
Pre-placement tasks 

Complete your Placement Proposal  

• Students are responsible for approaching the placement setting of their 
choice regarding the willingness of that setting to participate in the placement program 
and to negotiate suitable dates and any other arrangements. This should include 
discussion of your goals for the proposed placement. Discuss with the Subject 
Coordinator (by phone, in person, or by e-mail) the location and the nature of the 
placement experience you have in mind, and the professional goals you have for it.  To 
maximise your learning experiences, it is possible to split your placement into two 
placements: one a specialist setting and one an inclusive placement setting where the 
educational needs of students with disabilities or learning difficulties are addressed. 

• If the school or agency agrees to your request, complete a Placement Proposal and 
send it to the Subject Coordinator at least two weeks prior to the commencement of 
the placement. The Subject Coordinator will approve the proposal or request further 
information about the placement arrangements or your goals. 

• On approval, the University’s Placement Operations (Education) office will email a 
letter of confirmation to the placement setting and to you. This will include information 
relating to the placement requirements and teacher supervision. 

• You then proceed with the placement. Should any issues of a professional nature 
arise, contact the Subject Coordinator. Because students can undertake placements 
anywhere in Victoria or interstate, lecturer visits are rarely undertaken. However, you 
should understand that it is the University’s charter to support students in their 
professional development. There is a Placement Operations office able to provide 
support and guidance to our schools and settings, supervising teachers and students. 
See Support to schools, supervising teachers and students. 

• On the final day of your placement, the school/agency is advised to forward the 
required documentation to Placement Operations (Education). This will include the 
Supervising Teacher Report, which will have been discussed with you prior to the 
completion of the placement. 

• Within three weeks following the placement, you should make an appointment with the 
subject coordinator to reflect on the placement experience in terms of your goals. The 
reflective journal then needs to be submitted after this discussion at a time negotiated 
with the subject coordinator.  

Complete your Compliance 

• Please ensure that you provide the placements team your WWCC or VIT card. 
 and complete the TSSD Child Safety Module via the LMS. 
You will not be sent a confirmation without these compliances. 

 
 

https://v3.pebblepad.com.au/spa/#/public/yqqhw795H5kRZwx5gwHpkdHZjw
https://www.latrobe.edu.au/students/support/it/teaching/lms


Placement Settings: 

There are three options for a placement: 
 

A Specialist Setting:  

For most students, this is likely to be their first experience teaching in a specialist setting. As 
part of the placement, as well as familiarising themselves with the school and its institutional 
charter, students will be expected, in collaboration with their supervisor, to plan, implement 
and evaluate programs for a specified group of individuals. It is expected that students will 
participate in the school’s ongoing professional and administrative activities while on 
placement. They may be required to initiate or participate in a discussion about a student and 
his/her educational program, with a student’s parents. 

An Inclusive Placement Setting: 

Students are required to indicate clearly how their programs seek to ensure that they become 
more included in aspects of the community/classroom activities. 

Getting started 
Students will: 

• Discuss your plan with the supervising lecturer. 

• Obtain permission from a school, agency, parents/guardians to complete the 

placement in that setting. 

• Discuss with key staff the students who require additional support for their 

learning, which may include those with an identified disability, communication skills 

and practices, exceptional abilities or talents, social or emotional factors, and/or to 

behavioural characteristics or coping skills. 

• Gather as much information as you can, and as is appropriate to your agenda, from 

parents, the individuals themselves, from teachers and other staff, and from your own 

observation and assessment. 

Given that a placement may be as short as three weeks, it may be useful to think in 

terms of medium-term goals (what you hope to achieve by the end of the placement). 

 

 

 

 

 

https://v3.pebblepad.com.au/spa/#/public/yqqhw795H5kR3wkx6xjwyHtdHW


A placement in the teacher's own class:  
If you think a placement in your own class is the only way to fulfil the placement requirement 
you will need to negotiate a specific project with the subject coordinator.  

  

Placement Report 
 
An 1800-word learning journal is required to be submitted through LMS three weeks after the 
completion of the placement.  
This is a reflective journal where your key learning goals, identified on your proposal, are 
explored through your placement experience, professional discussions and current literature. 
See LMS for details of journal requirements and rubric for assessment criteria.    

 

Supervising Teacher Report  

This is to be completed by the supervising staff member. It is intended to assess the student’s 
application of practical skills and awareness of issues and policies in the placement context. It 
is not graded and is designed to provide the student with qualitative feedback.   
See Assessment & Supervising Teacher Report. 

 
These references may be useful for self-reflection on professional practice 

Gardner, F. (2014). Being critically reflective: Engaging in holistic practice. Springer.  
Morgan, A. (2019). Cultivating critical reflection: Educators making sense and meaning 

of professional identity and relational dynamics in complex practice. In Teaching 
in Alternative and Flexible Education Settings (pp. 41-55). Routledge.  

Proud, A. D., & Morgan, A. (2021). Critical self-reflection: A foundational skill. In 
Indigenous education in Australia (pp. 38-50). Routledge. 
https://www.taylorfrancis.com/chapters/edit/10.4324/9780429263453-
4/critical-self-reflection-aunty-denise-proud-ann-morgan  

 

 

 

 

 

 

 

 

https://v3.pebblepad.com.au/spa/#/public/yqqhw795H5kRZ3w5cbqM4g3mgr
https://www.latrobe.edu.au/students/support/it/teaching/lms
https://v3.pebblepad.com.au/spa/#/public/yqqhw795H5kRZ96Zw7My4hZ4jh
https://www.taylorfrancis.com/chapters/edit/10.4324/9780429263453-4/critical-self-reflection-aunty-denise-proud-ann-morgan
https://www.taylorfrancis.com/chapters/edit/10.4324/9780429263453-4/critical-self-reflection-aunty-denise-proud-ann-morgan


 
 

 
Assessment & Supervising Teacher Report 
 
Assessment is based on the satisfactory completion of each of the following: 

(i) The student's Placement Proposal. 

(ii) The student's Learning journal needs to be submitted on LMS 3 weeks after the completion 
of the placement. 

(iii) The Supervising Teacher Report.    
The Supervising Teacher will receive a copy of the report upon confirmation. It is to be 
completed and returned to Placement Operations (Education) on the final day of the PST's 
placement. Students are not permitted to submit their own report to the Placement Operations 
team. 

It is important that the Supervising Teacher Report form is completed before the student 
leaves the school. Three copies of the form should be made: one for the University, one for the 
student and one for the school’s records. The supervising teacher/school placement 
coordinator will then return the form to the University on the final day of the PST's placement. 

Return the completed Supervising Teacher Report form: 

email to: education.placements@latrobe.edu.au 
 
 

 

 

 

https://v3.pebblepad.com.au/spa/#/public/yqqhw795H5kRZwx5gwHpkdHZjw
mailto:education.placements@latrobe.edu.au

