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1. INTRODUCTION

These guidelines have been developed to assist principals, schools and employers when organising work experience arrangements for students aged under 15 years in determining whether it is appropriate for students aged under 15 years to undertake work experience in a particular industry or trade.

Work experience is an important part of the school curriculum. Principals, schools, employers and workplace supervisors need to be aware that all work experience students:
· are still developing physically, cognitively, and emotionally and that there may be tasks that are beyond their current capabilities

· are inexperienced and less skilled than older workers and unaware of workplace risks

· may not have the confidence to ask questions or speak up for fear of looking incapable

· may neglect their own health and safety in their enthusiasm to impress others.
While undertaking work experience, students learn through observing and assisting with simple tasks. They must NOT undertake activities that require extensive training or experience, or expose them to dangerous or risky situations.  

Work experience students must successfully complete the relevant Department of Education & Early Childhood Development (DEECD) safe@work program online modules prior to commencing their placement. Employers must ensure that students receive an appropriate induction and on-the-job occupational health and safety training before commencing their work experience.  Work experience students must also be closely and competently supervised throughout their placements. Those supervising should have a thorough understanding of workplace health and safety requirements. 
All references to sections, unless otherwise stated, refer to sections in this Revised Health and Safety Guidelines for Work Experience Students under 15 years (Guidelines).

2. MANDATORY REQUIREMENTS FOR WORK EXPERIENCE STUDENTS AGED UNDER 15
2.1. OCCUPATIONAL HEALTH AND SAFETY PROGRAM

All students undertaking work experience must complete safe@work, the Occupational Health and Safety (OHS) program developed by DEECD, prior to undertaking their work experience. 
Employers must also ensure that students receive an appropriate induction and on-the-job occupational health and safety training before commencing their work experience.
2.2. IMPACT OF THE CHILD EMPLOYMENT ACT 2003 

A Child Employment Permit under the Child Employment Act 2003 must be issued before a student under 15 years of age may undertake work experience. 

A student under 15 years of age may undertake work experience only if the principal is satisfied that:

· the health, education, moral and material welfare of the student will not suffer from the proposed arrangement

· the student is fit to be engaged in the proposed work experience

· the student will not be subjected to any form of exploitation during the proposed work experience
· the proposed work experience is not prohibited employment under the meaning of the Child Employment Act 2003. Prohibited employment under the Child Employment Act 2003 includes:

· door-to-door selling

· employment on a fishing boat, other than a boat operating on inland waters

· employment on a building or construction site (whether commercial or residential) at any time before the buildings on the site are at lock-up stage

· any other kind of employment prohibited by the Governor in Council.

 [Note:  Please see complete list at Section 3. below]
2.3. CHANGES TO THE CHILD EMPLOYMENT ACT 2003 AND TRANSITIONAL ARRANGEMENTS UNTIL 30 DECEMBER 2011
Following the amendments to the Child Employment Act 2003, a new Ministerial Order 382 – Work Experience Arrangements has been made and comes into effect on 31 December 2010.

The changes to the Child Employment Act 2003 mean that an employer is responsible for ensuring that a student is directly supervised by any person who holds a valid Working with Children (WWC) Check card
 (see Section 2.6).  

However, under the transitional arrangements if an employer/supervisor has a Victoria Police Check for the purposes of employing/supervising a work experience student or a child employee under 15 years and:
(a) 
it was assessed by Workforce Victoria against a Child Employment Permit in force prior to 


