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Wolfscastle Country Hotel is a four-star (Visit Wales), twenty-bedroom hotel located in Pembrokeshire, Wales, founded in 1976 by Andrew Stirling, who continues to own and run the hotel today.  In addition to the bedrooms, Wolfscastle operates a well-respected (two AA Rosette) brasserie and restaurant, large function suite for weddings and events and a spa (www.wolfscastle.com, 2019).  Over the years, profits rose steadily until 2004.  Since this time, rising costs of goods, wages, increased competition and other factors have eroded the gains, according to Mr. Stirling.  Maintaining profit margins has become key, however, in the day-to-day running of the hotel kitchen, buying decisions are sometimes made hastily, or simply not researched well enough, due to time constraints and the pressures of work in a busy kitchen.
As General Manager for Wolfscastle from 2009 to 2017, whilst not directly involved with kitchen buying decisions during my tenure, I was keenly aware of the continual need to keep costs under control.  I approached Andrew with my proposal to identify the top 20 highest cost/volume items, research supplier options, negotiate prices and produce a new supplier list for the kitchen, to which he has agreed.
The placement I will undertake at Wolfscastle Country Hotel has three aims:
1. Study current procurement methods, items and suppliers for the kitchen at Wolfscastle Country Hotel, identify the 20 highest volume or highest cost items regularly purchased.
2. Research options and negotiate agreements with suppliers to lower costs of the 20 highest volume/cost items whilst retaining quality and furthering the use of local produce and sustainable options.
3. Produce a comprehensive list of suppliers for the items that offer the best option for quality and local provenance at the most competitive price.
To meet these aims, the objectives will be to firstly meet with the head chef to discuss what they feel are the most important items purchased to determine if specific items must be maintained, or if substitutes can be made.  Also, this meeting will help to identify the level of purchasing that comes from local suppliers.  I will develop an understanding of any specific negotiations that have been made between the head chef and suppliers.  The next step will be to meet with the hotel’s bookkeeper to study the kitchen invoices for the past three months to identify the top twenty spends made by the kitchen.  From this list, I will then contact the suppliers to attempt to negotiate better pricing, whilst also researching alternative suppliers.  Every attempt will be made to buy local produce where possible to lessen the impact on the environment.  The final objective and intended outcome will be to produce a new purchasing list which ranks suppliers in order of preference as to cost, locality and quality.
	Setting SMART goals allows you to clarify your aims, focus the objectives needed to achieve them and plan your time and resources effectively.  The term is attributed to Peter Drucker’s Management by Objectives concept and was first written about by George T. Doran in 1981.  Since then, Robert S. Rubin has written about SMART, stating that it has come to mean different things to different people.  The most widely accepted being that they are Specific, Measurable, Achievable, Relevant and Time-bound.  This approach is well-suited to short-term projects such as this. (Mind Tools, 2019)
The aims and objectives for the placement are SMART in nature because they are:
· Specific – (identify top 20 items, negotiate lower prices, produce supplier list)
· Measurable – (negotiated prices will be compared to current)
· Achievable – (Placement will research top 20 items to limit the scale of the project)
· Relevant – (Research will provide a valuable resource for the organisation)
· Time-bound – (Project has a definite start and end date – 01/11/19 to 31/01/2020)
A Pre-Placement Skills Audit has been completed and included in the appendices.  Several areas have been identified as needing to be addressed in order to further my professional development and will be improved upon during the placement.  By gaining insight into the chef’s decision-making processes and learning why he chooses certain products or suppliers, I will develop my skills of looking at the whole system whilst trying to solve problems (in this case, lower costs while maintaining quality).  During the research, I will need to balance the cost of products with the cost to the environment, allowing me to develop a critical understanding of those connections.  The reflective journal and critical appraisal portions of the assessments will help to develop skills of self-reflection and analysis.  
	A Gantt chart has been created (see below) to set out the timeline for the placement which will allow the objectives to be completed and the aims realised.  A Gantt chart is an effective visual project-planning tool used to schedule tasks and track the progress of a project (Tran, L, 2015).
[image: ]
	For the reflective journal and critical appraisal, Gibb’s Reflective Cycle will be used as a guide. As Gibbs said:  
[bookmark: _GoBack]It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience it may quickly be forgotten or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated. And it is generalisations which enable new situations to be tackled effectively. (Gibbs, 1988.)
[image: Image result for gibbs 1988"]
Image:  www.crowe-associates.co.uk, 2019)
	This internship will provide me with valuable experience which will bolster some of the skills identified in the pre-placement skills audit (appendix A).  It will add to the skills of negotiation and product sourcing along with networking and costing products and maintaining margins that I have developed during a twenty-five year career in hospitality.
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Example: | have gained a good understanding of the relationship of these factors,
but sometimes focus on the environmental and economic factors and not
acknowledging the impact that social pressures contribute to a person's choices in a
given situation. Such as family or other social influences impact the decision to
book weddings with my venue (maybe they could afford it and were a good fit for the
style of the hotel, but a sibling or acquaintance had recently held an event there, so
a more aggressive pricing structure might have influenced in a positive way.

| am capable of engaging in self-reflection X
and analysis
Example: | am capable of self-reflection, but can sometimes not follow through with
analysis of the factors that lead to situations or outcomes. | accept and
acknowledge my actions, but stop short of analysing fully the reasons, influences
and actions that contributed to the outcome.

