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Disclaimer 

This Student Placement Handbook provides general advice only. It is not intended to be legal advice. While every effort has been made to 



Important website Links
Fair Work 
www.fairwork.gov.au/how-we-will-help/templates-and-guides/fact-sheets/unpaid-work/student-placements

Working with Children Check 
kidsguardian.nsw.gov.au/

Office of Safeguarding – Diocesan Safeguarding Services  
02 4979  1390 
officeofsafeguarding.org.au
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Welcome to the Catholic Diocese of Maitland-Newcastle and 
thank you for choosing to undertake your vocational placement 
or work experience with us. 

The Diocese supports and encourages the provision of 
opportunities for student placement from the community 
to gain vocational placement or work experience in our 
organisation. 

There are many agencies of the Diocese, which form the 
mission of the church and each of these areas provides an 
opportunity for vocational placement and work experience. 
These include:

	f 38 parishes in the Hunter and Manning regions, the 
centres of the life of the Catholic Church

	f 59 Catholic schools, which educate more than 19,000 
students in primary and secondary schools

	f CatholicCare Social Services, which delivers a wide 
range of social services including permanency support, 



The Vocational Placements Fact Sheet 
provided by the Fair Work Ombudsman 
(2017), says a vocational or work 
placement is lawfully unpaid, and must 
meet the following criteria.

1.	� There must be a placement available 
either arranged by the student 
placement’s educational or training 
institution, or the student placement 
may arrange it themselves.

2.	� There must be no entitlement to pay 
the placement.

3.	� The placement must be done as 
a requirement of the education or 
training course.

4.	� The training or educational course 
must be an authorised Registered 
Training Organisation (RTO), TAFE, 
University or other accredited school.

You may be contacted by institutions or 
individuals seeking suitable placement 
opportunities. If you are interested 
in offering a placement, you should 
ensure the proposed placement meets 
the above criteria, and that you have 
the capacity to supervise a placement 
either on a project basis, or through an 

mailto:pcp@mn.catholic.org.au
mailto:pcp@mn.catholic.org.au


We hope the proposed placement meets both your learning objectives 
and the objectives of the diocesan agency.  According to the Fair Work 
Ombudsman, as a placement, no remuneration can be paid for your 
services as they are completed in fulfilment of your training course or study.  

Placement begins with the completion of the Student Placement 
Handbook. Once this information has been assessed and cleared by the 
manager/supervisor and provided to People and Culture, you may be 
offered a placement in the Diocese. (Please note that if approved, the WHS 
Level 2 Induction is to be completed within your first week of placement.)

Your manager/supervisor or mentor will provide induction, supervision, and 
orientation, ensure you have all the information and support you require to 
work within the Diocese.   

The Diocese has a formal induction program for all workers it engages. 
Your manager/supervisor or mentor will go through these and the relevant 
policies within your first week of placement. In addition, there will be site-
specific information you will be required to understand and follow. This will 
also be determined by the manager/supervisor in your orientation to the 
site. All of the required on boarding forms can be found within the Student 
Placement Handbook.

Information for people undertaking 
placement 

Information for 
mentors
A mentor is someone employed by a 
diocesan agency who provides guidance, 
oversight, and education to a person 
on placement. 

A mentor will provide people on 
placement support, advice, guidance, 
feedback, learning and assessment in 
lieu of or in support of the manager/
supervisor. The mentor may provide 
site-specific on boarding to a person 
on placement and ensure paperwork 
associated with a placement is  
complete and returned to the People  
and Culture team.

The mentor is usually a team member 
in the work group who may assist 
and support a manager/supervisor in 
supervising, guiding and training a person 
on placement. The mentor may also 
be the supervisor. Placements must be 
supervised at all times.

6   |   D I O C E S E  O F  M A I T L A N D - N E W C A S T L E



While on placement you will be expected to participate in team meetings, 
and have regular meetings with your manager/supervisor. This is to ensure 
your placement is fulfilling both your goals and those of the Diocese. You 



Student details
Name                                                              

Address

Mobile

Email                                                                          

Emergency contact Name         Number

Provide details of the student placement location
Catholic Schools Office CatholicCare Social Services
Name of school(s):  Area:  
Catholic Schools Office   
Diocese St Nicholas
Area:  Early Education  

 �OOSH  
 Pathways

Start Date: Finish date:

Hours of placement: 

Details of placement organisation (school/university/college) 
Name:                                                              

Placement Coordinator:          Number:

Email

Insurance coverage must be provided 
Personal Accident Insurance, Public Liability Insurance     YES (Please attach proof of insurance)

Additional insurances:

Student Placement
Registration Form
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First name

Surname

Date of birth

Home address

Location of work (Agency/School)

Position title 

Commencement date

WWCC number

  Volunteer     Employee     Contractor

I,   have conducted a Proof of Identity Check for the person named above 

OR I have known the applicant for a minimum of 12 months and can attest to their identity.  
 
