
Online WIL
(Work Integrated Learning)
A STUDENT GUIDE



Why this guide?
Students, this guide is for you if you are going to undertake a WIL (Work Integrated 
Learning) placement, project or assignment that is offered wholly online or in a blended 
onsite and online mode.
The guide has three parts:
	♦ what to think about and do before your online placement/project
	♦ what to think about and do during your online placement/project
	♦ what to think about and do after your online placement/project

Online WIL guide at a glance
The table below summarises the key points in the guide.

Key benefits of online WIL        Pages 4

Online WIL enables you to:

 ♦ apply disciplinary knowledge and 
skills to learning in the workplace and 
with professional personnel.
 ♦ develop transferable employability 
skills, such as teamwork, problem 
solving, digital literacy, self-
management and other graduate 
capabilities and attributes.

 ♦ have real-world and real-work experience 
online instead of onsite. Online WIL has 
become more important than ever before 
because much more work is now conducted 
online and online WIL reflects this. However, 
some practice-based WIL continues to be 
necessary in some disciplines, e.g. clinical 
practice in health.

Before your online WIL project/placement      Pages 5-6                                                                                                                     

Prepare for your WIL assignment by:

 ♦ researching the position/project; 
 ♦ having an up-to-date resume;
 ♦ following the University application process;
 ♦ ensuring internet access and suitable, 
security-safe electronic device/s;

 ♦ establishing a suitable and private work-
station;
 ♦ preparing mentally for your project; and
 ♦ undertaking your University’s WIL 
preparation modules.

Once you have secured a placement or project ensure that you:

	♦ have a formal agreement 
between your University and host 
organisation;
	♦ understand your obligations; and  

	♦ have an Individual Learning Plan between 
you, your academic supervisor and workplace 
supervisor;
	♦ set realistic expectations.
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During your online WIL project/placement     Pages 7-12                                                                                                                                  

Prior to your first meeting:

 ♦ avail yourself of induction session/s into the 
organisation; 
 ♦ check devices and internet connections 
again;
 ♦ establish a safe, private and professional 
workstation; 

 ♦ set up appropriate background and 
lighting for online meetings;
 ♦ employ safe online work practices; and 
 ♦ dress professionally.

Preparing for the first meeting 

	♦ prior to your first online meeting make sure that you know the time and  purpose of your 
meeting, with whom you’ll be meeting and the technicalities of participating in an online 
meeting.

Day 2 and onwards, it is recommended that you:

	♦ be available and present on the job as 
required by your host-organisation;
	♦ follow the organisation’s policies and 
practices;
	♦ establish yourself as a valuable, reliable and 
productive employee;
	♦ communicate professionally: verbally, 
non-verbally and all forms of written 
communication;
	♦ ask for help only after you have exhausted 
your own problem-solving strategies; 
	♦ engage constructively with feedback from 
your supervisor and work colleagues;

	♦ use this WIL experience to become 
a reflective practitioner and ongoing 
learner;
	♦ use this WIL experience to learn 
about the nature of work and work 
relationships; 
	♦ use this WIL experience to harness your 
networking opportunities within the 
organisation and outside;
	♦ seek exit feedback from your workplace 
supervisor; and 
	♦ personally thank your supervisor for your 
experience.

After your online WIL experience      Pages 13-14

	♦ thank your supervisor formally in writing; 
	♦ evaluate your WIL experience;
	♦ stay in contact with members of your team 
and host organisation; 

	♦ strengthen your professional profile and 
update your resume; and  
	♦ celebrate your achievement and seek 
further WIL opportunities and work 
opportunities.

2



  

How can an online WIL placement or project help 
develop my employability skills?

