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INTRODUCTION 
The Key purpose of Youth Work is clear and was agreed by the youth work sector during 2008, and it encompasses the outcomes of delivering youth work (what is achieved).  The key purpose of youth work is to……

Enable young people to develop holistically, working with them to facilitate their personal, social and educational development, to enable them to develop their voice, influence and place in society and to reach their full potential.

(LSIS, 2012, page number)

This statement refers to the holistic development of young people, recognising that personal, social and educational development can also include, for example, physical, political and spiritual development (Lifelong Learning UK, 2008; Learning and Skills Improvement Service, 2012).
Fieldwork is undertaken as an integral part of the programme, where the achievement of the learning outcomes for the placement is dependent on the arrangements made with the Placement Provider; where the student is enrolled at the University during this period; and where there is a transfer of direct supervision of the student to the Placement Provider (Academic Quality Handbook 2016-17). 
It is the intention of the programme team to create thoughtful and reflective youth workers.  The fieldwork will provide a huge range of learning experiences for you.  It is up to you to make the most of them.
There are a tremendous variety of placements open to students, and you are encouraged to experience as many different Youth Work contexts as possible to increase your understanding of how modern organisations and people work.
Students take advantage of placements in a range of settings:
· Youth clubs
· Street work and Mobile projects
· Community based projects
· Issue based work
· Drop-in centres
· Communities First projects
· Complementary education
· Housing projects
· Local voluntary organisations

NATIONAL OCCUPATIONAL STANDARDS FOR YOUTH WORK
Youth and Community Work is a value driven occupation.  The sector has agreed a set of values which underpin excellent Youth Work (LSIS, 2012).
Participation and active involvement
· Young people choose to be involved, not least because they want to relax, meet friends, make new relationships, to have fun, and to find support,
· The work starts from where young people are in relation to their own values, views and principles, as well as their own personal and social space,
· It seeks to go beyond where young people start, to widen their horizons, promote participation and invite social commitment, in particular by encouraging them to be critical and creative in their responses to their experience and the world around them,

Equity, diversity and inclusion:
· It treats young people with respect, valuing each individual and their differences, and promoting the acceptance and understanding of others, whilst challenging oppressive behaviour and ideas,
· It respects and values individual differences by supporting and strengthening young people’s belief in themselves, and their capacity to grow and to change through a supportive group environment,
· It is underpinned by the principles of equity, diversity and interdependence,

Partnership with young people and others
· It recognises, respects and is actively responsive to the wider networks of peers, communities, families and cultures which are important to young people, and through these networks seeks to help young people to achieve stronger relationships and collective identities, through the promotion of inclusivity,
· It works in partnership with young people and other agencies which contribute to young people’s social, educational and personal development,
· It recognises the young person as a partner in a learning process, complementing formal education, promoting their access to learning opportunities which enable them to fulfill their potential,

Personal, social and political development:
· It is concerned with how young people feel, and not just with what they know and can do,
· It is concerned with facilitating and empowering the voice of young people, encouraging and enabling them to influence the environment in which they live,
· It safeguards the welfare of young people, and provides them with a safe environment in which to explore their values, beliefs, ideas and issues

These values underpin and are to be reflected within the requirements of the relevant standards (LSIS, 2012: 5).


SUMMARY FUNCTIONAL MAP FOR YOUTH WORK

The following summary map identifies the functions and principal areas of activity undertaken in achieving the key purpose.  The functional areas are proposed as the full range of those undertaken by youth workers. However, it is unlikely that any individual youth worker will do all of the activities; rather the Map expresses the full range of activities that may be undertaken in order to deliver youth work.

The areas suggested are not of equal size/complexity, as they reflect activities and roles undertaken by individuals of varying levels of experience, responsibility and seniority. It is also recognised that many of the functions/activities are inter-related, such that the outcomes of one will impact upon another.

Best practice, as set out by the NOS requires youth workers to be aware of the local, social and political context within which youth work activities are undertaken.

