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Vocational Placement Letter Agreement (‘Letter Agreement’)

 Insert name of contact, name of Host Organisation, address
Date: _________________

RE: 
Name of Student
:     
Course/Subject:               
Dear _________________________,

Thank you for agreeing on behalf of insert name of Host Organisation (Host Organisation) to accept the Student from the insert Faculty/School or Department  (Faculty/School), The University of Melbourne (University) for the purpose of undertaking voluntary unpaid vocational placement(s) with the Host Organisation (Placement(s)). The opportunity for a Student to gain relevant vocational training and skills within a workplace setting relating to their area of study is invaluable.  

The purpose of this Letter Agreement is to set out the obligations of both the University and the Host Organisation in relation to the Placement. 

(In this Letter Agreement a reference to ‘Student’ means one or more students, depending on the context, and includes undergraduate and post-graduate students, who are undertaking this vocational placement (as set out above) and are currently enrolled at the University; and a reference to ‘Placement’ means the unpaid, vocational placement for a Student facilitated by this Letter Agreement.)

A.
The Placement

1. The Placement is a mandatory requirement of the Student' course of study with the University and completion of the Placement is necessary in order for the Student to graduate from their chosen area of study. 

2. The aim of the Placement is to:

(a)
enable the Student to apply theoretical and other knowledge gained from their course of study in a practical setting;

(b)
undertake activities consistent with the course objectives;

(c)
[insert any other specific aims].     
3. The Placement will commence on insert date   and will end on insert date which is the last date of attendance by the Student on the Placement with the Host Organisation.  During this period, the Student will be at the Host Organisation for insert hours hours per week.  The Student will be located at  insert primary address where Student will be located.
4. The Student will not receive remuneration or payment or similar benefit (of any form) for the Placement.  The benefits to the Student are outlined in paragraph 2 above.

B.
University’s obligations and responsibilities

1. The obligations and responsibilities of the University in respect of the Placement are:

(a)
to provide an induction program for the Student who will undertake the Placement, informing them of their general responsibility to behave in a safe manner in a workplace environment and comply with the requirements of occupational health and safety legislation;

(b)
to remain responsible for the overall control and discipline of the Student, apart from reasonable direction provided on a day to day basis by the Host Organisation to the Student while they are undertaking the Placement at the Host Organisation's premises;

(c)
to advise Student of any confidentiality, privacy and other obligations which may apply to them during and, in some cases, after the period of the Placement;

(d)
to ensure that Student and any University staff do not disclose, without written approval of the Host Organisation, any confidential information that he or she receives in relation to the Placement; 
(e)
If required by the Host Organisation:

(i)
to ensure any Student undertaking the Placement with the Host Organisation obtain and provide to the Host Organisation an original or certified copy of a current National Police Certificate pertaining to the Student prior to the Student commencing the Placement with the Host Organisation; 

(ii)
to ensure that any University staff who attend the Host Organisation's premises in relation to the conduct and administration of the Placement obtain and show to the Host Organisation an original or certified copy of a current National Police Certificate pertaining to the University staff member; and

(iii)
to ensure the Student obtains a current Working with Children Check assessment notice if the Placement is in a child related field of work.

2. The University will not be liable for the acts or omissions of the Host Organisation, its employees, agents or sub-contractors in relation to the Student whilst the Student is in attendance or undertaking the Placement with the Host Organisation.

3. The University will advise the Student that they are undertaking an unpaid work placement and will not be paid any remuneration or payment or similar benefit (of any form) in respect of the Placement.

4. The University will take out and maintain Public Liability and Professional Indemnity insurance to cover liability for the University and any of its Students in relation to this Placement.

C. 
Host Organisation’s responsibilities 

1. The Host Organisation acknowledges and agrees that:

(a)
it has satisfied itself that the Student who will undertake the Placement with it are suitable for the Placement having regard to, amongst other things, the information disclosed in the current National Police Certificate and, if relevant, a current Working with Children Check assessment notice;  

(b)
it is responsible for the supervision of the Student whilst they are undertaking the Placement and will appoint appropriately qualified and experienced personnel to undertake the role of supervisor of the Student;

(c)
the work undertaken by the Student on the Placement and the level of supervision of the Student will be appropriate, taking into account their skills and level of experience;