Employability skills are the transferable skills which most employers want, in addition 
to disciplinary expertise. These skills, sometimes called graduate attributes or graduate 
capabilities, include skills in communication (oral, written, interpersonal, non-verbal, 
cultural), critical thinking, problem solving, teamwork, ethical conduct, organisation 
and planning, leadership, self-management, global citizenship and digital literacy. WIL 
placements and projects enable you to develop these skills within a workplace context.
Additionally, an online placement/project enables you to benefit from the following:

	♦ gain work experience in the sector you wish to pursue, or explore sectors of which 
you are uncertain;

	♦ gather industry information and insights;
	♦ offer skills to industries that are changing, e.g. virtual communication technology 

and software skills;
	♦ increase in digital work-based skills in a range of different formats e.g. 

communication skills in video discussions, email, phone, online project management 
tools, online presentations, and instant messaging;

	♦ build your confidence in interacting and working with professional personnel or 
clients; 

	♦ make valuable connections with industry/sector professionals, especially workplace 
mentors, coaches and colleagues; 

	♦ increase autonomy and responsibility in undertaking work projects independently; 
	♦ apply disciplinary and theoretical knowledge that you learnt in the classroom to 

workplace practice; 
	♦ adopt a global mindset, which could inspire you to seek international opportunities 

or further your global connections and experience; and 
	♦ exercise creativity, ingenuity and initiative where possible.

What is WIL? 
Work Integrated Learning allows you, the student, to gain practical experience of working 
in, for or with an organisation or with professional personnel. This experience enables 
you to apply your disciplinary skills to the workplace and professional work experiences. 
It also enables you to develop transferable employability skills and graduate capabilities, 
much sought after by employers, such as problem solving, teamwork, critical thinking 
and communication skills. It is enormously valuable for you to be able to include this 
experience and skills development in your resume/CV, your LinkedIn profile and any other 
recruitment avenue.
The main forms of WIL likely to be offered to you within your course/program are:

	♦  placements (including internships, co-op years, clinical practice, practicums); or
	♦  major projects with industry or community partners. Projects may include problem-

based or scenario-based projects, consultancies, hackathons, competitions, or 
entrepreneurship projects.

Simulated workplace environments are also a significant form of WIL because they 
emulate an actual workplace. Industry/community partners may be involved in these 
simulated workplaces as co-designers; mentors and coaches; Question & Answer 
leaders; and the providers of feedback. Examples of simulations include: simulated school 
classrooms, arts studios, business offices, clinics, galleries, performance spaces, trading 
floors and moot courts.

Is online WIL the same as onsite WIL?
The answer is both YES and NO! 
YES if you work in sectors where consultancies and contract work are common such 
as IT, finance, marketing, software development, journalism, insurance, and some 
creative industries. In these situations you, as a contractor or consultant, might never 
enter a workplace or physically meet with your “employer” but instead you’ll conduct 
vital work with the organisation online. The industry partner might want you to solve an 
organisational problem; create and/or develop an idea, strategy or approach; develop an 
implementation or evaluation plan; or work on a range of other assignments. If this is the 
nature of your WIL project then your online WIL project strongly reflects the nature of real 
work practices and so YES, online WIL equates with located WIL. In some cases, online 
WIL may be even better because it might enable you to reach clients and industry partners 
globally.
NO, if onsite and practical experience is critical in the sector in which you work such as 
health, engineering, science and to some extent, education. Roads and bridges will need 
to continue to be built, operations performed and experiments conducted, all of which 
need hands-on skills, and thus, the continued need for located WIL. However, some 
aspects of work in these sectors may be able to be transformed from an onsite delivery 
to an online delivery, for example, physically located health visits converted to telehealth 
sessions or site visits converted to virtual images and modelling. Nevertheless, at some 
stage these converted online activities will need to be augmented by located application. 
Many workplaces will increasingly operate in a hybrid or blended way, and so this is what 
can also be expected of WIL. Students are encouraged to be flexible, open-minded and 
adaptable in how they face an increasing transition to an online environment, both for work 
and for WIL. 
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   Checklist: How can I make the most    
out of my online WIL placement or project? 

Before your online WIL experience

Check that you are ready with the following preparation: 
	9  Research: Have you researched placement and project opportunities? University services 

are a great source of opportunities but you can also source your own project or placement. 
For example, you could approach your local gym and ask them if you could work on a 
marketing plan to increase their membership. Think about other leads such as community 
organisations or international organisations that you could approach. Bring these 
suggestions to your University for their approval and formal agreement.

