Guidelines for students and parents.
(To accompany individual Program Pages)

VET Programs Guide 2023
Ready to pursue your passion?
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What is VET?
VET is a short way of saying Vocational Educational and Training.
If we break it down: Vocational = job/work and Education & Training = learning

VET is about learning how to do a job/work (whilst at
school)

Who makes the decisions about VET Programs?
VET Programs have been developed by those who work in the industry, trainers,
employers and other specialists. The Department of Education recognise that VET
qualifications provide students with a broad range of skills and knowledge which
will support them to pursue their career/pathway.
Whilst at school, how do I learn how to do a job (VET)?
You study a two-year VET program to learn about the industry and how to do the
job safely with other students from a variety of schools. Classes are during specific
days/times during the school week. Some programs require several extra full day
classes.
Who knows about VET at my school?
Schools employ staff (sometimes teachers) who are VET Coordinators. They
can explain how studying VET can fit into your individual timetable and how
assessment works. They can provide further information about VET programs,
advise VET program costings and approve which program is suitable for each
student.
Who do I learn VET from?
You learn from industry experts, who are also qualified to teach adults in
their industry. These experts (trainers) are employed by a Registered Training
Organisation (RTO). An example of an RTO is Federation TAFE. The RTO and trainer
must follow all school rules/requirements as guided by the VET Cluster.

‘Students already have many
talents and interests, which
can be passionately pursued by
studying a VET Cluster Program.
The VET Cluster enables students
from different schools with
similar interests, to meet and
study a VET program together.
Many students love the learning
and meeting other like-minded
new friends.
In 2022 we had 647 students
enrol in over 20 programs from
29 schools.’
Sheree Chevalier
VET Cluster Partnership Manager

In most cases, you learn in a realistic work-place. You are treated like an adult, so
behavioural expectations are high.
Can studying VET really help get a job?
Yes it can. We know students who have gained employment because they studied
VET. VET allows students to develop the skills that employers are looking for such
as accepting responsibility, being organised, asking questions, solving problems
and learning how to work together.
VET programs are drawn from a national training package and offers portable
qualifications which are recognised throughout Australia.
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More information and videos
about VET can be found on our
website www.highlandsllen.org
or scan the QR code.
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VET Cluster
What is the HLLEN VET Cluster?

2022 Cluster Schools

The Highlands LLEN VET Cluster is a long-running partnership between a cluster of
schools (over 30 secondary education providers within Ballarat and surrounding
regions) and the Highlands Local Learning and Employment Network (HLLEN).

Ararat College
Bacchus Marsh College
Ballarat Christian College
Ballarat Clarendon College
Ballarat Grammar
Ballarat High School
Ballarat Specialist School
Beaufort Secondary College
Berry Street School
Catholic Regional College Melton
Damascus College
Daylesford Secondary College
DOTS (developing other talents and skills)
Gisborne Secondary College
Highview College
Indie School
Lake Bolac College
Loreto College
Marian College
Maryborough Education Centre
Melton Christian College
Mercy Regional College
Mount Clear College
Mount Rowan Secondary College
Phoenix P-12 Community College
St Patrick’s College
Staughton College
Woodman’s Hill Secondary College
Yuille Park Community College

Our Cluster is proud to provide a diverse range of programs for students, that are
nationally recognised and Victorian Curriculum and Assessment Authority (VCAA)
approved.
The VCAA is an independent statutory body responsible to the Victorian Minister
for Education, serving both government and non-government schools. The
mission of the VCAA is to provide high quality curriculum, assessment and
reporting that enables individual lifelong learning.

VET Cluster Vision
The Highlands Local Learning Employment Network (Highlands LLEN) VET Cluster
will expand high quality, engaging vocational learning opportunities for secondary
students to increase work skills, employability and enhance future pathways.
The VET Cluster will foster a sense of collaboration for greater Ballarat students’
vocational pathways. VET Programs are a priority, ahead of the interests of any
particular school.

