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3.1.1 Work-Based Learning Placement Guidelines

1.0 Introduction

At Acknowledge Education (AE), we are committed to integrating practical industry experience with
academic learning through our work-based learning placements. These placements offer students the
opportunity to develop competencies by linking theory with current practice, experience real
workplace environments, learn about industry trends, and build professional networks. AE's
placement programs are governed by a comprehensive policy framework that aligns with the
requirements of accrediting bodies like ACWA and ANMAC. This framework ensures placements are
offered in a structured format, with clear roles and responsibilities for staff, risk management
strategies, and student responsibilities outlined to maintain compliance and achieve educational
objectives.

2.0 Placement Process Overview

2.1 Sourcing National Placement Opportunities
2.1.1 Identifying Potential National Organisations

i. The Industry Engagement Manager (IEM) identifies potential national
organisations, that have the capability to offer placements in various states.

2.1.2 Engaging with Organisations

i. The IEM initiates contact with national organisations to discuss the possibility
of establishing national placement agreements.

2.1.3 Evaluating Placement Opportunities

2.1.4 Once an organisation shows interest, the IEM collaborates with Head of Department
to assess the proposed placements. They evaluate the placements against AE’s
educational objectives, regulatory criteria, and the specific needs of the students.

2.1.5 The Head of Department in consultation with their relevant teams determines the
suitability of the placement opportunity in accordance with the programs regulatory
requirements (both educational and industry).

2.1.6  Agreement Formation and MOU Drafting

2.1.7 The IEM negotiates the terms and the details of the placement agreement. This
includes defining the scope of placements, supervisory arrangements, tasks, duties,
and any specific organisational requirements.

i. The IEM then oversees the drafting and signing of a Memorandum of
Understanding (MOU) with the organisation, ensuring all legal and
compliance standards are met.

2.1.8 The IEM and their relevant placement operational team complete a basic WHS check
on the placement locations.
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2.2

2.1.9

2.1.10
2.1.11

2.1.12

Once, the agency is deemed to be suitable, the IEM sends the Fieldwork Placement
Agency Handbook to the agency.

ii. The IEM uploads the MOU to InPlace.
Adding to the Central List of Active Placements

The IEM communicates the details of the secured national placements to the
Community Engagement and Placement Managers (CEPMs) across campuses.

The Fieldwork Placement Team Leader, under the guidance of the Senior Educator,
then adds these new opportunities to InPlace of active placements, ensuring visibility
and accessibility for the matching process.

Sourcing and Securing Local Placements
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2.2.2

2.2.3

2.2.4

2.25

Initial Outreach and Networking

i. Community Engagement and Placement Managers (CEPMs) at each campus
actively seek partnerships with potential placement agencies within their
campus’s geographical scope.

ii. CEPMs engage with agencies to introduce AE’s placement programs, emphasising
the integration of academic learning with practical industry experience.

Promoting AE’s Placement Programs

i. CEPMs detail AE’s placement programs, underlining the benefits for both students
and agencies.

ii. CEPMs clarify regulatory criteria for placements, including supervisory
qualifications, student tasks and duties, assessment and supervisory
responsibilities, and insurance coverage, and other requirements as specific to the
relevant program.

iii. CEPM will send the WHS Declaration form, Order Form and Information
Placement Pack to the agency.

Securing Placement Opportunities

i. After receiving the order form, the CPEM will acknowledge reception and verify if
the information is correct and accurate.

Informing Senior Educator for Evaluation

i. The CEPM sends the Order Form to the Senior Educator of the potential
placement, who then evaluates its alignment with program needs and regulatory
compliance.

Communication of Assessment Outcome

i. The Senior Educator informs the CEPM the outcome of the suitability of
assessment.

ii. Where placement is deemed as suitable, the Senior Educator will also inform
the Fieldwork Placement Officers Team Lead of the decision.

iii. When a placement does not meet the required criteria, CEPM to communicate
this with the agency, and discuss if it is possible to meet the guidelines.
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2.2.6 Adding to the Central List of Active Placements

i. Upon confirmation of a placement's suitability, the Fieldwork Placement Team
Leader is responsible for ensuring the new placement opportunity has been
added to InPlace of active placement opportunities for the relevant campus and

program.
23 Formalising the Placement

i. The IEM facilitates the drafting and signing of a Memorandum of Understanding (MOU)
with the agency, ensuring all aspects of the agreement are clearly documented.