	9  Resume/CV: Do you have an up-to-date resume/CV on hand? Have you practised your 
online interview skills?

	9  Application process: Have you checked with your unit of study Coordinator, Faculty or 
WIL teams what the application process entails? Do you need to submit an Expression of 
Interest, a full position application or other?

	9  Internet connection and electronic devices: Ensure that you have access to a computer, 
not just a phone or tablet. Test your internet capability to ensure that you can stay 
connected for a day full of video meetings. Some organisations will require you to log into 
their Virtual Private Network (VPN) to access secure servers and software, which requires 
you to keep an internet connection active all day. If you are unable to access this from your 
home, or if a pre-paid option does not work, explore potential options with your University. 

	9  Secure computer: Make sure that you have virus protection on your computer to 
ensure that it is free from malware and hacking threats. Use the University’s or the host 
organisation’s VPN and email address where possible. 

	9  Workstation: Have you established a safe and private work-station? Consider the WIL 
project/placement as a professional job not a student assignment. Ensure that details of 
meetings are private and that you will not be interrupted. Do not have clothes or clutter 
lying around and think about the visuals of your background (e.g. blank wall, bookshelves, 
blurred or filtered background, or some other professionally suitable virtual background).  

	9  Mental preparation: Have a clear idea of what you will be doing during your online WIL 
experience. Know the when and where of your placement, and how to participate online. 
It is also important to understand everyone’s roles and expectations before you start. Your 
lecturer and/or University will help you get ready for WIL but you can also work on some 
preparation yourself. Be prepared to set your own schedule and manage your time to a 
certain extent, although this will vary according to the demands of your WIL assignment. 

	9  Online WIL project/placement preparation Have you taken advantage of WIL 
preparation resources provided by your University? Do you know what is expected of you 
to meet the requirements of your unit/course as well as of your placement? Tips can be 
found in the following link https://www.international-students.acen.edu.au

 

Once you have secured the project/placement check that you:
	9 Have a formal agreement. Has a formal agreement been signed between your University 

and partnering organisation which covers legalities, IP obligations, workplace regulations, 
protocols and responsibilities?  

	9 Have an Individual Learning Plan between you, your academic supervisor and your 
workplace supervisor that outlines:

	♦  your workplace objectives, that is, the learning objectives and deliverables related to 
the project or activities in the workplace; 

	♦  your academic objectives, that is, the learning objectives and deliverables related 
to the assessment requirements of your unit of study. Check if your workplace 
supervisor will also provide you with formal feedback on your assessment; 

	♦  the roles and responsibilities of the organisation (your supervisor) and you; and 
	♦  the logistical details of the WIL experience (time, schedule, duration).

	9  Understand your obligations. Are you clear on your role, responsibilities and 
expectations such as understanding:

	♦  what your online placement or project will entail;
	♦ what you are required to do;
	♦ what standards you are expected to meet; and
	♦  how you can contribute.

WIL is an opportunity to offer fresh and new ideas to organisations but it also provides you 
with the chance to learn:

	♦  how organisations operate; 
	♦  how they fit into industries/sectors; 
	♦  the requirements of specific jobs or projects;
	♦  the roles played by different personnel; 
	♦  the terminology used within organisations/sectors; 
	♦  how theory is applied (or not) to the real world; and 
	♦  by reflecting on your WIL experience reflective practitioner. 

	9  Manage your expectations. Be realistic about the scope of work you can undertake 
during your WIL experience and check with your lecturer or mentor whether or not your 
expectations are realistic. 
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During your online WIL project/placement

Day 1: Prior to your first meeting:
	9  avail yourself of induction into the organisation. Check if your organisation has an 

induction session, either with personnel or an online module/video to orient you into 
the organisation. Induction sessions often cover the organisational purpose and values, 
structure, key personnel, policies, rules, regulations and protocols. They are also likely to 
cover specific information about your work department or work team;

	9  check devices and connections again to ensure that they work and that you are able to 
meet the requirements of the organisation; 

	9  establish a safe, private and professional workstation that has no interruptions, 
portrays a suitable visual background and is an ergonomically suitable workspace (e.g. 
solid chair, good computer height, lighting);

	9  employ safe online work practices such as using your University email rather than your 
private one; use multi-factor authentication for passwords where possible; create secure 
passwords and be alert to cyberthreats in all online communication; and

	9  dress professionally. Your role is now similar to that of an employee or professional 
consultant, and not one as a student, so ensure that you have suitable attire to present 
professionally. If on a limited budget, many Opportunity Shops have a very inexpensive 
range of quality business clothes.

