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Bachelor of Nursing

Mandatory Documents

for Clinical Placements

Use these instructions to help organise and upload your mandatory documents.

Mandatory documents are a requirement of completing your placement and must be
uploaded via InPlace.

This information was correct as of 9 November 2023. Please be aware that mandatory
document requirements change often. You should always refer to InPlace for a full list
of required documentation.
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Working with Children Check (WWCC)

When you should do this task

e Apply 6-12 weeks before the start of your first semester.
e Upload a photo of your WWCC card on InPlace by census date.

If you already have a Working with Children Check

o WWCCs are valid for 5 years. If your card has not expired, upload a photo of your current card.
e When your card is within 6 months of expiry, you must renew it and upload a photo of your new
card.

Where to apply

e Apply completely online via the WWWC website if you're eligible.
OR
e Apply online then get your identity verified at a participating post office.

What you'll need to apply

e Two ID documents (at least one with a photo)
o Alist of the addresses you have lived at in the past 5 years
e A smartphone with a camera

How to apply

1. Go to How to apply on the Working with Children Check Victoria website.

2. Check if you can complete the check fully online. If you can't, select 'How to apply' and follow the
instructions, then get your identity verified at an Australia Post outlet. If you can complete the
check fully online, follow the steps below.

Select 'Get started'.

Under 'Choose a check type' select 'Volunteer'.

Enter your details as they appear on your identity documents.

When asked if you know the specific organisation you will be doing paid and/or volunteer child-
related work for, select 'Yes'.

7. Manually enter the organisation name and postal address depending on your campus:

oA

Federation University Federation University Federation University Australia
Australia Australia PO Box 3191, Gippsland Mail
PO Box 663, Ballarat PO Box 859, Berwick Centre

Victoria 3353 Victoria 3806 Victoria 3841

1800 333 864 1800 333 864 1800 333 864

7. Under 'Occupational field' select '58'.
8. Follow the steps to verify your identity online.
9. Select 'Sign and submit'.

What to do when you receive your card

1. Upload a PDF (showing front only) to your InPlace account.
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https://www.workingwithchildren.vic.gov.au/individuals/current-cardholders/renew-my-card
https://www.workingwithchildren.vic.gov.au/individuals/applicants/how-to-apply-1
https://www.workingwithchildren.vic.gov.au/can-i-apply-for-a-check-fully-online-2
https://www.workingwithchildren.vic.gov.au/individuals/applicants/how-to-apply-2
https://www.workingwithchildren.vic.gov.au/individuals/applicants/how-to-apply-1
https://auth-au.inplacesoftware.com/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3Dau-feduni-prod.inplace%26redirect_uri%3Dhttps%253A%252F%252Finplace.federation.edu.au%252Finplace%252F%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520inplaceprofile%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253DBHsJgzOPn5nexVxXZ2EkftG9NORY8vtl3cvPZBNEIrOUr1V0Y5PiqfqYHcBI0r0yaC-gF7RvmXH58TC0rsBWsGnnT_9PRdpkqbKskDLaCg8x-3O6BwSJRazmZfyHpcMSBW74IypaHfH4dcCjZ85HsMRffP9-0UoDmBK8mVPAl33_PWaYIMkboAUonxtP_1gqBx31_kPHbq7VWYZnOwZLfhJ0BzyPuhkB2dozhE6WzDFi8ili3FaIrw1gAdZalaCc%26nonce%3D638051894051191442.NWFmNmVmZWMtOTc5Yy00NjRlLWI0OTAtMGJhNWQwNzAxNGM4OGQ2NjFjOTEtODlkMC00MDJkLTkwMDktMGRlMTAyZGE0NDY1
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2. Tick the box as confirmation that you have uploaded.
3. Enter the expiry date and card number in the boxes provided.
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Police Check

When you should do this task
e Apply as soon as you receive a police check email in your student inbox (from either Fit2Work or
Federation).

If you already have a police check

e You can use a police check that is not provided by Fit2Work.

e Make sure your police check has been issued in the same year your studies will commence.
e Upload a PDF of your police check to your InPlace account.

Where to apply
e Click the personalised link in your email to apply via the Fit2Work website.

What you'll need to apply

e A minimum of four ID documents (at least one with a photo)
e A photo of yourself holding a form of photo ID

e Access to a credit card or PayPal account

How to apply

1. Go to the Fit2Work website.

2. Log in with your student email address and the password you received. (Do not create an
account as one has already been created for you.)

