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Appendix |: Program Completion Checklist

This checklist supports services to close out the Graduate and Early Career Program in a structured and affirming way.
It can be adapted to fit local context, workforce composition and service structures.

Completion activities benefit both graduates and services: they consolidate learning, capture insights and strengthen
future workforce planning. A well-supported close ensures graduates leave with a clear sense of achievement and
direction, while services retain knowledge, relationships and evidence to refine future intakes.

Transition planning
started

Career pathways and options discussed during ILP reviews from around
month six onwards.

[]

Graduate reflection
encouraged

Graduate supported to identify achievements, strengths and future goals
through supervision or reflection templates.

[]

Supervisor summary
prepared

Supervisor provides written notes on progress, key strengths and areas for
continued growth.

[]

Final ILP review
completed

ILP signed off with summary of capability development and next steps for
professional growth.

[]

Feedback captured

Graduate, supervisor and team reflections gathered using feedback and
evaluation tools.

[]

Celebration or closure
event held

Team, mentors and supervisors acknowledge the graduate’s contribution
through a reflective or informal celebration.

[]

Certificate or
recognition provided

Graduate receives formal acknowledgement of program completion (e.g.
certificate, letter of recognition).

[]

Career planning
conversation
completed

1:1 discussion held to review goals, potential roles and study or career
development options.

[]

Internal opportunities
explored

Graduate considered for suitable roles or further placements within the
organisation.

[]

External supports
offered

References, network introductions, or career guidance provided if no
internal position is available.

[]
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Early exit (if Progress documented, achievements acknowledged and exit feedback (1
applicable) managed captured to support positive closure.

Shared learning Key learnings, innovations or case examples summarised for peer learning, [l
documented communities of practice, evaluation reports or statewide sharing.

Program evaluation Local evaluation summary finalised, identifying strengths, challenges and [l
completed recommendations for the next intake.

Resources and data Program materials, ILPs and feedback forms updated and stored or shared (1
archived in line with organisational policy for future reference.
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