 

 
Next Steps

	f



Exempt from obtaining a 
WWCC Declaration Form

Section 1: Applicant’s Identification Details 
I,  

of 

born  declare that I’m ‘working for’ 

Section 2: Statement by Applicant 
I do not have a WWCC Clearance Number and am exempt from requiring one or am not seeking to be engaged in child-related work; therefore, I 
state that: 

I have not been charged with an offence relating to children or young people. 

I have not been the subject of a police investigation relating to children or young people. 

I have not had disciplinary action taken against me in a workplace regarding my interaction with a child or young person. 

I am not a “prohibited person” on the Child Protection Register under the Child Protection (Offenders Registration) Act 2000. I know it is an 
offence for a prohibited person to apply for, attempt to obtain, undertake or remain in child-related employment, or to sign this declaration. 

I am not a “disqualified person” as defined in section 18 of the 



Privacy Policy 
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1. Purpose 
aŜǎǎŀƎŜ ŦǊƻƳ ǘƘŜ .ƛǎƘƻǇ 

L ŀƳ ǇƭŜŀǎŜŘ ǘƻ ƛƴǘǊƻŘǳŎŜ ǘƘŜ /ŀǘƘƻƭƛŎ 5ƛƻŎŜǎŜ ƻŦ aŀƛǘƭŀƴŘπbŜǿŎŀǎǘƭŜ ό/5abύ /ƻŘŜ ƻŦ /ƻƴŘǳŎǘ ό/ƻŘŜύ ǿƘƛŎƘ 

ǇǊƻǾƛŘŜǎ ƎǳƛŘŀƴŎŜ ƻƴ ǘƘŜ ŜȄǇŜŎǘŜŘ ǎǘŀƴŘŀǊŘǎ ƻŦ ŎƻƴŘǳŎǘΣ ǇǊƻŦŜǎǎƛƻƴŀƭ ŀƴŘ ǇŜǊǎƻƴŀƭ ōŜƘŀǾƛƻǳǊ /5ab ǊŜǉǳƛǊŜǎ 

ƻŦ ƛǘǎ ǿƻǊƪŜǊǎΦ  

¢ƘŜ /ƻŘŜ ƛǎ ŀƛƳŜŘ ŀǘ ƳƻŘŜƭƭƛƴƎ ŀƴŘ ōǳƛƭŘƛƴƎ ŀ ŎƻƴǘŜƳǇƻǊŀǊȅ /ŀǘƘƻƭƛŎ ǿƻǊƪǇƭŀŎŜ ǘƘŀǘ ƛǎ ǎŀŦŜΣ ǎǳǇǇƻǊǘƛǾŜΣ 

ŎƻƭƭŀōƻǊŀǘƛǾŜ ŀƴŘ ŎƻƳǇƭƛŀƴǘ ǿƛǘƘ ŀƭƭ ǊŜƭŜǾŀƴǘ ƭŀǿǎΦ  

¢ƘŜ /ƻŘŜ ƛǎ ŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ ǘƘŜ ǘŜŀŎƘƛƴƎǎ ŀƴŘ ǾŀƭǳŜǎ ƻŦ ǘƘŜ /ŀǘƘƻƭƛŎ /ƘǳǊŎƘ ŀƴŘ ǘƘŜ ǇǊƛƴŎƛǇƭŜǎ ŀƴŘ ǾŀƭǳŜǎ 

ŘŜǘŀƛƭŜŘ ƛƴ LƴǘŜƎǊƛǘȅ ƛƴ ǘƘŜ {ŜǊǾƛŎŜ ƻŦ ǘƘŜ /ƘǳǊŎƘΦ 

hǳǊ 5ƛƻŎŜǎŀƴ ǾŀƭǳŜǎ ƻŦ /ƻƳǇŀǎǎƛƻƴΣ IƻǇŜΣ LƴǘŜƎǊƛǘȅΣ WǳǎǘƛŎŜ ŀƴŘ tŀǊǘƛŎƛǇŀǘƛƻƴ ŀǊŜ ǊŜŦƭŜŎǘŜŘ ǿƛǘƘƛƴ ǘƘƛǎ /ƻŘŜ 

