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Help for non-English speakers. 

If you need help to understand the information in this policy, please contact Corryong College on (02) 

60761566.  

 

PURPOSE 

This policy outlines the guidelines, procedures, legal and ethical requirements for implementing School Based 

Apprenticeships and Traineeships (SBATs) at Corryong College. SBATs provide students with the opportunity to gain 

vocational qualifications while completing their secondary education, allowing them to develop practical skills and 

experience in their chosen industry whilst still at school. SBATs are regulated by the Victorian Registration and 

Qualifications Authority (VRQA). 

This policy also ensures that staff, parents, employers and students are fully aware of their roles and responsibilities to 

ensure a successful and safe outcome for the student. 

 

SCOPE 

SBATs are available to students in years 10, 11 and 12 who meet the following eligibility criteria.  

• Must be 15 years of age or older. 

• Demonstrate commitment to their chosen industry or career pathway. 

• Received approval from the schools’ careers advisor and relevant subject teachers. 

• Capacity to balance academic studies with vocational training and workplace commitments. 

• Compliance with any additional eligibility requirements specified by the relevant industry or vocational training 

provider. 

• Have a school attendance percentage of 80% or higher. 

• Have completed at least 5 days work experience within the host employer. 

• Students will be granted appropriate release from school to attend scheduled workplace and training 
commitments, ensuring minimal disruption to their academic studies. 

• The minimum number of employment and training hours for SBAT arrangements is 13 hours per week and must 

include a minimum 7 hours per week of paid employment and 6 hours per week of training.  

 

ROLES AND RESPONSIBILITIES 

THE STUDENT IS RESPONSIBLE FOR 

• Communicate directly with employers if an SBAT opportunity has been promoted through the school to arrange 

an interview and a work experience placement. 
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• Participate actively in both academic studies and workplace training. 

• Adhere to the terms of the SBAT agreement. 

• Communicate regularly with school, workplace supervisors and the training provider.  

• Represent the school values within the workplace. 

• Undertake a combination on on-the-job training with their employer and organised off-the-job training with a 

registered training organisation (RTO). 

 

THE PARENTS ARE RESPONSIBLE FOR 

• Communicate with employer at all times and meet with the employer prior to any SBAT sign up to discuss shared 

responsibilities and supports for the student. 

• Ensure student has a MYGOV account set up with their private email account and has linked MYGOV to the 

Australian Tax Office. 

• Provide consent and support for the student’s participation in the SBAT. 

• Attend meetings with the school careers staff to facilitate the SBAT. 

• Communicate with the students regarding enrolment process and support student to complete any paperwork 

or online onboarding activities. 

• Monitor student progress. 

• Provide any medical information relating to the student which may impact their safety or the safety of others in 

the workplace. 

• Ensure that transport arrangements have been made for the student to travel to and from their SBAT placement 

and registered training organisation (RTO). 

• Accept responsibility for all expenses related to the student’s participation in the SBAT placement. 

• Communicate immediately with the SBAT coordinator if there are any concerns. 

 

STAFF RESPONSIBILITES – (SBAT COORDINATOR) 

• They are the main point of contact between the student, Head Start, Employer and RTO. 

• Facilitate access to SBAT opportunities and promote offers of SBAT placements with all students allowing them 

to initiate their application. 

• Support students through the application process. 

• Ensure that all new expressions of interest are logged with Head Start by completing the Head Start EOI form. 

• Assist students to develop a study plan, provide ongoing support and monitoring. 

• Maintain regular communication with employers and training providers. 

• Work collaboratively with the employer and RTO to develop a customised training plan tailored to the individual 

students needs and learning goals. 

• Send the SBAT feedback form at the end of each term to monitor the student in the workplace. 

• Review and evaluate the SBAT program within the school. 

 

SBAT PROVIDERS (EMPLOYERS) RESPONSIBILITIES 

• Provide suitable workplace training and supervision. 

• Support the students learning and development of skills. 

• Comply with relevant workplace health and safety requirements. 

• Ensure they comply with Child Safe Standards; these can be found in Ministerial Order 1359 – Implementing child 

safe standards. 

• Communicate with the SBAT co-ordinator when required regarding student progress, workplace behaviour, 

feedback forms and when required by the school. 

• Communicate with the SBA coordinator within the first 4 weeks if you feel the arrangement is no longer suitable. 

• Ensure all required paperwork for enrolment is signed and completed by due dates. 
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• Ensure that the student is always supervised and has received the appropriate training and safety inductions for 

the workplace. Students must not be left alone in the workplace or on work sites. 

• Maintain regular communication with the HeadStart coordinator and provide feedback when requested. 

 

HEAD START STAFF RESPONSIBILITES 

• Support students and the SBAT coordinator during expression of interest and sign up process. 

• Support students whilst they are completing their secondary schooling. 

• Support schools and employers to maximise the benefits of SBATs. 

• Liaise with RTO’s to monitor students progress and report back to the school. 

 

 

 

RESPONSIBILITY OF THE PRINCIPAL 

• Establish the SBAT program ensuring that the student’s safety and wellbeing in the primary consideration. 

• Approve SBAT arrangements. 

• May delegate responsibilities relating to SBATs to a nominated officer, teacher, or employee. 

 

PROCEDURE 

• Students who are interested in undertaking an SBAT must consult with the schools careers advisor to explore 

suitable apprenticeship or traineeship options. 