31/12/2010; and

(b) 
it is still valid;
an employer/supervisor can continue to use the Victoria Police Check for work experience purposes for 12 months from the date the check was issued.  The employer/supervisor must update their Victoria Police Check with a statutory declaration on a monthly basis whenever they employ/supervise a work experience student, until the expiry of the Police Check. 
If an employer/supervisor does not have a valid Victoria Police Check as per the above requirements, the employer will be required to obtain a Child Employment Permit (see Section 2.4) and ensure that all supervisors of these students hold a valid Working with Children Check card (see Section 2.6).  
The figure on page 6 outlines the process for students under 15 years to undertake work experience.
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2.4. APPLYING FOR A CHILD EMPLOYMENT PERMIT
A prospective employer is required to apply for a Child Employment Permit by completing the Child Employment Permit application form: www.workforce.vic.gov.au. The prospective employer is required to enter details about the job, including supervision arrangements. The parent/guardian of the student is required to enter their details and provide their written consent. This is provided on the application form. With each application for a Child Employment Permit, the employer is required to indicate on the form that the child will be supervised at all times by a person who holds a valid WWC Check card.

The principal, parent/guardian and the employer are required to sign the application form.

This form as well as a Risk Assessment Form (see 2.5 below) are to be submitted by post, email or fax to:

Child Employment Officer

Workforce Victoria

Department of Business and Innovation
GPO Box 4509

Melbourne Vic 3001

Email:
childemployment@diird.vic.gov.au 

Fax:
9651 9703

The forms must be sent for approval well in advance of the placement as a Child Employment Permit must be obtained before the placement commences. To ensure that Child Employment Permits are obtained when required, applicants should allow sufficient time to plan and lodge their applications.  

It is important to note that prior to the work experience arrangement being approved, the Principal must obtain from the Employer a certified copy of the Employer’s Child Employment Permit and a certified copy of the WWC Check card of any proposed Supervisor. A WWC Check application can take up to 12 weeks to be issued and it is imperative that this process is not left until the last minute (see Section 2.6 Working with Children Check).
For more information and advice about the Child Employment Act 2003 or to obtain an Application for a Child Employment Permit, visit the Workforce Victoria website or contact a Child Employment Officer.  Child Employment Officers are happy to assist teachers with requirements for gaining Child Employment Permits, via telephone or through a visit if desired.

Phone enquiries: 
1800 287 287

Website:

www.workforce.vic.gov.au
2.5. RISK ASSESSMENT FORM

The purpose of the Risk Assessment Form is to identify the hazards and risks students may be exposed to in a particular workplace and the processes that are put in place to minimize and manage these hazards and risks. 

The form accompanies the Work Experience Arrangement Form and is submitted to the Department of Business and Innovation when applying for a Child Employment Permit.

The form is available from:

http://www.education.vic.gov.au/sensecyouth/careertrans/worklearn/workexperience.htm
2.6. WORKING WITH CHILDREN (WWC) CHECK 

When a student under 15 years is undertaking work experience, it is mandatory that the supervisor (meaning the person supervising a student who is physically present at all times to oversee and control what the student is doing) holds a valid WWC Check card before the work experience can commence. The nominated supervisor/s must have a WWC card., They are not allowed to supervise a work experience student under 15 years on the basis of being given a receipt on application. The school must establish in discussion with the employer as to those who will supervise students under the age of 15 and will require a WWC card.

In some cases, employers and/or supervisors may already have a valid employee WWC Check issued (undertaken within the past 5 years for the purposes of supervising a child). Where there is documented evidence to this effect (e.g. a certified copy of the WWC Check card see Section 2.7 below) they may not require another check to be undertaken. DOJ must however be notified of any change of employer and category of child related work. Supervision of child employees must be entered as Code 76 on the form. A supervisor with a valid WWC Check card is able to supervise a number of work experience students during the year without having to complete a WWC Check each time.
In addition, it is mandatory that any person who will have direct supervision of a student will also require a WWC Check unless the Supervisor is exempt from the requirement pursuant to section 19B of the Child Employment Act.
2.6.1 
PAYMENT OF NEW APPLICATIONS FOR WORKING WITH CHILDREN (WWC) CHECKS 
FOR WORK EXPERIENCE PURPOSES
[Note: This is only to apply to employees who are proposed to supervise students under 15 and not volunteers]. 
WWC Checks for work experience purposes will be reimbursed by DEECD.  Persons who apply for a WWC Check for the purposes of supervising a work experience student will be required to provide DEECD with an invoice/receipt of the WWC application payment.  Please forward invoice/receipt to:


Workplace Learning


Youth Transitions Division


Department of Education and Early Childhood Development

GPO Box 4367

Melbourne VIC 3001

2.6.2
EMPLOYER/SUPERVISOR OBLIGATION

If an employer does not wish to apply for a Child Employment Permit and/or an employer/supervisor does not agree to undertake a WWC Check; or if an application for a Child Employment Permit or WWC check is not successful then the work experience must not proceed.
2.7. DOCUMENTED EVIDENCE REQUIRED PRIOR TO PRINCIPAL’S FINAL APPROVAL 
As outlined in Ministerial Order 382, the Principal must not make an Arrangement for a student, who is a child, unless:


(a)
the Employer obtains a Child Employment Permit issued pursuant to the Child Employment Act 

2003 (see Section 2.5 above); and


(b)
any proposed Supervisor has a valid WWC Check card (see Section 2.6 above)

Prior to the Principal’s final approval, the Principal must obtain from the Employer a certified copy of the Employer’s Child Employment Permit and a certified copy of the WWC Check card of any proposed Supervisor.

2.8. REQUIREMENTS FOR CRIMINAL HISTORY RECORD CHECKS TO UNDERTAKE WORK EXPERIENCE IN AGED CARE SERVICES
For students undertaking either work experience or structured workplace learning in aged care services, the Police Certificate Requirements for Aged Care Providers guidelines state that full time students under the age of 18 do not require a Check. These Guidelines are available at:

http://www.health.gov.au/internet/main/publishing.nsf/Content/ageing-quality-factsheet-policechecks.htm
These requirements apply to all Australian Government subsidised services, specifically:
· Residential aged care;

· Community aged care services under the Aged Care Act 1997: Community Aged Care Packages (CACP); and

· Flexible care services under the Aged Care Act 1997: Extended Aged Care at Home (EACH); and
Extended Aged Care at Home Dementia (EACHD) packages, Multi-Purpose Service places and Transition Care.
For further information, please contact:
The Assistant Director, Compliance and Programs

Office of Aged Care Quality and Compliance 

Federal Department of Health and Ageing - via the Aged Care Information Line: 1800 500 853

3. PROHIBITED, RESTRICTED AND PERMITTED ACTIVITIES FOR STUDENTS AGED UNDER 15
The following prohibitions, restrictions and permitted activities apply to ALL students under 15 undertaking work experience. 
3.1. UNDERTAKING WORK EXPERIENCE WITH ANIMALS 

No student under 15 years should be permitted to undertake work experience involving direct contact with animals (students under 15 can undertake other activities that are safe and suitable, such as preparing feeds).

3.2.  PROHIBITED INDUSTRIES
All work experience students under 15 years are not permitted to undertake work in:  

· the security industry

· the sex industry

· tattoo parlours

· any retail or other business where guns or ammunition are sold

· abattoirs
· fishing boats (other than boats operating on inland waters)
· equine industry

· civic construction (such as roads and bridges)

· Defence Force and Emergency Services

· the following retail areas: butchery, fishmongers

· mining (above and under ground), quarrying, extraction, recycling plants, foundries and tips

· transmission and distribution industries (linespersons and/or cabling).
3.3. PROHIBITED ACTIVITIES
All work experience students under 15 years are not permitted to undertake the following activities:  

· hand out medication or discuss condition of patients

· administer medication either internally or externally

· bathe patients

· undertake any task that requires training or special skills to avoid a risk to safety - e.g. operating machinery, using explosives, welding, brazing or flame soldering

· undertake work relying on safe worker behaviour (for example, the correct use of personal protective equipment such as respirators) rather than risk controls that protect everyone (such as a fully enclosed ventilation booth to isolate the hazard)  

· hold or transport cash and negotiable items – such as cash, stamps or cheques – with a value exceeding $100.  (This excludes the student’s personal items)

· hold keys, codes or ciphers except those required to operate standard office machines and other permitted equipment
· door to door selling (selling any goods or services at a private or commercial residence (including making a contact sales agreement within the meaning of the Fair Trading Act 1999)
· employment on a fishing boat, other than a boat operating on inland waters
· employment on a building or construction site (whether commercial or residential) at any time before the buildings on the site are at lock up stage
· any other kind of employment prohibited by the Governor in Council.