Preparing for the first meeting 
	9  Prior to the online meeting, make sure that you know:

	♦ with whom you’ll be meeting;
	♦  what the purpose of the meeting is. Is it just an informal meet-and-greet with your 

supervisor, and/or team, or is it a formal meeting to discuss roles, responsibilities and 
your work assignment?;

	♦  how you will be able and expected to communicate with your supervisor throughout 
your project; 

	♦  how to log in or call in. Do know which platform you will be using and do you have 
the link and passcode ready?;

	♦  what time the meeting is scheduled and for how long. Be sure to be at your 
computer, with everything working, logged in and ready to go at exactly the right 
time. Punctuality is key.  It is not okay to be even 2 minutes late;

	♦  when to turn on your video and audio. Preferably turn on your video immediately 
and leave it on for the duration of the meeting. Have your audio turned off except 
when you speak. It is important to be fully present in the meeting and engage in the 
discussion as appropriate. Your lecturer may be present during the first meeting to 
introduce you to the organisation and your supervisor. Request this of your lecturer 
if this will make you feel more comfortable. You may want to take notes on people 
present, important points made and specific information for you.

Day 2 and onwards: Online workplace practices 
	9  Be available and present on the job

	♦  On days with scheduled meetings, make sure that you are prepared – know the 
time and purpose of your meetings, be prepared to engage by asking questions and 
presenting work if called upon. 

	9  Follow the organisation’s policies and practices

	♦  Familiarise yourself with the overall structure and operations of the organisation plus 
the key policies, procedures and protocols that may affect you.

	♦  In particular, be aware of the provisions to keep organisational information safe and 
private. Know how to handle, manage and store information.

	♦  Know what cyber-security risks you might face and how to minimise these e.g. using 
the organisation’s or University’s email or VPN, multifactor authentication for sign in, 
and safe passwords

	9  Establish yourself as a valuable, reliable and productive employee

	♦  Organisations want employees and trainee employees to be trustworthy, responsible 
and productive. They want you to act ethically, professionally and contribute to the 
success of the organisation.

	♦  This means being punctual, handing work in as scheduled, undertaking the tasks 
required, following instructions, asking questions and seeking clarification, taking 
responsibility, seeking solutions, treating others with respect and being a good team 
member. How you go about your work will be noticed as much as the work you 
produce.
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	9  Communicate professionally:

	♦  Communication is key to your online WIL experience. How effectively you 
communicate, with whom, about what and how often will be of greater significance in 
your online WIL experience than in face-to-face WIL, primarily because it may be the 
only connection that you have with the organisation. You will not work in a physical 
workplace; have the multiple interactions common to a located workplace; informally 
meet and interact with colleagues with whom you are not directly involved; nor pick 
up social and professional cues from the workplace context. You will not be having 
informal chats in the lunchroom or vicariously learn from others by observing them or 
seeing their work. Consequently, developing good communication skills are of critical 
importance, such as:

•	  Oral communication – be polite, use professional (not colloquial) expression, 
and be formal rather than too casual. When making formal presentations, 
rehearse so that your delivery is highly professional.

•	  Written communication – depending on the format (report, memo, email, 
message, brief) follow professional grammar, spelling and expression protocols. 
Do not use emojis or social media shorthand in the work context (and remember 
that emails live forever!) Be timely with your responses and allow the receiver 
time to respond to you.

•	  Non-verbal communication – is more difficult to read online so more effort 
is required to be attentive to people’s facial expressions and their level of 
engagement. Also be conscious of the non-verbal messages you are giving 
(e.g. not looking at the screen, fiddling, being distracted, whispering, shouting, 
mumbling).

•	  Cross-cultural communication – practise active listening and be attentive to 
speaking and writing clearly so that the key information is easily transmitted and 
received by diverse receivers.