ǘƻƎŜǘƘŜǊ ǿƛǘƘ ǘƘŜ ŦƛǾŜ ōŀǎƛŎ ǇǊƛƴŎƛǇƭŜǎ ŦƻǊ /ƘǳǊŎƘ ǿƻǊƪŜǊǎ ōŜƛƴƎΥ 

• ! ŎƻƳƳƛǘƳŜƴǘ ǘƻ ƧǳǎǘƛŎŜ ŀƴŘ Ŝǉǳƛǘȅ  

• ¦ǇƘƻƭŘƛƴƎ ǘƘŜ ŘƛƎƴƛǘȅ ƻŦ ŀƭƭ ǇŜƻǇƭŜ ŀƴŘ ǘƘŜƛǊ ǊƛƎƘǘ ǘƻ ǊŜǎǇŜŎǘ 

• ! ŎƻƳƳƛǘƳŜƴǘ ǘƻ ǎŀŦŜ ŀƴŘ ǎǳǇǇƻǊǘƛǾŜ ǊŜƭŀǘƛƻƴǎƘƛǇǎ 

• hǳǘǊŜŀŎƘ ǘƻ ǘƘƻǎŜ ǿƘƻ ŀǊŜ ǇƻƻǊΣ ŀƭƛŜƴŀǘŜŘ ƻǊ ƳŀǊƎƛƴŀƭƛǎŜŘΣ ŀƴŘ 

• {ǘǊƛǾƛƴƎ ŦƻǊ ŜȄŎŜƭƭŜƴŎŜ ƛƴ ŀƭƭ ǘƘŜƛǊ ǿƻǊƪΦ 

2. Scope 
нΦмΦ ¢ƘŜ /ƻŘŜ ŀǇǇƭƛŜǎ ǘƻ ŀƭƭ ǿƻǊƪŜǊǎ ƻŦ /5abΦ ²ƻǊƪŜǊǎ ƛƴŎƭǳŘŜ ǇŀƛŘ ŜƳǇƭƻȅŜŜǎΣ ǊŜƭƛƎƛƻǳǎΣ ǾƻƭǳƴǘŜŜǊǎΣ 

ŎƻƴǘǊŀŎǘƻǊǎ ŀƴŘ ǎǘǳŘŜƴǘǎ ƻƴ ǿƻǊƪ ǇƭŀŎŜƳŜƴǘǎΦ wŜŦŜǊŜƴŎŜ ǘƻ ǊŜƭƛƎƛƻǳǎ ŘƻŜǎ ƴƻǘ ƛƴŎƭǳŘŜ ǊŜŦŜǊŜƴŎŜ ǘƻ 

ǇǊƛŜǎǘǎ ƻǊ ŘŜŀŎƻƴǎ ƻǇŜǊŀǘƛƴƎ ƛƴ ǘƘŜ 5ƛƻŎŜǎŜ ƛƴ ǘƘŀǘ ŎŀǇŀŎƛǘȅ όƴƻǘƛƴŮ



 

Diocese of Maitland-Newcastle Code of Conduct Page 4 

 

CATHOLIC DIOCESE OF MAITLAND-NEWCASTLE | CODE OF CONDUCT

 

3. 
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оΦмлΦфΦ /ƻƳǇƭȅ ŀƴŘ ŎƻƻǇŜǊŀǘŜ ǿƛǘƘ ŀƴȅ ǊŜŀǎƻƴŀōƭŜ ƛƴǎǘǊǳŎǘƛƻƴΣ ǇƻƭƛŎȅ ƻǊ ǇǊƻŎŜŘǳǊŜΣ ƛƴŎƭǳŘƛƴƎ 

ǿƛǘƘ ǊŜǎǇŜŎǘ ǘƻ ǿƻǊƪ ƘŜŀƭǘƘ ŀƴŘ ǎŀŦŜǘȅ ƳŀǘǘŜǊǎΦ 

оΦмлΦмлΦ wŜŦǊŀƛƴ ŦǊƻƳ ŎŀǊǊȅƛƴƎ ƻǳǘ ǘƘŜƛǊ ŘǳǘƛŜǎ ǳƴŘŜǊ ǘƘŜ ƛƴŦƭǳŜƴŎŜ ƻŦ ŀƭŎƻƘƻƭΣ ŀƴȅ ƛƭƭŜƎŀƭ 

