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 Introduction  

 

The Queensland Government’s Reef Water Quality Program (QRWQP) has engaged 

Queensland Farmers’ Federation to deliver the Agricultural Extension Work Placement 

Program (AEWPP).  
 

The AEWWP was established by the Rural Jobs and Skills Alliance (RJSA) led by QFF to 

explore innovative opportunities for building extension capacity to address the increasing 

workforce demands of the Australian agriculture sector. 

  

The program has been running since 2017, with 21 graduates from the program. See attached 

program synopsis for more information about the results and benefits achieved to date.  

 

The program continues to: 

 

❖ Attract and train new employees to address the current extension staff shortage 

previously identified  

 

❖ Transfer knowledge of experienced extension staff with strong networks with farmers 

in Great Barrier Reef (GBR) catchments to early career extension officers to improve 

their employability and work readiness, and to undertake jobs that are likely to become 

available in forthcoming years. 

 

❖ Augment host organisations’ capability/business delivery provide training 

opportunities for mentors to enhance capability in staff management, engagement, 

workforce planning and ‘fresh eyes’ and increasingly over the year additional valuable 

work ready employee and enhanced networks. 

 

With funding provided through the Queensland Reef Water Quality Program (QRWQP), the 

project will provide a work placement program for an additional eight early career extension 

officers to increase their capacity to support land management practice change across the GBR 

catchments.   
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Trainees will be placed in organisations across GBR catchments, to be supported by 

appropriate mentor(s). Trainees and mentors will have access to development and training, 

broadening networks and enhancing host organisations’ capabilities to deliver extension and 

advice services. Outcomes will also support the delivery of services aligned to the Reef 2050 

Water Quality Improvement Program. 

 

This Application Kit aims to assist interested organisations to prepare their application to be a 

host within the AEWPP 2020-2022, providing information with respect to: 

 

1. the Agricultural Extension Work Placement Program  

2. Grant amount 

3. Eligibility criteria and host responsibilities 

4. Selection criteria  

5. Guide to completing the application  

6. Closing dates and selection timelines  

7. Application outcomes  

8. Contact details  

  

The process described in this application kit is relevant to the selection of the host organisation. 

A separate information kit and process will support the selection of the trainees in partnership 

with selected host organisations. 

 

1. About the Agricultural Extension Work Placement Program 2021-22 

 

The purpose of the AEWPP is to deliver an internship-style program for up to eight early career 

extension officers (trainees), who are recent graduates (holding at least a Certificate IV in a 

related field) and with no more than one year of experience as extension officers.  

 

 

 

 

 

The program design has been enhanced post the 2019 AEWPP evaluation. It will operate in similar 

style to the 2019 program, with a few improvements: 

- Extended work placement for 15 months (versus 12 months) to enable the trainees to embed 

their skills and allow host organisations to capture the benefits of a work ready employee. 

- An enhanced trainee selection process to be confirmed with selected host organisations. 

- Continues the joint work plan with flexible and targeted options around training opportunities 

to better allow a balance between workplace experience and formal training opportunities. 

- A shared funding model between AEWWP and host organisations for trainees’ salaries.  The 

AEWWP will continue to cover costs for training and key workshops for both trainees and 

mentors.  This responds to feedback from host organisations regarding the benefits of the 

trainee for their organisations, the desire for a stronger stake in in the trainee work program, 

and enabling an extended work placement whilst being cost-effective. 
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Program arrangements: 

 

❖ Trainees will be employed for 15 months by organisations, preferably across eight GBR 

catchments, to be supported by an appropriate mentor(s) who can provide them with 

on-ground experience in key extension techniques.  

 

❖ The program will aim to have a placement in each catchment if possible, which will 

allow exposure of the cohort to extension activities across various catchments. 

 

❖ Trainees will be placed in suitable host organisation(s) in accordance with a grant 

agreement (the grant).  

 

❖ Hosts are encouraged to partner with other local relevant organisations to strengthen 

their application and provide an enhanced learning experience for the trainee.  

 

❖ The trainee recruitment process will be established in consultation with the selected 

host organisations and the steering committee.  

