provide an induction on workplace safety policies and procedures 
●​ Address and mitigate potential risks associated with the student’s tasks. 

Supervising and Supporting the Student 

●​ Assign a qualified and experienced supervisor to guide and monitor the student. 
●​ Provide constructive feedback to help the student achieve their learning goals. 
●​ Offer opportunities for the student to develop skills relevant to their qualification. 

Facilitating Learning Opportunities 

●​ Ensure the tasks and duties assigned align with the learning outcomes of the student’s 
qualification. 

●​ Provide access to resources and tools necessary for the student to complete assigned tasks. 

Ensuring Fair and Ethical Treatment 

●​ Treat the student with respect and inclusivity, ensuring they are part of a supportive workplace 
culture. 

●​ Refrain from assigning tasks that are inappropriate, unsafe, or irrelevant to the student’s learning 
objectives. 

Collaborating with the Training Organisation 

●​ Maintain open communication with the training organisation to ensure the placement’s success. 
●​ Provide feedback on the student’s performance if requested. 
●​ Notify the training organisation promptly of any issues or concerns regarding the placement, safety 

or the students conduct 
●​ Support the student to complete logs and reports for their course 
●​ Allow the training organisation access to the workplace for the purposes of training and assessing 

the student 

 

By fulfilling these responsibilities, the workplace plays a key role in fostering the student’s professional 
development while contributing to a successful and meaningful placement experience. 
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Student Responsibilities  

As a student undertaking a work placement, your responsibilities include: 

Adhering to Workplace Policies 

●​ Follow all workplace policies, procedures, and safety guidelines. 
●​ Respect the rules and culture of the host organisation. 
●​ Not undertaking any work that is unsafe or is likely to cause injury or harm 
●​ Report any hazards, incidents, or concerns promptly to your supervisor or the appropriate 

workplace representative. 

Maintaining Professional Behaviour 

●​ Demonstrate professionalism by being punctual, reliable, and well-prepared for each shift. 
●​ Dress appropriately for the workplace and assigned tasks. 
●​ Communicate respectfully with colleagues, supervisors, and clients. 

Fulfilling Learning Commitments 

●​ Actively participate in tasks and activities that align with the learning outcomes of your qualification. 
●​ Seek guidance and clarification when needed to enhance your understanding and performance. 
●​ Take responsibility for completing any required logs, reports, or assessments related to your 

placement. 

Respecting Confidentiality 

●​ Maintain confidentiality regarding workplace operations, client information, and other sensitive 
data. You are not permitted to discuss any of the workplace operations with any party other than 
your host and Australian Vocational Academy 

●​ Never discussing workplace matters publicly or outside the workplace without permission. 

Demonstrating Initiative and Growth 

●​ Show a willingness to learn and adapt to new challenges. 
●​ Accept and apply constructive feedback to improve your skills. 
●​ Approach tasks with a positive attitude and a focus on skill development. 

Maintaining Communication with the Training Organisation 

●​ Keep your training organisation informed about your progress, challenges, or any issues that arise 
during the placement. 

●​ Notify both the workplace and the training organisation of any absences or significant changes to 
your schedule. 

●​ Complete the required work in the College online platform  

By fulfilling these responsibilities, you contribute to a successful work placement experience and 
demonstrate your commitment to professional growth and achieving the goals of your qualification. You 
must be aware of the workplace requirements for national police checks if applicable and meet this 
requirement to register in this program.  
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Student Responsibilities  

As a student undertaking a work placement, your responsibilities include: 

Adhering to Workplace Policies 

●​ Follow all workplace policies, procedures, and safety guidelines. 
●​ Respect the rules and culture of the host organisation. 
●​ Not undertaking any work that is unsafe or is likely to cause injury or harm 
●​ Report any hazards, incidents, or concerns promptly to your supervisor or the appropriate 

workplace representative. 

