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Placement Offers
Viewing, Adding, Editing, and Removing 

Health Providers

Placement offers are created by Health Providers in clinical areas for particular 
professions. 

A placement offer without placement offer details is an ‘expression of interest’ 
in providing a placement. Education providers can contact the health provider 
to discuss the offer.

Placement offer details outline the 'period of time' a placement can take place 
and number of students by year  that can be accommodated. 

A request can only be made against placement offer details  - not a 
placement offer on its own.

Health Provider: How-To View, Add, Edit, and Remove Placement Offers
Viewing, Adding, Editing, and Removing Placement Offers
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Adding placement offers

➢ Click on Planning > Placement offers.

From here, you will be able to view, add, edit and remove your placement offers.

This button allows 
you to add a 
placement offer

This drop-down 
button allows 
you to Edit or 
Remove a 
placement offer

Health Provider: How-To View, Add, Edit, and Remove Placement Offers
Viewing, Adding, Editing, and Removing Placement Offers
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➢  Click on Add placement offer.

Fill in the details specified to create a placement offer..

The health provider is automatically pre-filled, the required 
fields are indicated by a * (star).

As you make selections, more options may become available.

Click on Select to choose the clinical area 
you are creating a placement for

Once you have selected a Clinical Area, Region will automatically pre-fill and the Profession box 
will become visible. 

➢ Click on the Profession box and select the applicable profession from the drop-down options.

The Region is pre-selected.

The options available in the Profession box is determined by 
the clinical area you have previously selected.

Health Provider: How-To View, Add, Edit, and Remove Placement Offers
Viewing, Adding, Editing, and Removing Placement Offers

Add a placement offer

Only those created for your organisation are available to select. If the Clinical area you wish to 
select is not there it will need to be added (> Settings / Manage Clinical areas) 
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➢ Add additional information for Students

These fields are not mandatory but is a place to provide 
helpful information for Education Providers and Students to 
help with expectations and to make sure the process is as 
smooth and transparent as possible.

Click on Offer requirements to list what 
the individual will require for this 
placement e.g., Access to own transport

Health Provider: How-To View, Add, Edit, and Remove Placement Offers
Viewing, Adding, Editing, and Removing Placement Offers

Click on Learning opportunities to 
describe the types of learning you are 
offering e.g., 

Click on Additional notes to put in 
anything additional that you think an 
individual will need if they wish to be 
placed at this facility e.g., Placements 
unavailable on Fridays

Click on Continue once 
you have finished 

Add a placement offer
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On this edit page you can:
• Add placement details
• Add information to the Offer requirements, Learning opportunies, and Additional notes.
• Update the placement offer

Health Provider: How-To View, Add, Edit, and Remove Placement Offers
Viewing, Adding, Editing, and Removing Placement Offers

Add placement offer details

Once you have completed 
filling in all the required fields 
(plus any other information 
you wish to add), click 
Update placement offer. 

All required fields on a 
Placement offer should have 
information displayed.
This form will allow you to 
add and change additional 
details
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On this page you can Add placement offer details, which will specify the start and end date, 
student capacity, and the student level (e.g., under-grad Year 4) required at the selected 
placement.  

Health Provider: How-To View, Add, Edit, and Remove Placement Offers
Viewing, Adding, Editing, and Removing Placement Offers

Add Placement offer details

➢ Click on Add placement offer details.
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➢ Click on Add placement offer detail.

➢ Fill in the mandatory fields

Please note that until you have filled in all of the fields (dates, availability and 
capacity), this placement offer details cannot be published or have a 
placement request against it

Health Provider: How-To View, Add, Edit, and Remove Placement Offers
Viewing, Adding, Editing, and Removing Placement Offers

Add Placement Offer details
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➢ Click on Submit.

After you click Submit, you will be taken back to the Edit a placement offer page and this 
record will now show in the Add placement offer details section. 

Information you have already entered will be used to pre-populate fields. You can either edit it 
now or come back and edit this placement offer at a later stage from this page. 

Health Provider: How-To View, Add, Edit, and Remove Placement Offers
Viewing, Adding, Editing, and Removing Placement Offers

Add Placement Offer Details



1 HP - Placement requests - view, filter, edit, and approve-decline
Glossary of Terms

Glossary of Terms

Definition of terms used in this how-to guide:

Terms used Definition 

Expression of Interest

A published placement offer without placement offer details 
is an expression of interest in providing a placement. 
Education providers can contact the health provider to 
discuss the offer.

Placement offer
Placement offers are created by Health Providers in 
clinical areas for particular professions. 

Placement offer detail

Placement offer details outline the period of time a 
placement can take place and number of students that 
can be accommodated. 

IMPORTANT: A placement request can only be made 
against placement offer details - not a placement offer 
on its own. Placement offer details outline the 
profession, period of time, and number of students 
that can be accommodated in a clinical area.


	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10