I have a commitment to life-long learning [ X | | |

Example: Achieved an HND in Business and Management at the age of 46 and am
continuing to complete my bachelor's degree.

| am committed to supporting and X
encouraging others with life-long learning
Example: | encourage others around me to engage with learning opportunities,
using myself as an example.

| am innovative and adaptable, proactive X
rather than reactive
Example: Whilst a late starter, | am adapting to changing life-situations and have
taken proactive steps to open wider opportunities for myself in the future by
furthering my education.

1 am an engaging and dynamic X
communicator (written)
Example: |am a fairly confident written communicator and write in an engaging
style using humour and life experiences to relate to my audience as is evident in the
blog | write for my business website (www.texaskitchen.co.uk/blog-bg).

I am an engaging and dynamic X
communicator (oral)
Example: |am confident in making my point with supporting arguments and
encouraging diverse audiences to accept that my viewpoint as has validity. | have
been successful in persuading retailers to carry my products in their establishments
and building a loyal customer base. | have also demonstrated this in my hospitality
career, leading teams to provide outstanding customer service.

1 am an effective networker | [ ]
Example: Using contacts gained from my career, | have been successful in
gathering a team of local professionals to provide support and guidance in the
launching of an award-winning range of BBQ rubs and spices.

I am an effective facilitator [ ] X | |
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Example: Using my knowledge and expertise in customer service, | have facilitated
teams of young people to become confident in delivering excellent experiences for
guests and patrons of a four-star hotel and wedding venue/conference facility in
Pembrokeshire during my tenure as General Manager.

(Twork wellin cooperation with others | [ x ] |

Example: Always leading from the front, engaging in the work and bringing people
along with me, rather than commanding teams from the sidelines, | have proved that
cooperation and teamwork yields positive results.

I am a well-practiced and effective active X
listener

Example: I have years of experience listening to customer, employee and employer
concerns, taking an active role in determining correct courses of actions to achieve
positive outcomes, taking into account the views and concerns of those involved.

| can organize myself and manage my X
time effectively

Example: | consistently meet deadlines for assignments, managing my time for
research of information, development of ideas and arguments to meet the
requirements of the assignment.

I understand how to act as a responsible X
citizen

Example: As a parent, | have an investment in the future and endeavour to
behave, consume and live in a responsible way to leave a better world for my
children.

I have a clear vision of forthcoming X
change and how to act to realise a
sustainable future

Example: I accept evolving information regarding the impact we as a society have
made and continue to make on the environment of the planet we inhabit and am
receptive and accepting of changes we must make now to minimise or reverse
these adverse conditions.

I feel competent in leading on change for X
social, environmental and/or economic
benefit

Example: Whilst I am confident and competent in the changes in consumption and
waste reduction as well as tolerance, acceptance and encouragement of diverse
cultures and opinions, | do not consider myself to be an innovator.

| feel comfortable speaking openly about X
my values

Example: Because | come from an accepting and open background, | am confident
that my values are strong, informed and tolerant, | am confident in expressing my
beliefs and values without denigrating others positions.
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| can lead with integrity driven by my own X
values

Example: Building on the previous response, | am confident in my beliefs and
values and am able to lead with integrity.
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University of Wales
Trinity Saint David

PLACEMENT PROVIDER AGREEMENT

PLACEMENT PROVIDER CONTACT INFORMATION
Name of Wolfscastle Country Hotel
organisation:

Placement Site Wolfscastle

Address(es): Haverfordwest, Pembrokeshire SA62 5.7
Workplace

Supervisor Name (or
other provider

Andrew Stirling

contact):

\Workplace Proprietor

Supervisor (or

contact) Position:

Telephone: (01437) 741 225

E-mail: reception@wolfscastle.com

UNIVERSITY PLACE|

MENT COORDINATOR CONTACT INFORMATION

Name of Placement |Davina Evans
Coordinator:
Address: UWTSD - Carmarthen Campus
Carmarthen, Carmarthenshire SA31 3EP
Telephone:
(01267) 676768
E-mail: davina.evans@colegsirgar.ac.uk

STUDENT AND PLACEMENT DETAILS

Name of student(s):

William Crews

(Please attach a
joblrole outline if
available, otherwise
please summarise
the key duties to be
undertaken here):

Start Date: 1st November 2019 End date: 31 January 2020
Duration of 3 months Normal Working 8am - 5pm
Placement: Hours: 2 days per week
Outline of Placement [Duties to include:

Activity/Duties

1. Study current procurement methods, items and suppliers for the kitchen
at Wolfscastle Country Hotel, identify the 20 highest volume or highest cost
items regularly purchased.

2. Research options and negotiate agreements with suppliers to lower costs
of the 20 highest volume/cost items whilst retaining quality and furthering
the use of local produce and sustainable options.

