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InPlace Role

InPlace - The InPlace WPL placement system is
used to manage all aspects of student Workplace
Learning at CSU.

WPL staff placement coordinators, Academic WPL
coordinators and students have web based access
to their WPL placement information and WPL
resources via
https://myworkplacelearning.csu.edu.au
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Presentation Notes
InPlace is a CSU wide WPL placement management system. 
It allows staff and students the ability to manage their workplace learning placements (ie placements).

https://myworkplacelearning.csu.edu.au/
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InPlace Access

https://myworkplacelearning.csu.edu.au

Integrated Login: CSU username and password

Access via web browser
Compatiblility: IE8 and above, Mozilla Firefox
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Presentation Notes
InPlace is a web based solution, allowing students to access 24 hours a day from any location by web browser you can then save to your favourites or bookmark.
There is no need to remember an additional username and password as it uses your CSU login.
Current web browser compatibility is Internet Explorer (IE8) and above and Mozilla Firefox.



https://myworkplacelearning.csu.edu.au/
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InPlace Access

https://myworkplacelearning.csu.edu.au

) InPlace - Login - Mozilla Firefox

File Edit “ew History Bookmarks Tools Help
J InPlace - Login | + |
é & https:{meeworkplacelsarning, csu.edu, aufSecurity/account. mycfLogOnFederation ?Returmbr =2 2F o [ | | = Googlg

“[ Charles Sturt . InPlace

U n i\-"C s i [}' Student Professional Placement Software

Login to InPlace

Staff and Students

Click on Staff and Students
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Presentation Notes
Clicking on the myworkplacelearning link takes you to the login page.
Click on ‘Staff and Students’ to access.

https://myworkplacelearning.csu.edu.au/
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InPlace Access

Enter CSU username and Password and click
LOGIN NOW.

) Gateway to CSU | Charles Sturt University - Mozilla Firefox
Fle Edt Mew Hstory Bookmarks Tooks  Help

W Gateway to CSU | Charles Sturt University +
(€ B i e c|[B- sose Pl A

HAVIGATE LIBR&RY JoBS HEWS ABOLIT CONTACTS

]][ Charles Sturt

University

TO : INP

Mo Current service distuptions
* Activate my account

Username (only for new studentsistaffy
If you have recsived notification that & new login aceourt Mo Planned semice disruptions
jeyoung has been crestee! for you, or you are & new staff member,
you will need to sctivate your accourt

Passward » Login Help

» Forgot your password
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Presentation Notes
Enter you CSU username and password and click LOGIN NOW



Charles Sturt
““ University
W Shaes MinPlace

- L Student Professional Placement Software
testuser_student [ Log Off]

Welcome to InPlace Sunday, February 15 2015 10:59 PM

InPlace Student Tr: g Guide
Click here to download the InPlace Student Training Guide

Home page

ncomplete(0) Draft{(0) Pending(2) Mot Approved(D)

Pending

EPT308 - D - 201530 - 02/03/20 520
Please provide the correct service name.

Upcoming Placements

View all placements
Mo upcoming placements

Placement requirements

Year Placement Requirement Duration Type Actions

201415  SES240 240 Hour Placements 240 Hours Self Placement

1 placement(s) submitted.

Submit Self Placement

2014/15  Test_Unit2

20 Days Staff Allocated, cement block
Self Placement 31 Dec 20
View Preferences
Submit Self Placement
2015 Professional Experience 1 25 Days Staff Allocated
2015 Early Childhood Teacher In The Community 20 Days Self Placement
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Presentation Notes
You then arrive at the student view of the home page of InPlace.
We will go through in detail the different menu options and what is displayed.
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My Detalls menu

My Detalls menu

Student Code: Title: Given Name: Surname:
00000004 Phantom Student
W Gharles Stwrt
U n |\"'(‘ r ‘) | lv Home Phone: Mobile Phone: Alternative Home Phone:
J
Alternative Mobile Phone: Allocation Address Type: Status:

ﬁ 2 0 o Placement Shortlist S Phantom

' SelectFile
Full Time / Part Time: Accepted Terms/Conditions:
L] True
Primary Discipine Calculated: Primary Discipline:
*EDUCATION *GAMES TECHNOLOGY
Spedlisms:
[ []
Attributes listed below E—
User Account

Username: testuser_student

- - - - Account Type: External Account Creation date: 19/06/2014
I eW O r I e r I S S I O n S Last Login date: 16/02/2015 12:29 PM Last Password Changed date: 12/01/ 2015
m
] [ [
Classic view or Table view e

Description Value Expiry

[¥] Make Default Switch to Classic View

WWCC NSW Clearance Number

Pre placement requirements ="

‘Anaphylaxis training completed online

Conflicts of Interest
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Presentation Notes
The menu items are displayed across the top of the screen.
The first House icon takes you to the home page.
The second icon which is a little person takes you to your student details page. Your address/email and enrolment details come from the student information on Banner via an overnight upload. 
If any of this information is incorrect you need to get Banner updates (contact Student Central) and InPlace will update automatically.