In addition, youth workers will be required to demonstrate a commitment to the Values and principles which underpin and support all activities across youth work.
Values of
Youth
Work
A: Work with young people and others
A1 Build relationships and engage with young people
A2 Engage with the local community
A3 Build working relationships and networks
B: Facilitate the personal, social and educational development of young people
C: Promote 
inclusion, equity and young people’s interests and wellbeing
B1 Facilitate learning and development of young people through youth work
B2 Plan and implement learning activities in youth work
B3 Promote young people’s self awareness, confidence and participation
B4 Promote access to information and support
C1 Engage in critical dialogue and work with young people in promoting their rights
C2 Safeguard the health and welfare of young people
C3 Promote inclusion, equity and the valuing of diversity
C4 Fulfil regulatory and organisational requirements
D: Develop youth work strategy and practice
E1 Manage yourself
E2 Lead and manage others
E3 Develop colleagues
E4 Maintain health and safety in the workplace
E: Develop, lead and manage self and others
D1 Establish and prioritise requirements for youth work
D2 Plan and implement youth work strategy
D3 Monitor and evaluate the effectiveness of youth work strategy and plans
















SETTING UP AND MANAGING THE PLACEMENT
Before beginning placement activity you must apply for a University DBS disclosure – the DBS (Disclosure and Barring Service) provides background checking for those wishing to work with children and young people.  Additionally, all staff and students involved will work within a value base of anti-discrimination and equal opportunities, in all aspects of their practice and across the programme.  Delay in applying for a University DBS will delay the start of your placement.
Your task at Level 4 is to successfully complete a placement of 200 hours, at least 50% of which must be face to face work with young people.  All students will have a named Visiting Tutor – the person with a linking role between the institution and the placement provider.  The Visiting Tutor is your first point of contact in relation to placement.  The Visiting Tutor will support you through at least two three way meetings and will challenge you through observation and assessment visits to demonstrate the highest standards while on placement.
While on placement you will benefit from the support of a Line Manager – the person having day to day responsibility for the standards of practice of the student.  This person will attend the two three way meetings and provide a final report on your progress while on placement.
Additionally the University provides a Fieldwork Supervisor – the person ensuring the development of the student through a formal process of supervision.  This person will be a good support to you, and their role will involve encouraging your learning while on placement.  
The Visiting Tutor, Line Manager and Fieldwork Supervisor will be confirmed before the commencement of your Fieldwork hours.
The University has in place a Fieldwork Practice Coordinator – this is Darrel Williams, the person coordinating fieldwork learning across the Youth and Community Work programmes.  This role involves coordinating training and support for line managers and supervisors, and acting as a source of advice in cases of difficulty.  The purpose of the fieldwork aspect of the programme is to ensure that students have the opportunity to acquire skills and develop knowledge and understanding appropriate to their prospective role as a professionally qualified youth and community worker.  The Nature and Purpose of Youth Work is defined by the Education and Training Standards Committee (ETS) in the following way:
The youth worker’s task therefore is to plan and provide appropriate experiences and to take advantage of those which arise spontaneously, to foster learning by employing a range of interpersonal skills such as group work, mentoring and advocacy.  Relevant themes and issues such as health, housing and employment are incorporated as appropriate.  This task, and the understanding and skills to deliver it, form the bedrock for all education and training programmes for youth workers.
 (ETS, 2010: p.5) 
At level 4 students are at a minimum required to take up a supporting role while on placement, to observe the work of others and to contribute to the smooth functioning of the work, looking for opportunities to help, to assist.  In some cases students will be capable of performing at a higher level, and this will be discussed and if appropriate supported.
Table 1. Standards in the Level 4 Fieldwork Placement
	
Level 4 Module SJYW4007

	
Standard
	
Notes

	200 Placement hours
	At least 100 hours face to face

	For example 7 hours per week x 15 weeks 

	Student CV made available to host
	Prior to the establishment of the Placement
	Student to lead on this

	An original Risk Assessment of placement carried out
	During the first week of the Placement. 
	See exemplar

	Supervision
	At least monthly, and at least 6 sessions of supervision are needed.
	Training will be provided

	Line Manager meetings
	At least two recorded meetings with student and visiting tutor
	See exemplar

	Reflective recordings
	Ten or more authentic, reflective recordings
	See guidance notes.