2.4 Placement Enrolment and Readiness Process
2.4.1 Assessment of Placement Needs and Availability

i. Prior to the commencement of the upcoming trimester, a forecast of available
placement is made available in real time though this Placements & Projections
PowerBi Dashboard.

ii. Fieldwork Placement Officer Team Lead will assess which placements from the
central list of active placements are available for the upcoming term and
determine any shortfalls in placement needs.

iii. CEPM will be responsible for sourcing the placement shortfalls by the
commencement of the teaching period.

2.4.2  Matching Students to Placement

Matching placement is an academic exercise where senior educators match students with
placements for specific outcomes that align with the student’s educational goals. Where
possible the matching process should align the student’s placement educational goals,
however where the student is at risk not completing their study in accordance with the
course structure, the student may be assigned a less preferred compliant placement.

i. Senior Educators begin the matching process by reviewing detailed student
profiles (collected by electronic form), which include academic performance,
areas of interest, career aspirations, and any specific preferences or
requirements for their placement.

ii. Senior Educators match student profiles with the characteristics of available
placements. Factors considered include the skills and knowledge that the
student can bring to the placement, the learning opportunities provided by the
placement, andthe logistical considerations such as location, what days, duration
and the students’ academic progression.

iii. Senior Educators then consult with students to discuss potential placements,
considering student needs, preferences and concerns. This might involve
providing detailed information about the placement, the host organisation, and
what the student can expect during their placement period.

iv. Once a match is considered suitable by both the student and the host
organisation, Senior Educators inform the fieldwork placement officer.

2.4.3  Assigning Students to a Placement
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Assigning student to placement is an administrative task of ensuring that the student and
agency adequately set up to commence the proposed placement.

243

vi.

Vii.

viii.

Fieldwork placement officer confirms the placement details, such as start and
end dates, objectives, and any specific responsibilities or projects the student
will undertake.

Where required, interview opportunities may be arranged between the student
and the agency.

Students who are seeking permission to not undertake the offered placement
must apply for special consideration to be exempted from the placement
engagement.

Where students refuse to undertake a placement or refuse a placement vacancy
allocated by AE, their refusal to engage in placement must be documented in
RTO Manager and InPlace.

Placement Vacancy Refusal

Students who refuse a placement vacancy allocated by AE, unless for
Compassionate or compelling circumstances, will be responsible for self-sourcing
their own suitable and compliant vacancy.

Compassionate or compelling circumstances are generally those beyond the
control of the student and which have an impact upon the student’s course
progress or wellbeing. These could include, but are not limited to:

e Serious illness or injury, where a medical certificate states that the
student was unable to attend placement.

e Bereavement of close family members such as parents or grandparents
(where possible a death certificate should be provided).

e A traumatic experience which could include:
o Involvement in, or witnessing of a serious accident; or

o Witnessing or being the victim of a serious crime, and this has
impacted on the student (these cases should be supported by
police or psychologists’ reports).

In all other cases, students will need to independently secure a suitable and
compliant placement opportunity, ensuring it meets AE’s placement requirements.

Placement Readiness Process

Fieldwork placement officers will ensure that students are enrolled in the
placement unit and assigned to the placement agency in InPlace.

Fieldwork placement officers will ensure that students have met all prerequisites

requirements to commence placement (for each fieldwork placement program,
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specific units must be completed before students are eligible for their first and
second placement (see appendix A for prerequisite requirements per course)).

iii. Fieldwork Placement Officers will ensure that all students attend the necessary
placement readiness briefing/workshops relevant to the program.

iv. Placement Readiness Briefings are a critical step in preparing students for a
successful transition from the classroom to the workplace. The objective of such
a session is to equip students with the necessary knowledge, skills, and mindset
to engage professionally in their industry, represent AE positively, and effectively
integrate their theoretical knowledge with practical experience. These readiness
briefings must be prepared andfacilitated by the Senior Educators.

v. Fieldwork placement officers will ensure that students submit all required pre-
placement documentation, which may include a resume, Working with
Children’s Check, proof of COVID vaccination, police clearance, and, where
applicable, an NDIS screening check.

vi. Fieldwork placement officers will ensure that individual placement agreement
forms are completed for each placement allocation between the agency, the
student and Acknowledge Education.

vii. Fieldwork placement officers will ensure that all documentation is recorded and
uploaded to InPlace and/or the LMS as per the requirements of the relevant
course.

viii. Students who fail to meet the necessary perquisites or submission of
documentation to commence placement will be referred to the Senior Educator
for follow-up.

