[your name]
[your student email address]

[Date]


[Name of contact]
[Organisation name]
[Organisation address]


Dear

I am a current student at RMIT University undertaking the Diploma of Community Services.

As part of this program, I need to undertake 100-140 hours of placement in a community sector organisation.  My areas of interest are (write details here about what you would like to do and why), which is why I am hoping to be able to undertake placement with your organisation.

RMIT has allocated some time in my timetable in September for four days per week in which placement can occur.  This is from Monday 6th September to Friday October 1st.  Placement time can be negotiated if required.

There are three units linked to placement:
CHCPR003 – Reflect and improve own professional practice
CHCDEV002 – Analyse impacts of sociological factors on clients in community work and services.
HLTWHS004 - Manage work health and safety

I have assessment tasks linked to the placement that include a reflective practice assessment, a personal development plan and an assessment of my skills to provide advice, referral or other services to clients or client groups.  The HLTWHS004 unit also requires me to perform a Workplace hazard and risk assessment in a workplace. The placement supervisor is required to complete a short report to comment on my skills and knowledge relating to the assessment tasks and feedback on general student performance in the work integrated placement as well as signing my logbook to verify my completed placement hours.

The nominated Agency Supervisor or relevant person is required to sign a Work Integrated Learning Agreement which outlines key responsibilities of the Agency, student and RMIT.

Due to the current COVID-19 situation in Australia, RMIT also have extra protocols in place for all RMIT student placements. This will require the placement agency to complete a WIL Placement Risk Assessment form and provide their Covid Safe Plan before a face-to-face placement can be approved. It may be possible to negotiate online placements in some circumstances.

You can contact Program Coordinator – Melinda Brown PH: 9925 4580 or email Melinda.Brown@rmit.edu.au
for further information on the placement requirements and support provided from RMIT. 

For information regarding the Work Integrated Learning Agreement and the COVID-19 Risk Management process please email the VE RMIT WIL Team at this email address: CoVE WIL and Placements ve.wil.placements@rmit.edu.au

I am very keen to undertake my placement with you and am hoping you would be able to meet with me to discuss the possibility further.

I can be contacted on (phone number and student email address).

Looking forward to hearing from you.

Regards 




Full name
