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WELCOME

At St Laurence’s College we value all of our student 
pathways equally. We are most proud of our Vocational 
Education program. This program has seen many of 
our students transition from the school environment 
to successful careers in the workforce.

Our staff take great pride in the boys’ achievements 
and focus on assisting the boys to achieve good 
outcomes at the end of their senior year.

It is imperative that students in this program 
demonstrate the right attitude and work ethic.

This booklet contains information on the organisation 
of the Vocational Education Program for 2019.

Please take the time to read through this Handbook, 
fill out and return (to the VET office) any relevant 
forms regarding your participation.

The Vocational Education team look forward to 
supporting you in 2019 and 2020.

Regards,

Chris Leadbetter
Principal, St Laurence’s College

 



WHAT IS  VOCATIONAL 
EDUCATION  AT LAURIES?
This handbook has been written to provide students with 
important information about the Vocational Education 
Program offered at St Laurence’s College. It also outlines 
responsibilities as a VET (Vocational Education and Training) 
student.

Students should take the time to review this handbook and 
ask their  VET teacher if they are unsure of any details. This 
handbook should be kept for reference throughout their 
enrolment at the College.

The contents of this handbook in many instances represent 
the key points of various VET Policies and Procedures 
developed by this College.  Copies of full VET Policies and 
Procedures can be obtained via the Head of Vocational 
Education.

Vocational Education in the College is made up of all VET 
subjects and Authority Registered subjects.  

St Laurence’s College is a Registered Training Organisation 
(RTO30357) and is able to offer nationally recognised 
certificate courses (VET certificates) to your son at school.  
VET can be studied as: 

• A certificate course that is provided by the school

• A certificate course provided by a TAFE or other outside 
registered training organisations

• As part of a School Based Traineeship or Apprenticeship

VOCATIONAL EDUCATION
Programs at the College

There are a large number of programs offered through the College to ensure that all boys can successfully transition from 
School. The Vocational Education Program aims to prepare students who will be leaving school and transitioning into  
working life. 

Below is a short summary of programs available to students at the College.  

VOCATIONAL EDUCATION PROGRAMS

Structured Work  Placement Program Courses external to the College
Year 11 (ATAR system)

This program is compulsory for all students who study:
• Three or less General subjects
This program is optional for all students who study:
• Four General subjects and 2 Certificate II courses
• Four General subjects, 1 Certificate II course and 
• 1 Certificate I course

Year 12 (OP system):
This program is compulsory for all students who study:
• Two or more non-OP subjects. This may include any 

combination of certificate courses and Authority 
registered subjects.

Students will complete four-five weeks in industry over 
Year 11 and 12 in areas aligned to SET Plans. The aim is to 
ensure that students are confident that the industry area 
they would like to pursue is the correct fit for them. It also 
gives students a headstart with what to expect from future 
employers.  

This program is offered to students who find that the 
selection of subjects at the College is limiting for their 
career pathway and/or future employment.

The College will assist these students to enrol in specific 
certificate courses. 

Students must be aware that they will be out of the College 
one day per week and will need to catch up on studies 
missed.

School-Based Apprenticeships  
and Traineeships

Offered to students who want to start their first year in a 
trade, while still at school. 
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COMPULSORY SCHOOL ACTIVITIES
All Vocational Education students are required to be present at compulsory school events and activities as outlined 
by Head of House If students have TAFE or a school-based apprenticeship/traineeship on these days, it is the 
students’ responsibility to inform the employer or TAFE regarding absence and communicate any alternative 
arrangements to the VET office.

All Vocational Education students participating in the Student Development and Structured Work Placement 
programs are expected to fully participate in all excursions and activities provided. Details of these excursions and 
activities can be found on page 6 of this booklet and in the College Calendar.

EVENTS IN 2019 FOR VOCATIONAL EDUCATION

MONTH EVENT
January • All students undertaking a Certificate course in 2019 will undertake a VET Student Induction

• White Card Training on offer for and VET students and those undertaking a Certificate 
course containing the unit CPCCWHS1001 (approx. $60)

February • Alternative Pathways Program (Year 12) – Reflection and Goal Setting, Communication in 
the Workplace

March • Alternative Pathways Program (Year 12) – Reflection and Goal Setting, Communication in 
the Workplace, Team Building

May • Guest speakers (Career advice - various fields)
• Alternative Pathways Program (Year 12) – Workplace Behaviours and Values, Pathway 

Planning, People Skills for Career Progression
• Year 12 Excursions – Safe Driver Training / Industry Tour and Kokoda Challenge
• Registration with SCIPs for Work Placement 1
• Work Placement packs issued to students - Placement 1 – students to obtain required 

signatures
June • Work Placement 1

• Alternative Pathways Program (Year 12) – Workplace Behaviours and Values, People Skills 
for Career Progression

July • Registration with SCIPs for Work Placement 2
• Alternative Pathways Program (Year 12) – Resume and Cover Letter writing, Job Interviews 

and Grooming, Team Building

August • Work Placement packs issued to students - Placement 2 – students to obtain required 
signatures

• Alternative Pathways Program (Year 12) – Financial Advice (Tax, budgeting, etc)

September • Year 12 Excursions – 4WD Training / Planet Commando & Surf Team Challenge

October • Work Placement 2
• VET Information Evening

November • Short Course Leadership Program (Year 11 2019)
• Introduction to the QCS Program (Year 11 2019)
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St Laurences College
82 Stephens Rd
South Brisbane

Ms Michelle Smith
301011 97
mlsmith@slc.qld.edu.au

3 8:00 am - 4:00 pm

Dress Requirements: Trousers or jeans with polo shirt. CLOSED-IN SHOES MUST be worn. NO short skirts or 
shorts; NO logos or advertising; NO hipster pants. NO visible piercings or tattoos and NO bare midriffs. Hair and 
overall appearance should be neatly groomed at all times.

.

