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About Aged and Community Services SA & NT Inc

Aged & Community Services SA & NT Inc (ACS SA & NT) is the peak industry
body representing the majority of the not-for-profit Aged and Community Care
Sector in South Australia and an increasing number of members within the
Northern Territory.

The association provides support and leadership to a wide range of
community; retirement housing; and high and low care residential providers.

Around 130 member organisations provide more than 600 separate services
through nursing homes, hostels, independent living units, serviced apartments,
respite care and community care services.

ACS SA & NT is proudly affiliated with Aged and Community Services
Australia — the national peak body representing 1200 not-for-profit aged care
organisations providing services to more than 450,000 older people, people
with disabilities and the family or friends who care for them.

Aged & Community Services
SA & NT Inc

© 2010 Copyright for this publication is held by Aged and Community Services SA & NT Inc.

The content may not be used for commercial or other purposes (except as legally allowed for personal or
educational use) unless Aged and Community Services SA & NT Inc gives its prior written consent to the
intended use.

Disclaimer:

Although all reasonable care has been taken in the preparation of the information contained in this
document, it has been provided in good faith for general information only. The document is not
intended to be exhaustive or to replace the need for people to make their own enquiries or to seek
independent advice. No warranty, express or implied, is therefore given by Aged and Community
Services SA & NT Inc (ACS SA & NT), or Adit Communications, as to the completeness, accuracy, or
currency of information contained herein.
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Foreword

Vocational placement plays a very important role in preparing and skilling the aged and
community workforce into the future. It provides students with an opportunity to experience
first hand what it is like to work in the industry. Those first impressions strongly contribute to
the student’s decision to pursue a career within the sector.

Itis in everyone’s best interest to make those first experiences for the student as good as
they can be. Students will find it easier to learn the skills they need to perform at a
professional level and therefore maximise their employment opportunities; Training
Providers will grow their reputation and be in demand by Aged Care Providers; while Aged
Care Providers will have a pool of skilled graduates to fill vacancies into the future.

Better learning and employment outcomes for students and graduates can only be achieved
if the three parties understand and accept their respective roles in making the process
successful.

The Best Practice Guidelines for Vocational Placement has been developed to accompany
the ACS SA & NT model Vocational Placement Agreement. Together these documents aim
to assist all parties to achieve Best Practice, while minimising identified risks associated with
the process.

| would like to acknowledge the RTO Engagement Project Work Group for developing this
publication and thank the members of this group for their drive and shared commitment to
continuous improvement. The individual members are identified in the acknowledgements
section overleaf, but it should be noted here that they have been drawn from the South
Australian Health and Community Services Skills Board; the Quality and Tertiary Education
Policy Directorate of the Department of Further Education, Employment, Science and
Technology; the Training sector and Aged Care organisations. The final publication
responds to wide consultation within the Training and Aged Care sectors and was written by
Chris Ellis, Adit Communications.

Alan Graham
Chief Executive Officer
Aged and Community Services SA & NT Inc
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1 An Introduction:
About the Best Practice Guidelines

The purpose of this publication is to achieve better learning and employment outcomes for Students and
Graduates who undertake Vocational Placements in the Aged and Community Care Sector.

Itis intended these Guidelines will be used in conjunction with the model Vocational Placement Agreement
(VPA) developed and trialled in 2009 by ACS SA & NT, working collaboratively with the Quality and Tertiary
Education Policy Directorate of the Department of Further Education, Employment, Science and Technology
(DFEEST); the South Australian Health and Community Services Skills Board (SAHCSSB); Aged Care
Providers and Training Providers.

As a set, these documents address key issues to raise the level of consistency and quality of Vocational
Placements across the sector.

The VPA delivers the minimum requirements expected from each party in a Vocational Placement arrangement;
clarifies the responsibilities of all participants; and provides clear processes for dispute resolution and contract
variations or cancellations. The model agreement may be implemented in a variety of ways. This flexibility
allows you to ensure it best meets the particular needs and circumstances of your own organisation.

These Guidelines are even less prescriptive. They build on the VPA by offering a pathway that can lead to Best
Practice — where Aged Care Providers, Training Providers and Students work together to raise the standard of
placements — and maximise outcomes for everyone.

Vocational Placements for Students undertaking study programs relevant to Aged and
Community Care — at any level — are vitally important in ensuring the sector has _
future access to potential employees with appropriate skills. Whether the A practical tool

. P ploy -~ pprop ) . designed to achieve
Student is a young person at Certificate Ill level; an undergraduate studying at better learning &
University; or a more mature person seeking a career change, it is crucial that employment

their entry point is a positive experience. outcomes for
yP P P students and

The Best Practice Guidelines for Vocational Placement has been developed to graduates
ensure that happens — so that Students feel their decision to work in Aged and
Community Care has been the right choice.

“Best Practice: A way or method of accomplishing a business
function or process that is considered to be superior to all

other known methods”

The Quality Assurance Project (QAP),
funded by the U.S. Agency for International Development (USAID)




2 An Overview:
Who, What, When, Why, Where & How

2.1 About Vocational Placements

Vocational Placement is a structured learning experience where theory delivered in a classroom setting is
translated into practice within a work environment.

The placement provides an opportunity for Students to undertake tasks that relate to their specific course of
study — and undertake those tasks often enough to demonstrate competency. That means a Student will be
able to perform tasks in a range of circumstances and environments to a standard

reasonably expected in the sector.
A structured

Successful Vocational Placement therefore goes beyond ‘work experience’. It's a learning program
structured program that integrates on-the-job and off-the-job training — so that that integrates
the competencies people acquire through their learning program directly ‘match’ off-(t)r? (-at-jhoet;“t)rbaiﬁin g
those that are required in the workplace. to industry

requirements

Placements are most successful when...

...each party is aware of their responsibilities and requirements prior to commencement — and when there is
ongoing open and honest communication between all parties for the duration of the placement.

Placements therefore work best when the skills to be developed are clearly specified and agreed in writing and
there is a designated person at the workplace with the necessary skills and experience to support the Student
working toward those skills.

Students are most likely to succeed when...

...they are in an appropriate ‘start position’ to facilitate development. Students are not expected to embark on a
Vocational Placement fully capable of performing the job for which they’re training — the placement is about
development through observation, interaction and performing set tasks. They must, however, be ‘ready’ for that
development.

Training Providers and Aged Care Providers get the most from placements when...

...they work together. Rather than seeing the other as providing a ‘service’, the parties collectively contribute to
the desired outcome of better prepared and better supported Students — and, ultimately, suitably competent
Graduates.

Parties who work together to achieve a consistent and high quality approach to Vocational Placement also
maximise their potential to directly benefit individually.
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2.2 The benefits to flow from ‘doing it well’

We know high quality Vocational Placements benefit the sector as a whole by improving outcomes for Students,
thereby encouraging them to remain within the Aged and Community Care Sector and become part of the
skilled workforce required for the future.

This section is about the specific benefits each party will achieve if extra steps are taken to achieve Best
Practice.

Benefits for Aged Care Providers

Participating in Vocational Placements gives Aged Care Providers the opportunity to meet and evaluate
Students who have potential to become skilled employees, including some who can bring additional cross-
cultural diversity to the workplace.

By adopting a Best Practice approach through using the VPA and Guidelines, Aged Care Providers will also:
Showcase the site as one at which the ‘best’ Students would like to work following graduation,
Clearly define the standards, performance levels and approach to tasks expected in the workplace,

Ensure theoretical education translates to practical applications or practical skills that are relevant for the
sector,

Help Students to develop behaviours which are a good ‘fit’ with the culture of the real-world workplace,
Build relationships with Training Providers that encourage future referrals to graduating jobseekers,

Provide management training and personal development opportunities to staff working as Supervisors,
Mentors or Preceptors (A Preceptor is an appropriately skilled staff member who can instruct, guide,
convey Best Practice and provide constructive feedback. The role is explained in more detail on page 20
of this booklet and defined in the introduction to the ACS SA & NT model VPA at Appendix A.),

Demonstrate the site as ‘an employer of choice’ to qualified people in the sector, who will recognise the
site as one which is committed to quality training and development,

Promote the site to the community as a ‘learning facility’ committed to ensuring high standards in its
workforce, and

Manage risk — by using an approach that has been trialled within the sector.

Benefits for Training Providers

Training Providers use Vocational Placements to access ‘real-world’ practical applications to help Students
better understand the theory of the training program and explore different learning techniques.

By adopting a Best Practice approach through using the VPA and Guidelines, Training Providers will also:
Fully meet requirements under the Australian Quality Training Framework (AQTF),
Know their Students are appropriately prepared prior to the placement and suitably supported throughout,
Know their Students are ‘work-ready’ at graduation, because their training has been more meaningful,

Have a foundation for effective communication with Aged Care Providers throughout all aspects of the
placement,

Build relationships with Aged Care Providers that facilitate future opportunities in the sector, and

Manage risk — because roles and responsibilities are clearly defined.
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Benefits for Students

Students learn differently — and apply what they learn differently — when that learning comes from workplace
experience rather than from a formal ‘education’ setting. They also have the opportunity to showcase
themselves to potential employers during Vocational Placements and to make informed choices about career
pathways, future training and specific potential employers.