 

❖ A steering committee guides the development and delivery of the work placement 

program. Members of the steering committee include Queensland Farmers' Federation, 

members of the Rural Jobs and Skills Alliance, Queensland Government (as program 

investor) and independent and expert advisors.  

 

❖ With the guidance from the steering committee, QFF will manage the program, 

coordinating the delivery of all program activities, and the effective management of the 

work placement process. 

 

The trainees are managed as a cohort which is critical to deliver the outcomes of the 

program facilitating and supporting connections between graduates, mentors and host 

organisations.  QFF has managed the previous cohorts and developed a strong cohort 

of alumni that will be available to support the successful trainees. QFF has also strong 

links to the training sector, industry organisations and the extension network due to the 

multiple projects. In particular, the AWEPP is part of the initiatives supported that the 

QFF lead Rural Jobs and Skills Alliance (RJSA) support in its aim to ensure a 

sustainable agriculture workforce for Queensland. Eligibility criteria and host 

responsibilities. 

 

❖ Host organisations will work with QFF and the steering committee to confirm and 

support the trainee selection process and trainee arrangements as well as program 

design and delivery through the year. 
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❖ Organisations that have previously participated as host organisations in the ‘Pilot 

agricultural capacity building program’ and the Agricultural Extension Work 

Placement Program (2019-20) are welcome to apply. Having previously participated in 

the pilot program will not provide any advantage or disadvantage in the selection 

process.  

 

2. Grant amount  

 

QFF will provide a grant to cover: 

- Contribution to the trainee industry placement in host organisation 

- Specific training, networking, and evaluation activities for trainee and mentor 

 

Contribution to industry placement: 

 

Successful hosts will be provided with a grant of up to $60,000 (excluding GST) for the work 

placement program. This amount will contribute to: 

- the 15 months’ salary. The salary package (salary base plus super) will be the same for 

all trainees. The amount of this package, the terms and conditions of employment and 

pay scales will be established between QFF in consultation with the successful host 

organisations.  

- the operational costs needed 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 

 

The grant will be paid as follows: 

- 10 percent in the signing of the agreement 

- 40 percent on attendance to the induction workshop, submission of the mentor 

agreements and trainee’s work program finalised 

- 40 percent will be paid eight months after commencement on delivery and approval of 

an eight months’ progress report 

- 10 percent will be paid at the completion of the activity, and on approval of the final 

report and financial acquittal report. 

 

Specific training, networking and evaluation activities: trainee 

 

QFF will cover reasonable expenses (attendance fee, travel and accommodation) of the trainee 

to undertake/participate: 

- online pre induction training to assist trainees in preparing them for farm work and 

staying safe by understanding workplace health safety in farms   

- the induction workshop (to take place within the first two weeks of commencement) 

- two of the University of Melbourne training modules for advisors 

- the Australasia Pacific Extension Network (APEN) or similar event to be held in 2021 

- a bus trip/activity to expose the trainee to different extension practices 

- the mid-year review workshop 
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- the final evaluation event. 

 

On request to QFF, the trainees will also be provided with up to $4,000 to cover training 

activities that aligned to the trainees’ role and work plan activities. The training will be selected 

by the trainee in consultation with the mentor. QFF will assess and approve the training upon 

request made by the mentor indicating the value of the proposed training to the trainees’ role.   

 

The trainee will have the opportunity to have access to an external mentor/coach to be selected 

by the trainee from an external pool of mentors (out with the host organisation/s) with costs 

covered under the AEWPP/QFF.  

 

Specific training, networking and evaluation activities: mentor 

 

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

a selected mentor to each of the following activities: 

- the induction workshop 

- the mid-year review workshop  

- the final evaluation event 

 

QFF will also cover the cost of attendance of the mentors to a selected mentoring training 

program to build their abilities in providing advice and guidance to the trainees (travel and 

accommodation excluded). The delivery of the mentoring training program will be coordinated 

by QFF.  

 

Outside the training events covered by QFF, attendance to any other training activities and all 

other expenses will need to be covered by the host organisation.  

 

3. Criteria and minimum requirements to be host organisation 

 

Essential 

 

The host organisation must:  

- Be either a not for profit organisation, industry group or enterprise, or RD&E 

organisation with significant practical and regional Queensland based operations.  