        

 

 

STRUCTURED WORK PLACEMENT
Work placement combines learning from subjects selected at school with training and real tasks in the workplace.  It aims to 
give students a look at specific industries to confirm or discount their suitability for future pathways.

Structured work placement is a compulsory component to the Vocational Education Program. Dates of placements are 
outlined on the calendar provided on page 29.

Students are required to select and work in two different industry areas in their exploratory phase of the workplace during 
Year 11.  When selecting placements in Year 12, students can either continue to explore options with a variety of placements, 
or focus on one industry area they may have a preference for.

Procedure for Structured Work Placement

1. Student fills in an electronic form at school listing subjects studied, and area of interest for placement (aligned to subjects).  
If the student/parent has a preferred employer this must be specified on this form (parents can email to VET office).

2. Placement is sought for student (these are outsourced).

3. Placements are returned to student.  Please see a sample Work Experience Agreement form on page 10

4. Students must obtain signatures from employer, parent and student and return agreement form to school. This is the  
student’s responsibility, and is a legal requirement to cover insurance. Failure to return form or get signature (by due date)
will result in the placement not going ahead and student will be required to come to school on an alternative program

8 9



SCHOOL-BASED APPRENTICESHIPS AND TRAINEESHIPS 
(ASBA)*
Aim
St Laurence’s College is committed to ensuring that students can reach their potential and have success transitioning from 
school to work.  Therefore, the school supports the school-based apprenticeship and traineeship program for students 
who are looking for work on completion of school, which is aligned with their career aspirations. 

School Expectations
• Student will complete negotiated days in the workplace
• Student will attend all training organised
• Student will commit to apprenticeship or traineeship with positive attitude and enthusiasm with purpose of gaining full-

time employment on completion of school
• It is the students responsibility to catch up on all school worked missed

Work Commitment
Once signed up, students must:
• Confirm their day of work with the VET office
• Any changes to the work day must be approved with your employer and also the school (VET office)
• If you wish to work additional days with your employer this must be discussed with the VET office (NB: you should not 

put pressure on your employer to give you additional work days. If asked, students may work during block exam and 
holiday periods).

Training Commitment
• Give any details of training dates to the school (NB: must get approval from the school if training is to occur in school 

time). 
• Give a copy of results to the VET office as you progress (NB: if you have not been successful we can assist in assessment 

re-submissions, and liaising with your training provider)

* Not available to international Visa students. 
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SCHOOL-BASED APPRENTICESHIPS AND TRAINEESHIPS 
(ASBA) PROCESS
Apprenticeships and Traineeships combine training with work, in a real job, for wages. Students in Years 10-12 can apply to 
have a school-based apprenticeship or traineeship.  

Students at St Laurence’s College are advised that this opportunity should be aligned to a career pathway and therefore their 
SETP (Senior Education Training Plan).  Students may find a vacant position via one of the following ways:

• Vacancy listing – through the school, or external sources
• A family member, friend or acquaintance
• Structured Work placement employer offers position
• Cold calling

Once a position is found the student will be directed by the VET Office at the College with the following process:

STEP 1

Student to fill in Request Form and Details Form

• Complete request form and details form once a possible apprenticeship and traineeship is found

STEP 2

Approval from Pathways Team and Heads of  Year (HOH)
• Head of Vocational Education sends email to HOH, Careers Counsellor, Head of Learning Support, Dean of Studies, 

HOF Technologies, Head of Senior School for feedback and approval
• Contact parents for final confirmation to discuss time out of school, training requirements and on-the-job 

commitments

STEP 3

VET Department Contact Employer

• Ring employer to confirm and set up work trial
• Confirm employer contact information from details form
• Email SCIPs (School Community Industry Partnership Service) with details of work trial.  Have student get paperwork 

signed.  Trial goes ahead.  
• If trial is successful sign up to occur

STEP 4

Sign Up

• The sign up will occur when the employer, school and student agree that the school-based apprenticeship/traineeship is 
the aligned to career pathway for the student

• Provide SCIPs with the details form (from step 1)
• Student, Parent, school representative (SCIPs), and Apprenticeship Centre sign up student

STEP 5

Paperwork for Student File (school to hold paperwork)

• ETES form, school notification, letter regarding sign up, training plan, student results (provided by the student during 
training)

• Notes of progress and other details pertaining to the apprenticeship/traineeship are kept on file to support the student

VET SUBJECTS

St Laurence’s College is proud to offer a wide variety of curriculum options for all students.  

Vocational courses offered at the College are selected based on current research into industry trends regarding the workforce 
of the future, as well as staff skill levels and interests of the students within the College.  

Courses that we cannot offer at school may be available to students through other Registered Training Organisations and 
require students to be disciplined to maintain grades at school while studying externally.  

The following pages list all vocational courses on offer in the College for 2019. The vocational subjects are a combination of:
• VET courses (nationally recognised training courses) which are awarded competent or not competent as a grade 
• School based subjects that are awarded an A-E for achievement standards

Please note:  VET certificate courses listed in this handbook are accurate at time of publishing in accordance with the training.
gov.au website.  Any updates to qualifications will be adjusted to training and assessment strategies as per the transitions 
process. Enrolled students will be informed of these changes.

The College understands its legal responsibility to transition to any new version updates of qualifications or competencies 
within the qualifications with new version releases of training packages. Transitions to the changes in training packages will 
occur in the required timeframes listed in the standards for the national regulator.