Students who participate in a placement where the VPA and Guidelines have been used in a Best Practice
approach will also:

Feel comfortable that they know what is expected of them and how they are meant to behave,
Feel confident that the skills they are developing are relevant to the work environment,

Understand the requirements of the workplace in terms of using those skills and the pace at which they
need to apply them,

Understand the practical applications of theoretical terms such as ‘workplace culture’ and ‘teamwork’,

Manage risk — because they have a clear understanding of what to do, how to seek help, what they need
to report and how to do that.

That's why these Students are more likely to continue their career pathway in Aged and Community Care.

Model 2.2 Key Benefits of using the VPA & Best Practice Guidelines

Clarify Communicate Define

roles& [T > effectively [~ """ 77 > standards & [~ """ 777 > M?ir:l(ge
obligations throughout expectations
Translate
. Return on
knowledge Ensure skills .
. investment
into e ------- > arerelevant  ~-------- » .
ractical to the sector 7 LGS
prac workforce
skills

Placement
becomes a
true
‘partnership’

Improved
learning &
employment
outcomes

Build
beneficial
relationships

Showcase

what you can
offer
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2.3 How does each party ‘raise the bar'?

To achieve the benefits of Best Practice, each party in a Vocational Placement needs to commit to a quality
approach.

The VPA developed by ACS SA & NT provides a model for this, by listing the obligations to be met by each
party to the contract. However, the philosophy behind the obligations can be expressed more generally.

A Best Practice Aged Care Provider will...

Work collaboratively with the Training Provider before the placement to identify learning experiences
which are specifically appropriate to the objectives of the placement,

Provide a thorough Induction for the Student on commencement — as though they were a new permanent
employee,

Designate a staff member with appropriate skills and experience to work with the Student in the role of
Preceptor — to provide appropriate instruction, guidance and feedback while serving as a personal
example of what ‘Best Practice’ means in the workplace,

Use the Preceptor and other means to ensure appropriate OHS&W policies and systems are followed
throughout the placement — so that the Student, staff, volunteers and clients are in a safe environment,

Take steps to ensure that Students are not asked to perform tasks beyond their competency or the
competency that they might reasonably be expected to achieve as part of their training program, and

Follow through at the end of the placement to provide constructive feedback to the Training Provider.

A Best Practice Training Provider will...

Collaborate with the Aged Care Provider prior to the placement about appropriate tasks — adjusting
requirements to recognise prior skills, knowledge and experience where relevant,

Ensure appropriate OHS&W systems are in place and appropriate on-site support will be provided,

Forward Students to a Vocational Placement only when confident they have achieved the minimum
criteria previously agreed with the Aged Care Provider as necessary for placement commencement,

Ensure Students have all the communication skills and functionality necessary to be able to fully
participate in that placement,

Prepare Students fully about what will be expected of them in the workplace — including documentation
needs and the pace at which they’ll need to work,

Prepare Students about the range of issues they may encounter in the workplace and how to address
those issues,

Initiate regular contact with both the Student and the Aged Care Provider throughout the placement to
discuss progress; provide and receive feedback; mediate emerging issues and gather evidence that
competencies are being attained, and

Perform assessments against nationally accepted criteria.

Students also have a role in Best Practice

The Student’s role in a quality Vocational Placement is to perform appropriate tasks safely and to the best of
their ability, behaving in a way which at all times maximises their learning opportunity.

To do this they need to be prepared, aware of expectations and supported. Later sections in this booklet
describe how this can be achieved.




2.4 Essential steps for Best Practice
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The model below provides an overview of a Best Practice approach to Vocational Placement and depicts the way the
Training Provider (TP) and Aged Care Provider (ACP) can contribute to ensuring successful outcomes. Students
need to understand their role too.

Student
Selection

Direct contact
between the
parties

Commit to the
VPA &
Guidelines

Student
Preparation

Site
Induction

Monitoring
and Support

Competency
Assessment

Managing
Issues

Closing the
Placement

Training Provider

- Consider Student’s capacity

to work in Aged Care
(personal qualities, medical fitness,
language skills, potential to obtain
a National Police Certificate)

- Initiate contact to assess

ACP’s suitability

- Sustain contact throughout

with Student & ACP

- Use addenda to specify

learning requirements

- Ensure that Student

understands the VPA

- Prepare for industry needs

& workplace challenges

- Assess skills, functionality,

practices, communication

- Initiate regular contact with

ACP & Student

- Mediate if required
- Notify issues of concern

- Gather evidence in

conjunction with the ACP

- Conduct assessment to

national standards

- Communicate & act early
- Dispute Resolution process
- Independent mediation if

required

- Debrief — what worked well,

lessons learned, any
opportunities missed, any
risks identified or managed

Aged Care Provider

- Use feedback processes to

contribute to TP’s
awareness of industry
needs

- Use initial contact to

confirm TP’s intentions &
ascertain Student will be
‘ready’ for the workplace

- Use addenda to specify

preparation/support needs

- Check that Student

understands the VPA

- Use feedback processes to

contribute to TP’s
awareness of workplace
needs and expectations

- Evaluate Student readiness
- Deliver site specifics

- Ensure Student understands
- Document the process

- Invest in training Preceptors
- Use appropriate Preceptor

for Student

- Awareness in other staff

- Provide opportunities

- Witness skills used

- Provide feedback to Student
- Contribute evidence to TP

- Communicate & act early
- Dispute Resolution process
- Independent mediation if

required

- Debrief — what worked well,

lessons learned, any
opportunities missed, any
risks identified or managed

Student

- Advise of issues likely to
impact on capability of
working in Aged Care
environment

- Seek explanation of any
items on VPA not clearly
understood

- Seek explanation if unsure

- Seek more practice at skills
if required (e.g. Manual
Handling, Infection Control)

- Seek explanation if unsure
on any aspect

- Know exactly what to do if
any issues of concern

- Seek additional support
from either TP or ACP if
needed

- Advise TP or ACP
Supervisor of emerging
issues — don’t wait until the
end of the placement

- Debrief — what worked well,
what didn’t, any
opportunities missed, any
risks identified or managed
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3 Getting Started.:

What needs to happen well before the placement...

3.1 Initiating a ‘partnership’ approach

This isn’t about the Training Provider ‘selling’ the Aged Care Provider on accepting one or more Students for
Vocational Placement — nor is it about Students ‘finding their own work experience’.

To meet the criteria for Registration, Training Providers are called upon to engage employers in the
development, delivery and monitoring of training and assessment — and to ensure

Students ‘receive support from all parties engaged in their training and assessment’.
Direct contact

Direct contact between the Training Provider and Aged Care Provider — prior to, between the

and throughout, the Vocational Placement — is an essential step toward that Traigigg Pdr%/ider
an ge are

engagement. Provider —

In Best Practice, the initial meeting between the prospective parties will include a before and during a

. . . . lacement
comprehensive discussion and site tour. P

The Training Provider will want to know...

...the Aged Care Provider has the capacity to provide the appropriate learning experiences for the Student — in
a safe environment. In order to feel confident about this, the Training Provider will seek information about the:

Extent of opportunities for the Student to achieve competency and be assessed against competency
standards,

Availability and access to suitable equipment and resources relevant to the specific training program,
Availability of appropriately skilled support personnel to work with the Student during training shifts,
Potential for suitably skilled personnel to gather workplace evidence of acquired competencies,
OHS&W policies, procedures and safe practices that are in place to protect the Student and others,
Induction processes that will be used to familiarise the Student with workplace practices,

Flexibility that could be offered for a Student with special needs, and

Potential for any special projects which could enhance the Student’s learning experience.

The Aged Care Provider will want to know...

...about the site’s specific role and responsibilities — including learning requirements. The Aged Care Provider
will also want to feel assured that the:

Training Provider will maintain contact, monitoring and support throughout the placement,
Student will have the personal attributes and functional capacity to undertake workplace training, and

Length of time spent in the classroom and working with demonstration equipment or simulated learning
situations has been sufficient for the Student to be ‘ready’ for workplace training.

! ATQF 2007 The User’ s Guide to the Essential Sandardsfor Registration Element 2.3 p24 DEST June 2007
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3.2 Selecting and preparing Students

Successful Vocational Placement involves a two-strand approach to initiating Student participation:
1. Selecting only those Students for a specific program who have the capacity to succeed in it, and

2. Preparing Students well for the workplace training component of that program.

Selection of Students

Best Practice selection of Students does more than consider whether they are Personal qualities
capable of undertaking classroom aspects of their program, but also forecasts and behaviours;
whether they will have the capacity, when the time comes, to undertake the MITENOTE EEpEEiny
medical fithess for
workplace component. the work; English
language skills;

Because entry to the study program can occur more than twelve months prior to Police Certificate

the Vocational Placement, this can be problematic — especially when there may be a
need to forecast, for example, how well a Student may progress with developing English
language skills.

However, it's important the initial selection process includes discussion about requirements which will need to
be met later — and that Students understand a failure to meet those requirements will not only exclude future
employment in the sector, but also prevent the completion of their training program (the Vocational Placement).

The initial interview should therefore include questions, observation and, perhaps, testing about:

Personal qualities and behaviours — The attributes required for employment in Aged Care are equally
important for Vocational Placement. Requirements will depend on the course, but applicants for a
Certificate 1l in Aged Care, for example, should be able to demonstrate good communication skills; show
patience and understanding; have a caring and supportive approach to people; and be adaptable, honest
and respectful.

Functional capacity — Again, this is related to specific roles. However, the Occupational Job Dictionary—
Aged Care Industry2 is a useful tool for this, because it provides an analysis of regular tasks and human
movements common to people working across a range of Aged Care occupations — with good
descriptions of work mechanics, frequency, repetitions and general job demands.