2.4.4  Assigning Liaison Officers

i. Once astudent is deemed as placement ready, the fieldwork placement officer,
in consultation with senior educator, will assign a liaison officer to the student
and inform both the liaison officer and the student of the assignment.

ii. The liaison officer acts as the main contact between AE, student, and agency,
ensuring a supportive environment throughout the placement.

iii. Prior to the commencement of placement, the liaison officer will contact the
agency and the student to introduce themselves, provide an outline of their role
and their preferred contact methods/availability and set the first liaison contact
arrangement.

2.5 During Placement
2.5.1 Liaison Engagement

Liaison Officers are responsible for

e Organising the requisite number of liaison contacts with the student and
agency supervisor during the placement.

e Actively monitor the compliance of placements with regulatory requirements.

e Reporting any safety risks immediately to the Senior Educator.
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2.5.2

Be available for student and the host organisation when there are questions
or concerns regarding the placement and provide guidance or intervention as
necessary.

Offer support and advice and helping them navigate any workplace
challenges or learning.

Conduct reviews with the student and the host supervisor to assess and grade
the student's performance, provide constructive feedback, and set goals for
the remainder of the placement.

Ensure that penalties are applied to students for late submission.

Ensure that students in breach of academic integrity are referred to the
academic integrity team.

Evaluate the student’s performance based on feedback from the host
organisation, the student's reflection on their learning, and any assessments
or projects completed during the placement.

The liaison officer may work with the student to review and adjust their
learning goals and placement activities where necessary.

Act as a mediator to resolve conflicts or issues that may arise, ensuring a fair
and positive outcome for both the student and the host organisation.

Provide updates and feedback to the Senior Educator regarding the
placement and agency.

Monitor the student’s assessment submission progress, ensure that all
assessments are submitted in a timely manner and notify the Senior Educator
when students fail to submit assessments within 4 weeks of the due date.

Senior Educator (FWP) Engagement

The role of the Senior Educator (FWP) in student placements is multifaceted, focusing
on ensuring the quality and integrity of the placement process, resolving conflicts,
and supporting students in achieving their learning outcomes. Their engagement
during placement may include:

Addressing conflict arising between a Liaison Officer and either the student or
the agency.

Serve as a point of consultation for Liaison Officers regarding the assessment
and marking of students’ placement performance.

Oversee the moderation of assessment marking processes within the campus
location and across campuses nationally.

Provide guidance and oversight in situations where students may have
breached academic integrity standards, work with Liaison Officers to
investigate and determine the appropriate course of action, referring to the
relevant academic support officer when necessary.
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e |n cases where students may require additional support, assign an
appropriately qualified AE staff member to provide extra supervision and
support to the identified students. This external supervision must work
closely with the liaison officer assigned to the student.

e  Evaluate applications for special consideration related to placement, making
decisions based on the circumstances and evidence provided.

e Assess and decide on re-sit or remark requests submitted by students
concerning their placement assessments, ensuring fairness and academic
integrity.

e Provide input into responses to any appeals lodged by students regarding
their placements, as requested by the Course Coordinator. Ensure that the
appeal process is conducted transparently and justly, considering all relevant
information.

e In cases where a placement is found not to meet regulatory requirements or
poses a risk to student safety, take immediate action to cease the placement
and remove the student from the setting. This decision should be made in
consultation with relevant liaison officer, agency supervisor and fieldwork
placement team leader and CEPM ensuring an immediate and coordinated
response.

e Ensure that all critical incidents are thoroughly reported and documented in
accordance with AE's critical incident policy and procedures.

e (Collect and evaluate feedback from students and Liaison Officers to identify
areas for improvement in the placement process.

2.6 Placement Completion

2.6.1

2.6.2

2.6.3

2.6.4

2.6.5

2.6.6

Liaison Officer will confirm that all assessments have been completed and graded
before completing a liaison officer report that details the placement has been
completed, provides the details that assure compliance and details the final grade
awarded.

Liaison reports will be recorded on the LMS and the Senior Educator and the
fieldwork placement officer notified that the placement has been completed.