VET Certificates (subject graded competency based)
• Certificate III in Business (BSB30115) – partnership with Foundation Education RTO No. 22557
• Certificate I in Construction (CPC10111)*
• Certificate II in Electrotechnology (UEE22011) – partnership with TAFE Queensland RTO No. 0275
• Certificate II in Engineering Pathways (MEM20413) – partnership with TAFE Queensland RTO No. 0275
• Certificate III in Fitness (SIS30315) – partnership with Australian Institute of Personal Trainers (AIPT) RTO No. 32363
• Certificate III in Engineering – Technical (MEM30505) – partnership with TAFE Queensland RTO No. 0275
• Certificate II in Sports & Recreation (SIS20115)

VOCATIONAL SUBJECT INFORMATION

• SCHOOL SUBJECTS (graded A-E)
• Religion and Ethics
• Pre Vocational Maths
• Recreation
• English Communication
• Essential English

• Essential Mathematics
• Furnishing Studies
• Business Studies
• Recreation & Sport
• Visual Arts in Practice

International Visa students are only authorised to study CRICOS provider and course registered Certificates.
*These courses are available to international Visa students
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CODE UNIT OF COMPETENCY

CPCCCM1012A Work effectively and sustainably in the construction industry
CPCCCM1013A Plan and organise work
CPCCCM1014A Conduct workplace communication
CPCCCM2001A Read and interpret plans and specifications
CPCCCM2005B Use construction tools and equipment

CPCCWHS1001** Prepare to work safely in the Construction Industry

CPCCOHS2001A Apply OHS requirements, policies and procedures in the construction industry
CPCCVE1011A Undertake a basic construction project
CPCCCM1015A Carry out measurement and calculations
CPCCCM2004A Handle construction materials
CPCCCM2006B Apply basic levelling procedures

CERTIFICATE I CONSTRUCTION
CPC10111*

RTO: St Laurence’s College 30357 
QCE Credits: 3 Core

Fee: $0

*this course is available to international Visa students.

**CPCCWHS1001 Prepare to work safely in the Construction Industry (White Card) may need to be completed with an 
external provider

This qualification provides an introduction to the construction industry, its culture, occupations, job roles and workplace 
expectations. This course covers essential work health and safety requirements, and teaches students basic skills in the use of 
construction tools and materials, reading and interpreting plans, making measurements and calculations and communicating 
in the workplace. This hands-on qualification is built around a basic construction project that integrates these skills just like in 
the workplace. 

Students studying the Certificate I in Construction are strongly advised to participate in the Future Workforce Program 
driven by Construction Skills Queensland. The White Card (Safety Induction) is delivered by an external RTO at the College 
at a cost of approximately $60 to students. 

ASSESSMENT
Assessment is competency based.  This is the process of collecting evidence and making judgements on whether or not the 
student can consistently demonstrate knowledge and skill, and the application of that knowledge and skill to the standard of 
performance required in the workplace. This may consist of the following assessment techniques:

• eTesting (with Blue Dog) for the underpinning theory component of the course
• Observation
• Practical projects that are based on trades from the construction industry (carpentry, plastering, painting, bricklaying and 

tiling)
• Teacher questions

Students must be deemed competent in all the competencies delivered in the course to achieve the qualification.

FUTURE PATHWAYS
Construction Apprentice, Construction Trades Workers, Construction and Mining Labourers, Carpenter, Plasterer, Painter, 
Tiler, Plumber, Bricklayer, Concreter, Roofer, Labourer, Cabinetmaker. The skills achieved will assist in successfully undertaking 
a Certificate II pre-vocational program or job outcome qualification, or will facilitate entry into an Australian Apprenticeship.CODE UNIT OF COMPETENCY

BSBWOR301 Organise personal work priorities and development
BSBADM311 Maintain business resources
BSBWHS302 Apply knowledge of WHS legislation in the workplace
BSBWRT301 Write simple documents
BSBCUS301 Deliver and monitor a service to customers

BSBINM301 Organise workplace information
BSBFLM312 Contribute to team effectiveness
BSBFIA301 Maintain financial records
BSBCMM301 Process customer complaints
BSBITU302 Create electronic presentations
BSBITU306 Design and produce business documents
BSBITU303 Design and produce text documents

Units being delivered in this qualification are:

CERTIFICATE III BUSINESS
BSB30115

RTO: Foundation Education 22557 

QCS Credits: 8 Core

Fee: $0

ATAR Eligible: Yes

Units being delivered in this qualification are:

The Certificate III in Business will equip students with essential business skills, enabling them to secure an entry level role in 
a range of industries. During this course, students will develop office, computing and business skills, in addition to learning 
Workplace Health and Safety processes, financial record keeping, monitoring and maintenance. Students will also be perfectly 
placed for further study at a diploma level or above. Business is an industry as well as a diverse range of cross-industry 
functions and services supporting the commercial activities of all industries. In our global, knowledge-based economy, this 
very large, dynamic and growing industry is vital to Australia’s economic progress.

ASSESSMENT
Assessment is competency based.  To determine a student’s competence a wide range of tasks are used.  This may consist of 
the following assessment techniques:

• Quizzes
• Projects and Assignment Tasks
• Observations and Role Plays
• Teacher questions

Students must be deemed competent in all of the competencies delivered in the course to achieve this qualification.

FUTURE PATHWAYS
Clerical officer, Customer service officer, Data entry operator, Information officer, Payroll officer, Word processing officer, 
Receptionist, Office Assistant, Junior Personal Assistant, Accounts Payable Clerks, Accounts Clerk. Study pathways can 
include: Certificate IV in Business, Diploma of Business, Certificate III in Business Administration and Diploma of Business 
Administration. 
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CODE UNIT OF COMPETENCY

UEENEEE101A Apply Occupational Health and Safety regulations, codes and practices in the workplace

UEENEEE104A Solve prolems in d.c. circuits

UEENEEE141A Use of routine equipment/plant/technologies in an energy sector environment

UEENEEE148A Carry out routine work activities in an energy sector environment

UEENEEE179A Identify and select components, accessories and materials for energy sector work activities

UEENEEK142A Apply environmentally and sustainable energy procedures in the energy sector

UEENEEH102A Repairs basic electronic apparatus faults by replacement of components

UEENEEA102A Select electronic components for assembly

CPCCOHS1001A** Work safely in the construction industry

HLTAID001 Provide cardio pulmonary resuscitation (students may complete with external RTO)

UEENEED101A Use computer applications relevant to a workplace

UEENEEE102A Fabricate, assemble and dismantle utilities industry components

UEENEEE105A Fix and secure electrotechnology equipment

RTO:TAFE Queensland 0275 

QCE Credits: 4 Core

Fee: $0

 

**CPCCWHS1001 Prepare to work safely in the Construction Industry (White Card) may need to be completed with an 
external provider

This Certificate is run in partnership with TAFE Queensland as the RTO. In this course students will learn the skills needed 
to safely undertake basic electrotechnology work and solve problems in extra-low voltage single-path and multiple-path DC 
circuits. They will learn about environmentally sustainable work practices and the selection and use of materials, tools and 
components for electrical work. 