3. Produce a comprehensive list of suppliers for the items that offer the
best option for quality and local provenance at the most competitive price.

September 2018
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Re: Work Experience Placement

Thank you for agreeing to accept our student on the work experience placement at your
organisation. Quality work experience is vital to equip our students for their future careers
and the University is grateful for your offer of this placement opportunity. We hope our
student will learn from this placement the skills and competencies specific to their discipline
or profession as well as more general work-related and employability skills (time
management, team working, communications skills, etc.).

Would you please check that the Placement Provider information and placement details on
page 1 are complete and correct, amending if necessary?

Student placements are a partnership between the student, the University and the
Placement Provider in which each has specific roles and responsibilities. It is important that
all three parties clearly understand the responsibilities and expectations of everyone
involved and so the responsibilities are detailed below.

During the placement, we expect the student to prove to be an effective, safe and reliable
individual. However, you will appreciate that during this period the student is under your
control and therefore the primary duty of care and consequent liabilities must rest with you.
As the student’s Placement Provider the University requests you to treat him or her in the
same way as your employees.

The University therefore requests that you as Placement Provider will:

a) Confirm acceptance of the arrangements and responsibilities set out in Appendix
PL1A Placement Provider Agreement.

b) Provide a safe working environment. Comply with health and safety legislation and
define the liability and other insurance cover that will be provided for the activities of
the student, with regard to the student and to others who could be affected by the
student's actions or inactions. See Appendix PL1B Placement Provider Health and
Safety Questionnaire.

¢) Work within the student-facing policy framework for the University (especially in
relation to the student disciplinary policy, the fitness to study policy, the fitness to
practise policy, the harassment and bullying policy, and the safeguarding policy).

d) Provide a designated Workplace Supervisor who will:

a. act as the first point of contact for any problems or queries during a student’s
placement and contact the University immediately in cases of serious
accidents, incidents or breaches of discipline involving the student;

b. conduct or make arrangements for the day-to-day supervision of the student
including periodic progress checks and instruction regarding hazards and
health and safety precautions;

c. provide the University with student attendance data, where required.

e) Provide the student with a full and clear induction to the organisation and its working
practices, procedures and requirements, including health and safety arrangements,
how to report accidents, incidents and unsafe conditions. See Appendix PL1F
Induction Checklist.

f) Ensure that the student is fully informed about responsibilities, including those
contained in any statutory legislation and/or honorary contract.

g) Provide the student with appropriate instruction and training in working practices to
enable him/her to carry out his/her duties efficiently and safely.

h) Work with the student to identify appropriate learning outcomes for the placement
September 2018
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(these must be agreed by the student, the Workplace Supervisor and the University).
Facilitate access to the student for visits by the Placement Tutor, where appropriate.
Ensure that the student is treated with respect.

During and on completion of the placement, provide feedback to the University on the
student's performance and confirmation of the hours in practice, where required.

The University of Wales Trinity Saint David will:

a)

b)

d)

9)

h)

Commit appropriate levels of staff and other resources to placement governance
activity to ensure strategic oversight for the learning to be delivered and managed by
the Placement Provider. This may include the identification of (i) a Placement
Coordinator, whose duties would normally include the authorisation of placements
and organising/managing the placement arrangements, in liaison with the Placement
Provider and student, and (i) a Placement Tutor, who will act as the first point of
contact, visit the student on placement, where appropriate, and/or assess the
student.

Ensure that any placement learning that forms part of a programme of study has
associated learning outcomes which:

are clearly defined;
contribute appropriately to the overall aims of the programme;

are appropriately assessed. In cases where it is considered appropriate for
the assessment be jointly conducted by the University and the Placement
Provider, the Placement Tutor will work with the Workplace Supervisor to
establish and document the procedure by which this shall be achieved.

Assess the suitability of a proposed placement through appropriate and proportionate
placement due diligence procedures, using a risk-based assessment process. The
approval process will require the Placement Coordinator to undertake a Risk Profile
for each placement using the PL1D Placement Risk Profiling Guidance, and record
the outcomes in Appendix PL1E Risk Assessment. This risk assessment activity will
include consideration of the information supplied in Appendix PL1A Placement
Provider Agreement, Appendix PL1B, Placement Provider Health and Safety
Questionnaire and Appendix PL1C Student Placement Agreement.

Negotiate reasonable adjustments with the Placement Provider in the case of a
student assessed under the Equality Act, 2010.

Provide specialist advice and guidance for students with additional support needs.

Clearly define appropriate points of contact and lines of communication between the
University, the Placement Provider and the student. These should include:

i. Mechanisms for the Placement Provider to raise concerns or complaints
about any aspect of the placement, including an individual student's
performance or conduct.

ii. University emergency contact details.

Ensure that any concerns, complaints, incidents or breaches of codes of conduct or
discipline are dealt with in line with its student-facing policy framework.

Retain a full and detailed record of each placement.

Provide students with appropriate briefing, including health and safety, prior to
commencement of any placement.