Maintaining Professional Behaviour 

●​ Demonstrate professionalism by being punctual, reliable, and well-prepared for each shift. 
●​ Dress appropriately for the workplace and assigned tasks. 
●​ Communicate respectfully with colleagues, supervisors, and clients. 

Fulfilling Learning Commitments 

●​ Actively participate in tasks and activities that align with the learning outcomes of your qualification. 
●​ Seek guidance and clarification when needed to enhance your understanding and performance. 
●​ Take responsibility for completing any required logs, reports, or assessments related to your 

placement. 

Respecting Confidentiality 

●​ Maintain confidentiality regarding workplace operations, client information, and other sensitive 
data. You are not permitted to discuss any of the workplace operations with any party other than 
your host and Australian Vocational Academy 

●​ Never discussing workplace matters publicly or outside the workplace without permission. 

Demonstrating Initiative and Growth 

●​ Show a willingness to learn and adapt to new challenges. 
●​ Accept and apply constructive feedback to improve your skills. 
●​ Approach tasks with a positive attitude and a focus on skill development. 

Maintaining Communication with the Training Organisation 

●​ Keep your training organisation informed about your progress, challenges, or any issues that arise 
during the placement. 

●​ Notify both the workplace and the training organisation of any absences or significant changes to 
your schedule. 

●​ Complete the required work in the College online platform  

By fulfilling these responsibilities, you contribute to a successful work placement experience and 
demonstrate your commitment to professional growth and achieving the goals of your qualification. You 
must be aware of the workplace requirements for national police checks if applicable and meet this 
requirement to register in this program.  
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Student agreement  

I understand the components of this agreement and agree to the terms contained within it. I 
understand and agree to the following terms and conditions of work placement and enrolment: 
 

​Work Placement is a required component of this program. Insufficient work placement will 
result in the course not being completed.  

​ I agree to work safely and report any dangerous situations or areas likely to cause injury or 
harm to the host or employer. 

​ I understand the work placement hours are the minimum required placement hours. 
Australian Vocational Academy may request additional work placement hours at its 
discretion. 

​ I understand the work placement requirements for engagements including police check 
and/or working with children check. If a national police or working with children check is 
required, this cost is at my own expense. To my knowledge there are no circumstances 
preventing these checks being issued to me.  

​ I understand work placement is lawfully unpaid when it’s connected to a vocational training 
program.  

​ I do not have any personal injuries or health conditions that prevent me from undertaking the 
range of work in this agreement safely. 

​ I will keep all workplace information including customer information confidential at all times 
only sharing with the workplace contact and Australian Vocational Academy as part of this 
course. 

​ I will comply with the workplace processes and instruction from the host where it is safe and 
lawful to do so.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Student full name  

Signature  

Date   
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Australian Vocational Academy Responsibilities 

Our College commits to supporting the employer and student through the work placement program.  

We commit to: 

Monitoring and Support 

●​ Conduct regular check-ins with students to monitor progress and address concerns. 
●​ Provide ongoing guidance to help students meet learning objectives. 
●​ Ensure students have access to mentors or supervisors in the workplace. 

Assessment and Feedback 

●​ Collect and evaluate evidence of students’ work placement activities to align with competency 
standards. 

●​ Provide constructive feedback to help students improve their performance. 

Issue Resolution 

●​ Act as a mediator between the student and the employer to address and resolve any conflicts or 
issues that arise. 

Communication 

●​ Maintain communication between the workplace and student 
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Facilities and equipment   

The qualification this student is undertaking requires the workplace to have and provide access to 
the student and training organisation to the below listed equipment or resources.  