This course also covers a General Safety Induction course (White Card) – an industry requirement to work on Queensland 
construction sites, and some of the units needed for the first stage of an electrical apprenticeship. The White Card is delivered 
by an external RTO at the school at a cost of approximately $60 to students. Successful completion of this qualification will 
put students on the path to an apprenticeship with huge choice in the industry. Opportunities exist in electrical cabling, 
equipment, instrumentation, switchgear, telecommunications, air conditioning and refrigeration, or renewable energy.

ASSESSMENT
Assessment is competency-based.  Over the course of study students complete:

• Practical exercises (fabrication techniques, filing, fitting, electrical installation etc.)
• Assignments

FUTURE PATHWAYS
Electrician, Refrigeration and Air Conditioning Mechanic, Electrical Mechanic, Electrical Fitter, Electrotechnology Apprentice, 
Trades Assistant. This qualification covers competencies for work entry program providing grounding in safety and basic skills 
and knowledge for work in any electrotechnology discipline.

CODE UNIT OF COMPETENCY

MEM13014A Apply principles of occupational health and safety in the work environment
MEMPE005A Develop a career plan for the engineering and manufacturing industry
MEMPE006A Undertake a basic engineering project
MSAENV272B Participate in environmentally sustainable work practices
MEM16006A Organise and communicate information

MEM16008A Interact with computing technology
MEM18001C Use hand tools
MEM18002B Use power tools/hand held operations
MEMPE001A Use engineering workshop machines
MEMPE002A Use electric welding machines
MEMPE003A Use oxy-acetylene and soldering equipment
MEMPE004A Use fabrication equipment

CERTIFICATE II ENGINEERING PATHWAYS
MEM20413

RTO: TAFE Queensland 0275

QCE Credits: 4 Core

Fee: $0 

CERTIFICATE II ELECTROTECHNOLOGY
UEE22011

Units being delivered in this qualification are:

Units being delivered in this qualification are:

This certificate offers student’s the opportunity to undertake a range of tasks within the context of the various sectors of 
the engineering industry. The content is structured around nationally endorsed competencies which make up the course 
MEM20413 Certificate II in Engineering Pathways. The competency units are derived from the Metal and Engineering Training 
Package. As part of the manufacturing and design industry, engineering offers the opportunity to be involved in broad-based 
skills areas driven by technology and design. Employers will increasingly need workers to be multi-skilled and equipped to 
move across industries to meet demand. 

This course will give students foundation skills to operate tools and equipment to produce and modify objects. They will 
learn basic welding skills, communication skills, and explore career options in the engineering and manufacturing industry. 
This course is centred around a basic engineering project that integrates the skills students learn just like in the workplace. 
This certificate will set students on the path to pursue an apprenticeship in a wide range of engineering jobs including 
fitting and turning, sheet metal fabrication, boilermaking, welding, casting and moulding, and diesel, mechanical or electrical 
fitting. Students may also look for work as a trades assistant, or choose to develop their design and drafting skills through a 
traineeship or further study.

ASSESSMENT
Assessment is competency based. To determine a student’s competence a wide range of tasks are used. This may consist of 
the following assessment techniques:
• eTesting for the underpinning theory component of the course
• Observation
• Practical projects that use metallurgical techniques
• Teacher questions

FUTURE PATHWAYS
Fitter and Machinist, Plumber, Diesel Fitter, Motor Mechanic, Maintenance Fitter, Aircraft Fitter, Aircraft Mechanic, Technicians 
and Trade Workers, Machinery Operators and Drivers, Engineering Apprentice. This qualification covers competencies for 
work entry program providing practical skills and knowledge for work in any engineering discipline. This course can increase 
prospects of gaining an engineering apprenticeship.
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*HLTAIDOO3 Provide first aid to be completed with an external provider

RTO: Australian Institute of Personal Trainers (AIPT) 32363

QCE Credits: 8 Core

Fee: $0

ATAR Eligible: Yes

CERTIFICATE III FITNESS
SIS30315

CODE UNIT OF COMPETENCY

SISFFIT001 Provide health screening and fitness orientation
SISFFIT002 Recognise and apply exercise considerations for specific populations
SISFFIT003 Instruct fitness programs
SISFFIT004 Incorporate anatomy and physiology principles into fitness programming
SISFFIT005 Provide healthy eating information
SISFFIT014 Instruct exercise to older clients
SISXCCS001 Provide quality service
SISXFAC001 Maintain equipment for activities
SISXIND001 Work effectively in sport, fitness and recreation environments
BSBRSK401 Identify risk and apply risk management processes
HLTAID003* Provide first aid
HLTWHS001 Participate in workplace health and safety
SISFFIT006 Conduct fitness appraisals
SISFFIT007 Instruct group exercise sessions
SISFFIT012 Instruct movement programs to children aged 5 to 12 years
SISFFIT011 Instruct approved community fitness programs

Units being delivered in this qualification are:
CODE UNIT OF COMPETENCY

MEM16006A Organise and communicate information
MEM16008A Interact with computing technology
ICPPRN395 Set up and produce 3D print
MEM12023A Perform engineering measurements
MEM09202A Produce freehand sketches