(d)
the Placement is relevant to the course of study undertaken by the Student and the Host Organisation will provide adequate facilities and appropriate training and learning experiences for the Student undertaking the Placement;

(e)
it will provide appropriate orientation and training for the Student in relation to the Host Organisations’ policies and safe work procedures including providing information about the Environmental, Health and Safety requirements at the Host Organisation which are relevant to the Placement;

(f)
it will ensure that the health and safety of the Student is not placed at risk during the period of the Placement and will comply with its obligations under applicable occupational health and safety and equal opportunity and anti-discrimination laws in respect of the Student;

(g)
a Student who is undertaking a Placement is not an employee of the Host Organisation for the duration of that Placement and it will not require the Student to carry out any functions as an employee of the Host Organisation; and

(h)
the Student will not receive remuneration or payment or similar benefit (of any form) for the Placement.

2. The Host Organisation will maintain confidentiality regarding the confidential information of the University (including any information or materials pertaining to Student assessments) and the Student which may be provided to the Host Organisation and to comply with all applicable privacy laws regarding the Student who undertake the Placement.

3. The Host Organisation will take out and maintain its own Public Liability insurance.  

D.
Joint acknowledgement of the University and the Host Organisation in relation to intellectual property:

1. The Host Organisation will continue to own its pre-existing intellectual property made available for use by University staff or a Student during the course of the Placement. Such pre-existing intellectual property is made available for the sole purpose of and only for the duration of the Placement as provided for in this Letter Agreement. Any pre-existing intellectual property made available for the purposes of the Placement by the Host Organisation is described in the schedule attached to this Letter Agreement.

2. The University will continue to own pre-existing intellectual property (and any improvements to its pre-existing intellectual property) made available for use by University staff or Student during the course of the Placement(s) at the Host Organisation. Any pre-existing intellectual property made available for the purpose of the Placement by the University is described in the schedule attached to this Letter Agreement.

3. Copyright in all written material produced by the Student during the Placement which forms part of their assessment or reporting obligations for their course/subject to the University (Assessment Materials) will remain vested in the Student. For the avoidance of doubt, the Host Organisation shall not have the right to prevent any Student from submitting their Assessment Materials for assessment or examination by the University. The University must take all reasonable steps to maintain the confidentiality of any of the Host Organisation's confidential material (which the Student is advised is confidential) if referred to by the Student in their Assessment Materials. 
4. Subject to the Student retaining ownership of the copyright in their Assessment Materials as set out in clause D3 of this Letter Agreement (above), the Host Organisation will own all other intellectual property created or generated by the Student during the course of the Placement(s), and the University will complete the necessary documentation to enable:

(a) the assignment of intellectual property other than copyright in the Student’s Assessment Materials (whether in existence now or created in the future) to the Host Organisation; and 

(b) the University to give effect to the sub-licence to the Host Organisation set out in clause D5
(c) with effect from the date of creation. 

5. The University will obtain the right from the Student to grant the Host Organisation a non-exclusive, royalty free, perpetual and irrevocable sub-licence for the Host Organisation to use the Student’s Assessment Materials in the Host Organisation’s business operations.

6. Where the Host Organisation exercises its rights under clause D5 the Host Organisation agrees to acknowledge the Student as the author of the Assessment Materials.

7. Under this Letter Agreement “intellectual property” means all rights resulting from intellectual activity whether capable of protection by statute, common law or in equity and including copyright, rights in discoveries, inventions, patent rights, registered and unregistered trade marks, design rights, circuit layouts and plant varieties and all rights and interests of a like nature including but not limited to methods and techniques, together with any documentation relating to such rights and interests; and “pre-existing intellectual property” means all intellectual property developed prior to or independently of this Letter Agreement. 

E.
Relationship between the University and Host Organisation and Student
1. The University and Host Organisation agree that there is no intention to create an employer/ employee relationship between the Host Organisation and the Student during the course of the Student undertaking the Placement.

2. Nothing in this Letter Agreement constitutes a relationship of agency or partnership between the University and the Host Organisation and neither the University nor the Host Organisation will assume or attempt to assume to create directly or indirectly, any obligation on behalf of, or in the name of the other.

F.
General
1. The terms of this Letter Agreement constitutes the entire agreement of the University and Host Organisation with respect to the Placement and it supersedes all prior oral or written representations and agreements.