ǎǳōǎǘŀƴŎŜΣ ƻǊ ŀƴȅ ŘǊǳƎ ǿƘƛŎƘ ƛƳǇŀƛǊǎ ǿƻǊƪ ǇŜǊŦƻǊƳŀƴŎŜΣ ƛƳǇŀŎǘǎ ōŜƘŀǾƛƻǳǊ ƻǊ 

ƧǳŘƎŜƳŜƴǘΣ ƻǊ ǇƻǎŜǎ ŀ ǎŀŦŜǘȅ Ǌƛǎƪ ǘƻ ǘƘŜƳǎŜƭǾŜǎ ƻǊ ƻǘƘŜǊǎΦ 

оΦмлΦммΦ bƻǘ ƛƎƴƻǊŜ ǿƻǊƪ ŘǳǘƛŜǎ ƻǊ ǿŀǎǘŜ ǘƛƳŜ ŘǳǊƛƴƎ ǿƻǊƪƛƴƎ ƘƻǳǊǎΦ  

оΦмлΦмнΦ bƻǘ ǘŀƪŜ ƻǊ ǎŜŜƪ ǘƻ ǘŀƪŜ ƛƳǇǊƻǇŜǊ ŀŘǾŀƴǘŀƎŜ ƻŦ ŀƴȅ ƛƴŦƻǊƳŀǘƛƻƴ ƎŀƛƴŜŘ ƛƴ ǘƘŜ ŎƻǳǊǎŜ ƻŦ 

ǘƘŜƛǊ ŜƴƎŀƎŜƳŜƴǘΦ 

оΦмлΦмоΦ bƻǘ ǘŀƪŜ ƻǊ ǎŜŜƪ ǘƻ ǘŀƪŜ ƛƳǇǊƻǇŜǊ ŀŘǾŀƴǘŀƎŜ ƻŦ ǘƘŜƛǊ Ǉƻǎƛǘƛƻƴ ǘƻ ōŜƴŜŦƛǘ ǘƘŜƳǎŜƭǾŜǎ ƻǊ 

ƻǘƘŜǊǎΦ  

оΦмлΦмпΦ bƻǘ ŀƭƭƻǿ ǇŜǊǎƻƴŀƭ ǇƻƭƛǘƛŎŀƭ ǾƛŜǿǎκŀŦŦƛƭƛŀǘƛƻƴǎ ƻǊ ƻǘƘŜǊ ǇŜǊǎƻƴŀƭ ƛƴǘŜǊŜǎǘǎ ǘƻ ƛƴŦƭǳŜƴŎŜ ǘƘŜ 

ǇŜǊŦƻǊƳŀƴŎŜ ƻŦ ŘǳǘƛŜǎ ƻǊ ŜȄŜǊŎƛǎŜ ƻŦ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΦ 

оΦмлΦмрΦ ²ƘŜǊŜ ǊŜƭŜǾŀƴǘΣ ŀŘƘŜǊŜ ǘƻ ŀƴȅ ŘǊŜǎǎ ŎƻŘŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻŦ /5abΦ 

оΦмлΦмсΦ aŀƛƴǘŀƛƴ ŎƻƴŦƛŘŜƴǘƛŀƭƛǘȅ ŀƴŘ ǇǊƛǾŀŎȅ ǿƘŜǊŜ ǊŜǉǳƛǊŜŘΦ  

оΦмлΦмтΦ wŜǇƻǊǘ ǘƻ /5ab ŀƴȅ ƛƴǎǘŀƴŎŜ ǿƘŜǊŜ ǘƘŜ ǿƻǊƪŜǊ ōŜƭƛŜǾŜǎ ǘƘŜȅΣ ƻǊ ŀƴȅƻƴŜ ǿƛǘƘƛƴ ǘƘŜƛǊ 