Listed below your demographic details are attributes associated with your discipline and subject offering. These are unique to your record.

Some placements require pre placement documentation to be completed. 
For Birth to Five students this is your Working with Children Check details only.
InPlace provides the ability for students to upload proof of their pre placement documentation and/ or check the status of their documentation.
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Student attributes

View attribute

*EDUCATION (Discipline)

Description Value Expiry
WWCC NSW Clearance Number
WWOCC - Other State
WWCC Card VIC
Student Agreemen t
Child Protection E-Learning
Anaphylaxis training completed online

Conflicts of Interest
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Presentation Notes
Attribute security is either edit or view only.

When we require you to upload certified copies of documentation to InPlace you will have edit ability.
When this information is provided outside of InPlace you will have view only of your current status for that attribute.


It is your responsibility to keep updated any requirements that have an expiry date.
The system highlights in red those that are due to expire.

These attributes need checking before each placement.
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Student attributes

Edit attribute
Before edit — click on Edit

Description Value Expiry

WWCC NSW Clearance Number [Edit]

Pop up box appears — fill in detail and select file from your computer system

WWCC NSW Clearance Number

Flease provide your MN3W WWCC Clearance Number obtained from the RTA

Expiry (Expires on specific date):

File Attachment

Cancel ok

Post edit — click on paper click to access document

Description Value Expiry

WWCC NSW Clearance Number WWCC12345678 ® 10/04/2015 &
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Presentation Notes
Go to attribute you wish to edit.
Birth to Five students need only to enter the details of their Working with Children Check Number (WWCC) and Expiry Date (NSW students), Working with Children Check (WWCC) VIC Card Number and Expiry Date (VIC) or Working with Children Check (WWCC) – Other State details and Expiry date.
All students must hold a Working with Children Check relevant to their state.
Hover over and the edit hyperlink will appear.
Click edit.
Pop up box appears. Fill in the required detail, selecting file from your saved location and click OK.
After editing you will see it now has the full details that you entered.
To see the comment hover over the talking boxes and to open the document click on the paperclip.



]][ Charles Sturt

University

Student Placement method — SELF PLACEMEN

W MinPlace
Submit Self

Student Professional Placement Software:
Welcome to InPlace

testuser_student [ Log Off ]

InPlace Student Training Guide
Click here to download the InPlace Student Training Guide

Self Placement Submissions

ncompicte(0) Draft(0) Pending(2) Mot Approvedi0)
Pending

Goodstart Ear

EF

Learning - Albury (Pemberton 5t)
[} 015 - D
Please provide

0

Upcoming Placements

View all placements
No upcoming placements
Placement requirements
Year Placement Requirement Duration Type Actions
201415  SES240 240 Hour Placements 240 Hours Self Placement 1 pla nt{s} submitted.
Submit Self Placement
201415  Test_Unit2 20 Days Staff Allocated, Pl
Self Placement
View Preferences
Submit Self Placement
- ” o
2015 Early Childhood Teacher In The Community 20 Days Self Placement 1p ub 8
Submit Self Placement
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Presentation Notes
Student self placement is where the student arranges the placement themselves with a Centre (Agency) and submits the details via the Self Placement Wizard (online through InPlace).

The self placement wizard is available from the home page by clicking on ‘Submit Self Placement’

If you are enrolled in both EPT308 and EPT326 in the same session, both subjects will appear.

Don’t forget to click on the ‘Submit Self Placement’ next to the subject which you are submitting an application for.
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Student Placement method — SELF PLACEMENT

Submit Self Placement EEE=SiES

Placement Details (* required field) Status:
‘ Submit Self Placement ‘ * Student: STUDENT Phantom (00000004) M
essages

Complete reg|ster Of Self placement U:" Offering: EFT308 - D - 201530 - 02/03/2015 to 19/06/2015 - D

gatcj:me"t St 16/02/2015

Etatce_mentEnd 13/03/2015
Fill in all details. “pacaman o payc)
Information is required on the Service, Contact, | =™

Supervisor and your history. ¢
Agency Details

Applications without the required information « ey e o o e
will be rejected.