Medical fitness for the specific work — While medical fitness will be a key component in the decision to
forward a Student to the work environment, it should also be part of initial discussions prior to acceptance
into a study program. Issues to consider at this early stage might include skin conditions likely to be
aggravated by continual hand-washing or illnesses which require on-going use of medications likely to be
restricted in a work environment.

English Language Skills — While care needs to be taken not to discriminate against people because of
their cultural background, English language skills are critical. Students need to be aware of the standard
they’ll need to achieve before they participate in Vocational Placement. One way to measure the need for
additional support is to use a scale such as the General Module of the International English Language
Testing System (IELTS) which provides scores for Listening, Reading, Writing and Speaking.

National Police Certificate — This is mandatory for programs under the Commonwealth Aged Care Act
1997 — which includes Students on Vocational Placements. International Students — and others who have
lived overseas for any period of time after the age of 16 — need to be aware at this stage they will need to
provide an additional Statutory Declaration. Under the model VPA, the Training Provider commits to
obtaining this Certificate from the Student and providing it to the Aged Care Provider at the time of
placement, but Best Practice will detail applicable convictions and identify any issues before the Student
commences their course.

? Desi gned and produced by SafeWork SA and the WorkCover Corporation of South Australia
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Preparation of Students for the work environment

The clear focus of this next stage is to ensure the Student is ‘ready’ to work in an Swgrek%s "\‘:\'I'I'”E’e
environment involving vulnerable people. To be confident about this, Training 2

. . . . vulnerable people —
Providers will use a combination of assessment and preparation. they need skills to a

. . . , Lo . . . . certain level and to
Evaluating Student ‘readiness’ should begin with a review of issues raised in the be prepared for the

previous section about Student Selection. Especially in longer courses, things change. work environment

Best Practice assessment will include:

A Functional Capacity Evaluation (FCE) —to obtain objective measurements about the Student’s
mobility and fitness for the type of activities they will be expected to perform,

General Safe Work Practices — to demonstrate the Student knows how to behave so as to not harm
themselves or others in the workplace,

Manual Handling Skills —which may not be yet fully developed, but should be assessed at least to a
competency which is safe for the Student and others,

Infection Control Practices — which again may not be yet fully developed, but should be assessed at a
fundamental level that will not place the Student or others at risk, and

Communication Skills —as a minimum, the Training Provider should feel confident the Student has
sufficient command of the English language in listening, speaking, reading and writing to be able to
function effectively in the work environment. An assessment tool such as IELTS or the International
Second Language Proficiency Ratings (ISLPR) should be used where there is any doubt.

Best Practice preparation will ensure Students understand the importance of:

Medical Fithess —in particular, the potential impact on frail aged people if Students attend the work
environment with Cold or Flu symptoms. (Best Practice Aged Care Providers will arrange Flu
Vaccinations for Students at an appropriate time prior to commencement of the placement),

Presenting for work in a fit state — apart from medical issues, Students need to understand the
ramifications of presenting for work under the influence of alcohol or drugs (including prescribed
medication),

Behaving in a professional manner — which at all times complies with the site’s Code of Conduct,
Strictly adhering to the site’s OHS&W policies — which includes specific processes and procedures,
Documentation — required not only by the Aged Care Provider, but also for accreditation and under
legislation,

Complying with safe and reasonable directions — but advising immediately if designated tasks appear
beyond their current capability,

Not attempting additional tasks beyond their current level of Student learning — while initiative is
encouraged, Students need to be aware they could place themselves or others at risk by attempting to
‘jump ahead’,

Maintaining confidentiality of information — about the Aged Care Provider; residents or community
care clients; co-workers and visitors — unless there is an issue of concern, which should then be raised
with the Supervisor or another appropriate person involved with the Vocational Placement, and

Taking care not to misuse or damage property — of the Aged Care Provider; staff and volunteers;
residents or community clients.

Students entering the work environment should also have a good knowledge about challenging behaviours they
may encounter (such as people with Dementia) and have an understanding of their obligations under Duty of
Care and mandatory reporting of Elder Abuse.

It's also important to identify and address any cultural barriers which may impact on workplace performance —
including language issues where, for example, a Student may have good English speaking skills but is
unfamiliar with Australian meanings attached to certain words and phrases.
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3.3 Setting up a formal agreement

During the initial discussion between the Training Provider and Aged Care Provider (Section 3.1) each
participant will have had the opportunity to gauge the other’s suitability for a ‘partnership’ arrangement — and to
form an understanding of how that arrangement might operate.

In a Best Practice arrangement, those ‘understandings’ will now be formalised and documented in a written
agreement.

This might commence with an exchange of correspondence which commits each party
to using the model VPA and these Best Practice Guidelines — and identifies who has UseBt:set r;‘roa%filc\épA'
the authority to sign the VPA from each organisation. Guidelines, specific

The VPA developed by ACS SA & NT has been trialled in the Aged and Community argi;harzf Et:nads

Care Sector. Parties to a Vocational Placement may agree to deviate from the VPA include the Student
in developing their own agreement, but should seek individual legal advice about any as a participant
risks they may be assuming in the amendments.

Best Practice participants will also consider whether specific attachments are required to
support the VPA. This may involve:

Specific requirements the Training Provider may have in terms of learning opportunities for specific
courses,

Specific preparation or assessments the Aged Care Provider may require before accepting a Student on
a Vocational Placement,

Specific time frames during which the Vocational Placement must be completed, or

An agreement for the Training Provider to assist with preparing personnel at the work site to provide
appropriate Preceptor support (for which Government funding may be available).

A three-way agreement

There are three parties to the model VPA — Training Provider, Aged Care Provider and Student. As a signatory
to the VPA, the Student must be in a position to fully understand the document and the reasons for it.

Although the VPA has been written in ‘Plain English’, in a Best Practice approach the Training Provider will lead
the Student carefully through the document and ensure all items are understood.

This is also the time items such as ‘behave in a professional manner’ can be more fully explained, so that the
Student understands exactly what that means in a work environment.

In particular, the Student must be comfortable with procedures to be used if concerned about any issues arising
in the workplace — and what to do if there is any indication of dispute or conflict.

While the Training Provider will have responsibility for ensuring the Student understands the VPA and is able to
comply with the role and responsibilities outlined, the Aged Care Provider must also feel comfortable this is the
case. Because there may be some time lapse between the Training Provider’s explanation of the VPA and the
commencement of the placement, a Best Practice Aged Care Provider will also include the document in the
Induction and Orientation program.
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3.4 Understanding ‘the insurance issue’

A Student on Vocational Placement doesn’t receive wages or other remuneration — apart from, in some
instances, reimbursement for expenses associated with the placement — and is therefore not an employee,
contractor or agent of the Aged Care Provider. Neither is the Student an employee of the Training Provider.

This means that — even if both the Training Provider and Aged Care Provider are registered with WorkCoverSA
— the Student will not be entitled to compensation or rehabilitation from WorkCover if they are injured in the
work environment.

There are also other Insurance issues to consider — for example, if someone else is injured because of a
Student’s actions.

The model VPA developed by ACS SA & NT calls for both the Training Provider and Aged Care Provider to
have $20 million Professional Indemnity Insurance and $20 million Public Liability Insurance in place to
indemnify each other and the Student from ‘all claims, actions, proceedings or demands in respect of any loss,
death, injury, illness or damage’. Yet, the VPA also tells the Student they ‘may not be covered for personal
injury or loss or damage to property if no one is found to be at fault’ and recommends the Student obtains their
own personal accident insurance.

Personal Accident Insurance — covers any out-of-pocket expenses following accidental injury, disability or
death and can include cover for loss of income arising out of the accident.

Public Liability Insurance — covers an organisation for its legal liability to third parties for personal injury or
property damage caused by an occurrence in connection with the insured organisation's business activities.

Professional Indemnity Insurance — compensates an organisation for loss incurred through a claim made
against it for breach of professional duty arising from negligence, errors, omissions, defamation, loss of records
or documents, dishonest acts etc by volunteer or paid staff.

In some instances it may be possible to negotiate an extension to a Volunteers Insurance Policy to cover
Students in the work environment on a Vocational Placement.

Why so many insurances?

All parties involved in a Vocational Placement should take their own advice on Insurances. However, there is a
very broad explanation which can help to alleviate confusion.

Should an accident, injury, or other ‘claimable’ incident occur, there is likely to be one of four scenarios:

1. The Aged Care Provider may be found to be ‘at fault’ — perhaps because they haven't provided a safe
work environment. In this situation, the Aged Care Provider's Insurance (Public Liability or Professional
Indemnity) would be expected to meet associated costs.

2. The Training Provider may be found to be ‘at fault’ — perhaps because the Student hadn’t been
trained in a way that had been claimed. In this situation, the Training Provider’'s Insurance (Public Liability
or Professional Indemnity) would be expected to meet associated costs.

3. The Student may be found to be ‘at fault’ — perhaps because they behaved in a way contrary to their
training with both the Training Provider and the Aged Care Provider. In this situation, the Training
Provider's and/or Aged Care Provider’s Insurance (Public Liability) would be expected to meet associated
Costs.

4. Something happens that’s ‘nobody’s fault’ — perhaps a lightning strike? This is when the Student
would need their own cover for personal injury, loss or damage.

The above is not a legal opinion. It is offered as a sweeping interpretation of a complex and specialised field.