September 2018
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i) Monitor all placement activity, ensuring that milestones are established, maintained
and records, and identifying and addressing issues of concern and sharing good
practice.

k) Arrange appropriate opportunities for gathering feedback from students, Placement
Providers and Placement Tutors, including suggestions for improvement. See
Appendix PL1G.

Students are required to:

Prior to placement: students cannot commence a placement until they have completed
all the necessary preparatory work detailed below, and received authorisation from the
Placement Coordinator. Students are required to:

a) Identify a suitable placement (with the exception of students following a
professionally accredited programme).

b) Attend placement preparation briefings, including health and safety.

¢) Complete a Disclosure and Barring Service (DBS) check, if required. The student will
retain the original and submit a copy to the University. The student must make the
Placement Provider aware of any issues arising from the DBS check and discuss any
convictions with the Placement Coordinator.

d) Complete the ethics approval processes, where relevant.

e) Have a dialogue with the Placement Coordinator or Placement Tutor to clarify
placement requirements, expected learning outcomes and assessment requirements.

f) Inform the Placement Coordinator and Placement Provider of any personal factors
(e.g. health, disability, linguistic or cultural) that may affect the level of risk, may
require adjustments, or may affect their ability to study or practise.

g) Complete the defined placement registration and approval process in full. See
Appendix PL1C Student Placement Agreement.

h) Confirm acceptance of the arrangements and responsibilities set out in Appendix
PL1C Student Placement Agreement.

During the placement the student is required to:

a) Comply with all rules regarding health and safety requirements, and other practices
and procedures of the placement organisation.

b) Report to the University any incidents in which s/he is involved and any health and
safety concerns that are not addressed by the Placement Provider, e.g. in the event
that appropriate induction and health and safety training is not provided.

c) Carry out the work programme specified by the Placement Provider under the
supervision of the Workplace Supervisor.

d) Keep a log of hours worked.

e) Monitor his/her progress in achieving the identified learning outcomes and discuss
these regularly with the Workplace Supervisor and Placement Tutor, as appropriate.

f) Conduct him/herself in an appropriate manner within the relevant ethical framework,
ensuring confidentiality and treating others with respect and dignity.

) Act in a professional manner, including notifying the Placement Provider in a timely
fashion in the event that he/she is unable to attend their placement due to illness etc.

September 2018
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h) Respect any other requirements of the workplace such as dress codes.
i) Notify their Placement Coordinator or Tutor should any issues of concern arise.

i) Consult with the Placement Coordinator or Tutor prior to seeking any changes in the
terms and duration of the placement.

k) Complete all relevant academic coursework relating to the placement experience.

Would you please confirm that you accept the above responsibilities by signing below?

Also attached is the PL1B Placement Provider Health and Safety Questionnaire. Please
could you arrange to complete the questionnaire with regard to your health and safety and
insurance arrangements?

I'd be grateful if you would return the completed versions of this PL1A form and PL1B
questionnaire either by postal mail or email to the contact details specified on page 1.

If you have any questions or problems, please don't hesitate to get in touch.
Yours sincerely
Insert name of Placement Coordinator

Placement Coordinator

PLACEMENT PROVIDER AGREEMENT

I confirm that | accept the responsibilities as detailed above and am authorised to do so on

behalf of the placement provider.
Il

Name in block capitals: T

Signed: 9@% /?,EAA‘{S

ANDREW STIRLING

Position: Owner

Date:

[S/ iQ/ q

September 2018
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University of Wales
Trinity Saint David

PLACEMENT PROVIDER HEALTH AND SAFETY QUESTIONNAIRE

Name of provider's

organisation: Wolfscastle Country Hotel
Placement Site Wolfscastle
Address(es): Haverfordwest, Pembrokeshire SA62 5LZ

\Workplace Supervisor
Name (or other provider |Andrew Stirling
contact):

Workplace Supervisor [Owner
(or contact) Position:

Telephone: (01437) 742 225

E-mail: reception@wolfscastle.com

Name of student(s): William Crews

Duration of Placement: [Three months Start Date: 01/11/19

Dear Placement Provider

Re: Health and Safety for Work Placements

The University of Wales Trinity Saint David has a duty of care to ensure, so far as is
reasonably practicable, the health and safety of our students whilst on placement. We ask
for your assistance in meeting this obligation by completing this questionnaire and supplying
(if requested), a copy of your health and safety policy and insurance certificates.

I'd be grateful if you would return the documents either by postal mail or email to the contact
details below.

If you have any questions or problems, please don't hesitate to get in touch.
Yours sincerely

Davina Evans

Placement Coordinator

UWTSD
Carmarthen Campus, Carmarthen SA31 3EP

September 2018 4
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PLACEMENT PROVIDER HEALTH AND SAFETY QUESTIONNAIRE

ol _|Yes [No
1. [Does your organisation have a written health and safety policy? X
If not, please give reason:

2. |Do you have a policy regarding health and safety training for people X
working in your undertaking, including use of vehicles and equipment,
and will you provide all necessary health and safety training for our
placement student(s)?