3. Upload your selfie and the images of your four ID documents.

4. Select 'Process check' to pay.

What to do when you receive the Fit2Work police check report (in your student inbox)
1. Upload a PDF to your InPlace account.
2. Take a copy of your police check outcome to your clinical placements.
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https://auth-au.inplacesoftware.com/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3Dau-feduni-prod.inplace%26redirect_uri%3Dhttps%253A%252F%252Finplace.federation.edu.au%252Finplace%252F%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520inplaceprofile%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253DBHsJgzOPn5nexVxXZ2EkftG9NORY8vtl3cvPZBNEIrOUr1V0Y5PiqfqYHcBI0r0yaC-gF7RvmXH58TC0rsBWsGnnT_9PRdpkqbKskDLaCg8x-3O6BwSJRazmZfyHpcMSBW74IypaHfH4dcCjZ85HsMRffP9-0UoDmBK8mVPAl33_PWaYIMkboAUonxtP_1gqBx31_kPHbq7VWYZnOwZLfhJ0BzyPuhkB2dozhE6WzDFi8ili3FaIrw1gAdZalaCc%26nonce%3D638051894051191442.NWFmNmVmZWMtOTc5Yy00NjRlLWI0OTAtMGJhNWQwNzAxNGM4OGQ2NjFjOTEtODlkMC00MDJkLTkwMDktMGRlMTAyZGE0NDY1
https://www.fit2work.com.au/Member/login
https://auth-au.inplacesoftware.com/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3Dau-feduni-prod.inplace%26redirect_uri%3Dhttps%253A%252F%252Finplace.federation.edu.au%252Finplace%252F%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520inplaceprofile%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253DBHsJgzOPn5nexVxXZ2EkftG9NORY8vtl3cvPZBNEIrOUr1V0Y5PiqfqYHcBI0r0yaC-gF7RvmXH58TC0rsBWsGnnT_9PRdpkqbKskDLaCg8x-3O6BwSJRazmZfyHpcMSBW74IypaHfH4dcCjZ85HsMRffP9-0UoDmBK8mVPAl33_PWaYIMkboAUonxtP_1gqBx31_kPHbq7VWYZnOwZLfhJ0BzyPuhkB2dozhE6WzDFi8ili3FaIrw1gAdZalaCc%26nonce%3D638051894051191442.NWFmNmVmZWMtOTc5Yy00NjRlLWI0OTAtMGJhNWQwNzAxNGM4OGQ2NjFjOTEtODlkMC00MDJkLTkwMDktMGRlMTAyZGE0NDY1

B.# Federation
. (niversity

Immunisation Verification

When you should do this task
e Get your immunisation history verified as soon as you're enrolled.
e If you need to complete outstanding vaccinations, do so before classes commence.

How to verify your vaccination status

¢ Download and print the form.

¢ Make an appointment with your GP or a registered nurse.
e Take the form to your appointment.

What to do next
1. Upload a copy of your completed form to your InPlace account.
2. Complete any outstanding vaccinations if necessary.
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https://auth-au.inplacesoftware.com/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3Dau-feduni-prod.inplace%26redirect_uri%3Dhttps%253A%252F%252Finplace.federation.edu.au%252Finplace%252F%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520inplaceprofile%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253DBHsJgzOPn5nexVxXZ2EkftG9NORY8vtl3cvPZBNEIrOUr1V0Y5PiqfqYHcBI0r0yaC-gF7RvmXH58TC0rsBWsGnnT_9PRdpkqbKskDLaCg8x-3O6BwSJRazmZfyHpcMSBW74IypaHfH4dcCjZ85HsMRffP9-0UoDmBK8mVPAl33_PWaYIMkboAUonxtP_1gqBx31_kPHbq7VWYZnOwZLfhJ0BzyPuhkB2dozhE6WzDFi8ili3FaIrw1gAdZalaCc%26nonce%3D638051894051191442.NWFmNmVmZWMtOTc5Yy00NjRlLWI0OTAtMGJhNWQwNzAxNGM4OGQ2NjFjOTEtODlkMC00MDJkLTkwMDktMGRlMTAyZGE0NDY1
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Student Placement Agreement

When you should do this task
e Complete the online survey as soon as you're enrolled.