2. If the Host Organisation or the University has any concerns or a dispute arises in relation to this Placement each organisation agrees to raise the concern or notify the other party of the dispute (as appropriate) in writing and endeavor to resolve the concern or dispute through discussion, mediation or other means as agreed by the Host Organisation and the University.

Please indicate your acceptance of these terms by signing both enclosed copies of this Letter Agreement.  Please retain one original for your own records and return the other fully signed original to your contact at the University. 

EXECUTED as an agreement

Executed by
)
The University of Melbourne
)
by its authorised officer
)
.....................................................

Signature of authorised officer

.....................................................
Name of signatory (print)

Executed by
)
HOST ORGANISATION
)
by its authorised officer
)
...................................................
Signature of authorised officer

...................................................
Name of signatory (print)

SCHEDULE 

 insert any pre-existing intellectual property made available for the purposes of the Placement by the Host Organisation and the University 

STUDENT ASSIGNMENT, LICENCE AND CONFIDENTIAL INFORMATION DEED POLL

THIS DEED POLL is made on the (insert day) day of (insert month)

 FORMTEXT 
     20(insert year)      

	Name
	     
	(You or Your) 

	Address
	     
	

	Phone
	     
	


BACKGROUND
A. The University has made arrangements for You to attend a placement at the Host Organisation to gain practical training, experience and skills within a workplace relating to Your area of study as described in the attached Letter Agreement. 

B. During the period of the placement You may create or contribute to the development of Intellectual Property, including copyright in Your Assessment Materials.

C. You will own the copyright in Your Assessment Materials.  The University will own all other Intellectual Property created during the period of the placement.

D. Under the Letter Agreement the University has agreed to assign all Intellectual Property other than the copyright in Your Assessment Materials to the Host Organisation.

E. The Host Organisation has requested permission to use your Assessment Materials.

F. This Deed sets out the terms on which You Licence the copyright in Your Assessment Materials and assign all other Intellectual Property to the University.

OPERATIVE PART

In consideration of, among other things, the mutual promises contained in this Deed, the parties agree:

2. DEFINITIONS

In this Deed:

Assessment Materials means the Scholarly Work produced by You as part of Your assessment or reporting obligations to the University during the period of the vocational placement at the Host Organisation.

Assignment means assignment of the Intellectual Property pursuant to this Deed.

‘Confidential Information’ means and includes all unpatented inventions, ideas, know-how, concepts, trade secrets, processes, techniques, software, products and all other unregistered or unpatented intellectual property, financial and business information and all other commercially valuable information of the Host Organisation or the University regards as confidential to it or which is evident by its nature or the manner of its disclosure to be confidential, and all copies, notes and records and all related information generated by the Host Organisation or the University based on or arising out of any such disclosure. Confidential Information excludes, or as the case requires, ceases to include information, which is, or becomes:

(a) available to the public at or after the date of its disclosure to You; other than through Your fault;
(b) at the date of its disclosure to You is already properly in Your possession in written form otherwise than by prior confidential disclosure from the Host Organisation or the University;

(c) after the date of its disclosure to You is available to the public from sources other than You; 

(d) after the date of its disclosure to You is properly available to You from a third party having no obligation of confidentiality to the Host Organisation or the University; and
(e) required to be disclosed under law.  

Deed means this Student Assignment and Licence Deed Poll.
Effective Date means the date affixed at the top of the first page of this Deed.

Host Organisation means the organisation You attend for the purposes of a placement as provided for in the Letter Agreement between the Host Organisation and the University.

Intellectual Property means all rights in the field of intellectual property and industrial property including:

(f) copyright, rights in respect of inventions (including patents) registered and unregistered trademarks (including service marks), rights in designs plant varieties, circuit layouts and Know How and any right to have information kept confidential;

(g) any application or right to apply for registration of the rights referred to in paragraph (a); and

(h) all rights or forms of protection of a similar nature or having equivalent or similar effect to any of the rights in paragraph (a) or (b) which may subsist anywhere in the world.

Know How means all information not in the public domain including inventions, drawings, design, circuit diagrams computer programs, data , formulae, specifications, methodologies and techniques, design procedures and procedures for experiments and test, results of experiments and tests, and information relating to the design, assembly, manufacture, supply or use of any products.

Letter Agreement means the Vocational Placement Letter Agreement attached as Annexure 1. 