​A complete pharmacy with a PBS licence & retail component  
​A diverse commercial product range of dispensed medicines 
​Dispensed medicines with attached cautionary and advisory medicine labels and customer 
medicine labels with directions for use 

​Completed prescriptions for PBS, private and RPBS script types 
​Prescription medicine packaging  
​Workplace policies for supplying prescription medicines and compliance 
​Customers and Pharmacists  
​ Information technology systems for dispensing medicines 
​A complete pharmacy dispensary with the complete range of scheduled medicines including 
refrigerated medicines 

​Prescription medicines 
​Retail pharmacy section with point of sale equipment 
​PBS claim systems 
​Dispensary reports 
​Waste disposal systems 
​Telephones 
​Personal protective equipment relevant to a dispensary  
​Customer brochures and leaflets on products 
​Workplace processes on customer service 
​Handwashing facilities 
​Antiseptic wipes and alcohol sanitiser 
​Cleaning and disinfecting equipment  
​Sharps container 
​Safety Data Sheet 
​Stock replenishment processes and systems  
​ Information on promotions and marketing (marketing plans) 
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Range of experience   

This student is undertaking a nationally recognised qualification. As part of this program, 
the student requires practical training, exposure and experience in the below listed areas: 

​Observing how pharmacy staff use online systems to locate current rules for 
scheduled medicines 

​Being shown how the pharmacy accesses TGA, SUSMP, and government health 
references for medicine supply 

​Gaining exposure to workplace procedures for supplying Pharmacy Medicines (S2) 
and Pharmacist Only Medicines (S3) 

​Watching how staff follow organisational processes for scheduled medicines 
​Observing how S2 and S3 medicines are placed and advertised in line with 
requirements 

​Being introduced to storage areas for S2, S3, S4, and S8 medicines and learning 
the requirements for each 

​Watching how staff maintain privacy and confidentiality when assisting customers 
​Supporting staff by recording or observing customer information collected (e.g. 
who it’s for, symptoms, other medicines) 

​Seeing when and why requests are referred to the pharmacist, including all S3 
medicine requests 

​Observing how staff finalise S3 supply after pharmacist advice (explaining 
directions, confirming understanding, completing transaction) 

​ Learning about role boundaries in recommending medicines and understanding 
what must be referred 

​Observing how staff recommend companion products or self-care advice to 
customers 

​Being introduced to the different schedules of medicines (S2, S3, S4, S8) and why 
they are classified that way 

​Watching safe handling and storage practices for scheduled medicines under WHS 
and infection control procedures 

​Observing how professional practice standards are applied in non-prescription 
medicine supply 

​Being exposed to how the pharmacy documents supply of scheduled medicines 
​Observing how confidentiality and discretion are maintained in customer 
interactions 

​Watching staff use pharmacy IT hardware and online systems to ensure 
compliance with scheduling rules 

​Being shown how the pharmacy applies the latest SUSMP guidelines in practice 
​Learning about the role of government and industry bodies that regulate scheduled 
medicines 
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Training Organisation details 

Legal name First Impressions Resources Pty Ltd  

Trading name Australian Vocational Academy  

ABN 93 071 952 915 

RTO ID 0826 

Contact Details enquiries@ava.edu.au | (07) 3844 1300 

Head Office  11/2962 Logan Road, Underwood 4119 QLD 

Student details 

Full legal name  

Course undertaking S2/S3 

Work Placement hours required A minimum of 15 hours 

Date of birth  

Please list any injuries or barriers 
to undertaking placement 

 

Phone  

Email  

Address  

Emergency contact details  

Workplace Details 

Legal name  

Trading name  

ABN  

Address  

Key contact person  

Contact email  

Contact phone  
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Agreement & Declaration 

By signing this agreement, all parties confirm their understanding and acceptance of the 
terms outlined in this work placement agreement. The host organisation, the student, and 
the training organisation agree to fulfil their respective responsibilities to ensure a safe, 
productive, and educational work placement experience that supports the achievement of 
the student’s learning outcomes. The workplace and training organisation agree the 
persons listed below are able to make agreements on behalf of their organisation. Where 
the student is under 18 years of age, the parent or guardian must co-sign this document.  

Workplace Representative 

Full Name  

Position  

Signature  

Date  

Student 

Full Name  

Position  

Signature  

Date  

Australian Vocational Academy Representative  

Full Name  

Position  

Signature  

Date  
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