VET Cluster Goals
•
•
•
•
•
•
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Maintain engagement with participating schools within the Highlands region
Improve access to VET for eligible students
Increase awareness of VET offerings across the VET Cluster
Continuously improve the quality of VET Programs delivered
Improve post-school outcomes of VET students
Improve provision to reflect students, participating schools and employer
needs.
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VET Cluster Objectives

Your Trainers

1. Improve access to VET for eligible students by providing VET Programs that
individual schools may not be able to offer or by facilitating access to niche VET
Programs for small cohorts
2. Operate in a spirit of collaboration and cooperation to support the learning
needs of students seeking to access vocational education that cannot be met
at an individual school
3. Increase awareness of VET offerings across the VET Cluster through inclusion in
subject promotion/selection process
4. Continuously improve the quality of VET Programs delivered through the
review of VET Programs
5. Provide opportunities to improve post-school outcomes of VET students
6. Build working relationships with key industry representatives to improve
provision to reflect employer and regional employment needs
7. Ongoing collaboration with all VET Cluster providers to meet participating
school deadlines for reporting requirements
8. Duty of care (safety) for all students must be adhered to with all parties
supporting the students through their senior schooling certificate.

Have lots of experience
Have studied for a Certificate IV in
Training and Assessment or higher
May have a Certificate in what
they are teaching you or a higher
qualification
Are highly regarded in their industry
Are trained to teach ADULTS.

Registered Training Organisations (RTO)

In the classroom your
trainer:
•
•
•
•
•

The HLLEN VET Cluster partners with the following RTOs:
•
•
•
•
•
•
•
•

Australian Institute of Education and Training www.aiet.edu.au
Ausdance VIC www.ausdance.org.au
BGT Jobs and Training www.bgt.org.au
Box Hill Institute www.boxhill.edu.au
College of Sound and Music Production www.cosamp.com.au
Federation TAFE www.federation.edu.au
Melbourne City Institute of Education www.mcie.edu.au
Skillinvest www.skillinvest.com.au
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•
•
•

Expects you to attend every
scheduled class
Is under pressure to teach you
everything within the time frame
Treats their time ‘like gold’
Will train and assess you on the
Units of Competency (subjects)
Must keep evidence YOU have
done the work
Can assess you several ways
Can give you two chances to
pass the unit
Will mark you as either
Satisfactory/Not Satisfactory for
each unit.
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Guidelines for students
Assessment Process

PURPOSE OF ASSESSMENT

There are many Units of Competency (UoC) that make up a qualification that
students will be assessed against. All units must be passed as competent to
receive a full qualification.
Students will receive an outline or description of each UoC. An explanation of the
requirements to obtain competency will be explained during the VET Program, so
students can be assessed. It is the students’ responsibility that all assessments
are submitted by the due date. All assessment tasks must be completed by the
student.
REPORTS AND CERTIFICATES

All students studying a VET Cluster Program receive official written reports. These
reports are written by the Program Teachers in Terms 2 and 4. All VET Cluster
Program reports use the same template so they will always look different to your
school reports.

The assessment process involves
the collecting of evidence by the
Program Teacher of the students’
skills and knowledge as to
whether competency has been
achieved for each VET unit.
This process is part of the
requirement for achieving a
qualification as specified in
the State or National Training
Package.

When students have passed all units, certificates will be sent from the RTO directly
to the student’s school (which we also call ‘home school’) at the completion of
the Program. Home schools will forward these certificates to students. Completed
certificates may not be sent until the following year, in accordance with graduation
processes from the various RTOs. Statements of Attainment, which list all units
completed, will also be sent to the home school.
APPEALS PROCESS

If a student disagrees with the assessment process or the result issued, the
student can formally appeal the decision. If this occurs, please contact the VET
Coordinator at the home school.
SCORED ASSESSMENT

Scored Assessment (i.e. course assessed work, a final exam and study score) is
available for some VET Programs including:
Health, Community Services, Dance, Engineering, Equine, Furniture Making,
Hospitality, Information Technology, Kitchen Operations, Screen and Media and
Music (Sound Production).
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‘There isn’t a wrong way
to go about learning
- it’s having a crack at
something’
Dianne Semmens, Deputy ViceChancellor, Victoria University
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Attendance
First year VET classes are held on Thursday afternoons, generally from 1:45pm to
5:00pm and some Friday mornings.
Second year classes are held on Tuesday afternoons from 1:45pm to 5:00pm.
Classes generally have a 15 minute break.
In rare cases multiple classes, combined first and second year classes or venue
constraints, will mean a change to these standard times.
If students leave their class early, they must provide the VET Program Teacher with
a written note from their parent/carer/guardian and advise their home school.
On days where Year 10 or Year 11 exams have been scheduled, students must
coordinate with their school teachers to have the exam moved to ensure they do
not miss VET.
Students are expected to attend scheduled VET classes even when their home
school may have student free days or their year level may be away on camp.
PUNCTUALITY

