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1. Purpose

This policy and procedure explains how MBC plans, approves, monitors and records work placement and practical
placement arrangements where required by the training product or delivery strategy.

. Objective

|

MBC will ensure that placement arrangements are suitable, supervised, safe and sufficiently documented to support
valid learning and assessment outcomes.

This policy applies to students, trainers, assessors, placement hosts, supervisors, administration staff and any third
party involved in work placement, service periods or other practical placement activities.

4. Policy Statement

MBC will only place students in environments that are reasonably suitable for the required activities, supervision,
facilities, safety and assessment evidence collection.

5. Placement Approval

Before placement starts, MBC will confirm the host details, suitability of the workplace or service environment,
relevant equipment and facilities, supervision arrangements, scheduling requirements and any specific training package
obligations.

Students may propose their own workplace subject to MBC approval.
6. Supervision, Safety and Support

Students must receive information about placement expectations, conduct, safety, incident reporting and assessment
requirements.

MBC will maintain contact with the student and placement host as appropriate and respond to any welfare, safety or
suitability concerns.

7. Assessment and Recordkeeping

Assessment evidence may include observation, supervisor feedback, service period logs, checklists, attendance or
placement records and student documentation.

Placement records must be retained on the student file and in approved registers or systems.

8. Procedures

Step Procedure Responsibility Reference
1 Placement details are Trainer / Assessor / Venue or placement
identified and the proposed | authorised staff checklist

host environment is checked

for suitability, supervision,
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equipment and safety
requirements.

Placement expectations,
schedules, conduct and
assessment requirements
are explained to the student
and host where relevant.

Trainer / Student Support /
Administration

Placement information /
induction records

Placement activity, contact,
incidents and assessment
evidence are monitored and
recorded during the
placement period.

Trainer / Assessor /
supervisor

Logs / observation and
support records

Any safety, welfare or
suitability issue is escalated
promptly and appropriate
corrective action is taken.

RTO Manager / CEO /
authorised delegate

Incident or intervention
records

9. Continuous Improvement

Management review will consider trends, incidents, feedback, corrective actions and any adverse issues requiring

improvement or preventive action.

10. Confidentiality and Privacy Statement

For more information, refer to MBC's Privacy and Confidentiality Policy and Procedure. Records under this document
will be handled confidentially and stored in accordance with approved privacy and records management procedures.

11. Publication

This policy and procedure will be available through approved MBC document locations, staff induction, student
information channels, the website where appropriate, or on request.

12. Review Processes

This policy and procedure will be reviewed at least annually, or earlier where legislative, regulatory, operational or
organisational change requires amendment.
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