	♦  Do not use professional colleagues’ first names until invited to do so. This is 
especially true for your supervisors and other senior personnel.

	♦  Remember that every time you communicate with someone within or outside 
the organisation, you are sending a message about who you are, the level of 
professionalism you bring to your work and your value as an “employee”. You are 
representing both the University and the host organisation.

	♦  Carefully manage the communication with your supervisor by regularly keeping 
them up-to-date with your progress but not bothering them with every little thing. 
Hopefully you will have had the chance to establish how and how often you and your 
supervisor will communicate or meet. Endeavour to problem-solve matters in the first 
instance but when stuck, seek advice (see below).

	9  Ask for help when stuck 

	♦  You are a learner on a WIL assignment and not yet a trained and experienced 
professional (though even trained professionals need help at times), so it is important 
that you ask for help when you truly need it. Not asking for help can be a problem 
in itself. If stuck on a problem, first do some research and look at other examples to 
see if you can answer the question or solve the problem independently.  However, if 
unsuccessful, reach out and ask for assistance. 

	♦  Not all difficulties you encounter will be work-related and if you are struggling with a 
sense of isolation, feeling unsafe, or grappling with some other issue seek assistance 
and support from your supervisor, another appropriate co-worker, your lecturer or 
your peers. Working from home can be very isolating especially on days when you 
have little or no interaction with your supervisor or colleagues. During such times 
you may find it hard to initiate a conversation with your supervisor/team or ask for 
feedback, so you might want to reach out to student peers in other organisations or 
use this time to broaden and strengthen your professional and peer networks so that 
they can serve as a support for you. 

	9  Engage constructively with feedback 

	♦  Feedback from your supervisor during your WIL placement/project is critical for you 
to know:

•	  what you are doing well;
•	  what you are not doing well;
•	  how might you improve.

	♦  This feedback might not be as obvious or regular as in the classroom or from formal 
assessments. For example, your supervisor might make a comment that seems like a 
passing thought such as “it’s always better to take your time when you need to redo 
a piece of work” which may be a polite way of telling you that your work was not at 
the expected standard because you rushed it and did not pay attention to the details 
and quality.  

	♦  Try not to get defensive when receiving such feedback and see it as an opportunity 
to improve your performance and skills. You are in a learning situation and are not 
expected to be an expert yet, and constructive feedback is extremely helpful in 
enabling you to improve. If you are not doing something properly or as expected it is 
better to know than not to know.
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	9  Use this WIL experience to become a reflective practitioner

	♦  Engaging constructively with feedback from your supervisor, mentor or team means 
that you can take stock of what you do well and what you struggle with or don’t 
do so well. It also enables you to identify strategies on how you can rectify your 
challenges and perform better. This is called reflective practice.

	♦  Reflective practice enables you to make immediate improvements but also provides 
opportunities for ongoing learning and development. Many organisations value 
employees who seek further and ongoing learning and there are many professions 
that formally require Continuing Professional Development (CPD).

	♦  You might want to reflect on the development of your disciplinary skills but also how 
you’ve advanced your transferable graduate capabilities.

	♦  Some WIL assessments require you to keep a journal or engage in critical reflection, 
but whether or not this is a formal requirement, reflective practice enables you to 
know yourself better and this affords you the opportunity to excel in your work and 
progress in your career.

	9  Use this WIL experience to learn about the nature of work and work relationships

	♦  Just as reflective practice will enable you to know yourself better, keen observation, 
attention to important information and relating to colleagues will enable you to know 
more about how real work in the workplace is conducted. Use this experience to 
learn as much as you can about work.  

	♦  Learn from your particular project or placement but also learn from everything 
else around you, including how others work, how they talk, how they interact, the 
artefacts/solutions/reports/outcomes they produce, how these products are received 
and evaluated, why people succeed, how people handle problems and conflict, what 
the organisational culture is like, how decisions are made, and a myriad of other 
organisational practices.