· use ANY dangerous plant and equipment including:
Powered mobile plant (students must never be permitted to drive any vehicle or mobile plant while on work experience – this includes tractors, forklifts, all-terrain vehicles, ride-on mowers, bulldozers, excavators, skidders)  

Powered cutting or grinding tools (excluding those used for key cutting and engraving on items such as trophies)

Ultra Violet (UV) equipment

Gas fuelled cutting equipment

Chain saws

Welding, brazing and open flame soldering equipment

Rubbish compactors

Power presses – unless press has laser guarding or a remote control, and training and close supervision are provided

Powered lifting equipment

Excavators

Elevating work platforms 

Compressed air power tools

Abrasive blasting equipment

Explosive powered tools

Brush cutters with attached metal blades

Scaffolding

Power saws, including docking saws and circular saws

Buzzers

Thicknessers

Guillotines

Spindle moulders

Power wood shapers 

Nail guns 

Jack hammers.

Plastic moulding machines

Lathes

Petrol sales consoles

NOTE

1)
The examples listed here do not form an exhaustive list of items in this category.

2)
For prohibited industries and activities for students aged 15 years and over please see Health 
and Safety Guidelines for Work Experience Students aged 15+
3.4. WORKPLACE HAZARDS

All work experience students aged under 15 years must never be exposed to the following hazards:

· Asbestos (including exposure through inadvertent disturbance of, or contact with, asbestos or asbestos-containing material)

· Biological/medical hazards (such as exposure to needle sticks from syringes or other ‘sharps’,  blood or other body fluids, Legionella bacteria)

· Confined spaces (areas where it is difficult to enter or exit and which may have a contaminated atmosphere, low oxygen levels or stored substances that could cause engulfment)

· Exposure to occupational sources of ionising radiation (such as x-ray machines)

· Exposure to non-ionising radiation hazards (associated with devices such as UV sterilising equipment and laser devices)

· Electrical hazards associated with faulty, unsuitable or inappropriately placed leads, electrically powered plant or equipment, contact with live underground or overhead cables

· Excessive noise 

· Exposure to hazardous substances and dangerous goods

· Extremes of heat or cold that could result in physical harm through illness or impaired performance

· Falling objects (such as objects falling from platforms, loads slung from cranes) 

· Debris (for example, waste material generated by milling or grinding operations) 

· Falls from, or collisions with, fork-lifts or mobile plant 

· Falls from heights of two metres or more

· Trenching and excavation operations, including digging of post holes 

· Exposure to high pressure liquids or gases, (associated with gas cylinders, compressed air tools, boilers and pressure piping)

· Hazardous manual handling involving the application of repetitive, sustained and/or high force, awkward postures or movements, exposure to sustained vibration, manual handling of people or animals, manual handling of unstable loads that are difficult to grasp or hold 

· Impalement hazards, such as protruding angle iron  

· Sharp objects and cutting equipment (not including scissors and secateurs sold for general use) 

· Plant hazards including moving machinery or equipment, unguarded machinery where clothing, hair, limbs or fingers could be get caught, cut or crushed 

· Bullying, occupational violence, work-related stress, sexual harassment.