Placement Officer notify student services with summary table of placement
completion date, resulted date and relevant details.

Student services update results in RTO manager along with internal screening of
course duration and graduation documentation eligibility.

The Senior Educator will inform the CEPM that the placement has been completed,
so that they may approach the placement for feedback/evaluation and inquiry about
any future placement availabilities.

The Agency Qualitative Interview is developed by the Head of Department with
guiding questions.
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3.0

2.6.7

2.6.8

2.6.9

2.6.10

2.6.11

2.6.12

2.6.13

2.6.14

2.6.15
2.6.16
2.6.17

2.6.18

2.6.19

2.6.20

2.6.21

The CEPM will meet the agency at the end of the placement to conduct the Agency
Qualitative Interview.

At the completion of the final placement for programs that require it, a Fieldwork
Placement Completion Letter is produced by the Fieldwork Placement Officer and
signed by the Senior Educator or Course Coordinator for signing.

The Student Feedback for placement is developed by the Head of Department.

The Student Engagement Manager requests students to complete the Student
Feedback for placement.

The Senior Educator may review the student's submitted assessments, the host
agencies evaluation, and the student's own evaluation of the placement.

Where students did not successfully complete their placement or have applied for
special consideration due to extenuating circumstances, the Senior Educator assesses
the situation and determine an outcome. This may involve determining whether the
student needs to be re-placed, granting special consideration, or reviewing any re-
sit/remark applications.

Placement Officers team identify and secure alternative placements for affected
students, ensuring that their educational journey is not unduly interrupted and that
they continue to gain valuable work-based learning experiences in safe and
compliant settings.

In situations where students are unable to present reasonable circumstances for the
non-completion of their placement (e.g. non-attendance or failing to organise
themselves to meet the necessary pre-requisite documentation) students will:

be required to pay the fee that is provided to agencies by AE for the placement
be responsible for sourcing their next placement, and

lose edibility to the self-sourced placement grant and any travel compensation.

Students who disagree with any placement decisions are able to lodge a complaint or
appeal using the AE complaints and appeals process.

Student Experience Manager will compile student feedback reports for placement
units at the completion of each teaching period for review by HoD. Feedback will
inform continuous improvement process.

Placement invoices are sent to the designated depository managed by the Fieldwork
Placement Officers.

Invoices must be approved by Course Coordinator in a timely manner and forwarded
to financeofficer@ae.edu.au for payment.

Recognised Prior Learning

AE recognises that learning and skill acquisition occur in a variety of settings beyond the traditional
classroom. The RPL process for placement units is designed to acknowledge the valuable knowledge
and skills students have gained through prior work experience, training, or other relevant life
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experiences. This section outlines the generic process applicable across all programs for awarding RPL
for placement units.

3.1 Initial Review

3.1.1 Students interested in applying for RPL are required to speak with Senior Educators
(FWP) prior to submission of RPL. Senior Educators will provide information about
the process and enrol the student into the RPL application process on Moodle.

3.1.2 Students should first familiarise themselves with the specific placement unit's
requirements by reviewing the unit outline and introductory materials provided in
the RPL Moodle Unit. They must first self-assess whether prior experiences align with
the learning outcomes of the placement unit, including practical work hours and
assessments.

3.2 Application Submission

3.2.1 Students Complete the RPL Application by filling out the RPL application form, which
includes a course self-audit, mapping prior learning to unit learning outcomes, third-
party reports, and a reflective essay.

3.2.2 Students are required to upload all required documents to the LMS, ensuring that
evidence is clearly numbered and corresponds with the application form.

3.3 Assessment of Application Validity

3.3.1 Senior Educators (FWP) will assess the preliminary application to determine if the
application is valid.

3.3.2 Where the application does not provide sufficient evidence to warrant further
assessment, the applicant is informed that their application for RPL has been
unsuccessful and provided with the reason as to why.

3.3.3 Where a student’s application is deemed as valid, the student is made aware of the
decision to conduct further assessment of the students claim for RPL and advised of
the costs associated with continuing the application process.

34 Assessment Fee

3.4.1 Students will be informed about the associated fee, equivalent to half the cost of the
placement unit. Fee waivers may be available for students unable to undertake
placement within the course structure after consultation with the course
coordinator.