Licence means the Licence of the Assessment Materials pursuant to this Deed.
Scholarly Work has the same meaning as in the University Statute 14.1 for Intellectual Property.

University Statute means a statute of the University.

3. ASSIGNMENT

3.1 Subject to You retaining copyright in Your Assessment Materials You acknowledge and agree that on and from the date on which the Intellectual Property was created, the right, title and interest in the Intellectual Property vests in the University pursuant to the University Statue 14.1 in force at the relevant time.

3.2 To the extent that You have retained or continue to hold any right, title or interest in the Intellectual Property (other than the Intellectual Property in the Assessment Materials and), You assign on and from the Effective Date Your whole right, title and interest in the Intellectual Property to the University, and the University accepts such assignment, free from all encumbrances, including:

(a) the absolute right to apply for registration as the sole proprietor of the Intellectual Property (other than the Intellectual Property in the Assessment Materials), anywhere in the world; and

(b) the absolute right to do anything in relation to ownership, protection and use of the Intellectual Property (other than the Intellectual Property in the Assessment Materials), anywhere in the world.

3.3 You warrant to the University that, to the best of Your knowledge or belief You:

(a) are the legal and beneficial owner of the Intellectual Property being assigned under clause 2.2; and

(b) have not knowingly granted any licences or otherwise encumbered Your right, title and interest in and to the Intellectual Property.

4. LICENCE 

4.1 You grant to the University a non-exclusive, royalty free perpetual and irrevocable Licence to grant a sub-licence to the Host Organisation to use a copy of Your Assessment Materials for their business operations. 

4.2 You warrant to the University that, to the best of Your knowledge or belief You:

(a) are the legal and beneficial owner of the Intellectual Property in the Assessment Materials; and

(b) have not knowingly granted any exclusive licences or otherwise encumbered Your right and ability to grant the Licence to the University under clause 3.1.

4.3 The University acknowledges that ownership of all right title and interest in the Assessment Materials, remains at all times vested with You.

4.4 The Licence granted by You to the University pursuant to clause 3.1 does not:

(a) vest ownership of the Assessment Materials in or with the University and the Host Organisation; or

(b) cause any transfer or assignment of any proprietary rights in the Assessment Materials to the University or the Host Organisation.

4.5 You acknowledge that the University will grant a sub-licence to the Host Organisation to use the Assessment Materials on the same terms as the University’s as described in clause 3.1.

5. CONFIDENTIAL INFORMATION

5.1 You acknowledge and agree that You must:

(a) keep all Confidential Information of the Host Organisation or the University confidential unless strictly required otherwise by law;

(b) not use Confidential Information in any way which would be harmful to the best interests of the Host Organisation or the University; and
(c) not use any Confidential Information in any way other than for the purposes of your placement at the Host Organisation and your Assessment Materials prepared for your assessment by the University without the prior written permission of the Host Organisation and the University.
5.2 You agree upon the written request of the Host Organisation or the University to return to the Host Organisation or the University any documents originating from the Host Organisation or the University which embody Confidential Information and must not keep any copies in any form.
6. FURTHER ACTION

6.1 You must, at the University’s cost, do all things and execute all documents necessary to give effect to this Deed and render all assistance reasonably required by the University for the purpose of confirming, recording or perfecting the Licence under this Deed.

EXECUTED AS A DEED POLL
SIGNED SEALED AND DELIVERED BY
)
 (insert name of the student)

 FORMTEXT 
               )
 ................................................................     ......................................................................

Signature of (student)            

          Signature of Witness 






         ........................................................................






          Print Name of Witness

ANNEXURE 1

[INSERT VOCATIONAL PLACEMENT LETTER AGREEMENT]
� Use this version of the Letter Agreement where it is appropriate for the Host Organisation to own the IP, for eg. where Student(s) undertake placements with engineering or scientific organisation. If you use this version you will also need to arrange for the Student(s) to complete and sign two (2) copies of the Student Assignment, Licence and Confidential Information Deed Poll. 


� The names of the student(s), if known, should be set out here. If the names are no


t known at the time of signing by the Host Organisation, insert the agreed number of Student(s) enrolled in a particular course or subject.  For example, “two Students enrolled in x subject’ and advise of the names of the particular Student(s) by email or letter.
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