NOTE - there are 30 Workplace Hazards Fact Sheets dealing with hazards encountered in many of the industries and occupations in which work experience may be offered.  These Fact Sheets are located at:

http://www.education.vic.gov.au/safe@work/workplace_hazards.asp
3.5. DECLARED INDUSTRIES

For the purpose of section 5.4.11(5) of the Education and Training Reform Act 2006, all industries and trades are declared to be dangerous employment, that is, classes of employment where there is a higher than usual possibility of a student, who is a child (i.e. aged 14 years), being exposed to the risk of physical injury (refer to Ministerial Order 382: Work Experience Arrangements Part 4, No. 16 Declared Industries Ministerial Order 382 Work Experience Arrangements.pdf)
Some specific industries have been identified as having particular risks and the information in Section 3.8 (below) identifies activities that students aged under 15 are prohibited from undertaking and also some activities that students may undertake under direct supervision in these industries. 

The types of work shown as permitted are examples of activities which work experience students under 15 years may be permitted to undertake, providing an assessment has been made of the suitability of the proposed duties, taking into account the nature of the work, its potential hazards and the environment within which the work was to be performed. All work experience arrangements for students under 15 are subject to direct supervision at all times.
NOTE: Supervision, where referred to in Section 3.7 (below), requires that the supervisor must be trained, competent and experienced in the tasks he or she is supervising. The supervisor must be able to explain health and safety procedures and arrangements to the student, and must understand the risks and control measures associated with any proposed activity.  

Close or direct supervision means that the supervisor must remain with the student for the duration of the activity. It is expected that the supervisor would be within sight and sound of the student at all times, and that the proposed activity would have been discussed with the student to ensure it is understood. 

Students must know who and where their supervisors are, and must be encouraged to seek assistance if they are unsure of how to complete a task, or have any health and safety-related concerns. 
3.6. KEY PROHIBITED AND PERMITTED ACTIVITIES FOR WORK EXPERIENCE STUDENTS UNDER 15 YEARS
NOTE that many of the prohibitions and safety considerations here will also apply to students aged 15 or over.  
	Industry
	Prohibited Activities
	Permitted Activites
	Things to note

	AGRICULTURE (PRIMARY INDUSTRIES) AND HORTICULTURE


	Prohibited from:

· using herbicides, pesticides or fungicides, spraying of chemicals 

· using tractors, ride-on mowers, All Terrain Vehicles (4 wheel motor bikes) and other farm vehicles such as utilities and four wheel drives. Employers should ensure that students are inducted into the workplace especially in relation to awareness of movement of vehicles

· using chainsaws and mechanical equipment such as front-end loaders, bulldozers, brush cutters with attached metal blades.
	Permitted under supervision and after appropriate induction and training to:
· use line trimmers if appropriate safety protection such as a support harness, protective footwear, visor and hearing protectors are provided. Line trimmers must be used strictly in accordance with the manufacturer’s directions and recommendations


	

	AUTOMOTIVE – RETAIL, REPAIR AND SERVICE
	Prohibited from:

· driving vehicles 
· handling industrial waste (though they may mop up small oil spills).


	Permitted under supervision and after appropriate induction and training to:
· inflate and deflate tyres and use wheel nut placement and de-placement machines

· wash machine parts in auto service shops, providing protective eyewear and gloves are worn in accordance with the manufacturers’ directions.
	There are a number of dangers in the automotive retail, repair and service industry.

These include: cars falling from hoists, brake failure, sharp objects and compressed air tools; hazardous substances associated with the handling of brake lining (asbestos), gaskets, fumes and oil spills.

	AVIATION


	Prohibited from:

· flying within an aircraft or aerial device other than as a passenger in a commercial aircraft licensed to carry passengers.


	Permitted under supervision and after appropriate induction and training to:
· travel as a passenger in a commercial aircraft licensed to carry passengers

· undertake office duties at ground level.
	

	BUILDING AND CONSTRUCTION (COMMERCIAL AND DOMESTIC / RESIDENTIAL)


	Prohibited from:

· employment on a building or construction site (whether commercial or residential) at any time before the buildings on the site are at lock-up stage.


	Permitted under supervision and after appropriate induction and training to:
· observe work at building/construction sites once at lock-up stage, providing close supervision is maintained and there will be no risk to the student from to tools, equipment or any other hazard on site.   
	