35 Competency Conversation

3.5.1 Eligible candidates will participate in a competency conversation, an oral test
assessing their experience against the placement unit's learning outcomes. The
conversation will draw from a question bank designed to cover all aspects of the
required competencies.

3.6 Assessment and Grading

3.6.1 The Senior Educator (FWP) will evaluate the submitted evidence, including the
reflective essay, third-party reports, and competency conversation outcomes, against
the learning outcomes of the placement unit.

3.6.2 Afinal grade will be allocated based on this comprehensive assessment, with results
communicated within 20 days of submission.
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3.7 Placement Completion Letter

3.7.1

For programs requiring it, upon successful completion of the RPL process for a
placement unit, a Fieldwork Placement Completion Letter will be drafted detail the
student was awarded RPL for the placement unit. The Senior Educator (FWP) or the
course coordinator will sign this letter, formalising the recognition of the student's
prior learning and experience in lieu of the traditional placement.

4.0 Moderation

41.1

4.1.2

4.1.3
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4.1.5

4.1.6

After each teaching period, Senior Educators (FWP) select a representative sample of
marked assessments from the course they oversee for review. The sample should
include high, medium, and low grades to ensure a comprehensive understanding of
marking standards.

Convene a moderation panel at least three times a year, consisting of Senior
Educators, selected Liaison Officers, and, if applicable, external industry experts. The
panel reviews the sample assessments to ensure consistency and fairness in marking
across different campuses.

If discrepancies are identified, the panel suggests improvements to assessment
design, marking guidelines, or placement processes based on their findings.

The panel will compile a moderation report summarising the findings of the
moderation process, including any adjustments made and recommendations for
future improvements and submit it to the academic leader for that course.

The report will be submitted to the Dean for inclusion into the relevant academic
governance committees.

Professional development for Liaison Officers and Fieldwork Placement Officers
based on insights gained from the moderation process will be arranged by
appropriate line managers.

5.0 Definitions

Term Definition
The Australian Community Workers Association, an accrediting body that sets
ACWA standards for community work education and training.
The Australian Nursing and Midwifery Accreditation Council, an accrediting body that
ANMAC sets standards for nursing and midwifery education and training.
Industry
Engagement A staff member responsible for identifying potential placement opportunities, engaging
Manager (IEM) with organizations, and negotiating placement agreements.
Community
Engagement and
Placement A staff member responsible for seeking partnerships with placement agencies within a
Manager (CEPM) | campus's geographical scope and promoting AE's placement programs.
10 Work-Based Learning Placement Guidelines
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Memorandum of
Understanding

Aformal agreement between AE and placement agencies outlining the terms,

(MOU) conditions, and responsibilities related to student placements.

Fieldwork

Placement A staff member responsible for confirming placement details, ensuring students meet
Officer prerequisites, and facilitating the placement process.

Senior Educator
(FWP)

A staff member who ensures the quality and integrity of the placement process,
addresses conflicts, and supports students in achieving their learning outcomes.

Liaison Officer

A staff member assigned to support students and agencies during placements, ensuring
compliance with regulatory requirements and providing guidance.

Recognised Prior
Learning (RPL)

A process for acknowledging and crediting students' prior work experience and learning
towards placement unit requirements.

A placement management system used by AE to record and manage placement

InPlace opportunities and student placements.
Placement Sessions designed to prepare students for transitioning from the classroom to the
Readiness workplace, equipping them with the necessary knowledge and skills for professional
Briefing engagement.
Placement
Completion Aformal letterissued upon successful completion of a placement or RPL process,
Letter acknowledging the student's fulfillment of placement requirements.
Placement The process of enrolling students into placement units and ensuring they are assigned
Enrolment to appropriate placement agencies.

AWork Health and Safety assessment conducted at placement locations to ensure they
WHS Check meet safety standards.
Student
Feedback for A process where students provide feedback on their placement experience to inform
Placement continuous improvement of the placement programs.
Placement A staff member responsible for administrative tasks related to student placements,
Officer including verifying placement details and handling placement documentation.
Placement
Readiness A series of steps to ensure students are prepared for placement, including completing
Process prerequisites, attending briefings, and submitting required documentation.
Special An application process for students seeking exemption or alternative arrangements for

Consideration

their placement due to extenuating circumstances.

Moderation
Panel

A group consisting of Senior Educators, Liaison Officers, and possibly external industry
experts who review assessments to ensure consistency and fairness in marking.
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