If no, please give reason:

3. [Is the organisation registered with:

a) The Health and Safety Executive? X
b) The Local Authority Environmental Health Department? X
c) The relevant authority in your country (if outside the UK)? n/a

d) The relevant National Governing Body
Registration number:

Last assessment date: 11

4. |insurance (UK Placements)

a) Is Employer Liability Insurance held? X

b) Is Public Liability Insurance held?

c) Will your insurance cover any liability incurred by a studentas a X
result of attendance at your course/training sessions?

5. [Insurance (EUlinternational Placements, i.e. non-UK) :

a)  Will your insurance cover liability for injuries or sickness suffered |n/a
by placement students attributable to their duties with your
organisation?

b) Wil your insurance cover liability incurred by the student for n/a
injuries to other parties (including their co-workers) or property
damage arising from their duties with your organisation?

c) Wil your insurance cover any liability incurred by a studentas a [n/a
result of attendance at your course/training sessions?

6. |Risk Assessment : : iz

a) |Have you carried out risk assessment of your work practices to  |X

identify possible risks, to employees and to others within your

x

undertaking?
b) |Are there effective control measures in place for the risks? X
c) |Are risk assessments kept under regular review? X
d) |Are the results of risk assessment implemented? X
e) [Will the student be undertaking any higher risk activities (i.e. X

activities where they could be placed at a degree of personal risk
if working unsupervised)? (If Yes, please provide copies of your
health & safety policy and insurance certificates when returning
this form)

6. |Accidents and Incidents

a) |Is there a formal procedure for reporting and recording accidents |X
and incidents (in accordance with RIDDOR in the UK or other
country legislation if an international placement)?

Septtthberlapggou procedures to be followed in the event of serious and X 4
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imminent danger to people undertaking courses/training?

c) [Please confirm that you will report to the University all recorded |X
accidents involving our students.

d) |Will you report to the University any sickness involving our X
students which may be attributable to the work?

7 |Contact Personnel

Who is your nominated contact for compliance with these
requirements of health and safety legislation?

Name: Rosemarie Carr

Position: Reception Manager

ROLE SPECIFIC CHECKLIST Yes [No [N/A

1. |[Safeguarding

a) Will the student be working with children/young X
persons/vulnerable adults?

b) Is a DBS/police check required?
c) Ifa DBS/police check is required, will you fund it? X

d) Will the student be working alone i.e. unsupervised? It yes, X
please specify the extent:

>

2. |Accommodation

Will you provide help with accommodation for the student? If X
yes, please explain:

3. |Health checks

a) Do you require any inoculations/pre-employment health X
checks?

b) Ifyes, please specify the nature of the health checks:
c) Ifyes, will you fund these?
4. |Travel

a) Does the student have to undertake any travel as part of the X
work role? If yes, please specify:

b) To what extent will you fund this, if any? X

5. |Work permits and visas

a) If the role is overseas, i.e. not in the UK, is a work X
permit/visa required?

b) If yes will you sponsor the student's application for the visa

6 |Please specify any other specific pre-employment requirements: X

September 2018 4
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CONFIRMATION

| confirm that the preceding information is correct to the best of my knowledge. | confirm also
that the student will receive:

e Induction briefing on their first day of attendance.
e Appropriate training and supervision in relation to their placement.

Thank you for completing this questionnaire. Please return it as soon as possible to the
Placement Coordinator (contact details on page one)

September 2018 4
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University of Wales
Trinity Saint David

STUDENT PLACEMENT AGREEMENT

STUDENT CONTACT INFORMATION

Student Name: William Crews Student 1708089
number:

Mobile Telephone: 07842704509

Home Telephone: (01348) 875 353

University e-mail: 1708089 @student.uwtsd.ac.uk

Personal e-mail: bcrews420@yahoo.com

Emergency contact |Rebecca Crews Tel: 077910500334
and relationship: ex-spouse

CONFIDENTIAL STUDENT HEALTH INFORMATION:

YES NO

1. Do you currently have or have you previously had any form of asthma; [X
diabetes; epilepsy; heart disease; nervous or mental illness; rheumatic
fever; stroke; tuberculosis?

2. Do you currently have or have you previously had any other form of X
serious illness/operation or chronic health condition that may affect
your or others health and safety whilst on placement?

Are you currently receiving medical treatment and/or medication? X
Are you visually impaired/blind? X
Are you hard of hearing/deaf?

Disability - ‘a physical or mental impairment, which has a substantial X
and long-term adverse effect on a person'’s ability to carry out normal
day-to-day duties’.

Do you consider yourself to have a disability as defined in the Single
Equality Act 2010?

If the answer to any of the questions above is “yes”, please give further details as to the nature
of your circumstances. Please include dates.

Currently: Anxiety/depression. Currently take Mirtazapine 30mg.