4 ‘On-the-job’:

Best Practice in the initial stages

4.1 The site induction

Aged Care Providers accepting a Student for Vocational Placement have a right

to expect that the Student will come to them suitably prepared for the Confirms Student

. . ‘readiness’
experience — but assumptions should never be made. while
. . . . . . delivering specifics
A Best Practice introduction to the work environment will confirm this ‘general about the work
preparedness’ as well as deliver specifics about the site. Ideally, it follows an environment

Orientation-Induction-Settling sequence.

Orientation

Orientation is about familiarisation with the worksite, amenities, equipment and reporting structure — and also
the people with whom the Student will interact during the placement. However, Best Practice Orientation is
much more than a ‘meet and greet’ and site tour. It's also about ensuring the Student is comfortable with the
coaching support that will be available to them and clarifying ‘expectations’ — not just what is expected of
Students, but what they can expect in return.

When done well, Orientation helps Students understand the workplace and introduces the culture and values of
the organisation. It helps them to see how their behaviours impact on others and how their role ‘fits'.

Induction

For the workforce, Induction gives people clarity about their role — security about what they will be doing and
how they should be doing it. A Best Practice Vocational Placement will ensure a Student achieves that same
clarity during Induction — even if their current term in the work environment is going to be short.
The Induction process therefore should, as a minimum, cover policies and procedures relating to:

Code of Conduct,

Bullying and Harassment,

Use of Information Technology,

Use of lllicit Drugs and Alcohol,

Privacy and Confidentiality,

Residents’ (or Clients’) Rights,

Duty of Care, and

Mandatory Reporting.

However, it's important to remember that a Student at the beginning of a Vocational Placement is in ‘information
overload’. Best Practice will take the time to ensure the Student understands the written documents.

Aspects of Clinical Care relevant to the Training Qualification — such as Medication Handling, Manual Handling
and Infection Control — should be assessed to ensure they are to the standard required. This is also the time to
check whether any other prerequisites negotiated with the Training Provider during initial discussions, or
included as an addendum to the VPA, have been fulfilled.
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Settling

In many ways a Student remains in the ‘settling’ stage throughout the entire Vocational Placement, but it's
important to recognise there will likely be a more ‘intense’ settling period at the beginning of the placement. This
is the time when — despite training, preparation, orientation and induction — the Student is confronted for the first
time with caring for a ‘live client’ rather than a medical training mannequin or obliging co-student.

The length of time required for confidence about skills and abilities to develop will depend on variables such as
age, life experience, work experience, cultural background, length of time in the classroom and extent of
exposure to simulated procedures. A Best Practice approach to Vocational Placement is flexible to
accommodate these variables and will provide settling support for as long as it's required.

Occupational Health Safety & Welfare

Under Section 19 of the Occupational Health, Safety and Welfare Act 1986 (SA) employers have a duty to
‘ensure so far as is reasonably practicable that the employee is, while at work, safe from injury and risks to
health’. While a Student on Vocational Placement is not an employee, the principle is the same and the Aged
Care Provider has responsibility for an appropriate OHS&W Induction.

In a Best Practice placement, OHS&W is a part of each step in the Orientation-Induction-Settling sequence:
During Orientation, the Student sees the policies and procedures operating ‘in the real world’,

During Induction, the Student is assessed on OHS&W competence and compliance appropriate to the
level of responsibility and relevance to the vocational objectives of the Training Package, and

During Settling, the Student is monitored and guided to ensure the policies and procedures convert to
practices.

The need for a comprehensive and documented process

Some Aged Care Providers may consider the described Orientation-Induction-Settling process as ‘overkill’.
Although the time taken may be compressed due to the short time allocated for placement in the work
environment, the importance of a comprehensive introduction to the workplace cannot be underestimated. It's
not only about risk management — it can make a difference as to whether the Student decides to continue their
career pathway in Aged and Community Care.

The full Induction process should be documented and signed by the Student. This process is Best Practice
because it:

Provides a record of the various steps used in the Induction process,
Highlights any omissions or unintended ‘gaps’, and

Offers an opportunity to discuss with the Student any areas of the Induction process which remain

unclear.
Model 4.1 A Best Practice Induction Pathway
Documented
Orientation Induction and Settling

Understood
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4.2 Understanding and reporting abuse of an older person

Students on Vocational Placement are not expected to be able to navigate through the legal, ethical and
practical complexities surrounding the reporting of abuse of an older person, also known as 'Elder Abuse'.

However, it's important — because they will be training within an Aged Care setting — they understand what ‘Elder
Abuse’ means and what they should do if they encounter a situation which they suspect might be abuse.

The model VPA developed by ACS SA & NT asks Students to commit to notifying their supervisor ‘of any
observations or suspicion of verbal or physical abuse of a resident, or client, by another resident, client,
employee, volunteer or visitor'.

In a Best Practice introduction to the Aged Care work environment, this item from the VPA will be highlighted
and explained.

Students may need explanation, for example, of what could be considered ‘verbal abuse’ — and certainly will
need reassurance that they can safely report anything that concerns them (without fearing that doing so will
reflect poorly on them).

Offering the Student a number of options they can use to discuss issues of concern will help to generate a sense
of confidence that it’s ‘the right thing to do’ but they will need a clear pathway to follow.

A definition of 'Elder Abuse' used across all Australian States is:

“Elder abuse is any act occurring within a relationship where there is an implication of trust, which
results in harm to an older person. Abuse can include physical, sexual, financial, psychological, social
and/or neglect.”

A Student on Vocational Placement should not be asked to judge ‘harm’ or concepts such as ‘social abuse’.
They do, however, need to be aware abuse of an older person encompasses more than physical assault.

4.3 Understanding generational differences

While it's not reasonable to assume all members of a particular generation behave alike, generally Students of
different generations are likely to have different learning styles, different ‘life skills’, respond differently to
different motivators and have different communication and leadership needs.

Some understanding of how these differences might present in the workplace is therefore important — especially
for the Preceptor working with the Student, but also for other staff with whom the Student may have regular
contact.

Stuff about Generation Y worth thinking about

Research tells us Gen Y is ‘optimistic, confident, sociable’, with a high sense of self-worth and a propensity to
be spontaneous. They want to be recognised for their ‘ideas and innovation’; are continually seeking variety,
challenges and change; and want more responsibility at an earlier age than former generations. (These
characteristics might suggest they need to be watched closely to see they don't ‘overstep the mark’ to work
outside the scope of their training program.)

% Alliance for the Prevention of Elder Abuse (funded by the Government of South Australia) www.apea.org.au
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We also know that they are mostly ‘still in-the-nest’ or ‘back-in-the-nest’ — which could suggest they haven't yet
developed the common sense and life-skills that come from making their own way in the world.

As a generation, they tend to ‘want to make the rules’ and to ‘demand entitlements for self, society and the
environment’ — which could make them a little difficult to manage in the workplace.

However, we also know that they are very comfortable with different ethnicity and older generations — and that
they have an ‘eagerness to learn’, which they can do quickly through a ‘multi-sensory’ approach that embraces
learning ‘outside the classroom’. These Students thrive on access to technology — both in the workplace and in
training — and want to be continuously learning and building their skills. They are eager for feedback on their
performance and, surprisingly, want to learn from ‘veterans’ — they want their seniors’ earned wisdom now!

Gen Y Students are most likely to respond to a ‘collaborative, inspiring, consensus’ leadership style and
embrace communication through informal emails and ‘chance’ conversation. They are often looking to ‘make a
difference’ where social and environmental issues are concerned and will be comfortable in an organisation that
reflects similar values.

Potential differences in mature-age Students

The Aged and Community Care Sector is a common entry point for mature-age women entering the workforce.
Reasons can be as diverse as:

Changing career pathways because of involuntary redundancy in a restructuring industry (such as
manufacturing),

Voluntary retirees returning to the workforce (because financial or lifestyle issues didn’t go as planned or
they miss the stimulation of work),

Employed people looking for a late life career-change,

Employed people from industries where the value of mature-age workers has yet to be realised,
Employed people from industries where there is not as much scope for part-time work or flexibility,
Women returning to work after an absence of decades (because their children are now settled), or
Migrant women who may never have been employed in a workplace before.

It's important that the Preceptor (and other relevant staff) have some understanding of the work background
mature-age Students bring to the workplace — so that the approach to the agreed training program can be
adjusted accordingly.

It's also entirely possible that the Preceptor designated to work with the Student may be considerably younger —
which will require sensitivity to generational differences (such as familiarity with technology).

Why it's important

Best Practice Vocational Placement is about ensuring the best possible learning and employment outcome for
each Student. Understanding the ‘mindset’ of each generation is not about stereotyping people according to
their age. It's about developing ‘awareness’ which can help with engagement — and it's about recognising
generational differences as valid.

There will be individuals within any group who don’t conform to the general group characteristics — and Best
Practice builds in flexibility according to those individual differences.
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5 Settling In:

Building a positive experience

To this point, everything has been about getting a well-prepared and well-motivated Student into the workplace
under an agreed arrangement which all three parties understand and support.

This is the foundation for Best Practice management of the placement period — which will provide the best
learning outcomes for the Student and therefore the best long-term outcomes for the other parties.

The ACS SA & NT model VPA clearly identifies the responsibilities for each party during this next stage — while
the following guidelines are about fulfilling those responsibilities in a way that ensures a positive experience for
all.

