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1. Background 

Structured Workplace Learning (SWL) is an important component of some courses 
delivered by Open Colleges. A critical component of SWL is the completion of Workplace 
Assessments.  

Workplace Assessments involve evaluating the performance of a range of practical skills 
under actual workplace conditions and over several occasions. Workplace Assessment 
can also involve the completion of written tasks reflecting on a student’s experience in 
the workplace.  

The Workplace Assessment involves the following six components:  

 Simulated Skills Development Activities (SSDAs) prior to commencement;  

 Pre-Approval of the Workplace and Supervisor;  

 Logbook and Attendance Report;  

 Workplace Portfolio;  

 Student and Workplace Supervisor Interviews; and 

 Workplace Assessor visit to the workplace (in certain circumstances).  

A suitably qualified and experienced Open Colleges Workplace Assessor conducts the 
Workplace Assessment. 

The specific details of the Workplace Assessment are outlined to the student, workplace 
supervisor and the Workplace Assessor in the Work Placement Overview / Workplace 
Assessment Guide.  

2. Pre-Approval of the Workplace and Supervisor 

On submission of the Workplace Approval Form by the student, the Open Colleges 
Workplace Assessor will undertake initial interviews with the student and workplace 
supervisor to determine suitability, outline the SWL and assessment processes and 
develop a specific Workplace Training and Assessment Plan for the individual student.  

3. Simulated Skill Development Activities (SSDAs) 

Open Colleges is increasingly adopting the use of SSDAs prior to a learner commencing 
Structure Workplace Learning. This enables the Open Colleges’ Workplace Assessor to 
determine whether a student has obtained a basic level of skill prior to entering the 
workplace. This ensures the learners are able to undertake basic work-related tasks prior 
to commencing in a workplace. 

SSDAs are assessed through the provision of direct evidence – such as a short video or 
photographs of the learner conducting the specified activities. The SSDA involves the 
student reviewing an instructional video in relation to a particular task or activity and 
then demonstrating their ability to conduct that task. SSDAs are generally limited to 
those activities that can be conducted in the home and that do not require any specialist 
or technical equipment.    

4. Workplace Logbook and Attendance Report 

The Logbook requires students to complete a range of tasks and activities in a realistic 
workplace setting, on a number of occasions over time and under the supervision of an 
appropriately qualified Workplace Supervisor at an approved workplace. The Workplace 
Supervisor signs-off whether the student has undertaken the listed tasks to a standard 
considered acceptable to that workplace. 
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The Portfolio determines the tasks to be undertaken in the Logbook by considering the 
elements, performance criteria and required skills for the Units in the course. The 
Portfolio will seek to develop a range of holistic tasks that are relevant to the workplace, 
as opposed to simply rewriting the performance criteria within a Unit. This makes the 
Logbook easier to understand on the part of the Workplace Supervisor, who may not be 
familiar with the Training Package terminology. 

Students that are not currently employed in a relevant role within an approved 
organisation, are also required to complete an Attendance Report to determine that an 
appropriate number of hours have been completed in the workplace.  

5. Workplace Portfolio  

The Workplace Portfolio involves the compilation of a range of reflective work-based 
activities as well as the collection of direct evidence. The Workplace Portfolio is an 
important element in augmenting the learning occurring with SWL. In general, it provides 
a requirement for the student to reflect on their workplace experiences in the context of 
the Courses and Units for which they have completed the written or theoretical 
components. It also enables Open Colleges to collect direct evidence from the workplace.  

6. Student and Supervisor Interviews (Questions) 

The final element of the Workplace Assessment approach involves the completion of a 
series of structured interviews (using predetermined questions) between the Workplace 
Assessor and student and Workplace Assessor and Workplace Supervisor throughout the 
SWL. The interviews are conducted at regular intervals through the SWL process and 
provide an opportunity for the student and Supervisor to provide feedback on their 
experiences.  

In respect of the interviews with the Workplace Supervisor, the Workplace Assessor is 
able to determine whether the standards of the specific workplace are in accordance 
with those specified in the Training Package and whether the student has demonstrated 
the requisite elements of competency in the Units. The interviews with the student 
enable the Workplace Assessor to ascertain the student’s understanding of the 
theoretical concepts underpinning the activities undertaken in the workplace (noting that 
these underpinning concepts will typically have already been assessed through a range of 
written assessments).  

