
 
PILOT AGRICULTURAL EXTENSION WORK PLACEMENT PROGRAM 

Queensland Reef Water Quality Program Project plan 

 

HOST ORGANISATION  

APPLICATION KIT  
  

 Introduction  

 

The third recommendation of the Great Barrier Reef Water Science Taskforce report calls 

for more effective, targeted and coordinated extension to support large scale land 

management practice changes in the Great Barrier Reef Catchments. The report highlights 

the need to support ongoing training programs and career development for extension 

advisors. 

  

To address current extension issues, the Queensland Government has engaged 

Queensland Farmers’ Federation to deliver the Pilot agricultural capacity building 

program. This program has the following three components: 

a. Pilot building capacity in extension training through the delivery of 20 workshops 

to regional extension and advisory personnel across the Great Barrier Reef 

catchments. These workshops will aim to address identified skills and knowledge 

gaps.   

b. Pilot agricultural extension work placement program; and 

c. Assessment, evaluation and recommendations of future programs and 

investment.   

 

This document is focused on the implementation of component (b). It provides guidelines 

to assist host organisations in preparation of their application to offer a work placement 

for early career extension officers. The document provides the following information:  

 

1. Information on the Pilot Agricultural Extension Work Placement Program 

2. Grant amount 

3. Eligibility criteria and host responsibilities 

4. Selection Criteria  

5. Guide to completing and submitting an application 

6. Closing dates and selection timelines 

7. Application outcomes 

8. Contact details  
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1. Information on the Pilot Agricultural Extension Work Placement Program  

 

The purpose of the Pilot Agricultural Extension Work Placement Program is to deliver a 

pilot internship style program for up to six early career extension officers (Trainees), who 

are recent graduates (holding at least a Certificate IV in a related field) and with no more 

than two years of experience as extension officers.  

 

Trainees will be placed for one year in organisations, preferably across the six Great 

Barrier Reef catchments, to be supported by an appropriate mentor(s) who can provide 

them with on-ground experience in key extension techniques.  

 

The aim is to have a placement in each catchment if possible, or at least exposure to 

extension activities in other catchments. Hosts are encouraged to partner with other local, 

relevant organisations to strengthen their application and provide an enhanced learning 

experience for the Trainee.  

 

The process described in this document is relevant to the selection of the host 

organisation. A separate process will be undertaken to select the Trainees. The selected 

host organisations will be presented with a selection of shortlisted candidates from which 

to select their preferred Trainee.  

 

2. Grant amount  

 

Successful hosts organisations will be provided with a grant of up to $100,000 (excluding 

GST) for the pilot extension work placement program. This amount will cover: 

- A yearly salary cost for the Trainee of $60,000 plus oncost. Please note this amount 

is non-negotiable. 

- Operational costs to support the Trainee such as:  

o Office space and use of equipment necessary to complete the project  

o Supervision and mentoring costs 

o Cost of attendance to additional training activities benefiting the Trainee 

o Travel and accommodation to undertake mentoring and training activities. 

 

A break down of how the organisation will allocate these funds should be provided in 

budget section of the application form.  

 

The coordination and payment of mentors and the majority training activities is the 

responsibility of the host organisation with the exception of the following mandatory 

events. QFF will cover reasonable expenses (attendance fee, travel and accommodation) 

of the Trainee to attend: 

- the induction workshop  

- the Australasia Pacific Extension Network (APEN) to be held in Townsville from 12-

15 September 2017 

- a public forum (TBA) 
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- attendance (but not travel expenses) at workshops held in the trainees region as 

part of component A of the Pilot Agricultural Extension Workplace Placement 

Program (refer to the introduction). 

 

QFF will contribute up to $1,000 (ex GST) to the cost of travel and attendance of a selected 

mentor to the induction workshop. 

 

The grant will be paid as follows: 

- 50 per cent on signing of agreement. 

- 40 per cent will be paid six months after commencement on delivery and approval 

of a six months’ progress report. 