	9  Use this WIL experience to harness your networking opportunities within the 
organisation and outside 

	♦  Working in or with an organisation exposes you to a host of new professional 
personnel. These may be fewer or they may be less visible in the online environment 
than onsite, so you may have to make greater efforts to foster the relationships. In 
the first instance, make the most out of your ability to connect and interact with your 
supervisor and work team.

	♦  Connect with your supervisor on professional platforms like LinkedIn, and then add 
more people in the organisation as you meet them. 

	♦ Be on the lookout for opportunities to virtually sit in, and potentially participate, in 
additional meetings or ask if there are other projects and opportunities you can help 
with once you have completed your main tasks.

	♦  Initiate short informational chats or coffee catch-ups with members of the 
organisation that you’d like to meet.

	♦  Participate in industry/sector forums, where possible, as a way to extend your 
network.

	9  Feedback and handover 

	♦  Request an exit meeting with your supervisor prior to the end of your WIL experience 
for any final feedback, and to hand over projects on which you’ve worked. Use this 
as an opportunity to personally thank your supervisor for their support, assistance, 
feedback and training (or however they’ve assisted you).

	9  Say thank you 

	♦  Before your WIL experience ends, also send a quick email to formally thank your 
supervisor in writing. Keep the message focused, concise and professional and 
consider highlighting the key opportunities and achievements from your WIL 
experience. Acknowledge specifically how your supervisor helped you.  

	♦  If you have enjoyed working in the organisation, inform your workplace supervisor 
that you would be interested in any casual work or other opportunities and share your 
future contact details along with a copy of your most recent resume.
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	9  Strengthen your professional profile 

	♦  Utilise the WIL experiences to showcase how you have applied your theoretical 
learning to practice, advanced your knowledge about work and workplaces and 
refined your employability skills. These are precious skills and experience to add to 
your resume. You might also want to add them to your portfolio/e-portfolio) and track 
your progress. 

	♦  Keep a running record of experiences and situations to which you have applied key 
skills, which can be used to demonstrate key selection criteria in job applications and 
interviews, particularly behavioural interviews.  

	♦  Also, keep a record of your reflections, highlighting how you have developed your 
skills and abilities over the duration of your course, and the intentional strategies 
you’ve employed or planned to advance your capabilities. Include the key 
achievements and learnings that you’ve explicitly developed during your online WIL 
experience.

	9  Celebrate your achievement and seek further WIL opportunities

	♦  Acknowledge and celebrate your achievements in your online WIL experience.
	♦ Seek further WIL opportunities, whether online or onsite.
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After your online WIL experience  

	9  Feedback from your workplace supervisor

	♦  Meet with your supervisor to discuss your performance on workplace activities, and 
prospectively also your assessment. If the feedback is positive, ask if they might 
serve as your referee for future WIL assignments and jobs. If the feedback is less 
than positive use the information to develop a strategy to make improvements and/or 
develop additional skills.

	9  Say thank you 

	♦ Once you’ve personally and formally thanked your supervisor an additional step 
could be to publicly post a comment about your placement on LinkedIn or other 
social media site after first checking with your host organisation. Consider tagging 
the organisation, thanking them for the opportunity and commenting on the value 
and/or positive experience you had.  Refrain from posting negative feedback in this 
forum or any public forum. However, do put your perspective (and grievances) into 
formal program evaluations and debriefings with your lecturer.

	9  Evaluate your WIL experience

	♦  Debrief on your experience with your lecturer as soon after the experience where 
possible, while impressions are still fresh.

	♦  Examine what you liked and what benefitted you; what was difficult or challenging; 
what you learned; what you were able to contribute; and what you might do 
differently next time.

	♦  Fill out a formal evaluation survey on the whole experience to provide feedback to the 
University, your unit of study (and prospectively the host organisation). Improvements 
to WIL programs are often based on this feedback.

	9  Stay in contact 

	♦  If your host organisation was happy with your output and participation during your 
WIL experience, be sure to think about how you can maintain this relationship. For 
example, if you did not do it during your experience, connect with your supervisor/
mentor on LinkedIn or other social media platforms. 

	♦  Other options might be to ask your supervisor to write you a reference or 
recommendation (on LinkedIn or separately) and to consider you for any prospective 
employment opportunities.   
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