7. Conducting Workplace Assessment Visits 

The combination of the assessment tools and activities outlined above provide the Open 
Colleges’ Workplace Assessor with rich information on which to base their judgments of 
competency. However, where an Open Colleges’ Workplace Assessor has insufficient 
evidence they will undertake additional interviews or request additional direct evidence 
in the Workplace Portfolio. If the learner is still unable to provide sufficient evidence, the 
Workplace Assessor will grade the learner as ‘unsatisfactory’ in the Workplace 
Assessment tasks and provide specific feedback to the learner on key improvement 
areas. The learner then has the opportunity to re-submit their Workplace Assessments. 

However, in some cases, an Open Colleges’ Workplace Assessor may have reservations 
about a learner’s competence. This may relate to concerns that the individual workplace 
is not operating to appropriate industry standards or an identified need to adjust the 
assessment to suit an individual learner’s needs. In such cases, and with the prior 
approval of the Program Manager, the Open Colleges’ Workplace Assessor may 
undertake a Workplace Assessment Visit to directly observe the learner in the workplace 
and conduct direct interviews with the Workplace Supervisor.  
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A Skill Development Workshop is designed for students who would like to gain more 
practical skills. If the course contains Structured Workplace Learning, attendance hours 
at the workshops can be counted towards the work placement hours. 

An Assessment Centre is a facility where students can undertake both their practical 
training and workplace assessments. A Workplace Assessor will be present at the 
Assessment Centre to conduct the workplace assessment.  

A Work Placement Centre is a facility that has been assessed by Open Colleges as having 
the necessary facilities, supervision, clients, equipment and resources required to 
undertake SWL and has agreed to take Open Colleges’ students. In such cases, the 
workplace assessments will be conducted by a remote Workplace Assessor in accordance 
with the process outlined in the Workplace Assessment Guide. 

8. Grading Workplace Assessments 

The combined interviews provide the Open Colleges Workplace Assessor with rich 
information on which to base their judgments of competency. Workplace Assessments 
are graded as ‘Satisfactory’ or ‘Not Yet Satisfactory’.  

The Workplace Assessor will provide the student with a Workplace Assessment Final 
Report that provides holistic and summative feedback on the student’s performance in 
the workplace against each Unit of Competency where Workplace Assessment is 
required. 

9. Workplace Assessment Documentation 

For any Course that includes SWL, the following documents will be released to the 
student on the commencement of the Course. 

 Work Placement Overview/Workplace Assessment Guide - for students, workplace 
supervisors and Workplace Assessors as an overview and explanation of the 
workplace assessment process. A copy of the Workplace Assessment Overview is 
also provided to students prior to enrolment. 

 Workplace Introduction Letter – a template letter for students to use when 
approaching prospective workplaces 

 Workplace Approval Form - for students to complete with information regarding 
their proposed workplace and supervisor and have signed by their workplace 
supervisor 

 Workplace Initial Interview/ Work Placement Checklist - for Workplace Assessor to 
use when checking the workplace resources and workplace supervisors meet the 
specific course requirements 

 Workplace Training and Assessment Plan – outlines the specific approach to the 
Workplace Assessments for the individual student based on completion of the initial 
interviews by the Workplace Assessor. This includes dates and times for the student 
and supervisor interviews with the Workplace Assessor. 

 Workplace Assessment Logbook / Work Placement Logbook  - outlines the specific 
tasks and activities to be undertaken by the student in the workplace 

 Workplace Assessment Portfolio – outlines additional tasks and direct evidence that 
the student needs to gather while they are in the workplace 

 Student and Supervisor Interviews (Questions)/ Student and Supervisor Check Points 
– provides the student and supervisor with a clear overview of the questions that 
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will be asked by the Workplace Assessor during the scheduled interviews . 

 Workplace Assessment Final Report/Feedback – provide the students with holistic 
and summative feedback on their performance in the workplace against each Unit of 
Competency. 

 

Related Forms and Documents 

 Location 

OpenSpace Website QMS 

Related Documents    

PR5.1 Assessments Procedure X X X 

PR5.3 Assessment Record Procedure X X X 

PR5.4 Student Code of Conduct Procedure X X X 

 
How can we improve this document? 

If you can identify opportunities for us to improve this document, please email 
improvements@opencolleges.edu.au. This request will automatically be logged on our 
Continuous Improvement Register. Please include the document reference number in your 

email and specific details about how we can improve the document.  
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