- 10 per cent will be paid at the completion of the activity, and on approval of the 

final report and financial acquittal report.  

 

3. Eligibility criteria and host responsibilities 

 

The following criteria outlines the responsibilities and minimum requirements for host 

organisations.  

 

Essential 

The host organisation must:  

 Be either a not for profit organisation, industry group or enterprise, Research, 

Development and Extension (RD&E) organisation or regional government 

department with significant practical and regional Queensland based operations.  

 Be actively involved in the delivery of extension or advisory services to land holders 

for Reef Water Quality outcomes.  

 Demonstrate their ability to provide professional Occupation Health and Safety 

(OHS) and Human Resources Management (HRM) services to staff, including the 

Trainee. 

 Provide the Trainee with access to appropriate mentor(s) who are recognised 

expert(s) in their field (relevant to land management in reef catchments). The 

mentor(s) will need to have the capacity to take on a Trainee (including a 

designated time to be dedicated to mentor the Trainee).  

 Where applicants are proposing to partner with one or more organisations to 

deliver the project, written letters that detail the type and scale of support is 

required for all participating organisations.  

 Provide any necessary facilities and support for the Trainee to undertake the 

activities proposed. 

 Accept and support the successful Trainee selected as per Trainees’ selection 

process. The steering committee will provide a shortlist of preselected candidates 

to selected host organisations. Each of the host organisation will indicate their 

preferred candidate, which will be considered by the steering committee. In the 

event that the preferred trainee is not willing to be placed with that organisation, 

the second preferred trainee will be offered the role. 
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 Provide documented evidence of appropriate insurance cover to protect 

themselves, the participant trainee, and QFF. This includes: Public Liability of 

$20,000,000 during the term, Worker’s Compensation as required by law, 

Professional Indemnity of $1,000,000 during the term and a further 12 months 

after completion.  

 

Preferred 

 Provide the Trainee with exposure to more than one commodity.  

 

Responsibilities of the host organisation:  

 

 Contract the Trainee for a period of one year and ensure the work program is 

completed.  

 In consultation with QFF develop a work program for each Trainee and ensure the 

key performance indicators are met. The work program will be specific in terms of 

KPIs, activities, and mentors to support the Trainee with their professional 

development.  

 The mentors and Trainees will be required to attend an induction workshop. Host 

organisations can attend at their own expense. This workshop will set out the 

expectations and requirements of the project, as well as provide an opportunity 

for participants to refine their work programs. 

 Regularly review the Trainees progress in completing the work plan, skill level and 

address any issues or concerns in a timely manner. QFF will monitor the Trainee’s 

progress through frequent (at least once a month) contact with the host 

organisation and mentor. Any issues or concerns should be raised during these 

monthly catch ups and by email to QFF.  QFF will also contact the trainee on a 

regular basis to ensure program implementation is matching their expectations.  

 Provide a six monthly progress report (based on template to be provided by QFF) 

outlining progress against milestones and the performance and achievements of 

the Trainee and the program.  

 Provide a Final report (based on template to be provided by QFF) outlining the key 

outputs achieved and an evaluation report.  

 Complete project evaluation as advised by QFF. Feedback and evaluation will be 

sought from mentors, Trainees and host organisations to ensure the program 

meets business needs (including an end of program evaluation). Evaluation 

framework and tools are currently being developed.   

 Receipt, expenditure and acquittal of funding in accordance with the terms of the 

grant.  

 Provide mentors with the time and resources to support and train the Trainee.  

 

Support the Trainee to attend all required training activities as per agreed work program 

(refer to 2. Grant Information). 
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Responsibilities of the mentors: 

 

- Have the capacity to take on a Trainee including a designated amount 

of time to be dedicated to mentoring the Trainee.  

- Attend an induction workshop.  

- Regularly review the Trainees progress in completing activities 

specified in the work program and address any issues or concerns in a 

timely manner.  