	CHILDCARE


	Prohibited from:

· assisting with toileting

· having contact with body fluids

· feeding

· administering internal or external medication

· lifting and carrying children.


	Permitted under supervision and after appropriate induction and training to:
· prepare food

· play with children.


	In order to work in a child care facility, the following conditions must be met:

· students must be instructed in how to deal with any workplace hazards, e.g. placement of furniture and equipment, use of equipment and materials, use of guards, rails and other safety fittings

· students must be provided with suitable attire (e.g. gloves) to maintain a clean and hygienic work place as detailed by Department of Human Services guidelines.

	ELECTRO TECHNOLOGY 

(including electrical, refrigeration and air-conditioning, electronics, computer systems, instrumentation and data communication)


	Prohibited from:

· undertaking electrical work

· undertaking any work where a fall of 2 metres or more is possible

· performing any work on electrically ‘live’ components 

· using scaffolding (erection, demolition or work from scaffolds)

· welding, brazing and open flame soldering

· using explosives or compressed air power tools.


	Permitted under supervision and after appropriate induction and training to:
· assist licensed electrical tradespeople to install conduit and dig holes to a depth of 600 mm

· assist electronics or computer repair workers using 100W maximum output electric soldering iron only

· assist licensed electricians by passing tools and running cables in new buildings, subject to a formal risk assessment, the implementation of risk controls and close supervision

· use insulated ladders to a height of 2 metres subject to formal risk assessment, the implementation of risk controls and close supervision.
	

	FISHING, DIVING, SEAFOOD, AQUACULTURE AND MARITIME 

(including charter and commercial shipping)


	Prohibited from:

· placement on fishing boats, other than a boat operating on inland waters within the meaning of the Fisheries Act 1995
· employment on boats operating on inland waters where deck machinery hazards are present

· diving 

· riding in dinghies except at fish farms under the supervision of a competent licensed operator who holds a Coxswain Certificate (life jackets must be worn)

· operating a fork-lift and other material handling machinery including conveyer belts.
	Permitted under supervision and after appropriate induction and training to:
· assist on passenger charter vessels maintained to standards required by Marine Safety Victoria (e.g. skipper holds coxswain, appropriate safety equipment for vessel, first aid kit, marine radio etc), and only within the approved working hours for work experience placements for students aged under 15 years and only on boats operating on inland waters within the meaning of the Fisheries Act 1995
· assist on aquaculture placements at fish farms provided they wear life jackets when working around tanks and enclosures.


	Supervising staff must be trained and competent in operational procedures including emergency control of vessel, emergency ship to shore contact, man overboard, fire on vessel and first aid.



	FOOD TECHNOLOGY (MANUFACTURING)


	Prohibited from:

· access to confined spaces such as freezers and cold stores, exposure to dangerous and toxic chemicals


	
	Students aged under 15 must:

· receive instruction in personal hygiene and sanitation procedures

· be provided with adequate information, training and supervision in the safe operation of permitted equipment.

	FORESTRY AND LOGGING


	Prohibited from:

· logging areas or inside sawmills 

· chemical spraying 

· fire spotting

· using chainsaws and mechanical equipment such as excavators, skidders, bulldozers, brush cutters with attached metal blades.
	Permitted under supervision and after appropriate induction and training to:
· undertake activities such as small tree planting (up to a maximum of ½ metre height), plant propagation.


	

	HAIRDRESSING AND BEAUTY


	Prohibited from:

· using sharp cutting implements, chemical solutions unless sold and packaged for general use.


	Permitted under supervision and after appropriate induction and training to:
· shampoo hair provided they use appropriate gloves

· tidy waiting areas

· stock retail shelves

· undertake reception duties

· undertake hospitality duties, e.g. making tea and coffee

· put out clean linen and towels and remove used linen, towels and rubbish, provided they wear gloves.
	Only hairdressing premises which are registered and licensed in Victoria may be approved for use by students 

Schools should be aware of potential issues associated with some treatments at beauty therapists – the potential for such treatments to occur while a student is at the workplace must be carefully considered before allowing work experience to occur in this sector. 