Name, address and contact details of your doctor (for emergency use):

B3

|| A w

Dr. Mann Fishguard Health Centre Rope Walk Fishguard SA65 9BT (01348) 430 207

PLACEMENT PROVIDER CONTACT INFORMATION

Name of Wolfscastle Country Hotel
organisation:

September 2018 i
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Placement Site
Address:

\Wolfscastle, Haverfordwest, Pembrokeshire SA65 5L.Z

\Workplace
Supervisor (or
provider contact)
Name:

Andrew Stirling

\Workplace
Supervisor (or
contact) Position:

Owner

Telephone:

(01437) 741 225

E-mail:

reception@wolfscastle.com

PLACEMENT DETAILS

Start Date: 01/11/19 End date: 31/01/19

Duration of three months Normal Working 8am-5pm

Placement: Hours:

Outline of Placement |1. Study current procurement methods, items and suppliers for the kitchen
Activity/Duties: at Wolfscastle Country Hotel.

2. Research options and negotiate agreements with suppliers to lower costs
of the top 20 volume/cost items whilst retaining quality and furthering the
use of local produce and sustainable options.

3. Produce a comprehensive list of suppliers and items that offer the best
loption for quality and local provenance at the most competitive price.

Outline of Placement
key objectives

(learning/

assessment focus):

Please tick to confirm that you have current DBS YES NO N/A
approval (if applicable) [m] O X
UNIVERSITY PLACEMENT COORDINATOR CONTACT INFORMATION

Name of Placement

Coordinator: Davina Evans

Telephone: (01267) 676768

E-mail: davina.evans@colegsirgar.ac.uk

September 2018 2
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Dear Student

Re: Work Experience Placement

Welcome to the UWTSD Placement! Quality work experience is vital to equip you for your
future career and will enhance your employability. We hope you will learn from this
placement the skills and competencies specific to your discipline or profession as well as
more general work-related and employability skills (time management, team working,
communications skills, etc.).

Would you please complete the previous sections of this document, ensuring that full and
correct information is provided?

Student placements are a partnership between the student, the University and the
Placement Provider in which each has specific roles and responsibilities. It is important that
all three parties clearly understand the responsibilities and expectations of everyone
involved and so the responsibilities are detailed below.

Prior to placement: students cannot commence a placement until they have completed
all the necessary preparatory work detailed below, and received authorisation from the
Placement Coordinator. Students are required to:

a) ldentify a suitable placement (with the exception of students following a
professionally accredited programme).

b) Attend placement preparation briefings, including health and safety.

c) Complete a Disclosure and Barring Service (DBS) check, if required. The student will
retain the original and submit a copy to the University. The student must make the
Placement Provider aware of any issues arising from the DBS check and discuss any
convictions with the Placement Coordinator.

d) Complete the ethics approval processes, where relevant.

e) Have a dialogue with the Placement Coordinator or Placement Tutor to clarify
placement requirements, expected learning outcomes and assessment requirements.

f) Inform the Placement Coordinator and Placement Provider of any personal factors
(e.g. health, disability, linguistic or cultural) that may affect the level of risk, may
require adjustments or may affect the ability to study or practise.

g) Complete the defined placement registration and approval process in full. See
Appendix PL1C Student Placement Agreement.

h) Confirm acceptance of the arrangements and responsibilities set out in Appendix
PL1C Student Placement Agreement.

During the placement the student is required to:

a) Comply with all rules regarding health and safety requirements, and other practices
and procedures of the placement organisation.

b) Report to the University any incidents in which s/he is involved and any health and
safety concerns that are not addressed by the Placement Provider, e.g. in the event
that appropriate induction and health and safety training is not provided.

c) Carry out the work programme specified by the Placement Provider under the
supervision of the Workplace Supervisor.

d) Keep a log of hours worked.

€) Monitor his/her progress in achieving the identified learning outcomes and discuss
these regularly with the Workplace Supervisor and Placement Tutor, as appropriate.
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APPENDIX PL1C

Conduct him/herself in an appropriate manner within the relevant ethical framework,
ensuring confidentiality and treating others with respect and dignity.

g) Act in a professional manner, including notifying the Placement Provider in a timely

fashion in the event that he/she is unable to attend their placement due to illness etc.

h) Respect any other requirements of the workplace such as dress codes.

D)
D

Notify their Placement Coordinator or Tutor should any issues of concern arise.

Consult with the Placement Coordinator or Tutor prior to seeking any changes in the
terms and duration of the placement.

k) Complete all relevant academic coursework relating to the placement experience.

The Placement Provider will:

a)

b)

d)

9)

h)

)
K

Confirm acceptance of the arrangements and responsibilities set out in Appendix
PL1A Placement Provider Agreement.

Provide a safe working environment. Comply with health and safety legislation and
define the liability and other insurance cover that will be provided for the activities of
the student, with regard to the student and to others who could be affected by the
student’'s actions or inactions. See Appendix PL1B Placement Provider Health and
Safety Questionnaire.

Work within the student-facing policy framework for the University (especially in
relation to the student disciplinary policy, the fitness to study policy, the fitness to
practise policy, the harassment and bullying policy, and the safeguarding policy).

