
 

 
Process Flow - Structured Workplace Learning (SWL) 

 

 

 

HIGHLANDS LLEN Designated SWL staff in home schools STUDENT HOST BUSINESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

or 

30. Home School to contact the 

HOST employer during the 

SWL placement, to support 

student and HOST with any 

issues 

  

 

29. Placement complete 

Contact Highlands LLEN for further information:  4344 4151 / lnash@highlandsllen.org 

28. Expect a call from student’s 
home school during 
placement 

15. HOST INTERVIEW WITH 

STUDENT (IF REQUESTED) 

1. Contact HOST 

12. Home School determines 

that the student is suitable 

for placement  

 

10. Find opportunities on SWL 

Portal  

 

4. Agrees to take on student/s 

for placement  

 
5. Provides opportunity details / 

position description 

 

15. Expect a call from the student 

or teacher to discuss 

placement  

 

19. HOST signs “SWL 

Arrangement Form” if 

candidate is successful 

DISCUSS PLACEMENT  

 

26. Align workplace tasks with 

student VET competencies  

DISCUSS PLACEMENT  

 27. Provide a safe working 

environment, including a full 

induction for the student, 

based on company policy 

2. SWL presentation   

13. Home School calls HOST 
(Depending on school’s 
policy) 

 

16. Generate: (1) Education & Training Reform Act 2006 – 

Ministerial Order 55: “SWL Arrangement Form” and  

(2) SWL Learning Record Book to give to student 

 

11. Student generates expression 

of interest email via Portal 

 

14. Student in the presence of 
teacher calls HOST 

7. Opportunity placed on  

SWL Portal  

 

9. Coach school on use of SWL 

Portal  

31. Conduct post SWL placement 

evaluation with HOST 

employer 

 

24. Opportunity now becomes 
SWL placement 

18. HOST interview with student 

(if requested)  

3. HOST sign up 

6. HOST approves opportunity 

details 

 
8. Send HOST email once 

opportunity is published  

 

23. Placement is confirmed 
 

17. Student takes “SWL 
Arrangement Form” to the 
HOST 

20. Parent or Carer signs “SWL 
Arrangement Form” 

21. Home School Principal signs 
“SWL Arrangement Form” 

 

22. Home School emails “SWL 
Arrangement Form” to HOST 
employer 

 

25. Send Employer Pack to HOST 
employer  