	HEALTH, MEDICAL AND COMMUNITY SERVICES


	Prohibited from:

· undertaking tasks of a ‘personal service’ nature, e.g. bathing and feeding patients

· having contact with body fluids

· handing out medication or discussing the condition of patients

· accessing patients’ medical records

· operating radioactive or carcinogenic, sterilizing or UV equipment

· having contact with medical waste.
	Permitted under supervision and after appropriate induction and training to:
· undertake reception duties

· serve food to patients but NOT assist the patient with personal feeding

· read and talk to patients

· fetch and carry appropriate items

· undertake appropriate cleaning duties
	Needle-stick injuries and blood contamination (either to or from the student) leading to transmission of disease are a concern

students who witness the death of a patient or significant suffering of a patient may require post-placement counselling

if students are affected by cold and flu viruses, they must discuss their condition with their supervisor as it may not be appropriate for them to attend the placement. This is particularly important in the area of aged care where patients may be at greater risk of acquiring respiratory illnesses.

	HOSPITALITY – CAFÉS, RESTAURANTS, FAST FOOD AND ACCOMMODATION
	Prohibited from:

· serving liquor

· entering gaming areas 

· entering a TAB which is part of licensed premises

· using large commercial mixers or dough mixers

· using open flame hand-held torches used for searing, caramelizing, etc.

· using deep fryers

· using slicers and mincers

· using band saws

· using deli slicing equipment.
	Permitted under supervision and after appropriate induction and training to:
· use knives intended solely for the cutting of bread and or dough

· use blade knives to a maximum of 15cm in length provided they have been given appropriate instruction and training

· undertake reception and catering duties provided they are under direct supervision

· use bain maries (as long as they are not removing or replacing them above boiling water), milk shakers, microwaves, pie cabinets and some toasters/grills. 


	

	MANUFACTURING 

(including aerospace, automotive, biotechnology, chemical, electrical, pottery, environmental, plastic extruding, materials, mechanical, manufacturing and mechatronics)
	Prohibited from:
· undertaking work experience in a clay pit or quarry 

· driving vehicles 

· operating a fork-lift and other materials handling machines, e.g. lift loading machines and conveyor belts

· using equipment from the prohibited equipment list.
	Permitted under supervision and after appropriate induction and training to:
· use some hand tools, subject to a risk assessment determining their suitability 

· learn about the use and operation of machines in the industry. 


	All workplace safety requirements in regard to the movement of vehicles near pedestrians, including forklift trucks and stock pickers, must be explained to the student and strictly observed.



	RETAIL


	Prohibited from:
· placements in tattoo parlours

· using rubbish compactors

· selling guns and ammunition 

· mixing paints and using dry cleaning solvents

· working in a dressing room used exclusively by members of the opposite sex.


	Permitted under supervision and after appropriate induction and training to:
· undertake limited activities in delicatessens, poultry and fishmonger shops. These activities may include using the cash register (within specified limits), washing trays and hand food preparation, floor mopping and sweeping, putting out rubbish, weighing items and bagging them.


	Students aged under 15 undertaking placements with dry cleaners and paint shops must complete OHS training with respect to hazardous substances, e.g. chemicals, fumes and steam. Limited activities such as using the cash register under supervision, serving, stock handling and general cleaning are allowed. Employers are reminded that work experience students are not permitted to hold and/or transport cash and negotiable items (e.g. stamps and cheques) with a value exceeding $100, and so must be supervised when using a cash register.

	SPORT AND RECREATION


	Prohibited from:
· Undertaking placements involving high risk sporting and recreational activities such as abseiling, martial arts, white water rafting and caving. 
	Permitted under supervision and after appropriate induction and training to:
· work in the office

· prepare appropriate equipment for activities.
	