Provide a designated Workplace Supervisor who will:

a. act as the first point of contact for any problems or queries during a student’s
placement and contact the University immediately in cases of serious
accidents, incidents or breaches of discipline involving the student;

b. conduct or make arrangements for the day-to-day supervision of the student
including periodic progress checks and instruction regarding hazards and
health and safety precautions;

c. provide the University with student attendance data, where required.

Provide the student with a full and clear induction to the organisation and its working
practices, procedures and requirements, including health and safety arrangements,
how to report accidents, incidents and unsafe conditions. See Appendix PL1F
Induction Checklist.

Ensure that the student is fully informed about responsibilities, including those
contained in any statutory legislation and/or honorary contract.

Provide the student with appropriate instruction and training in working practices to
enable him/her to carry out his/her duties efficiently and safely.

Work with the student to identify appropriate learning outcomes for the placement
(these must be agreed by the student, the Workplace Supervisor and the University).

Facilitate access to the student for visits by the Placement Tutor; where appropriate.
Ensure that the student is treated with respect.

During and on completion of the placement, provide feedback to the University on the
student’s performance and confirmation of the hours in practice, where required.
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The University of Wales Trinity Saint David will:

a)

b)

d)

9)

h)

)

K

Commit appropriate levels of staff and other resources to placement governance
activity to ensure strategic oversight for the learning to be delivered and managed by
the Placement Provider. This may include the identification of (i) a Placement
Coordinator, whose duties would normally include the authorisation of placements
and organising/managing the placement arrangements, in liaison with the Placement
Provider and student, and (i) a Placement Tutor, who will act as the first point of
contact, visit the student on placement, where appropriate, and/or assess the
student.

Ensure that any placement learning that forms part of a programme of study has
associated learning outcomes which:

are clearly defined;
contribute appropriately to the overall aims of the programme;

are appropriately assessed. In cases where it is considered appropriate for
the assessment be jointly conducted by the University and the Placement
Provider, the Placement Tutor will work with the Workplace Supervisor to
establish and document the procedure by which this shall be achieved.

Assess the suitability of a proposed placement through appropriate and proportionate
placement due diligence procedures, using a risk-based assessment process. The
approval process will require the Placement Coordinator to undertake a Risk Profile
for each placement using the PL1D Placement Risk Profiling Guidance, and record
the outcomes in Appendix PL1E Risk Assessment. This risk assessment activity will
include consideration of the information supplied in Appendix PL1A Placement
Provider Agreement, Appendix PL1B, Placement Provider Health and Safety
Questionnaire and Appendix PL1C Student Placement Agreement.

Negotiate reasonable adjustments with the Placement Provider in the case of a
student assessed under the Equality Act, 2010.

Provide specialist advice and guidance for students with additional support needs.

Ensure that any concerns, complaints, incidents or breaches of codes of conduct or
discipline are dealt with in line with its student-facing policy framework .

Clearly define appropriate points of contact and lines of communication between the
University, the Placement Provider and the student. These should include:

i, Mechanisms for the Placement Provider to raise concemns or complaints
about any aspect of the placement, including an individual student's
performance or conduct.

ii. University emergency contact details.
Retain a full and detailed record of each placement.

Provide students with appropriate briefing, including health and safety, prior to
commencement of any placement.

Monitor all placement activity, ensuring that milestones are established, maintained
and records, and identifying and addressing issues of concern and sharing good
practice.

Arrange appropriate opportunities for gathering feedback from students, Placement
Providers and Placement Tutors, including suggestions for improvement. See
Appendix PL1G.
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Would you please confirm that you accept the above responsibilities by signing below?

I'd be grateful if you would return the completed version of this PL1C form to the Placement
Coordinator using the contact details specified on page 2.

If you have any questions or problems, please don't hesitate to get in touch.

Yours sincerely

Davina Evans

Placement Coordinator

STUDENT PLACEMENT AGREEMENT

| confirm that | accept and will fully comply with the responsibilities as detailed above.

Signed:

BV

Name in block capitals:

WILLIAM CREWS

Programme of study:
BA, Business and Management
Date: 15th October 2019
September 2018 6
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PLACEMENT RISK ASSESSMENT

Placement Provider Student (or student group |Start Date  [End Date
if risk factors the same)
Company: Wolfscastle Country Hotel William Crews 01/11/19 31/01/20
Location: Wolfscastle, Haverfordwest,
Pembrokeshire SA62 5L.Z
(General Control Measures Yes | No Actions Necessary? Action
Completed
Has the student received sufficient briefing? Yes
no
Has the student submitted a signed PL1C Yes no
Student Placement Agreement?
Has the placement provider returned a signed Yes no
PL1A Placement Provider Agreement and
PV1B Health and Safety Questionnaire?
Has this provider been used before and been No no
reviewed?
If yes, do any concerns remain unresolved?
Risk Profiling & Further Actions Required | Risk Profile Actions Necessary? Action
High, Med, Completed
Low
Individual Student Factors - Skills, abilities, Low no
|pre-existing medical conditions, disability, etc.
\Work Factors - Risks associated with student’s Low no
lexpected work activities.
Location and/or Region - Crime, civil disorder, Low no
Iremote working, etc.
Insurance limitations - Provider has adequate Low no
insurance in place to cover student on
iplacement. Student has agreed to take out
ladditional cover if required
General / Environmental Health Factors - Very Low no
hot or cold working conditions, inoculations
required, etc
Travel & Transportation - Commuting to/from Low no
work & driving for work purposes.
Safeguarding - Work with children, young Low no
ipersons, or vulnerable adults. A copy of the
DBS has been received and the outcome
deemed acceptable
Conclusion Yes | No Action Necessary? Action
Completed
Is a site safety visit required before a decision Yes/No [no
can be made as regards placement approval ?
Are risks acceptable / tolerable such that the Yes/No |no
placement can be approved?
September 2018 1





