Checklist for the Employee
	Steps Process
	Steps Process

	Prior to the placement

	Identify the purpose of

seeking a placement
	A placement may be:

• an opportunity to meet development needs identified during a formal development need process (e.g. performance appraisal, development/learning plan, career plan, etc.)

• an opportunity for you to transfer/use skills and knowledge that could contribute to whole-of-government outcomes by building capability in another organisation.

	Decide whether a placement

is the appropriate capability

or development opportunity
	Your manager may have different views on how best to meet your development need or capability offer. Some points to consider are whether:

• it may be more effective to consider other development opportunities, such as: on-the-job training; opportunities to act up in current organisation; attendance or presenting at courses; seminars and conferences, etc • contributing capability may be more effective by participating in interdepartmental project teams, peer reviewing and coaching project teams, etc

• the timing is right in terms of the home organisation's business needs, staffing levels, etc.

	Obtain your manager's

approval
	Your manager will need to take into account the timing of a placement and options to back-fill your position. They need to consider their business needs, including:

• work deadlines or commitments

• the current staffing level within the team

• how the position could be back-filled - Offer your manager suggestions if you have some ideas about back-filling.

They may wish to approve the idea in principle and wait for a placement opportunity to arise 
before giving full approval. They may also need to seek approval from other areas of the organisation, e.g. their own manager, before a decision is made.

If approval for a placement is withheld meet formally with your manager to discuss the reasons.

	Identify a placement

opportunity
	Placement opportunities can be identified in a number of ways such as:

• temporary NT Government vacancies online

• Government gazette

• public service networks

• personal contacts or through your manager.

Some advertisers of permanent vacancies may also accept proposals for a placement.

	Assess the suitability of the

particular placement
	The suitability of a placement will depend on a number of factors. Once you have identified the

specific benefits and learning objectives of the proposed placement, ascertain whether to

proceed further. 

Does the placement:

• provide an opportunity for you to contribute capability?

• meet your development needs?

• fit with business needs, e.g. duration, start date, etc.?

	Apply for the placement
	The application process for each placement may be quite different.

It usually involves your submitting a curriculum vitae and letter of application, just as you would for a vacancy. The host organisation will have their own means of determining whom they will appoint to the placement.

The host organisation is responsible for advising you whether or not your application is successful. There is no statutory right of appeal.

	Negotiate terms and

conditions of the placement
	The placement agreement has three parties - the employee, their home organisation and the host organisation. The placement agreement identifies remuneration, allowances, start date, duration, reviews, performance appraisal, etc.
You should also complete a Performance Agreement and Development Plan, to identify the work objectives and development initiatives. 

The agreement must ensure that expectations, accountabilities and performance objectives are clear to all parties. 

The home and host managers agree how your performance will be assessed, who will conduct

the assessment, how often, how the information will be fed back to the you, and how it will be delivered to the home manager.

	During the placement

	Expect induction
	The host organisation will induct you, like any new recruit, into the aspects of the organisation

you will need to know in order to understand its culture and to fulfil your work objectives successfully. This may involve a full induction program or the induction may be tailored just to the specific aspects you need to know.

	Expect feedback
	Throughout the placement, regular feedback from your host manager will assist you to evaluate your achievement of both the work objectives and your learning objectives, as outlined in your Performance Agreement and Development Plan. The plan also sets out the timetable for feedback and review meetings.

You are primarily responsible for getting the most out of the placement opportunity. This may mean requesting additional meetings to seek and receive feedback.

	Review performance and

term of the placement, if

applicable.
	Your placement agreement will confirm how a formal review of your placement performance will link into the performance management process at your home organisation. Some placement agreements may contain a clause outlining when, how and who will decide if the placement duration is extended. Once again, this is a three-way negotiation between the employee, the home manager and host manager.

	Maintain contact with the

home organisation
	Take responsibility for maintaining contact with your home organisation in order to:

• keep abreast of any major organisational changes, development opportunities or current vacancies

• maintain social networks
• understand the outcomes from business processes (strategic planning, work programs, etc.)

• foster a sense of still being a part of the home organisation

Some suggestions for how to stay in touch include:

• regularly catch up with your home manager

• get yourself on the mailing lists for key publications and newsletters, and scan the home organisation's website

• ensure you are invited to key meetings where any major changes or introductions of new policies are being discussed

• remain a member of or keep in contact with the social club or catch up with members of your immediate work unit periodically

	If problems arise
	From time to time, a placement may have problems. In such instances, open communication is important. If the problem is not resolved after initial discussions, you may have to use a formal process. In this case, you could talk with appropriate parties in the host and/or home organisation e.g. a manager, a member of Human Resources, etc. It is the responsibility of the employee to ensure the home manager is properly informed, kept abreast of changes, and requested to mediate if necessary.

If the problem cannot be resolved, it may be best to terminate the placement early, in accordance with the placement agreement. However, invoking early termination is the last resort.

	At conclusion of placement

	Prepare for re-entry
	Here are some things to think about and bring up with your home manager before re-entering your home organisation:

• you may see your previous position in a different light or have higher expectations. In some cases, you may even feel uncomfortable about returning to your guaranteed position. You and

your home manager will need to discuss this before your return date and jointly identify how you can continue to be challenged and developed.

• you may find the organisation and people have changed during your placement, so you may need to re-establish your profile with a new manager and colleagues. You may find it useful to be fully re-inducted onto your home organisation and to outline your key skills, networks, experience and personal style to your new manager and colleagues.

	Evaluate the placement
	Evaluation of the placement is completely separate from the performance appraisal process for the employee. Complete the evaluation three months after the placement finishes.

The evaluation should cover what went well, what did not go well, and what should be done differently next time. Were you able to contribute the skills you had been asked to share? Did the placement further your career aspirations? Are you now using what you learned in your current role, back in your home organisation.

Provide Human Resources with a copy of your evaluation.