All students are expected to make their own way and to be on time to class.
Students who arrive more than 10 minutes after the class has started will be
marked as late; regular lateness may result in being refused entry into the
classroom.
ABSENCES

Students absent from VET must notify both their home school and their VET
Program teacher of an absence before or on the day of the absence. More than
three absences may lead to the potential non-completion of a VET Program.
Reception staff at home schools are not responsible to notify the VET Program
Teacher. This must be done by students.
Parents are not encouraged to call the home school/Program Teacher to advise
their child’s absence. It is the student’s responsibility.
If a student leaves the VET Program whilst it is in progress, their attendance will
be altered in the Database. This triggers an automatic communication to their
nominated parent/carer and their home school.
Students must take responsibility with absences from VET classes and plan to
catch up on work missed.

Classes
VET classes are longer than most school’s timetabled classes. Generally most VET
classes include a mix of theory and practical tasks. For most classes in First Year
you learn about Health and Safety, a lot of theory and some practical. If you do
not complete the Health and Safety unit, you may be asked to leave the program.
Everyone has the right to feel SAFE in their workplace.
In Second Year it is often more practical and less theory. You have to LEARN to do
the task BEFORE you can do the task safely.

Behaviour
Attitude and behaviour is to be of the
highest standard while attending VET
class, travelling to and from VET class,
and during break times.
It is a requirement that all
students abide by the VET Program
Teacher’s rules, the rules of the VET
delivery venue and home schools’
expectations.
This includes meeting occupational
health and safety requirements in
and out of the classroom.
Students are not permitted to leave
their VET site for the duration of the
VET class. Students are to take along
drinks/snacks for consumption during
break time. This includes classes
held during the school holidays or on
student free days.
TIP:

Treat the class like a long job
interview. Your VET Program
Teacher may agree to be a reference
contact for your Resume.

Tips on how to cope in class:
•
•
•
•
•

Follow your VET Program Teachers instructions
Check your phone during your break
Bring food and drink to consume during the break
Bring pen, paper and possibly a laptop to class
Do all of your work and submit it by the due date.
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More student guidelines
Catch up classes

Student Support

Where necessary, students may be required to attend ‘catch up’ classes after
school, during the school holidays or on the weekend. The student, parent and/or
carers may be required to cover additional costs related to these classes, should
they be applied.

If a student requires classroom
support (Education Support staff)
whilst at VET, they need to arrange it
through their school. The RTO does
not provide extra support to assist
individual students.

Contacts
Any queries or concerns should be directed to the school VET Coordinator of the
student’s home school. During school holidays, the VET Cluster office may be of
assistance. Please phone 03 43 444 150 or 0448 559 246.
Program teachers will also provide their contact details to their program students
and school VET Co-ordinators.

Costs
All VET Programs offered through the Highlands LLEN VET Cluster attract costs.
Through the clustering arrangements, these costs are kept to a minimum where
possible. Program costs will vary according to the purchase of training hours, the
materials required by students, trade materials, books and equipment required.
The student’s home school determines the costs. For more information about the
VET fees policy, please contact your home school VET Coordinator.

Follow your School Requirements
Students must gain permission from their school to leave class early on VET
days and accommodate travel time. Schools will notify students of the required
process.
Students generally change into work clothes once they have left their home
school.

Induction
Program teachers run induction sessions, for the following year of VET learning, in
Term 4, face to face or online.
During the induction, the Program Teacher should provide the delivery timetable,
expectations for their Program and their contact details (phone or email address)
to students.

Student Survey
At least once a year, students will
be emailed a survey to complete
to determine how they feel about
their program. Student names will
not be required. The summary of
responses will be read by VET Cluster
stakeholders so improvements can be
made.

Transport
Students are expected to make
their own way to and from their VET
classes.

VET Delivered in
Secondary Schools
(VETDSS)
VET Delivered in Secondary Schools
(VETDSS) Programs are VET Programs
taught to secondary school students
which is what the VET Cluster is all
about.
Certificates II or III are taught at
VETDSS level.

Withdrawing from Class

All details of VET Programs and delivery arrangements contained in this booklet
are subject to change.

You have until the last week day in
February to withdraw from the VET
program, without penalty. Check with
your school.

Student enrolment numbers

Your pathway

All Programs require minimum student numbers to proceed.

To find out more, speak with your
school VET Coordinator or Careers or
Pathways Advisor.