How to complete the online survey
e Loginto InPlace.
e Click on your InPlace User Account Menu (top right corner) and go to your ‘My details’ page.
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https://auth-au.inplacesoftware.com/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3Dau-feduni-prod.inplace%26redirect_uri%3Dhttps%253A%252F%252Finplace.federation.edu.au%252Finplace%252F%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520inplaceprofile%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253DBHsJgzOPn5nexVxXZ2EkftG9NORY8vtl3cvPZBNEIrOUr1V0Y5PiqfqYHcBI0r0yaC-gF7RvmXH58TC0rsBWsGnnT_9PRdpkqbKskDLaCg8x-3O6BwSJRazmZfyHpcMSBW74IypaHfH4dcCjZ85HsMRffP9-0UoDmBK8mVPAl33_PWaYIMkboAUonxtP_1gqBx31_kPHbq7VWYZnOwZLfhJ0BzyPuhkB2dozhE6WzDFi8ili3FaIrw1gAdZalaCc%26nonce%3D638051894051191442.NWFmNmVmZWMtOTc5Yy00NjRlLWI0OTAtMGJhNWQwNzAxNGM4OGQ2NjFjOTEtODlkMC00MDJkLTkwMDktMGRlMTAyZGE0NDY1
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Consent Form to Hold and Release Information

When you should do this task
e Complete the online survey as soon as you're enrolled.

How to complete the online survey
e Loginto InPlace.
e Click on your InPlace User Account Menu (top right corner) and go to your ‘My details’ page.
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https://auth-au.inplacesoftware.com/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3Dau-feduni-prod.inplace%26redirect_uri%3Dhttps%253A%252F%252Finplace.federation.edu.au%252Finplace%252F%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520inplaceprofile%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253DBHsJgzOPn5nexVxXZ2EkftG9NORY8vtl3cvPZBNEIrOUr1V0Y5PiqfqYHcBI0r0yaC-gF7RvmXH58TC0rsBWsGnnT_9PRdpkqbKskDLaCg8x-3O6BwSJRazmZfyHpcMSBW74IypaHfH4dcCjZ85HsMRffP9-0UoDmBK8mVPAl33_PWaYIMkboAUonxtP_1gqBx31_kPHbq7VWYZnOwZLfhJ0BzyPuhkB2dozhE6WzDFi8ili3FaIrw1gAdZalaCc%26nonce%3D638051894051191442.NWFmNmVmZWMtOTc5Yy00NjRlLWI0OTAtMGJhNWQwNzAxNGM4OGQ2NjFjOTEtODlkMC00MDJkLTkwMDktMGRlMTAyZGE0NDY1
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Aged Care Statutory Declaration

When you should do this task
o Fill out and upload the form as soon as you're enrolled.

What to do after you've completed the form
e Upload a copy to your InPlace account.
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https://auth-au.inplacesoftware.com/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3Dau-feduni-prod.inplace%26redirect_uri%3Dhttps%253A%252F%252Finplace.federation.edu.au%252Finplace%252F%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520inplaceprofile%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253DBHsJgzOPn5nexVxXZ2EkftG9NORY8vtl3cvPZBNEIrOUr1V0Y5PiqfqYHcBI0r0yaC-gF7RvmXH58TC0rsBWsGnnT_9PRdpkqbKskDLaCg8x-3O6BwSJRazmZfyHpcMSBW74IypaHfH4dcCjZ85HsMRffP9-0UoDmBK8mVPAl33_PWaYIMkboAUonxtP_1gqBx31_kPHbq7VWYZnOwZLfhJ0BzyPuhkB2dozhE6WzDFi8ili3FaIrw1gAdZalaCc%26nonce%3D638051894051191442.NWFmNmVmZWMtOTc5Yy00NjRlLWI0OTAtMGJhNWQwNzAxNGM4OGQ2NjFjOTEtODlkMC00MDJkLTkwMDktMGRlMTAyZGE0NDY1
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Hand Hygiene Certificate

When you should do this task

e Complete and upload your certificate as soon as you're enrolled.

How to apply

1. Go to the National Hand Hygiene Initiative (NHHI) Learning Management System (LMS) website.

Please note: The NHHI LMS is not compatible with Internet Explorer.
2. Select 'Register a new profile’.