MEM30031A Operate computer-aided design (CAD) system to produce basic drawing elements
MEM30032A Produce basic engineering drawing
MEM30033A Use computer-aided design (CAD) to create and display 3-D models
MEM09002B Interpret technical drawings
MSAENV272B Participate in environmentally sustainable work practices

CERTIFICATE III ENGINEERING - TECHNICAL
MEM30505

RTO: TAFE Queensland 0275

QCE Credits: 5 Core

Fee: $0 

ATAR Eligible: Yes

Units being delivered in this qualification are:

This entry-level course is primarily designed to provide students with the necessary skills and knowledge in using computer-
aided drafting systems for the preparation of drawings. It is an excellent option for those who are considering trade entry into 
the workforce. The computer and drafting skills delivered in this subject will provide support for higher trade qualifications 
should the opportunities arise.
In this course, students will gain the skills needed to produce drawings and 3D models, and design and develop prototypes 
using computer-aided design (CAD) programs and processes. They’ll also learn about non-destructive testing and technical 
purchasing. Successful completion of this course will allow students to seek employment in a drafting office or as an engineering 
technician. 

ASSESSMENT

Assessment is competency based.  Over the course of study, students complete workbooks, formal assessment, student 
folios and assignments.  The versatility of this subject has proven to be a very popular option for both ATAR and vocationally 
directed students. 

FUTURE PATHWAYS

Draftsperson; Designer; Engineer; Engineering Technician; Technical Officer. The content has been used by graduates to 
support their university studies in Engineering, Architecture and Technology.  It is also an excellent option for those who 
are considering trade entry into the workforce. Further study options include: Cert IV in Engineering Drafting; Cert IV in 
Engineering; Diploma and Advanced Diploma in Engineering.

The Certificate III in Fitness provides students with an entry into the fitness industry.  Students study health administration, 
foundations in fitness instruction (individual group and special needs).  Students will be able to plan and deliver a variety of gym 
and fitness programs along with advising on healthy eating guidelines in a sports and recreation environment. By completing 
this certificate, students will be able to assist new gym members to use equipment and lead small group classes through basic 
programming.  Students work independently with some level of autonomy in fitness, leisure, aquatic and community centres. 
Students can fast track their completion of this course, in negotiation with their teacher, and plan to enrol as an online student 
into the Certificate IV in Fitness course with AIPT in Year 12 (on approval by the VET HOD; cost to be incurred by parent).

ASSESSMENT

Assessment is competency based. To determine a student’s competence a wide range of tasks are used. This may consist of 
the following assessment techniques:

• Quizzes
• Assignment work
• Practical projects
• Teacher questions and observation

Students must be deemed competent in all the competencies delivered in the course to achieve the qualification.

FUTURE PATHWAYS

Group Fitness instructor, Sports Coach, Gym Floor Supervisor, Aqua Exercise Instructor, Group Exercise Instructor, Gymnasium 
Instructor, Customer Service Assistant (Sport and Recreation), Community Activities Assistant. Further employment may 
lead to an exercise instructor. Further training can lead to the Certificate IV in Fitness (to become a Personal Trainer).
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CODE OF PRACTICE / LEGISLATIVE REQUIREMENTS
As a registered Training Organisation, St Laurence’s College has agreed to operate within the Vocational Education legislation 
governed by the Australian Skills Quality Authority and all other relevant legislation required by State and Federal Government.  
This includes a commitment to recognise the training qualifications issued by other Registered Training Organisations (RTO).  
The College is registered to deliver a range of VET programmes under the direction of Queensland Curriculum and 
Assessment Authority (QCAA). 

The mission of the College as an RTO is to deliver quality training and assessment across a range of selected industry areas in 
accordance with the National Training Packages. If parents or students require any further information, please see the Head 
of Vocational Education.

ACCESS & EQUITY
Any matters relating to access and equity will be referred to the Head of  Vocational Education and Training as the nominated 
Access and Equity Officer.  All students will be informed of the requirements of the curriculum or National Training Package/s 
that affects them.  Our Access and Equity Policy ensures that student selection decisions comply with equal opportunity 
legislation.  Appropriately qualified staff will assess the extent to which the student is likely to achieve the stated competency 
standards and outcomes of the course, based on his qualifications and experience. 

STUDENT SUPPORT SERVICES
Students have access to a wide range of support, welfare and guidance services at this College, including VET Teacher, Career 
Counsellor, Head of Faculty, Dean of Studies, Head of Vocational Education, Principal.

QUALITY MANAGEMENT FOCUS
St Laurence’s College has a commitment to providing a quality service and a focus on continuous improvement.  It values 
feedback from students, staff, parents and industry representatives for incorporation into future programs, and maybe asked 
at intervals.

A VET questionnaire will be completed annually by students to inform our continuous improvement process and will comply 
with Quality Indicator data required by the government.  Parents and other stakeholders are always welcome to provide 
feedback to the College regarding VET programs.

CLIENT SERVICE
The College has sound management practices to ensure effective service to students. In particular, service standards ensure 
timely issue of student assessment results. These will be appropriate to competencies achieved and issued in accordance with 
national guidelines.  

The College prints all certificates and statements of attainment for all courses on its scope of registration.

The College’s quality focus includes a Recognition of Prior Learning policy, Complaints and Appeals Policy, an Access and 
Equity policy and student welfare and guidance services.  

Where necessary, appropriate programs will be developed for those students requiring literacy and/or numeracy support 
programs.  Every opportunity will be taken to ensure that such programs are disseminated, understood and valued by staff, 
students and parents. 

Information relating to all fees and charges (this is for courses offered in partnership with the school only), course content, 
assessment procedures and vocational outcomes will be outlined prior to enrolment.

COMPLIANCE UNDER THE NATIONAL REGULATOR
As an RTO St Laurence’s College will ensure compliance to the standards governed by the National VET regulator (ASQA).  
This includes Internal and External Audits and continuous improvement processes across the College.