image23.jpeg
PLACEMENT APPROVAL

As the University's Placement Co-ordinator | approve this placement.

APPENDIX PL1E

Signed:

Name in block
capitals:

DAVINA EVANS

Position:

Date:

September 2018
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STUDENT PLACEMENT INDUCTION CHECKLIST

Student Name: William Crews

Name of Placement |Wolfscastle Country Hotel
Provider
organisation:

Placement Site Wolfscastle, Haverfordwest
Address: Pembrokeshire SA62 5.7

As a minimum, the topics listed below should be included within the induction that you (the
Placement Provider) provide for the student on placement, preferably on their first day.
Please check off the subjects as they are covered.

Health & Safety Issues No | Yes [ N/A Date
1. Introduction to key staff members and their roles explained X 15/10/19
Location of welfare facilities (e.g. toilets, kitchen, rest room, X 15/10/19
showers, etc.)
I3. Emergency procedures X 15/10/19
4. Copy of safety policy received or location known X 15/10/19
I5. Location of first aid facilities and contact for first aiders X 15/10/19
6. Fire procedures and location of fire-fighting equipment X 15/10/19
7. Accident/incident reporting and location of accident book X 15/10/19
8. Use/control measures for hazardous substances in the X
workplace (e.g. COSHH) — if applicable
9. Display Screen Equipment Regulations and associated X 15/10/19
procedures — if applicable
10. Manual handling procedures — if applicable X
11. Protective clothing/equipment arrangements — if applicable X
12. Instruction on equipment you will be using (list equipment) X
113. Specific training for tasks to be undertaken X
114. Specific information relating to risk assessments covering tasks X
to be undertaken
115. Location of health and safety information and advice X 15/10/19
16. Specific disability related induction issues X
117. Other issues covered/to be covered please state (e.g. X
attendance and absence reporting procedure):
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PLACEMENT PROVIDER CONFIRMATION
| confirm that the stud;ntth?,s b(/e%n provided with the induction specified above:

Signed:

’> //\/ '
Print Name:  |Andrew Stirling
14
Position: OWner Date: 15/10/2019
STUDENT CONFIRMATION

| confirm that | have been provided with an appropriate induction as specified above:

Signed: 3(: M W

Print Name: William Crews

Position: Intern Date: 15/10/2019

Thank you! Please return the completed checklist to the Placement Organiser within
one week of the student starting placement.

Insert Placement Organiser contact details here

For office use only

PLACEMENT COORDINATOR RECEIPT
Signed:

Print Name:
September 2018 Z
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Position: Date of
receipt:
Action
required?
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Placement Implementation Planning Chart

[October 2019 [November 2019

December 2019

January 2020

February 2020

March 2020

Decide on placement

[Apply for placement

completed 03/10/19

Plan placement

Submit Implementation Plan (assessment 1)

completed 04/11/19

Gather data/create items list

Research available suppliers

Compare pricing

Negotiate for best price

Create preferred suppliers list with pricing

Complete blogs (assessment 2)

Submit critical appraisal (assessment 3)
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INTERNSHIP & VOLUNTEERISM

Assessment 1 — Pre-Placement Skills Audit
Name: William Crews

Placement Provider: Wolfscastle Country Hotel

Date: 01/10/2019

The purpose of this skills audit is to assess your skills set prior to you undertaking your placement to
establish what skills you need to improve on during your placement. Please be honest, take some
time for self-reflection and when responding to each skill try to think of an example of when you may
have done this.

Skill Already | Well |Gathering Not
there [onthe| speed |currently
way
I think about the whole system when X
working to solve problems and developing
ways of doing things

Example: Whilst | endeavour to take a holistic view when solving problems, 1
sometimes focus on small details without taking into account the effect on the whole
project until problems become apparent.

I have the ability to address current and X
future problems creatively
Example: | am confident to address future problems with creative solutions (such as
finishing a twenty-year career in hospitality in order to further my education with the
goal to make a career change at the completion), but can sometimes be bogged-
down by limited perceptions of the choices for solutions to current problems.

I am confident in assessing and critiquing X
a range of information sources

Example: 1 find research very interesting and am confident that | can easily assess
the strengths and weaknesses of the information that | am reviewing, not allowing
preconceived ideas influence the outcome of the conclusions | derive. | always try
to gather data from many sources to inform my opinion.

I have a critical understanding of
connections between environment, social X
and economic factors