®ao0oTp

Enter your student email address.
Enter 'Federation University Australia' under 'Find your Organisation' and select 'Continue'
Select 'My organisation is not listed'.
Select 'Cannot find my organisation'.
Manually enter the organisation name and postal address depending on your campus:

Federation University
Australia

PO Box 663, Ballarat,
Victoria 3353

1800 333 864

Federation University
Australia

PO Box 859, Berwick,
Victoria 3806

1800 333 864

Federation University Australia
PO Box 3191, Gippsland Mail
Centre, Victoria

3841

1800 333 864

f.  Enter your personal information and create a password. Enter 'Nursing/Midwifery student

under 'Occupation’. Keep a record of your username and password.

g. Select 'Register now'.

3.
4,
5.
6.

What to do when you receive your certificate (in your student inbox)
e Upload a copy to your InPlace account.

Complete the module.

Select 'Find a new module' in the shortcuts menu.
Under 'Online Learning Module Categories' select 'Click here for hand hygiene modules'.
Enrol in the 'Hand Hygiene Nursing/Midwifery Online Learning Module'.

CRICOS Provider No. 00103D
RTO Code 4909
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https://nhhi.southrock.com/cgi-bin-secure/Home.cgi?msecs=1665548662121
https://auth-au.inplacesoftware.com/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3Dau-feduni-prod.inplace%26redirect_uri%3Dhttps%253A%252F%252Finplace.federation.edu.au%252Finplace%252F%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520inplaceprofile%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253DBHsJgzOPn5nexVxXZ2EkftG9NORY8vtl3cvPZBNEIrOUr1V0Y5PiqfqYHcBI0r0yaC-gF7RvmXH58TC0rsBWsGnnT_9PRdpkqbKskDLaCg8x-3O6BwSJRazmZfyHpcMSBW74IypaHfH4dcCjZ85HsMRffP9-0UoDmBK8mVPAl33_PWaYIMkboAUonxtP_1gqBx31_kPHbq7VWYZnOwZLfhJ0BzyPuhkB2dozhE6WzDFi8ili3FaIrw1gAdZalaCc%26nonce%3D638051894051191442.NWFmNmVmZWMtOTc5Yy00NjRlLWI0OTAtMGJhNWQwNzAxNGM4OGQ2NjFjOTEtODlkMC00MDJkLTkwMDktMGRlMTAyZGE0NDY1
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Mask Fit Testing

When you should do this task
e Book a test time as soon as you receive the Mask Fit Testing booking page link. This will be sent
to your student email prior to your placement commencing.

If you have already completed Mask Fit Testing
e A Mask Fit Test certificate is valid for 12 months.
o Upload your certificate to InPlace.

Where to do the test
e Mask Fit Testing is available at our Berwick, Mt Helen and Gippsland campuses.

About the test
o A mask will be supplied.
e The test will take 45 minutes.

What to do when you receive your certificate (in your student inbox)
e Upload a copy to your InPlace account.

CRICOS Provider No. 00103D
RTO Code 4909
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https://auth-au.inplacesoftware.com/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3Dau-feduni-prod.inplace%26redirect_uri%3Dhttps%253A%252F%252Finplace.federation.edu.au%252Finplace%252F%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520inplaceprofile%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253DBHsJgzOPn5nexVxXZ2EkftG9NORY8vtl3cvPZBNEIrOUr1V0Y5PiqfqYHcBI0r0yaC-gF7RvmXH58TC0rsBWsGnnT_9PRdpkqbKskDLaCg8x-3O6BwSJRazmZfyHpcMSBW74IypaHfH4dcCjZ85HsMRffP9-0UoDmBK8mVPAl33_PWaYIMkboAUonxtP_1gqBx31_kPHbq7VWYZnOwZLfhJ0BzyPuhkB2dozhE6WzDFi8ili3FaIrw1gAdZalaCc%26nonce%3D638051894051191442.NWFmNmVmZWMtOTc5Yy00NjRlLWI0OTAtMGJhNWQwNzAxNGM4OGQ2NjFjOTEtODlkMC00MDJkLTkwMDktMGRlMTAyZGE0NDY1
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NDIS Worker Screening Check

When you should do this task
e Apply as soon as you're enrolled. Screening can take several weeks to be processed.

If you already have an NDIS Worker Screening Check
e An NDIS Worker Screening Check is valid for five years from the date of the notice.
e Upload a copy of your NDIS clearance email to your InPlace account.

Where to apply
e Apply online via the Service Victoria website.

What you'll need to apply

e Three different identity documents

e A smartphone with a camera

Note: If the names on your identity documents don’t match, you will also need to provide:

e change of name certificate

e marriage certificate issued by Births, Deaths and Marriages (not the one you got on your
wedding day).