5.1 Interpreting ‘the relationship’

A Student on Vocational Placement is not an employee of the Aged Care Provider
and the principles of Vocational Placement mean a Student on site should never

. ) Not an employee —
bring about the displacement of an employee. el

but treated as an

. - . employee under
However, as part of their structured training program, the Student will perform some parts of some

some work tasks — and may not always be directly supervised while performing legislation
those tasks.

The Aged Care Provider has certain legal responsibilities relating to the ‘duty of care’
required for all persons on their premises and some legislation treats Students on Vocational Placement
similarly to employees.

For example, Section 22 of the Occupational Health, Safety and Welfare Act 1986 (SA) has been amended* to
specifically include:

‘any other person (not being an employee employed or engaged by the employer)...while the other person is
at a workplace that is under the management and control of the employer...’

while the Equal Opportunity Act 1984 (SA) includes ‘unpaid workers' in its definition of employees® and the
Equal Opportunity Commission views Students on Vocational Placement as covered by this phrase.
Amendments to the Act which came into effect from 2 October 2009 also extend to include harassment of
employees by a person ‘who is not a co-worker but with whom they come into contact through their work® — so
legislation can sometimes be seen to treat Students as employees for their own protection and also for the
protection of ‘real’ employees of the workplace.

In summary, a Student on Vocational Placement is:
Not an employee for Worker's Compensation purposes,
Considered an employee for Occupational Health Safety and Welfare purposes, and
Considered an employee for Equal Opportunity purposes.

A Best Practice approach will therefore manage the various aspects of the relationship through appropriate
supervision, continuous monitoring and support.

4 Occupationd Hedth, Safety and Welfare (SafeWork SA) Amendment Act 2005, p 11
> Equal Opportunity Act 1984 (SA) p.2
6 Equal Opportunity Changes 2009 produced by the Equal Opportunity Commission of South Australia 30 September 2009
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5.2 Providing the appropriate level of supervision

All Students participating in a Vocational Placement must be supervised. However, the level of supervision
required at any one time is dependent on a number of variables, including the specific task they are performing
— and the level of risk that task presents to the Student, the Client and the organisation.

Accordingly, the supervision may be ‘direct’ or ‘indirect’.

Although not all Students on Vocational Placement are undertaking nursing courses,
definitions provided in the Nursing and Midwifery Practice Act 2008 (the Act) and
by the Australian Nursing and Midwifery Council (ANMC) are helpful in All Students must

understanding what those terms mean. be supervised — but
this can be direct or
indirect according

According to the Act, ‘supervision’ includes oversight, direction, guidance and g
to specific tasks

support (whether given directly or indirectly)’, while the ANMC looks more
specifically at what is ‘direct’ and what is ‘indirect’ supervision.

Direct supervision

Direct supervision is when the supervisor is actually present and personally observes, works with, guides and
directs the person who is being supervised®.

Indirect supervision

Indirect supervision is when the supervisor works in the same facility or organisation as the supervised person,
but does not constantly observe their activities. The supervisor must be available for reasonable access. What
is reasonable will depend on the context, the needs of the consumer and the needs of the person who is being
supervised®.

Supervision in the Vocational Placement context

In a Best Practice Vocational Placement, the Student will experience both direct and indirect clinically-focussed
supervision at different times during their training program as they perform specific tasks.

However, it is also relevant to note that the Student will require other forms of supervision — such as managerial
supervision of their induction, orientation, rostering etc and supervision of their overall activities to ensure they
meet all the practical requirements of their training course.

More detail is provided in the next section — which considers ‘monitoring and support’ — and offers guidelines for
who should be responsible for specific aspects.

" Nursi ng and Midwifery Practice Act 2008, Section 3, Interpretation
8 Guiddinesfor Del egation and Supervision of Nurses and Midwives, Australian Nursing and Midwifery Council
9.,..

ibid
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5.3 Monitoring and support

Although Vocational Placement shifts the Student’s training to ‘on-the-job’ rather than ‘in-the-classroom’, this
isn't a ‘hand-over’ to the Aged Care Provider.

In a Best Practice placement, the Training Provider and Aged Care Provider will work together to ensure
desired learning outcomes are achieved during the on-site training period.

A Best Practice Aged Care Provider will...

...designate an appropriate staff member to act as a Preceptor for the Student

This is more than appointing someone to ‘buddy’ the Student to facilitate orientation and socialisation to the
work unit — or even about supervision or mentoring. A Preceptor will specifically help the Student meet the
learning objectives of their placement by:

Working with them to identify learning opportunities relevant to their training program,
Providing instruction before and during tasks,

Providing constructive feedback during and after tasks, ATl
skilled staff member
Serving as a clinical resource by sharing knowledge while demonstrating to instruct, guide,
skills, and convey Best Practice
. . and provide
Acting as a Role Model to convey Best Practice. constructive
feedback

The Preceptor therefore needs to be a skilled practitioner — appropriate to the
level of the training program — and needs specific personal qualities to be able to fulfil
the role successfully, such as good communication skills and appropriate feedback techniques.

...invest in developing and using Preceptors to work with Students

Aged Care Providers who feel they may not have suitable staff to fulfil the role of Preceptor should raise this
with the Training Provider during initial discussions. In some instances, Training Providers can offer training
support for staff who will facilitate Vocational Placements.

Options could include specific short courses or individual units in training packages offered under the
Australian Qualifications Framework (AQF) — such as ‘Facilitate work-based learning’ in the Certificate IV in
Training and Assessment.

There is also potential to access some Government funding to upgrade the skills of current staff — and
information about the Australian Government’s Productivity Places Program in South Australia can be
accessed through the Department of Further Education, Employment, Science and Technology (DFEEST).

Additional investments for Aged Care Providers when designating a Preceptor to work with a Student
include time taken from other duties and any increased remuneration the Preceptor will attract while working
in the role. However, Employers who have previously committed to these investments have found benefits in:

Knowing Students who graduate and return to the Aged and Community Care Sector will have been
correctly trained,

Demonstrating to current staff that their higher level skills and Best Practice approach to their work is
recognised and valued, and

Encouraging and supporting staff to upgrade their skills and qualifications as part of their personal
career development pathway.

...create awareness in other staff

Even when a Student is working with a designated Preceptor, it's important other staff are aware of the
Student’s training program and what tasks the Student can be expected to undertake during the placement.




o

A Best Practice Training Provider will...

...initiate regular contact with the Student and Aged Care Provider during the placement

Direct contact with both on-site parties is important to identify whether the placement
is progressing according to plan. Apart from responding promptly to any requests Take responsibility
for contact, a Best Practice Training Provider will also initiate it — ideally with the to initiate regular
Student’s direct Supervisor as well as the representative with whom initial contact, monitor
discussions and negotiations have occurred. In a Best Practice approach, PVEEIEES. e
. . . . . . unresolved issues,
feedback received during this contact can initiate immediate changes so the and identify risk
desired learning outcomes can be achieved.

...mediate between the Student and Host Employer if required

As the coordinator of the Vocational Placement, the Training Provider is best placed to mediate any
unresolved issues in terms of the Student’s performance management, misunderstandings or disputes
between the on-site parties — or when a Student feels their learning needs are not being met.

...notify the Aged Care Provider immediately of any concerns about the Student’s fitness for work

While the Best Practice Training Provider has a role in resolving issues which may arise during the course of
the placement, the Aged Care Provider must be made aware immediately of any issues which may impact
on the Student’s fitness to perform their duties to an acceptable standard without presenting a risk to
themselves or others.

5.4 When additional support is needed

5.4.1 Vocational Placements in Community Care

Creating appropriate learning opportunities for Students on a Community Care Vocational Placement is
challenging. These Students need to develop practical skills to the same level as Students training in a
residential setting, yet opportunities for Students to work ‘alone’ in Community Care are more difficult.

In a residential setting, ‘appropriate supervision’ can still allow the Student to interact one-on-one with residents,
while — in most training programs involving Community Care — the Student will need to be accompanied at all
times on home visits. There are some exceptions where unaccompanied visits may be allowed in higher level
gualifications, but certainly a Student will never manage a client list and — as per the negotiated agreement with
Unions for all Vocational Placements — can never be considered to ‘supplement’ the paid workforce.

So, how can the Community Care Vocational Placement work most effectively? Again, the Best Practice
approach is to use an appropriately skilled Preceptor who can provide both instruction and feedback during
home visits — while actively seeking opportunities for the Student to develop skills relevant to their training
program, without placing themselves or others at risk. Some Community Care Providers have successfully used
a combination of field work and training in a Centre Based Care setting, which can give more flexibility in
allowing Students to develop their skills and achieve required experiences.

Despite the additional effort, Vocational Placements in Community Care settings are

. important. The sector is keen to attract new entrants — especially those who are
Mt%rir?gﬂgglt appropriately trained to sector requirements — and a positive experience during
Vocational Placement is one way of encouraging Students toward becoming a

appropriate learning
opportunities — but part of the sector’s future workforce.

important in crafting

I Community Care Providers and Training Providers are encouraged to discuss

issues in Community Care Vocational Placements with their peak body or Skills
Board. ‘Real world’ feedback is important in developing long-term solutions.
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5.4.2 Encouraging diversity

Aboriginal people or Torres Strait Islanders — and people who have a cultural background originating in
countries other than Australia — are very important to Aged and Community Care. Diversity in the workplace is
highly valued — not just people with Culturally and Linguistically Diverse (CALD) backgrounds, but also people
with disabilities.