ǿƻǊƪǇƭŀŎŜΣ Ƙŀǎ ōǊŜŀŎƘŜŘ ŀƴ ƻōƭƛƎŀǘƛƻƴ ǳƴŘŜǊ ǘƘƛǎ ǇƻƭƛŎȅΦ 

оΦммΦ /ƻƴŦƭƛŎǘǎ ƻŦ LƴǘŜǊŜǎǘ 

оΦмнΦ ! ŎƻƴŦƭƛŎǘ ƻŦ ƛƴǘŜǊŜǎǘ ƛƴŎƭǳŘŜǎ ŀƴȅ ŎƛǊŎǳƳǎǘŀƴŎŜΣ ǿƘŜǘƘŜǊ ŀŎǘǳŀƭ ƻǊ ǇŜǊŎŜƛǾŜŘΣ ŀǊƛǎƛƴƎ ŦǊƻƳ ŀ ŎƻƴŦƭƛŎǘ 

ďĞƚǁĞĞŶ�ƚŚĞ�ƉĞƌĨŽƌŵĂŶĐĞ�ŽĨ�Ă�ǁŽƌŬĞƌ͛Ɛ�ƉƌŽĨĞƐƐŝŽŶĂů�ĚƵƚŝĞƐ�ǁŝƚŚ�/5ab ŀƴŘ ǘƘŜƛǊ ǇŜǊǎƻƴŀƭ ƛƴǘŜǊŜǎǘΦ  

оΦмоΦ 
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оΦплΦ aŀƴŀƎŜƳŜƴǘ ƻŦ ¢ƛƳŜ ŀƴŘ wŜǎƻǳǊŎŜǎ  

оΦпмΦ ²ƻǊƪŜǊǎ Ƴǳǎǘ ǳǎŜ /5ab 



 





1. General Information

Please tick applicable Yes No N/A

Identify site location    
Identify site operating hours    
Identify site floor plan    
Identify access to and from site (access codes, keys)    

2. Requirements of the job

Please tick applicable Yes No N/A

Arranged working schedules    
Arrange conditions    
Discussed and provided processes and procedures applicable to the role    
Inform the person on placement of the use of equipment used in their role    

WHS Level 2 Induction (Geographic Location) Checklist

Name:

Position title:	  

Agency:

Manager:

Date:

Location:

Diocese of Maitland-Newcastle 6.3.4.2 WHS Level 2 Induction Checklist Revision No. 1

Issue Date: 31/01/2020 Next Review Date: 31/12/2024 HPE RM Ref:TBA

Confidentiality Level – Open Access Not Controlled When Printed Page 1 of 3



3. General WHS information

Please tick applicable Yes No N/A

Inform the person on placement of the Work Health & Safety Policy    
Discuss procedure for reporting hazards and incidents in the workplace    
Are there any specific personal protective equipment (PPE) requirements for the employee?     
If PPE is a requirement for the role, has this equipment been made available to the person on 
placement and have they been provided instruction on use and care.    

4. Emergency response

Please tick applicable Yes No N/A

Discuss process for emergency response and explain alarm system    
Discuss process for emergency response for lockdown and explain system    
Identify emergency evacuation signage    
Identify emergency evacuation exits    
Identify emergency evacuation muster point(s)    
Identify location of fire control equipment    
Identify location of first aid kit(s)    
Identify first aid personnel in work area(s)    

5. Electrical safety

Please tick applicable Yes No N/A

Explain to the person on placement that all electrical equipment used must be tested and tagged 
and show a current inspection tag    



8. Traffic management

Please tick applicable Yes No N/A

Discuss any site rules or regulations regarding car parking    
Identify pedestrian crossings/walkways

Need to ensure that any site-specific rules and regulations are communicated 
(e.g. staff to always use the traffic lights and pedestrian crossing at the corner of Hunter and 
Tudor Streets to move between offices.)

   

Remind the person on placement of the risks of using a mobile device while walking/driving    
People on placement are not permitted to drive fleet vehicles in the course of their placement.
Explain that people on placement can travel with an employee in a fleet vehicle, but are not 
permitted to be the driver.

   

9. Housekeeping

Please tick applicable Yes No N/A

Discuss housekeeping standards with the person on placement and explain that person on 
placement is responsible for maintaining immediate work areas (desk, fleet vehicle)    

Identify waste disposal and recycling locations    

10. Site tour

Please tick applicable Yes No N/A

Conduct a site tour with person on placement to meet and greet other team members, identify 
location of facilities (i.e. kitchen, bathroom etc.) and emergency response requirements    

Action items
Are there any items arising from this induction that need action?  If so, please list below and make arrangements with 
relevant department for completion:

Completion
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