	Satisfactory Progress
	Completing module tasks to plan
	See Appendix 2





PLACEMENT OPPORTUNITIES
The University, in conjunction with local employers has a responsibility to ensure that the student exhibits principles, values and behaviours during the course of his/her studies that demonstrate that he/she is ‘fit to practise’ and is adequately prepared to function at a professional standard upon successful completion of the Programme of Study.
The Programme team will identify a placement for you at Level 4, and wherever possible the team will suggest a placement of interest that is accessible for students.  Sometimes, however, it may be necessary for students to travel some distance to placement, using personal or public transport.  This commitment to fieldwork and gaining experience is regarded as a sign of commitment to the programme and to the process of Youth Work in general.  
THE PLACEMENT PROCESS
Please note that all students are required to have in place a valid DBS disclosure before commencing placement.  This means that all students must apply for and receive back their application through the admissions team in Registry as a matter of urgency in Level 4.  The only individuals that this does not apply to are those who have a recent (within 3 months) disclosure for the children’s and adult workforce and who have also subscribed to the DBS update service.  Failure to comply with this requirement will mean that students are not fully enrolled onto the Programme.
· Student is provided with placement contact details by the fieldwork coordinator;
· Student is provided with visiting tutor and fieldwork supervisor contact details,
· Student promptly arranges first three way meeting between visiting tutor, line manager and student.  Students are required to arrange and lead the meeting, including arranging an agenda.  The agenda for the first meeting could include:
· A discussion of your background, your interests and what you can bring to the placement,
· Dates, days and times you will be working,
· Induction arrangements,
· Placement expectations of you while on placement,
· Discussion of your learning and development needs,
· Discussing your observation and assessment,
· Signing the Fieldwork Placement Contract,
· Confirming target dates for placement including date for the final meeting and submission of the portfolio.
At the three way meeting or very soon after, the placement contract is signed, and a copy is forwarded to the fieldwork coordinator.  You cannot begin to accrue any of your 200 placement hours until the signed contract is received by the coordinator.  
Please note students are unable to progress to the next level of the programme if they do not pass all aspects of the fieldwork assessment.

FREQUENTLY ASKED QUESTIONS 
	1. How many hours do I have to complete on Placement? 
	200 hours at level 4 with at least 100 hours face to face.  

	2. Can I use residential hours towards my placement? 
	Residential hours can be used only at Level 5 and Level 6. Row taken out here relating to work in host organisation

	3. Can I use hours I have worked previously towards placement? 
	No it is impossible to begin a placement before completion and return of an enhanced disclosure from the Disclosure and Barring Service.  You must also complete and return the Fieldwork Placement Contract to your visiting tutor before you can begin to accrue hours.

	4. What if I have problems on my placement? 
	There are a number of sources of support.  Speak to your line manager, visiting tutor or fieldwork supervisor initially, failing that contact the fieldwork coordinator.

	5. What support will I get on my placement? 
	· Pre-placement lectures 
· Two visits by a visiting tutor while on placement. 
· Tutorial support when required during the placement 
· Regular formative supervision


	6. How will I be assessed? 
	Details of assessment will be provided for you early in the placement. This will also be covered in our annual training for supervisors and line managers.  

	7. How many reflective journals do I need to write for my assessment? 
	Students are encouraged to keep an ongoing reflective journal, however ten are required to be submitted with the final portfolio.

