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SCOPE

This policy applies to all VCOSS employees, students, and volunteers (herein referred to as ‘employees’).

POLICY OBJECTIVE
INTRODUCTION
VCOSS recognises VCOSS recognises the importance of student placements in the development of future appropriately trained and educated social and community sector professionals.  

VCOSS is committed to ensuring that students on placement undertake real policy or sector development work which provides them with relevant training and experience for their future professional life. 

DEFINITIONS

· VCOSS means Victorian Council of Social Service. 

· Staff Member means any Employee of VCOSS whether permanent, temporary, casual, full time or part time. 

· Student is an unpaid person who has chosen to acquire credit for all or part of an approved course of academic or practical study through spending time on placement at VCOSS, or is a participant in a recognised student internship program.  A person who is a student but is neither an intern nor required by their course to undertake a placement is considered a volunteer. 

· Academic Liaison person a liaison person from the tertiary institution the student is studying at whose role is to provide a bridge between students and the agency they are placed with.
VCOSS should utilise this position to assist with a range of issues including:

· development of the learning agreement

· clarification of issues re evaluation, assessment and supervision 

· general problem-solving

· resolving difficulties that may occur during placement

PRINCIPLES
Student placements can only involve work considered part of VCOSS’s core business, in line with current strategic objectives and organisational priorities. 

VCOSS is not in the position to offer placements to students who wish to design their own tasks or projects.

Due to the specialised nature of much of the policy work undertaken by VCOSS staff, and the limited time available to staff for supervision of students, VCOSS has a preference to generally, but not exclusively, offer policy placements to:

· honours or postgraduate students,

· students enrolled in social policy, social science or political science courses, 

· students from a tertiary institution with which VCOSS has an established relationship, 

· legal interns nominated by the Victorian Law Foundation Legal Public Policy Internship Scheme.

All applications for student placements at VCOSS are considered on an individual basis based on personal competencies and relevant experience (both personal and professional) that demonstrate a capacity to achieve the agreed outcomes.

All potential student placement candidates are required to complete a writing test and referee check.

VCOSS will negotiate with candidates to establish mutually agreed objectives and outcomes.

PROCEDURES
Policy officers/project managers will advertise student placement opportunities on the website on page called ‘Volunteer/Student Placement opportunities’. All interested students will be directed to the website.
Individual policy officers/project managers may advertise specific placement opportunities, or provide general guidelines on current policy priority areas and invite interested applicants to approach them. They are also at liberty to indicate when there are no placement opportunities available in a particular area.
Email contacts will be provided so interested applicants can contact the relevant policy officer/project manager directly.
Policy officers/project managers can elect to circulate a volunteer candidate’s CV to other staff if relevant.

Prior to an application for a student placement being accepted, the student, the proposed VCOSS supervisor and the course supervisor must meet to determine if:

· the placement tasks and the learning opportunities are consistent with the objectives of both the course and VCOSS 

· and if VCOSS has the resources to adequately support and supervise the student 

Before commencement of a placement, the student and VCOSS must agree on the expectations and responsibilities of both parties. In general this document will be set out by the academic institution. In the event that the academic institution does not have a pro forma the VCOSS Student Placement Learning Agreement can be used.

It is the responsibility of the VCOSS supervisor to ensure that the following have been agreed prior to commencement:

· allocation of a suitable supervisor

· a regular meeting for supervision and feedback

· date and time for formal induction

· knowledge of student’s learning goals

· specific tasks to be undertaken

· allocation of responsibilities

· timelines for completion of tasks 

· desired level of achievement at completion of placement, including method of assessment

· allocation of resources, including access to office space, computers, and other physical resources

Insurance 

Some institutions provide cover for students on placement. For example, RMIT has STUDENTPLAN, which covers medical expenses, other than those covered by Medicare. Students would be covered by the VCOSS public liability policy. Students are not covered by Workcover.

Resolving difficulties on placement
If there are problems arising from a student’s performance or behaviour on placement, these should be discussed in the first instance with the student. If not resolved, then the academic liaison should be consulted. The same processes apply if the student experiences difficulties affecting their learning and/or performance.

Failing resolution at this level, the grievance procedure in the VCOSS Enterprise Bargaining Agreement 2006 will be invoked.

Completion

Students will be offered an exit interview with their VCOSS supervisor.

Upon request students will be given an appropriate reference detailing their contribution to VCOSS.
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