Access and Equity Guidelines attached to the Australian Quality Training Framework
(AQTF) call for training and assessment to ‘be bias-free’ and ‘reflect and cater for the

increasing diversity of Australia’s VET clients and Australia’s current and future
,10

Diversity in the
workplace is to be

workforce™. celebrated — but
s . . . . Students need
Although this ‘increasing diversity’ is much broader than migrants and additional support
International Students, this section of the Best Practice Guidelines takes a for successful
deliberate focus in this area, because this is where the most dramatic increases outcomes

have occurred in recent years.

Many CALD people seeking Vocational Placements are in Australia under Visa options such as Sponsored
Training Visas and Student Visas — both of which usually have a required workplace component. (Student Visas
also allow paid work of up to 20 hours per week during term time and full-time when the course is not in
session.)

South Australia also has many migrants who come to Australia as dependents of skilled people entering the
country on employer-sponsored Visas — and often these family members then seek access to their own training
and qualifications while here.

Students from non-Western cultures and from non-English speaking backgrounds will require additional
supports before and during their placements to achieve successful outcomes.

Challenges for Students

Newly arrived migrants — from any country — often struggle with loneliness and isolation from family or friends
and the ‘strangeness’ of their new environment. This can be compounded by restricted finances; difficulty in
obtaining suitable accommodation; negotiating public transport; trust and fear issues; cultural and religious
differences — and, of course, language barriers.

Consequently, Aged Care Providers may underestimate the ‘settling’ time required for these Students who —
although they may have been in Australia and the classroom for some time — will now be again confronted with
new systems and processes. Students may also recognise they are not reaching expectations in terms of
‘getting up to speed’ in the workplace — which causes additional stress for them.

Challenges for Aged Care Providers

Students who come to the workplace perhaps with cultural, communication and ‘stress’ barriers will require
extra time and support and Aged Care Providers also need to consider any potential effect on residents or
clients and the reactions of other staff.

While the majority of residents will welcome overseas workers, there may be some preconceptions to overcome
with some people — and there is also the issue of hearing difficulties in some aged people that can be
exacerbated by strongly accented English.

Some staff not previously exposed to a specific cultural background may need help to understand certain
behaviours — and also to know how to respond appropriately.

1% cHcoscommuni ty Services Training Package Overview and Assessment Guidelines Volume 1 of 3 DEEWR February 2009 p.85
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Overcoming the challenges

None of the challenges outlined (on the previous page) are insurmountable. In a Best Practice Vocational
Placement, the Training Provider will have accommodated ‘reasonable adjustments’ in the training package and

addressed cultural and language issues in the preparation stage.

A Best Practice Aged Care Provider will:

Prepare staff for the arrival of the Student — Cross-Cultural Awareness training for staff brings benefits
to the organisation well beyond providing support for a Student on placement. One in every three people
eighty years or older living in Australia in 2016 will have a Culturally and Linguistically Diverse (CALD)
background™. Helping your staff to better understand other cultures, beliefs, behaviours and
communication conventions will therefore bring long-term benefits.

Prepare residents (or home care clients) for the arrival of the Student — This can be achieved by
expanding their acceptance of ‘differences’ as valid by perhaps inviting cultural groups on-site, attending
cultural festivities in the community or maybe hosting a staff/resident lunch with multicultural food,
dancing or displays.

Appoint a ‘buddy’ who can help the Student acclimatise to the new environment — This is not about
a Preceptor to facilitate training, but someone who understands the difficulties encountered by overseas
Students often grappling with improving English skills as well as their work skills. While the Preceptor
may help with ‘work’ tasks such as reporting documentation and understanding policies and procedures,
the Buddy may help with *how things work in the lunch room’.

Ensure the Preceptor understands potential barriers — This should be more specific than the general
Cross-Cultural Awareness training offered to other staff. Both the Preceptor and the direct Supervisor will

need to be aware of any barriers which may be raised by a specific cultural background and to

understand relevant communication conventions.

Seek help to understand specific cultures — Organisations such as Multicultural Aged Care SA Inc*?
provide a range of information relevant to workers in the Aged and Community Care Sector. One
downloadable publication™ includes information about a number of specific cultures by describing
Community Profile; Language and Communication; Religion; Holidays and Celebrations; Food and Diet;
Attitudes to Care; and Death and Burial Rites. The organisation also loans books, videos, training

materials, DVDs, CD Roms, Musical CDs and other resources.

Model 5.4 Overcoming challenges in a multicultural placement

Seek help to Prepare Prepare Appoint a PEnsurte
understand Staff Por the Residents ‘Buddy’ to (;ecetp Ocrl
specific lacement for the smooth the unders a_nl S
Cultures P placement way pme?‘“a
barriers

! Multicultural Aged Care — www.mac.org.au — Cultural Awareness Training
12 WWW.mac.org.au

3 Working Cross-Culturally: A Guide, Multicultural Communities Council of SA and Multicultural Aged Care, September 2005
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5.5 The assessment process

Assessment of competency is often the aspect of Vocational Placement that causes the most confusion for
participants. Who does what?

The model VPA developed by ACS SA & NT clearly designates the role of assessment to the Training Provider:

‘gather the evidence required to assess the Students’ competency against the vocational objectives, in
conjunction with the ACP, and perform the assessment’ [VPA Item 7.2.7 Training Provider Obligations].

However, assessment is recognised to be an on-going process, rather than a single event and it is therefore
noted that evidence for the assessment will be gathered ‘in conjunction with the ACP’. The Aged Care Provider
is also specifically asked to commit to this:

‘provide feedback to the TP about the Students’ competency and suitability to undertake tasks in
accordance with the vocational placement objectives’ [VPA Item 6.7 Aged Care Provider Obligations].

In other words, the Aged Care Provider will witness the demonstration of competency as it is applied in the
workplace — and may provide descriptions and evidence of that competency to the Training Provider — but it is
the Training Provider who has to be satisfied the competency has been achieved.

Assessment in accordance with AQTF Standards

Apart from providing appropriate learning opportunities and providing feedback on the Student’s performance
during the placement, Aged Care Providers can also become more involved in the assessment process —
provided staff members have the appropriate skill sets or competencies.

What is considered ‘appropriate’, however, is quite specific.

Under the Australian Quality Training Framework (AQTF), registered training organisations are required to
adhere to standards for training and assessment, while the National Quality Council (NQC) is responsible for
determining the competencies to be held by specific trainers and assessors.

Assessments must be conducted by people — whether they are from the Training Provider or Aged Care
Provider —who hold the assessment competencies determined by the NQC and also meet any additional
requirements specified in the assessment guidelines for the Training Package or in the units of competency
being assessed. Sometimes this can mean two people working together — where one may have the assessor
competencies and one may have the vocational competencies.

Aged Care Providers or staff with an interest in exploring opportunities for greater participation in assessment
can access the AQTF User’s Guide to the Essential Standards for Registration (particularly Appendix 2
‘Training and Assessment competencies to be held by trainers and assessors’). This is available on-line at
www.training.com.au. However, since requirements vary for specific situations, Aged Care Providers or their
staff are also encouraged to discuss options with their Training Provider.

Useful feedback to the Training Provider

While the Training Provider will have knowledge of how the Student performs in the classroom and in simulated
work environments, only the Aged Care Provider can provide feedback on how the Student performs in a
functioning workplace. This feedback is therefore important on each of the skills listed in the Student’s logbook.

Other feedback useful to the Training Provider includes information about the Student’s overall attitude,
attendance, behaviour, workability, adaptability and the time taken to develop skills.
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6 Managing Issues:
If ‘things go wrong’

Most Vocational Placements go smoothly. The risk of ‘things going wrong'’ is reduced through the use of a
formal agreement such as the ACS SA & NT model VPA and these Best Practice Guidelines.

However, occasionally incidents arise in even the best managed placements. In a Best Practice Vocational
Placement immediate action and effective communication will often prevent the ‘incident’ from escalating into
something more serious — or becoming a long term issue for any, or all, of the placement participants.

When it's important to talk to each other

A Best Practice Training Provider will initiate regular contact with both the Student and the Aged Care Provider
throughout the placement to identify and address any emerging issues. However, both the Student and the
Aged Care Provider also have a responsibility to proactively notify the Training Provider about any concerns, for
example:

Students may feel they are not being given enough training opportunities — or are being asked to
perform tasks they feel are outside their level of competency or relevance to the training package, or

Aged Care Providers might feel the Student doesn’t fully understand the scope of their placement — or
be concerned about attendance, behaviours or general approach to their work.

Although issues such as these may be managed on site, the Training Provider will want to
know — and will mediate if necessary. Best Practice involves the Training Provider early
— not only to enhance learning outcomes for the current Student in the current

The Training placement, but also to facilitate continuous improvement for future Student
Provider will want to placements (with the current Aged Care Provider and across the sector).
know early about
emerging issues — The Training Provider should be notified immediately about any issues which

and will mediate if

required present a risk — either to the Student or others. This could include the Student

presenting at the workplace in an ‘unfit state’ or any other serious misconduct,
such as deliberate misuse or damage of property.

Alternatively, the Aged Care Provider needs to made aware immediately if the Student is arrested, charged or
convicted of any criminal offence during the term of the placement — or of any other serious issues which
become apparent (such as use of illegal substances) which might impact on the Student’s fitness to work in an
environment with vulnerable people.

Dispute Resolution Process

The model VPA provides a structured Dispute Resolution Process. This allows for

immediate suspension of the placement by either the Training Provider or the For a serious
Aged Care Provider if concerned a serious breach of the agreement has breach — suspend,
occurred — and termination of the placement if subsequent investigation proves investigate,

terminate if valid;

seek independent
mediation if
necessary

the concern is valid.