How to apply

1. Go to the Service Victoria website.

2. Read through all four tabs: 'Before you start', 'How it works', 'Costs' and 'FAQ'.
3. Select 'Get started' then follow the instructions.

4. At Step 4 (‘Work details") write:

Employer Id 4-GCUIY98
Legal name FEDERATION UNIVERSITY AUSTRALIA

Business name |[Federation University Australia

For additional tips for completing your NDIS application, please refer to the NDIS Instructions
document in InPlace available in the ‘Shared Documents’ tab.

What to do when you receive your NDIS Worker Screening confirmation email
e Upload a copy of the email to your InPlace account.

CRICOS Provider No. 00103D
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https://auth-au.inplacesoftware.com/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3Dau-feduni-prod.inplace%26redirect_uri%3Dhttps%253A%252F%252Finplace.federation.edu.au%252Finplace%252F%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520inplaceprofile%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253DBHsJgzOPn5nexVxXZ2EkftG9NORY8vtl3cvPZBNEIrOUr1V0Y5PiqfqYHcBI0r0yaC-gF7RvmXH58TC0rsBWsGnnT_9PRdpkqbKskDLaCg8x-3O6BwSJRazmZfyHpcMSBW74IypaHfH4dcCjZ85HsMRffP9-0UoDmBK8mVPAl33_PWaYIMkboAUonxtP_1gqBx31_kPHbq7VWYZnOwZLfhJ0BzyPuhkB2dozhE6WzDFi8ili3FaIrw1gAdZalaCc%26nonce%3D638051894051191442.NWFmNmVmZWMtOTc5Yy00NjRlLWI0OTAtMGJhNWQwNzAxNGM4OGQ2NjFjOTEtODlkMC00MDJkLTkwMDktMGRlMTAyZGE0NDY1
https://www.service.vic.gov.au/services/national-disability-insurance-scheme
https://www.service.vic.gov.au/services/national-disability-insurance-scheme
https://auth-au.inplacesoftware.com/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3Dau-feduni-prod.inplace%26redirect_uri%3Dhttps%253A%252F%252Finplace.federation.edu.au%252Finplace%252F%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520inplaceprofile%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253DBHsJgzOPn5nexVxXZ2EkftG9NORY8vtl3cvPZBNEIrOUr1V0Y5PiqfqYHcBI0r0yaC-gF7RvmXH58TC0rsBWsGnnT_9PRdpkqbKskDLaCg8x-3O6BwSJRazmZfyHpcMSBW74IypaHfH4dcCjZ85HsMRffP9-0UoDmBK8mVPAl33_PWaYIMkboAUonxtP_1gqBx31_kPHbq7VWYZnOwZLfhJ0BzyPuhkB2dozhE6WzDFi8ili3FaIrw1gAdZalaCc%26nonce%3D638051894051191442.NWFmNmVmZWMtOTc5Yy00NjRlLWI0OTAtMGJhNWQwNzAxNGM4OGQ2NjFjOTEtODlkMC00MDJkLTkwMDktMGRlMTAyZGE0NDY1
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Work Integrated Learning Declaration

When you should do this task
o Fill out the form after you have uploaded all other mandatory documents.

What to do after you've completed the form
e Upload a copy to your InPlace account.

CRICOS Provider No. 00103D
RTO Code 4909
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https://auth-au.inplacesoftware.com/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3Dau-feduni-prod.inplace%26redirect_uri%3Dhttps%253A%252F%252Finplace.federation.edu.au%252Finplace%252F%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520inplaceprofile%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253DBHsJgzOPn5nexVxXZ2EkftG9NORY8vtl3cvPZBNEIrOUr1V0Y5PiqfqYHcBI0r0yaC-gF7RvmXH58TC0rsBWsGnnT_9PRdpkqbKskDLaCg8x-3O6BwSJRazmZfyHpcMSBW74IypaHfH4dcCjZ85HsMRffP9-0UoDmBK8mVPAl33_PWaYIMkboAUonxtP_1gqBx31_kPHbq7VWYZnOwZLfhJ0BzyPuhkB2dozhE6WzDFi8ili3FaIrw1gAdZalaCc%26nonce%3D638051894051191442.NWFmNmVmZWMtOTc5Yy00NjRlLWI0OTAtMGJhNWQwNzAxNGM4OGQ2NjFjOTEtODlkMC00MDJkLTkwMDktMGRlMTAyZGE0NDY1