	8. What if I have a positive DBS disclosure?
	Depending on the nature of the positive this does not necessarily prevent a student from engaging in a successful placement.  However it is the student’s responsibility to notify the prospective placement provider of the situation before the placement commences.


ROLES AND RESPONSIBILITIES OF THE STUDENT
With so many challenges and opportunities for students within youth work today, it is important to start planning for your learning experiences before you attend the placement. From the outset of your placement, you should continue planning with your supervisor and tutors.  This will enable the development of important skills, knowledge and abilities, and will facilitate the all-important integration of theory with practice.  During all fieldwork practice, students are expected to:

· Approach the placement in a committed and professional manner and where appropriate take on roles and responsibilities of a full-time worker;
· Work ethically and in a way which values diversity and equality of opportunity;
· Complete all appropriate forms prior to, during and at the end of the placement, please note that working with children, young people or vulnerable adults without obtaining necessary consent could raise fitness to practice issues and is it is vital your ethical approval form is completed and returned prior to the conduct of any research while on placement;
· Ensure that at least 50% of the placement involves direct face-to-face work with young people;
· In negotiation with the line manager undertake an appropriate range of responsibilities in the organisation.  The learning outcomes for the placement, together with the student’s individual learning needs provide the focus for the work to be undertaken;
· Successfully complete the programme of work identified within the placement;
· Ensure the organisation of the two three way meetings;
· Prepare reflective recordings and engage in supervision sessions with the fieldwork supervisor;
· Prepare for and engage in placement meetings and observation involving the visiting tutor and fieldwork supervisor;
· Be punctual and reliable throughout their placement;
· Demonstrate the ability to critically reflect on their practice and share this learning with their fieldwork supervisor and visiting tutor;
· Be motivated, proactive not reactive and prepared to involve themselves in the work with young people;
· Undertake a student observation and assessment, which is carried out by agreement.
· Ensure that both the Line Manager and Supervisor are aware of the submission date of their final reports.
Please note there are Fitness to Practise, code of conduct and satisfactory progress requirements applying to fieldwork, and any serious breach of these regulations may result in the student being required to withdraw from the module. For further information refer to the University Regulations, Undergraduate Student Guide which is available on the University Website and through Quick Links section of the Acadamic Office MyDay pages.
Roles and Responsibilities of the Line Manager within the host organisation 
· The Line Manager plays an important role in the students’ learning on placement – as in, the students’ learning doesn’t merely take place in the lecture room.
· Health and Safety, including signing off the risk assessment;
· Safeguarding and Insurance;
· Managerial supervision (crucial and included in the final assessment);
· Clearly outlining the role and responsibilities of the host placement;
· Inducting the student into the host organisation, ensuring a workplace induction is completed during the first week;
· Helping drawing up a work agreement with the visiting tutor and the student on the basis of his/her learning needs and the requirements of the programme;
· Produce a final report with clear recommendation of the grade. Line Managers will be made aware of the submission date for the final report during the initial three way meeting.

Roles and Responsibilities of the Fieldwork Supervisor
· Maintain a professional, supportive but challenging relationship with the student;
· Meet regularly (at least 6 times) with the student;
· Discuss the student’s reflective recordings and use these as a learning tool;
· Contribute to the assessment of student’s practice in conjunction with agreed learning outcomes;
· If necessary attend and participate in placement meetings with the student and visiting  tutor to discuss the student’s work;
· Prepare a detailed final report.  Supervisors will be made aware of the submission date for the final report during their first supervision meeting with the student.