- Be actively involved in the delivery of extension or advisory services to landholders 

for Reef water quality outcomes.  

- Demonstrate their ability to provide professional Occupational Health and Safety 

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

trainee. 

- Support both the mentor and the trainee with their skills development and resources to 

fulfil the program requirements.  

- Provide the trainee with access to appropriate mentor(s) who are recognised expert(s) 

in their field (relevant to land management in GBR catchments). The mentor(s) will 

need to have the capacity to take on a trainee (including a designated time to mentor 
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the trainee). It is expected that the mentor will be required to dedicate at least four hours 

a week to these mentoring activities.  

- 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 are required form 

intended collaborators.  

- Provide any necessary facilities and support for the trainee to undertake the activities 

proposed within the program. 

- Assist with the trainee recruitment process: 

o Briefing and selection of Potential trainees through an open and transparent 

process based on a set of specific criteria agreed by host organisations and 

steering committee.  

o Create a position description will be done for each trainee position related to 

the selected host organisation/arrangement.   

- Provide evidence of appropriate insurance cover to protect themselves, the participant, 

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 12 months after completion.  

- A consortium may apply, ie. two or more entities working together to combine 

capabilities to mentor the trainee/s and employed with an agreed work program.  The 

organisation that submits the grant will be considered the applicant and lead 

organisation.  If selected, only the lead organisation will be required to enter the 

agreement with QFF.  

 

Preferred 

- Provide the trainee with exposure to more than one commodity e.g. within/adjacent 

GBR catchments, across advisory organisations, shared projects, etc.  

 

Host contributions 

 

The host organisation must:  

- Provide a level of a contribution in cash and in kind to the project (i.e. additional 

mentoring cost, salary, car allowance, training, etc.).  

- Contribute up to 50% of trainee salary for the period of the work placement. It is 

anticipated this will be a base salary will be set between $50K and $60K p.a., but the 

final salary for all trainees will be set in consultation with host organisations.  This is 

counted towards the cash contribution. 

 

A breakdown of how the organisation will allocate these funds should be provided in the budget 

section of the application form. The level of co-contribution made by the host organisation will 

be one of the factors considered in the selection process.  

 

Responsibilities of the host organisation:  

 

- Contract the trainee for a period of 15 months and ensure the work program is 

completed. 
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- In consultation with QFF develop a work plan for each trainee and ensure the key 

performance indicators are met. The work plan will have specific and clear KPIs, 

activities, and mentors to support the trainee with their professional development.  

- The mentors and trainees will be required to attend an induction workshop. Additional 

staff from the host organisations can attend at their own expense. This workshop will 

set out the expectations and requirements of the project, as well as an opportunity for 

participants to refine their work plans. 

- Regularly review the trainee's progress in completing activities specified in the work 

plan and address any issues or concerns promptly. QFF will monitor the trainee’s 

progress through frequent (quarterly) contact with the trainee, the host organisation and 

the mentors. Any issues or concerns should be raised during these monthly meetings 

and by email to QFF.  

- Provide an eight-monthly progress report (based on a QFF provided format) outlining 

progress against milestones and the performance and achievements of the trainee and 

the program.  

- Provide a final report (based on a QFF provided format) outlining the key outputs 

achieved and an evaluation report.  

- Complete project evaluation (based on QFF provided format/process). 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).   

- 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.  

- Provide the trainee with support to engage with an external mentor from the pool of 

mentors available through APEN.  

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

(refer to item 2. Grant Information). 

 

Who can be a mentor? 

- Mentors should be recognised expert(s) with supporting networks in their field (relevant 

to land management in GBR catchments).  

- The mentor(s) will need to have the capacity to take on a trainee (including a designated 

time to be dedicated to mentor trainee). 

- Willingness to engage in the program with other mentors and mentee to maximise 

program benefits for the cohort and for the host organisation   

 

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. 

- The mentors will be required to attend an induction workshop, the mid term workshop 

and the final graduation event 

- In consultation with QFF, develop a work plan for the trainee. 

- Complete and agree to a mentoring agreement specifying the mentoring activities. 