THE NATIONAL VET SYSTEM
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LITERACY AND NUMERACY 
ASSISTANCE
While studying VET certificates, units of competancy will have 
basic literacy/numeracy elements have been incorporated.  
This should help you learn these basic literacy/numeracy 
components more readily, as they are being delivered/assessed 
in the context of an industry vocational area of your liking/
choice. 

If you still feel you need additional language, literacy or 
numeracy support, please approach your teacher or Head of 
Vocational Education.

ASSESSMENT PROCEDURES
The following information outlines the basic VET assessment 
principles of this College.  They are designed to promote 
fairness and equity in assessment.

i. All  VET students at this College will be fully informed of the 
VET assessment procedures and requirements and will have the 
right to appeal.

ii. Students will be given clear and timely information on 
assessment. Information given to students, on the assessment 
cover sheet, will include:
 - advice about the assessment methods
 - assessment procedures   
 - the competancy in which they will be assessed 
 - a feedback section

iii. Students will sight their profile sheet of results in each VET 
subject on at least two occasions throughout a two year course.

iv. The assessment approach chosen will cater for the language, 
literacy and numeracy needs of students.

v. Any special geographic, financial or social needs of students will 
be considered in the development of the assessment.

vi. Reasonable adjustment will be made to the assessment strategy 
to ensure equity for all students, while maintaining the integrity 
of the assessment outcomes.

vii. Opportunities for feedback and review of all aspects of 
assessment will be provided to students.

viii. A clearly documented mechanism for appeal against assessment 
processes and decisions is available to students in via the College 
website. This is available from the Head of Vocational Education.

RESOURCE REQUIREMENTS
HUMAN AND PHYSICAL
St Laurence’s College has personnel with appropriate qualifications and experience to deliver the training and facilitate the 
assessment relevant to the training products offered.  Adequate facilities, equipment and training materials will be utilised 
to ensure the learning environment is conducive to the success of students. In the instance where the human or physical 
resource requirements are not met once the course has commenced - the school will provide students with access to 
complete the training by another RTO.

THE  AUSTRALIAN QUALIFICATIONS FRAMEWORK
All of the VET programs offered by this College can lead to nationally recognised qualifications (this is a formal qualification). 
If all of the requirements of the qualification are completed, the student will be awarded the qualification or a statement 
of attainment for those parts that are successfully completed (if the full qualification is not completed). This certificate/
statement of attainment will be recognised across Australia. Your VET teacher will provide students with information about 
the VET qualification/s you are aiming for at this College, including an overview of the specific units of competency/modules 
in each, assessment requirements and vocational outcomes.

STUDENT ENROLMENT PROCEDURES
Students enrolled in the VET courses at this College participate in the same enrolment and selection processes as other 
students at the College.  Where numbers are limited for VET subjects, selection will be based on interview and/or on the 
order in which enrolments were received.  Students who enrol in a VET subject will be given every opportunity to complete 
this certificate during the time allocated.  However, if the student enters or exits the course earlier than the time allocated 
for study, the student may have difficulty in completing the requirements of the course in full.  Under these circumstances 
students will be advised of a pathway for completing the qualification on leaving school.  At the commencement of all VET 
subjects, the Head of Vocational Education will induct all VET Students explaining the policies and procedures of the VET 
program.

FEES AND CHARGES
VET Students are not charged for VET certificate courses that are offered on the schools scope of registration. Certificate 
courses that are offered in partnership with outside RTO’s may incur a fee.  These fees are outlined in the Senior Pathways 
Handbook. In the event that circumstances change and additional costs are on-charged, any fees and charges will be made 
known to participants before enrolment.The College’s Business Manager will be responsible for ensuring that those fees are 
accounted for in a separate financial control centre and are identified as fees paid in advance.
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Any person wishing to make a complaint against the school 
concerning its conduct as an RTO, whether a complaint, 
appeal or other matter, shall have access to the complaints and 
appeals procedure. Complaints include conduct of the RTO, 
its trainers, assessors or other staff; a third party providing 
services on the RTO’s behalf, its trainers, assessors or other 
staff; or a student of the RTO. An appeal can be a request for 
a review of decisions, including assessment decisions, made 
by the RTO or a third party providing services on the RTO’s 
behalf. 

All formal complaints and appeals will be heard and decided 
within 15 working days of the receipt of the written 
complaint/appeal by the school. The VET Manager will keep 
a Register of Complaints and Appeals which documents 
all formal complaints/appeals and their resolution.  Any 
substantiated complaints/appeals will be reviewed as part of 
the continuous improvement procedure.  The principles of 
natural justice and procedural fairness are adopted at every 
stage of the complaint and appeal process.

All external complaints and appeals should be directed to 
the Australian Skills Quality Authority (ASQA) via http://
www.asqa.gov.au/complaints/make-a-complaint---domestic-
students/make-a-complaint---domestic-students1.html 

Complaints and Appeals procedure

Persons with a complaint or appeal, have access to the 
following procedure:
• The initial stage of any complaint or appeal shall be for 

the complainant/appellant to communicate with a trainer 
and/assessor or Head of Faculty or VET Manager or 
administrative personnel to resolve any dispute

• Person(s) dissatisfied with the outcome of the complaint 
or appeal to the trainer and/assessor or Head of Faculty 
or VET Manager or administrative personnel, they 
may then take their complaint or appeal to the VET 
Manager, along with completion of the Complaints or 
Appeals Record Form. The VET Manager records the 
information in the Complaints and Appeals Register.  The 

VET Manager will make a decision in consultation with 
the student, the trainer and/or assessor, and will suggest 
action to be taken by a given date.

• If all are parties are in agreement, once agreed action has 
been completed and is effective, the Principal of the RTO 
will sign and date the Complaints or Appeals Record 
Form and the Complaints and Appeals Register will be 
updated.  