	TRANSPORT AND DISTRIBUTION (INCLUDING WAREHOUSING)


	Prohibited from:
· undertaking work experience in grain storage facilities 

· undertaking work experience in long and short haul road and rail transport 

· working at heights greater than 2 metres

· undertaking placements in controlled atmosphere storage, cold storage and bond storage. 
	Permitted under supervision and after appropriate induction and training to:
· work in the office.


	All workplace safety requirements in regard to the movement of vehicles near pedestrians, including forklift trucks and stock pickers, must be explained to the student and strictly observed.



	VETERINARY, PARKS AND WILDLIFE


	Prohibited from:
· direct contact with animals


	Permitted under supervision and after appropriate induction and training to:
· prepare feeds (but not feed animals)

· stock shelves and displays

· update notice boards

· work in the office.
	Animal handling is a high risk activity that not uncommonly leads to bites or needle stick injuries. 




4. OCCUPATIONAL HEALTH AND SAFETY RESOURCES

DEECD has produced a number of occupational health and safety resources to support schools to implement workplace learning programs.  They are:

- safe@work an occupational health and safety program for secondary school students undertaking work experience.  It is designed to help students improve their knowledge and understanding of 
occupational health and safety matters before entering a workplace, safe@work is located at:

www.education.vic.gov.au/safe@work/index.asp
- Workplace Learning Toolbox developed in consultation with WorkSafe Victoria and other relevant stakeholders. The Toolbox is an occupational health and safety resource that should be used to support the safe@work program, Workplace Learning Toolbox is located at:

www.education.vic.gov.au/careertrans/sensecyouth/worklearn/workplacetoolbox/default.htm
In addition, WorkSafe Victoria has developed several publications specifically about the training and supervision needs of young workers. In the case of work experience students, the most relevant are:

-  A Training Checklist for Work Experience and Structured Workplace Learning Students, located at:

www.worksafe.vic.gov.au/wps/wcm/connect/wsinternet/worksafe/home/forms+and+publications/educational+material/training+checklist+for+young+workers
-  Managing Young Workers, located at:

www.worksafe.vic.gov.au/wps/wcm/connect/wsinternet/WorkSafe/Home/Safety+and+Prevention/Health+And+Safety+Topics/Young+Workers/Managing+young+workers/
Employer/Principal:


Prior to commencement of the Arrangement, the Principal must obtain from the Employer a certified copy of the Employer’s Permit and a certified copy of a valid WWC Check card of any proposed Supervisor(s) and attach same to the Work Experience Arrangement Form. 





WWC Checks for work experience purposes will be reimbursed by DEECD.  (see Section 2.6.1)





(See Ministerial Order 382, Part 5, No. 17 Working with Children Checks for further details)





Both Government and Non Government schools:





Post, email or fax all forms to Workforce Victoria:





Child Employment Officer


Workforce Victoria


Department of Business and Innovation


GPO Box 4509


Melbourne Vic 3001





Email: � HYPERLINK "mailto:childemployment@diird.vic.gov.au" ��childemployment@diird.vic.gov.au�





Fax: 9651 9703








14 YEAR OLD STUDENT


(as per Ministerial Order 382 and RHS Guidelines)





Supervisor(s):


Need to apply and pass the Working with Children (WWC) Check.  WWC Check application forms  can be obtained from participating Australia Post outlets or order online via  � HYPERLINK "http://www.justice.vic.gov.au" ��www.justice.vic.gov.au�/workingwithchildren ).





Supervisor(s) must ensure that the permit is obtained for the purposes of Work Experience supervision.








If Not Approved: the school will be informed by the Department of Business and Innovation.











If Approved - a copy of the Child Employment Permit will be sent to the Employer, Parent/Guardian and the school.




















Employer, Parent and School:





1.	Complete Application for Child Employment Permit – to apply for a 	Child Employment Permit (see section 2.4)


	Note - Please tick the box marked WORK EXPERIENCE on the Child 	Employment Permit application form





2.	Complete a Risk Assessment Report Form (see section 2.5)














� A Working with Children Check Assessment Notice is issued in the form of a card from 1 December 2010 onwards.
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