Program Changes

Study Time
Most participating schools assign ‘catch up’ study time to Year 11 and 12 students
undertaking a VET Program. Students can check with their home school for
details.
6
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Which VET suits you?
How do I decide which VET Program is for me?
Think about what you are good at. You may have a specific talent and/or passion
that you want to pursue, or you may just be curious.
Ask students who are already studying VET at your school. What do they like
about their program? What don’t they like about their program? Do they
recommend this VET Program to other students?
Is there a VET Cluster Program that suits your interests? Take your time to read up
about each program in this Program Guide.

GET VET Videos
Hear what VET students say is a three-minute video that takes students on a
visual journey through a diverse range of VET programs. Listen to VET students
talk about their experiences and outcomes. https://bit.ly/2BqplQw
‘What is the best thing about your
VET Program?
‘I’m learning cool stuff that I’m
interested in’

Questions to ask yourself when choosing a VET
program
What am I passionate about?
What are my strengths?
What career will allow me to follow my passion and enhance my strengths?
What job opportunities will there be in the future?
What qualification will set me on a pathway to get the job I want?
Will a VET Program work with my VCE studies?

‘The respect for other people and
their various personalities, beliefs,
and backgrounds’
‘Obtaining the certificate at the end’
‘I enjoy doing more hands on things,
practical tasks which help me
improve on skills’
‘The content’
‘Making friends that are also
interested in the same topic and
learning new skills’
‘Doing the prac’
‘It is gaining me experience for a
field/area that I want to study in the
future’
‘It sets you up for your future job, I
will feel confident leaving’
‘We meet new people and get to
have conversations’
‘The teacher’
‘You can make new friends from
other schools’
‘Learning new things and know at
the end I’ll be doing what I love most
in the real world’
(PAST VET STUDENTS)
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How to register

1

2

3

COMMUNICATE
WITH YOUR VET
COORDINATOR

If you have any questions about VETDSS, ask your VET Coordinator.

APPLY FOR A
UNIQUE STUDENT
IDENTIFIER (USI)
NUMBER

If you haven’t got one, you need to apply for one.

READ ALL
RELEVANT
DOCUMENTS

With your parent/carer, go to www.highlandsllen.org/page/vetcluster/

Your application needs school approval. You need to inform your VET
Coordinator of the program you want to do and get their approval.

Go to www.usi.gov.au
Write down your number

Write down your password
Read any relevant documentation, including the Enrolment
Information and Privacy Collection Notice and Informed Parental/
Carer Consent Form

4

FILL OUT YOUR
EXPRESSION OF
INTEREST (EOI)

On the same web page, locate 1st Year Applications and click on
Apply Now
You should see ‘Submit Expression of Interest’
Complete all details, including your USI.
Select the 2023 Program of your choice. Your Year Level will be the
year you are in for 2023. For example, if you are in Year 10 now
(2022), select Year 11.
Ensure all areas are completed, including Confidential Medical
Information

5

GAIN PARENT
CONSENT

Your parent/carer will need to provide a digital signature (typed) as
a consent.
Select the program you want (make sure you click on the program
for 2023).
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SUBMIT YOUR
EXPRESSION OF
INTEREST (EOI)

Click Submit.
Note: Your EOI does not guarantee you a place in your chosen
program.
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What happens next?
The Highlands Local Learning & Employment Network (HLLEN) will review each
application, called Expression of Interest (EOI), following VET Cluster Protocol.
If your EOI is successful, you will receive an email offering you a place. You/your
parents must accept the offer within seven days. If this is not done, you may lose
your place.
Programs are subject to student numbers. Low numbers can result in a program
not running. High numbers can result in several classes running, when timetabling
and staffing permit.

Additional requirements

Important dates
MONDAY 1 AUGUST 2022

Applications open for 2023 First
Year Programs via an Expression of
Interest (EOI) application from 9am.
MONDAY 15 AUGUST 2022

11.59pm – First round cut- off date/
time*

Conditional offer
The placement offer may be conditional. For example, some programs may
require you to attend an Interview/information session before you are officially
enrolled into the program by the RTO/training provider. You will be advised if this
is required.

TUESDAY 16 AUGUST 2022

Language, Literacy and Numeracy
Prior to commencement of Programs, the training provider/RTO will ask students
to complete a Language, Literacy and Numeracy evaluation (LLN). You may be
asked to do this BEFORE you can be formally accepted into the program. You will
be advised if this is the case.

Parents have seven days to accept
the offer (via the Database) from date
of offer. If acceptance is not received
within the time frame, the offer will
be withdrawn.

Induction
Once accepted into a program, wait to hear from your RTO (in Term 4) about an
Induction and the opportunity to meet your trainer/s.