Roles and Responsibilities of the Visiting Tutor
· Students, line managers and fieldwork supervisors have copies of all relevant documentation;
· Learning agreements are negotiated, recorded and signed by all parties;
· Take the necessary steps to ensure that all placements meet the requirements of Health and Safety policy;
· Ensure that the fieldwork activity is related to the placement learning agreement;
· Placement meetings are agreed by the student and the visiting tutor;
· That the student’s reflective journal recordings are being kept up to date;
· Students, line managers and fieldwork supervisors are briefed on assessment procedures and regulations regarding students’ recordings and the final reports;
· Any issues concerning the placement are discussed and resolved at the earliest possible opportunity.
ENSURING STANDARDS OF PRACTICE
The University, in conjunction with local employers has a responsibility to ensure that the student exhibits principles, values and behaviours during the course of his/her studies that demonstrate that he/she is ‘fit to practise’ and is adequately prepared to function at a professional standard upon successful completion of the Programme of Study.
Those involved in the support, conduct and evaluation of the placement are committed to ensuring that only those students demonstrating the ability to practice as professional youth and community workers successfully complete placement modules.  Issues of competence which may jeopardise a student’s ability to complete fieldwork practice successfully should be identified as soon as possible following the steps outlined below.   If there is a risk that an Examination Board may fail a student on fieldwork practice, the following steps should be followed prior to the Examination Board:
1 Fieldwork supervisor and/or the line manager to contact the visiting tutor immediately if a student is demonstrating unsatisfactory standards.  

2 The visiting tutor to visit the student, to consult with the student and relevant personnel, and agree on a plan of action to improve the situation.  The visit should be recorded and a copy of the report should be provided for the student, the organisation, supervisor and fieldwork co-ordinator. 

3 If the situation does not improve, and if the organisation and the visiting tutor recommends that the student is failing to reach the required standards, then arrangements should be made for the student to see the Programme Director to give the student appropriate support, and to discuss the student’s progress. 

4 In certain circumstances raising concerns around a student’s conduct or behaviour, the School of Social Justice and Inclusion’s Fitness to Practise, Code of Conduct or Satisfactory Progress Policies may be referred to.

5 If it is necessary to move a student to an alternative placement before the end of a practice period, a written report should be obtained from the fieldwork supervisor, line manager and visiting tutor outlining the reasons for such action, before the student is asked to leave. These reports should be passed to the Examination Board. 

6 Reports to be presented to the Board with appropriate recommendations.

7 Reports noted in 4 and 5 above should be available to the External Examiner, who may wish to visit the placement and asses the standards. 

In cases of serious anxiety, a student may discuss problems confidentially with the Programme Director or Head of School. Contact numbers for all relevant staff and Student Services are in the Programme of Study Handbook. 
FIELDWORK PLACEMENT CONTRACT
Where possible please complete this information electronically, the text boxes will expand to contain the necessary information.
	
STUDENT INFORMATION

	Student Name
	

	
Student Address

	

	Student University e mail
	

	Student DBS Status and date
	


	Additional requirements
	


	Name of fieldwork supervisor
	

	Fieldwork supervisor Tel.
	

	Fieldwork supervisor e mail
	



	
HOST ORGANISATION INFORMATION


	Name of Organisation
	

	Tel.
	

	Email
	

	
Aims/ Purpose of the Organisation

	

	Duration of placement

	Level 4 Placement: 200 hours (100 or more face to face Youth Work).

	Please outline the activities expected of the student 
(Use more space if necessary)

	




	Facilities/equipment available to student

	

	Please confirm that your organisation has in place the following and where the student can have access to them:

	a. Equal Opportunities Policy and procedures
	

	b. Safeguarding policy and procedures including a designated child protection officer
	

	c. Disability Policy (please state how you will meet any special  requirements noted by the student)
	

	d. Health and Safety Policy and procedures
	

	e. Risk assessments including significant risks identified? An example to be provided to the University.
	

	During induction the student will be made fully aware of the organisation's rules of conduct (including boundary management), practices and policies, including Safeguarding and Health and Safety (e.g. accident reporting), First Aid contact details and materials and fire procedures?.


	During Induction the student will be made aware of the welfare facilities available during placement.

	The student will be covered by your employer's liability insurance whilst on your premises and undertaking any assigned tasks.