Independent Review:
If person(s) are dissatisfied with the decision of the VET 
Manager, a review by a party independent of the RTO can be 
requested by the student:

a. The complainant shall be given an opportunity to present 
his/her case to the independent party;

b. The independent party will make a final decision on the 
complaint and/or appeal;

c. The independent party will communicate its decision 
on the complaint and/or appeal to all parties in writing 
as  soon as practicable. If the RTO needs more than 
60 calendar days to process and finalise the complaint 
and/or appeal, the RTO will inform the complainant or 
appellant of the reasons for this in writing and provide 
regular updates;

d. All information is kept securely to avoid breach of privacy;
e. The Complaints and Appeals Register will be updated; and
f. The root cause of the complaint and/or appeal will be 

considered at continuous improvement meetings and 
included the annual Internal Audit.

RECOGNITION OF PRIOR 
LEARNING
All VET students have access to a procedure that gives 
Recognition of Prior Learning (RPL).

At the beginning of each course, the VET Teacher will be 
responsible for ensuring that the students are informed 
of the Recognition of Prior Learning and Credit Transfer 
procedures.  RPL information and forms can be obtained 
through the Head of  Vocational Education.

RPL (Recognition of Prior Learning) is the acknowledgement 
of the skills and knowledge a person has acquired through 
previous training, work or life experience, which may be used 
to grant status or credit in a subject or unit of competancy.

If a student believes that they fulfill these requirements they 
should approach their teacher first, who will bring it to the 
attention of the HOF.

Recognition of  Prior Learning Policy
All students shall have access to, and will be offered, 
Recognition of Prior Learning (RPL).

Recognition of  Prior Learning Procedure
Each year, the Head of Vocational Education will make 
students aware of the College’s RPL policy via the VET 
Student Induction. Teachers will bring students to the Head 
of Vocational Education if they would like to apply for RPL.

a. When approached by a student seeking RPL, the Head 
of Vocational Education will:

b. Provide the student with copies of an RPL Student 
Application Form

c. Provide the student with information about the types of 
evidence that can be used to support an RPL  application

d. Make a prompt decision and notify students of the 
outcome of the RPL process

e. Update the student’s records, if RPL is granted

f. Students can appeal a decision via the RPL Student 
Appeals Form

QUALIFICATIONS/STATEMENTS ISSUED BY 
ANOTHER RTO 
The College will recognise all AQF qualifications issued by 
any other RTO. The College will seek verification of the 
certification from the relevant RTO where there is some 
ambiguity.

Credit transfer refers to the granting of credit to students 
for subjects, modules or units of competency they have 
completed previously. Institutions or training organisations 
can grant credit to students for studies or training completed 
at the same or another institution or training organisation.  

Each year, the teacher shall make students aware that any 
existing AQF qualifications or statements of attainment 
they possess will be recognised by the College. Teachers 
will remind students of this policy at the beginning of each 
semester.

If a student presents an AQF qualification or statement to 
the teacher, the teacher will take a copy and bring it to the 
attention of the relevan HOF.

ACCESS TO RECORDS & VET CONSENT FORM
Information about a student, except as required by law or 
as required under the Standards for Registered Training 
Organisations, is not disclosed without the student’s written 
permission and that of their parent or guardian if the student 
is under 18 years of age. 

The Head of Vocational Education will ask  VET students to 
complete a VET Student/Parent Consent Form if required.  

Where a student consents to disclosure of information, this 
consent is kept on the Register of Consent.  

Students have access to their personal records.

COMPLAINTS AND APPEALS POLICY
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UNIQUE STUDENT IDENTIFIER (USI)
The Unique Student Identifier (USI) was formally introduced on 1 January 2015. It is needed for any nationally recognised  
training that is also delivered as part of VET courses and is represented as a combination of 10 letters and numbers. 

For students, the USI will build an online record of their nationally recognised training. Students must have a USI before they 
can be issued with a Statement of Attainment  or Certification.  As a result, all students undertaking a VET Qualification at 
St Laurence’s College (RTO number 30357) will need to create a USI number. Students can do this at anytime, either prior 
to commencing a certificate course, or after commencing a certificate course. 

To create a USI, go to www.usi.gov.au/create-your-USI/Pages/default.aspx.

It will assist the VET department at the beginning of the year if a student already has their USI number.

VOCATIONAL EDUCATION 
STUDENT AND PARENT AGREEMENT

STUDENT

I am aware that I am part of the Vocational Education Program and will fulfil my commitments to the program as outlined in 
this booklet.

I understand:

 If I am studying 2 or more non-OP subjects (listed on page 13) or am on a non-ATAR pathway, I will commit to the  
 work placement program

 If I am a school-based apprentice/trainee I will fulfil my commitment to work and training

 If I do not sit the QCS (Qld Core Skills) test I will join the Student Development Program designed for my   
 transition from school to work (Year 12 2019)

 I will complete my subjects at school to the best of my ability

 I will attend compulsory school functions and excursions as outlined by my Head of House (see list on page 6)

 I have read and understood the Privacy Notice on the page overleaf.

Student Name: ___________________________

Student Signature: _________________________    Date: __________________

PARENT
 I am aware that my son is part of the Vocational Education Program.

 I am aware that my son may need a White Card, Blue Card and/or a First Aid Certificate, depending on the                         
.            qualification being undertaken.

 I have been able to:

   Attend the Vocational Education Information Evening

   Have an interview with the Head of  Vocational Education

   Other – please list ____________________________

 I have read and understood the Privacy Notice on the page overleaf.

 I will ensure my son attends compulsory school functions and excursions as outlined by the Head of House.

 I give permission for my son’s VET data to be shared and updated for regulatory purposes

Parent signature:__________________________  Date:__________________

WHITE CARD TRAINING

Please answer the following questions (circle)

1. Is the student studying 2 or more non-OP subjects, or are they on a non-ATAR pathway? Y / N

2. If yes, does your son intend to complete work placement in the construction field? Y / N

3. If yes, does he have  a white card? Y / N

BLUE CARD TRAINING
1. Is the student studying a Certificate III in Fitness?  Y / N

2. If yes,, does he have a Blue Card?  Y / N
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PRIVACY NOTICE
Under the Data Provision Requirements 2012, St Laurence’s College is required to collect personal information about you 
and to disclose that personal information to the National Centre for Vocational Education Research Ltd (NCVER).