More information
Occupational Health and Safety (OH&S) Students are required to wear protective
footwear and other protective items in class, as required under OH&S legislation.
More information will be provided at commencement of each VET Program.
Venue and Timetable Students are expected to make their own way to and from
their training venue. The location of classes may vary. A timetable will be released
at the beginning of each semester before class starts. Excursions can be vital parts
of programs.
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From 9am to Friday 19 August 5pm,
students and parents will receive
an emailed offer of a place in the
program.

MONDAY 29 AUGUST 2022

Second round offers will be generated
as required. Parents have seven days
to accept the offer, via the Database.
*Students are encouraged to
complete an Expression of Interest
after Monday 15 August so they
can be considered for Second Round
place offerings from Monday 29
August, 2022.
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Structured Workplace Learning
(SWL)
What is SWL?

How SWL links with VET Programs

Structured Workplace Learning (SWL)
is a dynamic program that offers
students (mainly Year 11 and 12) the
opportunity to gain work placement
in local businesses or industry.

SWL is on-the-job training during which a student is expected to master a set of
skills or competencies related to their VET program.

The goal of SWL is to increase on-thejob experience for young people and
connect them with local employers.

Many VET programs include opportunities for students to participate in SWL.
Host employers supervise and instruct the students as they practise and extend
the industry skills they have learned in their VET programs.
For further information refer to https://workplacements.education.vic.gov.au/
guides/student/

SWL Portal

SWL benefits for students and employers

The SWL Portal is an easy to use
site that lists current placement
opportunities in the Highlands
Region.

SWL is not compulsory for the majority of VET programs, as we navigate our
way through COVID. For some programs it is a requirement as part of an
assessment. Students will be advised of this. We encourage all students to take
the opportunity to learn in a real workplace.

Schools (Careers or Pathways
Advisors) and students can explore
available opportunities which are
being added to the Portal on a
regular basis, so be sure to keep
checking for updates.
www.workplacements.education.
vic.gov.au
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Benefits to students
•
•
•
•
•
•
•

Develop an understanding of the expectations of employers
Opportunity to learn in a real industry setting
Experience of participating in an adult environment
Determine if the industry is suitable as a career option
Understand how theory in class is applied at a workplace
Gain vocational skills and competencies (a requirement of some VET programs)
Acquire transferable skills which can relate to any workplace such as
communication, team work and problem solving.
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“I learnt how to study independently, to problem solve and work well as a team.
I now travel Australia installing and programming robotic and automation machinery.
Pay is great and the job is both mentally and physically challenging.”
Ben Marshall, Industrial Technician (Phoenix P-12 Community College)

SWL VET requirements
Benefits for employers
•
•
•
•
•
•

Contribute to the development of young people
Influence the training that students receive before they join the workforce
Develop the skills of existing employees involved in training students
Promote the industry as a career to young people
Build closer relationships with schools and the local business community
Meet young people they can potentially offer apprenticeships to, or employ.

When a student goes into the workplace, the employer can expect:
• Contact from the VET Program Teacher, who will advise the type of activities
the student may undertake in the workplace, to meet required learning
outcomes
• The student will have a diary/SWL journal which records the tasks undertaken
during the work placement and hours of work undertaken
• The student will be prepared for the placement and understand what is
expected during the placement
• The student will follow the workplace regulations, along with co-workers.
• The student is keen to learn and appreciates the opportunity
• To be advised who to contact should any problems arise with the placement

• SWL agreement forms are
signed by students, parent/
carer/guardian, work placement
employer and the School
Principal, PRIOR to each SWL
commencing
• Students are expected to accept
start and finish times, dress code
and other conditions for each
SWL placement
• Students need to ensure that
their diary or SWL journal is taken
and completed each day of each
SWL placement
• Students are to contact their
school VET Coordinator with any
queries, concerns or absences
relating to SWL.

• To appoint a workplace mentor or supervisor to regularly check on the
student’s progress and complete and sign the student’s diary/SWL journal.
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Notes
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106 – 110 Lydiard Street South, Ballarat Central, 3350
PO BOX 583
Call (03) 4344 4155
Email admin@highlandsllen.org
Visit www.highlandsllen.org
Social Media
HIGHLANDS LLEN

www.facebook.com/Highlandslleninc/
www.linkedin.com/in/highlands-llen
VET CLUSTER

www.facebook.com/VETCluster/
@highlandsllenvet
ABN: 46 429 658 543
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