• Students and parents to communicate directly with employers to establish a relationship and possible 

employment opportunity. 

• If an employer approaches the school with a vacancy for an SBAT students the following steps must be followed: 
1. SBAT Coordinator to obtain a position description from the employer. 
2. Communicate vacancy with students and parents in years 9, 10, 11 & 12. 
3. Students and parents to communicate with the employer to arrange an interview and workplace trial. 
4. SBAT Coordinator to support students and parents with this process where required. 

• Students are required to undergo one week of work experience in the form of a workplace trial with the employer 

to ensure compatibility. This placement must be organised according to Corryong College Work Experience 

Policy. 

• SBAT coordinator to arrange an SSG meeting with student and parents to explain the commitments and 

procedure of committing to an SBAT and discuss readiness for the program.  

• Gain parents’ approval, families to complete the Head Start EOI form. 

• SBAT coordinator to lodge Head Start EOI form with local Head Start leader. 

• Head Start to liaise with Mas National, parents and employer and facilitate sign up meeting. 

• SBAT coordinator to establish individual training plan to minimise disruption to academic studies and arrange 

appropriate release days from school. 

• Student to commence placement. 

• SBAT coordinator to support parents and students with online RTO applications and associated paperwork. 

• Student to communicate with the SBAT coordinator any emails and or letters from the RTO that they are unsure 

of to ensure a smooth enrolment process. 

• Students to commence course work. 

• SBAT coordinator is to pass on training plan details to the schools VASS coordinator. 

• SBAT coordinator to monitor students’ progress and gain employer feedback at the end of each term. 
• The school SBAT coordinator will regularly monitor the progress of SBAT students, including their academic 

performance, workplace conduct and attainment of vocational qualifications. 
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• Regular meetings will be held with the student, parents/guardians, employers, and training providers to review 

progress, address any concerns or challenges and make adjustments to the training plan if necessary. 

• Additional support services, such as mentoring, tutoring, or counselling, will be available to SBAT students to 

assist them in successfully completing their program. 

 

RECORDS MANAGEMENT 

The following records must be maintained by the SBAT coordinator. 

• Student information, placement details and correspondence. 

• Employer database. 

• Student training plans. 

• Monitoring and evaluation – Site visits and correspondence must be typed into the students file in Xuno. 

• Evaluation forms must be stored in the student files and a copy given to the student for career action plans and 

resumes. 

• Ensure that all records are stored securely and confidentially, in compliance with applicable privacy laws and 

school policies. 

• All documents must also be stored digitally on the school One Drive, (Documents-SBAT-year). 

 

DEFINITIONS 

HEAD START - Head Start is a program of support for SBATs across Victorian government secondary schools with a 
focus on the flexible delivery of the VCE, including the VCE Vocational Major, and the VPC. Head Start is available in all 
government schools to support all SBATs. 

SCHOOL BASED APPRENTICESHIP (SBAT) – A school-based apprenticeship is a vocational education program that allows 

high school students to combine traditional classroom learning with on-the-job training in a specific trade or profession. 

 

SSG – Student Support Group, a meeting with student, parent, year level coordinator and support services to aid the 

student in their educational decisions and pathways. 

 

STUDENT – An individual who is at least 15 years of age and is enrolled at Corryong College in year 10, 11 or 12. 

 

SCHOOL BASED APPRENTICESHIP COORDINATOR - The member of school staff responsible for implementing and following 

through the process for the SBAT program. 

 

WORKPLACE TRIAL – A short term placement with the employer to enable the student to demonstrate the skills required 

for the job and to ensure suitability. There is no obligation for the employer or student to commit to the traineeship after 

the trial. 

 

MONITORING AND REVIEW  

• The SBAT Coordinator will ensure that this policy is monitored and regularly reviewed for relevance and accuracy, 

they will update as required. 

• This policy aligns with obligations under Child Safe Standards and Corryong College’s Child Safe Policy. 

• This policy is reviewed every 3 years, in response to changes in the Education and Training Reform Act 2006, or 

as directed. 

 

COMMUNICATION 
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 This policy will be communicated to our school community in the following ways:  

• Available publicly on our school’s website  

• Included in staff handbook/manual 

• Discussed at annual staff briefings/meetings  

• Discussed at student forums  

• Discussed at parent information nights/sessions 

• Reminders in our school newsletter  

• Hard copy available from school administration upon request 

 

 

RELATED LEGISLATION AND DOCUMENTS 

DOCUMENTS 

Corryong College Work Experience Policy. 

Head Start resources School-Based Apprenticeships and Traineeships: Resources | education.vic.gov.au 

LEGISLATION 

Education and Training Reform Act 2006 (VIC) https://www.legislation.vic.gov.au/in-force/acts/education-and-training-
reform-act-2006 

Ministerial Order 1359 – Implementing Child Safe Standards – Managing the risk of child abuse in schools. Child Safe 
Standards: Policy | education.vic.gov.au 

SBAT Policy School-Based Apprenticeships and Traineeships: Policy | education.vic.gov.au 

Work Safe Victoria https://www.worksafe.vic.gov.au 

 

POLICY REVIEW AND APPROVAL 

Policy last reviewed March 2024 

 

Consultation  School Council TBA 
Staff TBA 

Approved by Principal and School Council 

Next scheduled review date To be reviewed 3-yearly 

Next due for review March 2027  
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