Your personal information (including the personal information contained on this enrolment form), may be used or 
disclosed by St Laurence’s College for statistical, administrative, regulatory and research purposes. 

St Laurence’s College may disclose your personal information for these purposes to:
Commonwealth and State or Territory government departments and authorised agencies; and NCVER.

Personal information that has been disclosed to NCVER may be used or disclosed by NCVER for the following 
purposes:

• Populating authenticated VET transcripts;

• Facilitating statistics and research relating to education, including surveys and data linkage;

• Pre-populating RTO student enrolment forms;

• Understanding how the VET market operates, for policy, workforce planning and consumer information; and

• Administering VET, including program administration, regulation, monitoring and evaluation.

You may receive a student survey which may be administered by a government department or NCVER employee, 
agent or third party contractor or other authorised agencies. Please note you may opt out of the survey at the 
time of being contacted.

NCVER will collect, hold, use and disclose your personal information in accordance with the Privacy Act 1988 
(Cth), the National VET Data Policy and all NCVER policies and protocols (including those published on NCVER's 
website at www.ncver.edu.au).

ST LAURENCE’S COLLEGE
Structured Workplace Learning

2019
82 Stephens Rd

South Brisbane 4101

Contacts:
Michelle Smith Ph: 3010 1197

Cathy Furminger Ph: 3010 1174

PUBLIC HOLIDAYS
SCHOOL HOLIDAYS

WORK PLACEMENTS

24th - 28th June 4th June

8th - 11th October 3rd September

Placement Dates Forms handed out to students for 
employers, parent & student signature

FEBRUARY

1

3

2

4 5 6 7 8

10

9

11 12 13 14 15

17

16

18 19 20 21 22

24

23

25 26 27 28

M T W T F SS

NOVEMBER

1

3

2

4 5 6 7 8

10

9

11 12 13 14 15

17

16

18 19 20 21

24

23

26 27 28 29

M T W T F SS

22

AUGUST

1 2

4

3

5 6 7 8 9

11

10

12 13 16

18

17

19 20 21 22 23

25

24

3126 27 28 29 30

M T W T F SS

DECEMBER

7

9 10 11 12 13 14

16 17 18 19 20 21

23 25 26 27 28

M T W T F SS

24

2 3 4 5 6

SEPTEMBER

1 2 3 6

8

7

9 10 11 12 13

15

14

16 17 18 19 20

28

M T W T F SS

23 24 25 26 27

Note:

Employer, parent and students signatures MUST be on agreement form and returned to school 

before going out on placement. 

MARCH

1

3

2

4 5 6 7 8

10

9

11 12 13 14 15

17

16

18 19 20 21 22

24

23

27 28 29

M T W T F SS

25 26

MAY

M T W T F SS
1 2 3

5

4

8 9 10

12

11

13 14 15 16 17

19

18

20 21

26

25

27 28 29

32

1

4 5 6 7

109

8

11 12 13 14

16

15

30

JUNE

M T W T F SS

17 20 21

S

OCTOBER

14 15 16 17 18

20

19

21 22 23 24 25

27

26

28 29 30 31

M T W T F S

19

3125 30

18

7

15

30

2925 26 27 28

11

13

128 9 10

23

1 2 4 53

7

31

30

23 2422

4 5

30 31

STUDENTS MUST PHONE THEIR EMPLOYER AND SCHOOL IF THEY ARE SICK DURING WORK PLACEMENT

JANUARY

M T W T F SS

6 8 9 10 11

13

12

15 16 17 18

20

19

21 23 24 25

27 30 31

22 26

14

7

28

1 2 3 4 5

29

28

27

29 30

S

APRIL

1 2 5

7 8 9 10

25 26

M T W T F S

23 24

3 4

11 12

14

13

18 19 20171615

21

6

22

6

22

S

JULY

1 2 3 4 5 6

11

19

21

20

22 23 24 25 26

28

27

29 30 31

M T W T F S

16 17 18

13121098

15

7

14 14 21

22

29

6

30

8

15

22

29

1

24

2928
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CONTACT US

CONTACTS*

Faculty    Name    Email    Phone

Head of Vocational Education Michelle Smith   mlsmith@slc.qld.edu.au  3010 1197
HOF Technologies  Danny O’Sullivan  dosullivan@slc.qld.edu.au      3010 1186
HOF HPE   Danny Alizart   dalizart@slc.qld.edu.au  3010 1193
HOF Business & Languages Sophia Lynch              solynch@slc.qld.edu.a             3010 1118
HOF English   Christopher Boerdam  cboerdam@slc.qld.edu.au 3010 1775
HOF Mathematics  Andrew Newcombe  anewcombe@slc.qld.edu.au 3010 1839
HOF Religion   Leonie Mount   lmount@slc.qld.edu.au  3010 1190

LEAD TEACHING STAFF FOR VET CERTIFICATES*

Subject      Teacher/s   Email

Certificate III in Business   Michelle Smith   mlsmith@slc.qld.edu.au
(BSB30115)

Certificate I in Construction   James McLauchlan  jmclauchlan1@slc.qld.edu.au
(CPC10111)

Certificate II in Electrotechnology  Jim McLauchlan   jmclauchlan@slc.qld.edu.au
(UEE22011)    
Certificate II in Engineering Pathways  Danny O’Sullivan  dosullivan@slc.qld.edu.au
(MEM20413)

Certificate III in Fitness    Tim Mallon   tmallon@slc.qld.edu.au
(SIS30315)

Certificate III in Engineering - Technical Danny O’Sullivan  dosullivan@slc.qld.edu.au
(MEM30505)

* Information accurate at time of  printing, February 2019

VOCATIONAL EDUCATION HANDBOOK 2019
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