Disputes which cannot be resolved between the parties should be referred to an
independent mediator — such as the Office of the Training Advocate (OTA), which is
a free service.
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7/ Closing the Placement:
What to do at the end

Best Practice is about continuous improvement. An effective debrief session at the end of the placement —
between pairs or all together — can be a powerful tool to identify changes that can improve future Vocational
Placement outcomes.

The placement debrief

This is not about the specific performance of the individual Student. Best Practice monitoring, support and
assessment throughout the placement will have provided feedback to the Student about skills development and
work performance — and discussion between the Training Provider and Aged Care Provider will have
contributed to this.

Best Practice debrief sessions at the end of a Vocational Placement will focus on the process of the placement.
The key purpose of the debrief is to identify:

What worked especially well during the placement?
Focus on the

Was there anything that didn’t work the way it was expected? process — what

What lessons were learned from those things that didn’'t go so well? worked well,
- ) lessons learned,

Were there any opportunities missed? any missed

opportunities, any

What can be done to ensure those opportunities are realised in the future? ! : o
risks identified

Were any risks identified during the placement that should be captured in
future planning processes?

While the Training Provider and Aged Care Provider may appear best placed to answer those questions, the
Student’s view can provide valuable insights.

Is the Student a potential future employee?

One of the highlighted benefits of Aged Care Providers being involved in Vocational Placements is the
opportunity to attract staff.

At the end of the placement, discussion with the Student can reveal whether you have showcased yourself
appropriately — and discussion with others can reveal whether you want the Student to return at the end of their
training program.

Talking to the Student’s Preceptor and other staff will et you know whether they’d welcome the Student back as
a co-worker. Talking to the Training Provider will reveal whether the ‘good effort’ you've witnessed is a
consistent characteristic. One Aged Care Provider makes a point of also discussing the Student with residents —
which generally reveals whether the Student has reflected organisational values during their time in the
workplace.

Self-assessment

A final task for Training Providers and Aged Care Providers is to ask, ‘Did we contribute to this Student being
better prepared? Better supported? Will this Student ultimately be a better Graduate?’

Affirmative responses will mean you have contributed to the goal of these Best Practice Guidelines — better
learning and employment outcomes for Students and Graduates who undertake Vocational Placements in the
Aged and Community Care Sector.




Additional Resources:
Where you may find further information

Aged and Community Services SA & NT Inc

Our website includes a number of useful links to websites and access to useful publications such as new
workforce resources for people working in Aged and Community Care.

246 Glen Osmond Road, Fullarton SA 5063 (08) 8338 7111
www.agedcommunity.asn.au

Group Training Australia SA

Group Training Companies recruit suitable candidates for Aged Care Traineeships; organise the government
paperwork and off-site training component; directly employ the Trainees and then lease them to Aged Care
organisations for an hourly rate that covers the wages and on-costs, less the Government subsidies. Group
Training can particularly assist if you are from a small organisation and/or need to share the hours and learning
opportunities across organisations. GTA can link you with the appropriate Group Training Company

147 William Street, Beverly SA 5009 (08) 8244 1919

www.gtasa.com.au

SA Health and Community Services Skills Board

The SA Health and Community Services Skills Board (SAHCSSB) provides advice and information on workforce
development and works collaboratively with industry bodies, employers, governments and the education and
training sectors. In 2008 SAHCSSB held the inaugural Human Services at Work Awards for Excellence in
Workforce Development and links to the Good Practice examples of award winners can be found on the website.
100 Wright Street, Adelaide SA 5000 (08) 8362 9311

www.sahcssb.com.au

Department of Further Education, Employment, Science and Technology (DFEEST)

DFEEST provides a wide range of employment and training information, supports training organisations to provide
quality training, and provides strategic policy advice for skills and workforce development within industry, government
and community stakeholders. Contact DFEEST to find out about:

The Australian Quality Training Framework,
Help for Training Organisations, or
Support for Business and Industry.

Level 4, 11-29 Waymouth Street, Adelaide SA 5000 (08) 8226 3821
www.dfeest.sa.gov.au or www.training.sa.gov.au

Department of Education, Employment and Workplace Relations (DEEWR)

DEEWR provides national leadership in education and workplace training, transition to work and conditions and
values in the workplace. You can access information about Traineeships and funding support available to help
address skill shortages.

SA State Office 115 Grenfell Street, Adelaide SA 5000 1300 363 079

www.deewr.gov.au

Office of the Training Advocate (OTA)

The Office of the Training Advocate provides support for individuals and organisations, including assisting with any
questions or concerns about the Vocational Education and Training system. OTA also provides an independent
‘complaint-handling’ and mediation service.

Ground Floor, 55 Currie Street, Adelaide SA 5000 1800 006 488

www.trainingadvocate.sa.gov.au



http://www.agedcommunity.asn.au
http://www.gtasa.com.au
http://www.sahcssb.com.au
http://www.dfeest.sa.gov.au
http://www.training.sa.gov.au
http://www.deewr.gov.au
http://www.trainingadvocate.sa.gov.au
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Appendix A:
Content of the model ACS SA & NT VPA

The model VPA developed by ACS SA & NT includes a Declaration to be signed by all three parties and an
attached Schedule to record details of each party and the Qualification or Training Course. Other content from
the VPA is reproduced here to provide a ready reference for readers of the Best Practice Guidelines. Parties
intending to use the model VPA should obtain a copy in its entirety.

Aged & Community Services
SA & NT Inc

VOCATIONAL PLACEMENT
AGREEMENT

This Vocational Placement Agreement is a model agreement collaboratively developed by representatives of the Aged
Care industry and Training Providers for use by these parties. Where Training Providers and Aged Care Providers
have existing Vocational Placement Agreements in place, this model agreement can provide a basis for evaluating the
nature and scope of these Agreements to ensure they adequately support all parties to the Agreement.

Aged & Community Services SA & NT Inc
TP Engagement Project Work Group
A Sub-Committee of the ACS Workforce Committee
February 2010
VOCATIONAL PLACEMENT AGREEMENT

1. PURPOSE

1.1 The Vocational Placement Agreement (VPA) has been developed by Aged and Community Services SA & NT Inc
(ACS SA & NT) in consultation with Aged Care Providers (ACPs) and Training Providers (TPs) with the intent of
raising the standard of vocational placement outcomes in the aged and community care sector. The Agreement is to
be read in conjunction with the Best Practice Guidelines for Vocational Placement developed for the aged and
community care sector.

1.2 The VPA:
* outlines the minimum requirements expected from each partner
* provides clarity around the responsibility of each party

1.3 Those who sign this Agreement will:
» Maximise their ability to provide a consistent and high quality approach to vocational placement
» Reduce the likelihood of liability as a result of confusion over responsibilities, inconsistent practice or
misunderstanding about the minimum requirements expected
» Contribute to the desired result of better prepared and better supported students and ultimately suitably
competent graduates.

2. WHAT IS VOCATIONAL PLACEMENT

2.1 Vocational placement is a structured learning experience where theory delivered in a classroom setting is
translated into practice within a work environment. It provides the Student with opportunities to undertake tasks which
relate to their vocational course and apply them to achieve an acceptable level of competency. The success of the
vocational placement is enhanced if each partner is aware of their responsibilities and requirements prior to
commencement and if there is ongoing open and honest communication between parties, for the duration of the
placement.
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3. WHO ARE THE PARTIES IN THIS AGREEMENT:

3.1 The Student (the Student) named and described in the Schedule 1, and
3.2 The Aged Care Provider (ACP) named and described in the Schedule 1, and
3.3 The Training Provider (TP) named and described in the Schedule 1.

4. DEFINITIONS

“Agreement” means this VPA.

“Confidential Information” includes any information (in any form) relating to the ACP’s business including the name
of residents, care recipients and information relating to the fees for the ACP’s services, matters of a technical nature,
trade secrets, technical data, marketing procedures and information, accounting programs and procedures, financial
information, salaries, strategic and business plans and like information relating to the ACP’s business and all other
information which is imparted to the Student and or the TP in circumstances which the Student and or the TP knows
or ought reasonably to know that the information is confidential to the ACP, but does not include information that is in
the public domain.

“Schedule” means the Schedule to this VPA.

“Site” means any site on which the ACP operates an aged care facility or on which the ACP provides services.
“Student” is not an employee, contractor or agent of the ACP. They do not receive any payment of wages or other
remuneration from the ACP apart from reimbursement for any out of pocket expenses required to safely complete
their vocational placement.

“Preceptor” is the staff member appointed to provide one to one teaching and guidance to the Student during their
work placement. The Preceptor is a staff member who has the skills and abilities to convey best practice through
example and has the capacity to answer questions and otherwise support the Student with the translation of theory
into practical experience during their work placement.

