
Workforce Australia - Activities – Skills for Education and Employment (SEE) referral steps 

 

This task card covers the three key steps to completing a referral to SEE: 

• locating the most appropriate SEE Activity for the Participant 

• creating an Activity Placement to give effect to the referral 

• contacting the SEE provider to arrange the Participant’s Pre-Training Assessment. 

These screen images may change due to continuous improvement of IT systems, but the process remains the same. 

Steps – NB if you already know the Activity ID, you can skip straight to Step 4 

1. Select the Activity tab followed by the Activity search link so that the Activity search screen displays. 

 

2. Set Activity type to ‘Skills for Education and Employment Program Referral’. Ensure the box ‘Include other 

organisations’ activities’ is checked or no search results will be returned. The Location can be searched by Region 

or by a set radius the Participant can access. Click Search. 

 

3. Review Search results and note or highlight and copy the relevant Activity ID. 

Note that Workforce Australia Providers do not create SEE Activities. These Activities are created and managed 

externally. They can be searched for in Workforce Australia Online by region or by a 5km to 100km radius. 



4. On your Home screen, search for the Participant you are referring to bring up the Participant Summary screen. 

Click the Placements tab at the left to show the Placements screen, then click Add a placement. 

 

5. When the Add placement screen appears, enter the SEE Activity ID and click Continue. 

 

6. On the Activity events screen, select the event for the placement and click Next. 

 

 

 

 

 

7. On the Placement details screen, use the SEE provider’s contact details in the blue box at the top of the screen to 

book the Participant’s Pre-Training Assessment (PTA)1. 

SEE providers will vary in their preferred method for booking the PTA (e.g. by phone, email or online), but you will 

soon establish familiar processes between you. 

 
1  The Pre-Training Assessment serves to determine if SEE training is appropriate for the Participant, identify their training 

needs, and establish baseline capabilities from which to track their progress. 



8. Still on the Placement details screen, complete the remaining fields. 

- Placement status must be set to ‘Expected to Start’ and Workforce Australia Providers should not make 

further edits to this field. Once the PTA is complete, the SEE provider enters the outcome in an external 

system, which will update the placement status automatically (e.g. to ‘Placement Confirmed’). 

- Placement type should be full-time if the Participant has capacity to attend 20 to 25 hours per week or part-

time if their capacity is between 15 and 19 hours per week. 

- Expected start date will be the date you have booked the PTA with the SEE provider. Expected end date can 

be set to the Activity’s current end date, 30 June 2023. The SEE provider will update this to align with the 

participant’s course details once these have been determined. 

- Note that Comments will not be visible the SEE provider receiving the referral. 

Click Next to progress to the Review placement screen. 
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9. Check the Review placement screen to ensure all details are entered correctly then click Add placement. 

 

10. You should now see a confirmation the placement has been created successfully. The SEE provider will advise you 

of the outcome of PTA and enter the result in their system, which will update Workforce Australia Online. 