Agency address
Click Submit upon completion

Suburb: Forbes
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Presentation Notes
Upon clicking  ‘Submit Self Placement’

A pop up window will appear with all the fields required to be completed.
All fields with the red * asterix will need to be completed or it will not let you submit.

All Extended Attributes  (questions) relating to EPT308/EPT326 must be completed (these are at the bottom of the Self Placement Application) or your application will be rejected and returned to you. This will delay the assessment time.

Please note the following in relation to your Professional Experience:-
You can not complete your placement in your current workplace or one from which you are on leave or have been employed at in the past twelve months.
You also can not attend a sister service (a service which is part of the same chain, franchise, ownership or name) or a Service at which you have a relationship with any of the staff or children.
You must do your 20 day placement and your 25 day placement in different Services if at all possible.
You must do two or more days per week. These days must be same for the duration of your placement ie if you commence doing Monday and Tuesday you must always do Monday and Tuesday until the completion of your placement. The dates you are undertaking placement are to be supplied.
Your Associate Teacher must hold an ACECQA approved Early Childhood degree.
Applications are assessed in start date order and must be submitted at least two weeks prior to the proposed commencement of your placement. Failure to do so may result in you not being able to commence your placement at that time.
There is a queue for application assessment and late applications 'push in' on this queue which is frustrating for other students.
Correct completion of your application will 'speed up' the assessment process. Each and every application must contain:-
The name and address of where you are currently employed. If unemployed please indicate your previous employment and when you left.
The correct and full name of your Associate Teachers qualification. Please do not just write Bachelor of Education, we require the full name of the degree such as Bachelor of Education (Birth to Five).
The correct placement dates/days. If undertaking placement at less than 5 days per week the dates you will be on placement must be indicated this on your application.
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Student Placement method — SELF PLACEMENT
Pending Placement

Placement now shows on home page as Pending

Self Placement Submissions

Incomplete(0) Draft{0) Pending(Z) Mot Approved(0)

Pending
Goodstart Early Learning - Albury (Pemberton St)
D - 02/03/2015 to 19/06/2015 - D

EPT30E - [ - 201530 - 02/03/2015 to 13/06/2015 - D

Incomplete Self Placement

CSU staff review

If additional information is required staff mark placement as ‘Incomplete’ and provide feedback to what
IS required.

Student click on the blue agency name hyperlink & edit register self placement form & click Re-submit

Last login: Monday, February 16 2015 12:29 PM

InPlace Student Training Guide -

Click here to download the InPlace Student Training Guide

Self Placement Submissions — ol
Status: = Pel ding
Incomplete(0) Draft{0) Pending(2) Mot Approved(0)
Pending Messages
Goodstart Early Learning - Albury (Pemberton St) Flease provide the correct sen m
CLTIoe _ [ JndCan _ 0o o0 C i do/nc o0 G - [
[ Flease provide the correct service name.
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Presentation Notes
After submitting placement it will now show on your home page as a Pending – Self Placement submission

CSU staff assess the placement submission. If additional information is required, staff mark placement as ‘Incomplete’ and provide feedback as to what other information is required. 
This will then show on the student home page as ‘Incomplete’.

Students click on the blue agency name hyperlink to edit and resubmit.
The register self placement pop up window appears again to fill in the required detail with Re-Submit button at bottom of form.
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Student Placement method — SELF PLACEMENT

Approved Self Placement

CSU staff approve placement and send Self Placement submission approved email
On the InPlace home screen the placement now shows as an Upcoming Placement.

7 H Ylacemen
Welcome to InPlace Last login: Monday, February 16 2015 1:01 PM

InPlace Student Training Guide

Click here to download the InPlace Student Training Guide

Self Placement Submissions

ncompiete(Q) Draft(0) Pending(1) Mot Approved(0)

Pending

Upcoming Placements

Detail Goodstart Early Learning - Albury EPT308 - D - 201530 - 02/03/2015 to 25 JAN 2015- 1BFEE  20Days  Angela View schedule & submit
(Pemberton 5t) 2015 McLoug!

19/08/2015 -D hlan timesheet

Dlzramant ramitiramante
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Presentation Notes
After submitting placement it will again show on your home page as a Pending – Self Placement submission

CSU staff  assess the placement submission. If approved a Self Placement submission approved email will be sent to the student and the placement will appear on the InPlace home page as an Upcoming Placement.
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