- Complete mentoring activities as specified on the mentoring agreement.  

- Complete mentor training sessions. 
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- Regularly review the trainee's progress in completing activities specified in the work 

plan and address any issues or concerns promptly.  

- Contribute to the progress report and the final report as requested by the host 

organisation.  

- Complete project evaluation as instructed by QFF.   

 

4. Selection Criteria 

 

The project’s steering committee will assess applications from interested host organisations 

against the following criteria:  

 

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

the trainee and their knowledge and reputation in the areas of expertise needed to 

deliver Reef health outcomes.  

 

Note: The potential host organisations are not required to have selected the external 

mentor/coach from the APEN network or extension expert external to their host 

organisation. The trainee will have the opportunity to choose the external 

mentor/coach after their engagement, post design of their work plan. 

  

- The degree to which the organisation(s) has resources and capacity to provide an 

appropriate learning environment for the trainee. 

- The degree to which the organisation(s)’ projects and activities are delivering and 

aligned to the Reef 2050 Water Quality Improvement Plan (WQIP) established outputs 

and outcomes.  

- The degree to which the projects will provide an opportunity for the trainee to develop 

skills as an extension officer.  

- In-kind and cash co-contribution made by the host organisation towards providing the 

trainee with a valuable training experience.  

 

A selection panel will be appointed by the steering committee.  

 

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

of whether to approve the grant or not. The Department’s decision will be final, and no further 

consideration will be given or entered into. 

 

5. Guide to complete and apply 

 

The application should describe activities and projects the trainee is to be involved in during 

the year. It is essential that these activities help increase the trainee’s capability as an extension 

advisor to deliver services aligned to the Reef 2050 WQIP1. If successful, a more detailed work 

program will be negotiated at the start of the project with the trainee. 

 

 
1 https://www.reefplan.qld.gov.au/ 
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The quality of mentors and their commitment to the program is an essential component towards 

achieving the desired outcomes. Applications will not be considered complete until the 

curriculum vitae (CV) and letters of support from identified mentors are supplied. 

Organisations are required to provide details of their selected mentors. The trainee will select 

an additional external mentor (from the APEN network) after commencement. 

 

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 cash or in-kind contributions, such as exposure to other mentors and 

experts.  

 

QFF requires the following items for a complete application: 

- A completed Host organisation’s application form.  

- Mentor(s) CV. 

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

is the applicant’s responsibility to ensure QFF receives letters by the close of business 

8th November 2020.   

- To help us with the process of trainee selection, please submit a position description 

describing the candidate you will be looking for including, their skill requirements and 

attributes, and describing their responsibilities.  A draft version is provided, please feel 

free to modify this to fit your requirements.  If successful you will be provided with an 

opportunity to refine further before the trainee selection process starts.  

 

6. Closing dates and selection timelines 

 

The completed application form, CV from mentors and draft trainee position description 

should be emailed to diana@qff.org.au by 5:00pm, 8th of November 2020. An online Q/A 

session is scheduled for the 26th October at 9:30 am.   

 

The following sequence outlines the proposed work placement cycle. 

 

Event Anticipated Date 

Call for host organisations  15th October 2020 

Online Q/A session – zoom  26th October 2020 

Host’s Application Proposals due to QFF 8th November 2020 

Selection of host organisations  Mid-November 2020  

Recruitment process for trainees November – February 

2021 

Host organisations grant agreements signed Before 1st March 2021  
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Event Anticipated Date 

Latest date for selected trainees to commence  Before 1st March 2021 

Induction workshop and work plan completion  15 days after 

commencement  

Implementation of work plans and program activities and training Ongoing throughout the 

year 

Completion of work placement  15 months after 

commencement 

 

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 grant application is determined.  

 

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

with QFF. This grant will use the DES’ terms and conditions.  

 

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

 

A separate process will be undertaken to select the trainees. The trainee recruitment process 

will be implemented in consultation with the selected host organisations and the steering 

committee. 

 

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 Agricultural Extension Work Placement Program contact Dr 

Diana Saunders at aewpp@qff.org.au or phone 07 38374726.  

mailto:aewpp@qff.org.au