- Contribute to delivery of progress report and the Final report as 

requested by the host organisation.  

- Complete project evaluation as instructed by QFF.   

 

Please see Pilot Agricultural Extension Work Placement Program Framework flow chart 

(Appendix A) for an overview of the program logic. More information will be provided at 

the induction workshop.  

 

4. Selection Criteria 

 

Applications of interested host organisations will be assessed by the project’s steering 

committee against the following criteria:  

 

 Quality of the proposed mentors, which must be demonstrated in their ability to 

support the Trainee and their knowledge and reputation in areas of expertise 

needed to deliver Reef health outcomes.  

 Degree to which the organisation(s) has the resources and capacity to provide an 

appropriate learning environment for the Trainee. 

 Degree that the organisation(s) projects and activities are delivering and aligned 

to the Reef Water Quality Outcomes.  

 

The steering committee (comprising of members of the Department of Environment and 

Heritage Protection (EHP), the Queensland Department of Agriculture, as well as non-

government members representing the interest of the industry including members of the 

Reef Alliance and RJSA) will select a selection panel.  

 

The selection panel will make recommendations to EHP, who will then make the final 

decision of whether to approve the funding grant or not. The Department’s decision will 

be final and no further consideration entered into. 

 

5. Guide to completing and submitting an application 

 

The application should provide an overview of the projects and activities you anticipate 

the Trainee will be involved in during the year. It is important that these activities help 

increase the Trainee’s capability as an extension advisor to deliver services aligned to the 

Reef Plan. If successful, a more detailed work program will be negotiated at the start of 

the project.  
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If applying as a consortium, the lead organisation must complete the application form and 

identify other members of the proposed consortium in the application. The application 

must include a letter of support from each organisation involved and include the following 

information:  

- The name and ABN of the organisation. 

- Overview of how the organisation will work in partnership with the other 

organisations to provide mentoring to the Trainee.  

- Confirmation of any cash or in-kind contributions, such as exposure to other 

mentors and experts.  

 

QFF requires the following items to complete the application: 

- A completed host organisation’s application form  

- Mentors’ CV as well as an email or letter stating their commitment and support. 

- If applying as a consortium, emails containing letters from partnering 

organisations.  

 

6. Closing dates and selection timelines 

 

Applications must be submitted to diana@qff.org.au by 5pm on Monday 1st May 2017.  

 
The following sequence outlines the work placement cycle. 

Event Proposed Date 

Call for Host organisations  7 April 2017 

Application period closes 1 May 2017 

Selection Committee meet to select host organisations  Early May 2017  

Host organisations advised on selection outcomes Mid May 2017 

Selected host organisations presented with shortlisted applicants Early June 2017 

Trainees advised on selection outcomes  Mid to late June 2017 

Host organisation grant agreements signed Mid July 2017 

Proposed starting date for selected Trainees  1 August 2017 

Induction workshop completed and work program developed August 2017 
These are tentative dates. The applicant will be advised of any changes.  

 

7. Application outcomes 

 

Applicants will be advised of the outcomes of the application via email within 30 days after 

the application closing date or as soon as an outcome to their application is determined.  

 

If the application is successful, the organisation must enter into a legally binding 

document with QFF. This grant will use EHP’s terms and conditions.  

 

The final agreement will be agreed and signed between QFF and the host organisation.  

 



7 
 

A separate selection process will take place to preselect Trainees. The selected host 

organisations will be provided with a shortlist of preselected candidates. The host 

organization will then select and make an offer to the candidate they deem most 

appropriate candidate from this pool.  

 

If the offer is accepted, the selected host organisation will directly contract the Trainee. 

This contract will need to be aligned to the terms and conditions of the agreement 

between the host organisation and QFF.  

 

8. Contact details  

 

For any queries related to the Pilot Agricultural Extension Work Placement Program 

contact Dr Diana Saunders at diana@qff.org.au or phone 38374726.  

  

mailto:diana@qff.org.au
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