5. STUDENT'S OBLIGATIONS

5.1 The Student is responsible for undertaking tasks, to the best of their ability, while at an ACP site, in line with their
individual learning requirements and vocational objectives outlined in the Training Package and specified by the TP.
5.2 The student agrees to:
5.2.1 attend the ACP’s site to which he/she has been assigned at the agreed times and days specified and will
notify both the Aged Care Provider and the TP if he/she is unable to attend for reasons of ill health or any other
reason;
5.2.2 be in afit state of health to perform his or her duties in accordance with the objectives of the vocational
placement and will not be affected by alcohol or drugs whilst attending the placement. The possession of any
illegal substance whilst on placement will result in the placement being terminated,;
5.2.3 behave in a professional manner at all times in keeping with the ACP’s code of conduct, eg by dressing
appropriately, speaking in a respectful manner to residents/clients, staff, volunteers and public;
5.2.4 comply with all occupational health, safety and welfare requirements, as outlined by the ACP;
5.2.5 inform the ACP of any accident, injury, near miss or hazard in which injury occurs, or could reasonably be
expected to occur to him or herself or to another party during the course of the vocational placement as soon as
practicable;
5.2.6 comply with all lawful and reasonable directions given to him/her by the ACP and its employees in relation to
day to day issues consistent with reasonable operational requirements;
5.2.7 not place him or herself or any other person at risk by practising skills outside his/her level of student
learning and the objectives of the vocational placement;
5.2.8 immediately advise the ACP’s care manager or shift manager if he/she is requested to undertake any task
which he/she feels uncomfortable about or not yet capable of performing;
5.2.9 keep all information relating to the ACP, its residents/care recipients, staff or volunteers confidential and,
when in doubt, ask his/her supervisor before disclosing any information to anyone not associated with the
vocational placement;
5.2.10 notify his/her supervisor of any observations or suspicion of verbal or physical abuse of a resident, or client,
by another resident, client, employee, volunteer or visitor while undertaking the vocational placement;
5.2.11 not misuse, or damage, property belonging to the ACP or resident/client and immediately notify his/her
supervisor of any misuse, if withessed, during the placement period;
5.2.12 not make comment or provide information about the ACP or residents/clients to the media without first
discussing it with his/her supervisor;
5.2.13 immediately advise the ACP if arrested, charged or convicted of a criminal offence during the term of the
vocational placement.
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5.3 The Student understands that they may not be covered for personal injury or loss or damage to property if no one
is found to be at fault. He/she is encouraged to discuss insurance cover with the TP prior to commencing the
vocational placement.

5.4 The Student understands that it is recommended that they should obtain cover for personal injury, loss or damage
arising in the circumstances set out in clause 5.3 if not covered by the TP or ACP.

6. THE AGED CARE PROVIDER’S OBLIGATIONS

6.1 The ACP is responsible for providing supervised learning opportunities, within a safe environment, which meet the
objectives of the vocational placement.

6.2 The ACP agrees to:-

6.2.1 keep confidential all personal details about the Student and provide them with the same privacy and
confidentiality afforded to staff and volunteers as outlined in the ACP’s policies and procedures.

6.2.2 make available to the Student all ACP policies and procedures necessary to carry out a thorough and
documented orientation and induction of the Student at the commencement of the vocational placement and
obtain the Student’s signature as an indication of their understanding. The orientation will include, but not be
limited to:
6.2.2.1 familiarisation with worksite, amenities, equipment, relevant staff, reporting structure, coaching support
and debriefing;

6.2.2.2 assessing the Students’ OHS&W competence and compliance appropriate to their level of
responsibility and relevance to the vocational objectives of the Training Package.

6.2.2.3 overview of management policies and procedures relating to code of conduct, bullying and
harassment, information technology, the use of illicit drugs and alcohol, privacy and confidentiality,
residents’/clients’ rights, mandatory reporting and duty of care with instruction that these policies and
procedures apply to Students on Vocational Placement as well as staff.

6.2.2.4 Clinical care responsibilities such as medication handling and infection control.

6.3 select learning experiences for the Student in accordance with the vocational placement objectives in
collaboration with the TP;

6.4 act in accordance with work place responsibilities as set out in the Occupational Health, Safety and Welfare
Act 1986 (SA) and the Regulations made under that Act;

6.5 not provide tasks which are known to exceed the Students’ competency or level of competency expected to be
achieved from the vocational placement;

6.6 designate a member of staff who has the necessary skills and experience to convey best practice, to act as
Preceptor, to provide constructive feedback, instruction and guidance aimed at assisting the Student to achieve
the vocational placement objectives for the duration of their work placement;

6.7 provide feedback to the TP about the Students’ competency and suitability to undertake tasks in accordance
with the vocational placement objectives;

6.8 effect and maintain $20 million public liability insurance and $20 million professional indemnity insurance for
the purpose of indemnifying the TP and Student from and against all claims, actions, proceedings or demands in
respect of any loss, death, injury, illness or damage howsoever arising out of the ACP’s employee’s negligent acts
and omissions or breach of this VPA during the placement. The ACP agrees to produce to the TP evidence of the
insurance policies as and when required by the TP.

7. TRAINING PROVIDER’'S OBLIGATIONS

7.1 The TP is responsible for supervising the Student on vocational placement in collaboration with the ACP and for
assessing their competency against nationally accepted criteria.

7.2 The TP agrees to:-

7.2.1 adequately screen applicants at enrolment to ensure Students accepted for training are suitable and willing
to undertake the tasks that are required to fulfil the vocational placement objectives including possessing the
adequate communication skills and understanding of the English language to perform the tasks necessary to meet
the objectives of the vocational placement;

7.2.2 obtain from the Student, a current (not more than 3 years prior to commencement of the vocational
placement) National Police Certificate, which remains current for the duration of the vocational placement, and
ensure that the Student has no previous convictions which would exclude them from working in the aged care
sector as outlined in the Aged Care Act 1997 (murder, sexual assault, any other form of assault which has
resulted in a sentence of imprisonment or any other conviction which would be considered, on the basis of risk
and relevance, to render them unsuitable for a vocational placement in an aged care setting) and provide the
National Police Certificates to the ACP;
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7.2.3 discuss with the Student, their functional capacity and fithess to perform the tasks and duties necessary to
work in aged care and make a reasonable effort to screen those Students who, due to fitness or functional
capacity, would be placed at risk of harm or injury to themselves or others during the vocational placement;

7.2.4 provide assurance to the ACP that the Student has achieved the minimum competency to commence the
workplace training component of their course;

7.2.5 prepare the Student for the vocational placement by delivering instruction about industry expectations
relating to documentation and the pace required in a work environment, the purpose and importance of ADLs and
awareness about elder abuse, dementia and challenging behaviours;

7.2.6 meet their obligations under the OHS&W Act including, but not limited to, ensuring that an ACP site risk
assessment is completed at least annually;

7.2.7 gather the evidence required to assess the Students’ competency against the vocational objectives, in
conjunction with the ACP, and perform the assessment;

7.2.8 take responsibility for initiating regular contact with the Student and ACP to obtain feedback and discuss
progress for the duration of the vocational placement;

7.2.9 provide mediation between the Student and the ACP in the event of any dispute, performance management
issue, misunderstanding etc which can not be resolved on site;

7.2.10 immediately make the ACP aware of any reason that becomes apparent which indicates that the Student
may not be fit to perform their duties to an acceptable standard without presenting a risk to themselves or others,
at any time during the vocational placement;

7.2.11 effect and maintain $20 million public liability insurance and $20 million professional indemnity insurance
for the purpose of indemnifying the ACP from and against all claims, actions, proceedings or demands in respect
of any loss, death, injury, illness or damage howsoever arising out of the TP’s employees or the Student’s
negligent acts and omissions or breach of this VPA during the placement. The TP agrees to produce to the ACP
evidence of the insurance policies as and when required by the ACP.

8. DISPUTE RESOLUTION PROCESS

8.1 The parties agree that the VPA may be suspended by the ACP or by the TP if the ACP or the TP reasonably
believe that any party has committed a serious breach of the VPA.

8.2 In the event of a suspension pursuant to clause 8.1, the party initiating the suspension must conduct an
independent investigation of the alleged breach.

8.3 Upon conclusion of the investigation and receipt of the findings of the investigation, the party who has initiated the
suspension may in its absolute discretion, determine whether the VPA should be terminated without notice or whether
the VPA shall continue.

8.4 The ACP, the Student and/or TP will meet and use their best endeavours to resolve any dispute that arises
between the parties out of, or in connection with, the vocational placement or this VPA.

8.5 Should the ACP, the Student and/or TP fail to resolve any dispute that has arisen out of, or in connection with, the
vocational placement or this VPA, the utilisation of an independent mediation service such as the Office of the
Training Advocate (OTA) is encouraged as the next appropriate course of action. Permission is not required to utilise
the free services provided by the OTA. If the dispute remains unresolved, either party may serve a Notice of Dispute
on the other. Every effort must be made to ensure the Student is not embroiled in a Notice of Dispute or legal
proceedings.

8.6 At the expiration of 14 days after service of the Notice of Dispute, the ACP, the Student and/or TP shall, if any
attempt to resolve the dispute has been unsuccessful, have the right to commence legal proceedings.

9. VARIATION/CANCELLATION

9.1 The parties agree that:-
9.1.1 the terms and conditions of this VPA form an agreed minimum standard and can not be varied. Any
additional requirements must be agreed to in writing by the TP, the ACP and the Student and attached as a
separate document;
9.1.2 the VPA may be terminated at any time by the TP, the ACP or the Student by giving 7 days notice in
writing to each of the other parties as long as every effort has been made to minimise any resulting
disadvantage to the Student; and
9.1.3 may be terminated by the ACP or the TP summarily at any time with immediate effect if any party:- fails,
omits or neglects to comply with the ACP’s policies and procedures; or if the Student is guilty of misconduct in
connection with the performance of the duties under the vocational placement.

NB Separate copy of the full VPA should be obtained. This will include the Declaration Page and Schedule.




