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1. Review database 
monthly. Identify 
agreements for renewal 

Amend/update 
Agreement using ‘track 
changes’ 

2. Request for Legal 
completed 

  

 

5. Legal check and 
finalise Agreement 

 3. Send to Project Leader 
WIL 

 

4. Confirm amendments. 
Sign request for Legal 
and forward ‘track 
changes’ and clean 
copy to Legal 

 

6. Send to Project Leader 
WIL 

 
7. Send 2 original copies 

to Placement Agency 
for signing 

 

8. Placement agency 
reviews and signs 
(changes sent to 
Project Leader WIL 

 Repeat steps 4-7 

 

9. Send to Project Leader 
WIL 

 

10. Send both signed 
copies to Legal 

 11. Send for signing 

 

12. Signed by University 

 

13. Send 1 fully executed 
copy to Project Leader 
WIL 

14. Scan and record fully 
executed Agreement 
on Faculty database 

 

15. Send 1 fully executed 
copy to Placement 
Agency for their 
records 

Existing Agreement 
Renewal 

Note: If Placement Agency initiates renewal of Agreement, the process will still be the same once Federation 
University has received the Agreement. 

Discuss with Head of School 
and / or Project Leader WIL 

Flag if initiated by external 
placement agency. Negotiate 
as required 