Yes            No


	During the placement, the student will be responsible to:


	Name of Line Manager
	

	
Position 
	

	
Telephone No.
	

	
Email
	

	
	

	
UNIVERSITY INFORMATION


	Name of visiting tutor
	


	Telephone Number
	


	Email address

	





	
Student, line manager,  and visiting tutor to sign below:


	I hereby agree to the terms and conditions outlined above

Signed (student)…………………………………………………………………	 Date: …………………

Signed (line manager)………………………………………………………	Date ……………………

Signed (visiting tutor)……………………………………………………….	Date: …………………












WORKPLACE RISK ASSESSMENT
BA Youth and Community Work Programme: Fieldwork Placement Risk Assessment
In preparing for placement you must read your University Regulations Undergraduate Student Guide, specifically the sections on your responsibilities with regard to health and safety.  If you have any concerns about health and safety prior to or during placement then please contact your line manager, visiting tutor or the fieldwork coordinator.  During the first week of your placement please complete the form below and forward a copy of the form to the fieldwork coordinator.  The purpose of this risk assessment is to identify possible causes of harm and measures needed to avoid these - before an accident or incident occurs.  There will be other risk assessment procedures in place within the host organisation which you will be required to adhere to.  Please draw on the support of your line manager to complete the exercise below.
How to calculate the level of risk
A hazard is anything with the potential to cause harm e.g. a fall from height - perhaps a few feet from a stepladder or a considerable distance from a cliff edge. The risk is the likelihood that an unplanned event involving the hazard will occur.  The likelihood reduces in proportion to the precautions taken - training, safety equipment, planning etc.  By carrying out a risk assessment, you can direct attention and resources where they are most needed to prevent injuries or ill-health.  The five steps to carry out a risk assessment are:
Step 1. Identify the hazards - find out about where and how you will be working.
Step 2. Identify who might be harmed and how - think about risks to yourself and others, including young people. People with health problems, disabilities or lacking experience may be at greater risk and need extra protection.
Step 3. Evaluate the risks (likelihood) and risk level (likelihood x severity) taking into account the present precautions and consider if and how the risk levels of harm can be reduced (if they need to be) - i.e. what extra arrangements, equipment and training etc. will help to avoid accidents or illness?
Step 4. Record your findings - on the risk assessment form below. This assessment should be included in your placement portfolio. Don’t just fill in the form and forget it - make sure everyone in the team knows about the risks and how to avoid them.
Step 5. Review and revise your assessment where necessary - you should do this when there are significant changes in materials, equipment, work methods, location or people involved or in changing weather conditions. Assessments should also be reviewed if there are accidents, near-misses or complaints associated with the work.



Risk Assessment:
Details:
	Description
	

	Department:
	

	Location:
	

	Author:
	

	Line Manager:
	

	Date:
	

	Applicable Equipment:
	

	Associated Risk Assessment(s):
	

	Version:
	

	Review Date:
	

	Approved by:
	

	Reason for latest update
	




Print name:		___________________________________
Signed: 			___________________________________
Authorised by: 		___________________________________
Print name:		___________________________________
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Risk Assessment
	Ref
	Hazard / Task / Activity
 Area of Concern
	Persons at Risk
	Existing Controls
	Describe Any Further Controls / Actions Needed
	Actions By Whom
	Action By When

	
1
	
	
	
	
	
	

	
2
	
	
	
	
	
	

	
3
	
	
	
	
	
	

	
4
	
	
	
	
	
	

	
5
	
	
	
	
	
	







YOUR PLACEMENT
Getting started
You will need to complete 200 hours by April 26th 2018.  That equates to roughly 10 hours per week of placement activity.
You are strongly advised to make early contact with your visiting tutor who will support you to begin the placement process.   We ask that you give the visiting tutor team adequate notice when you are trying to arrange a meeting.  It is good practice to think ahead two to three weeks when looking for dates to meet.  Do not expect visiting tutors or others around you on placement to be able to meet you the next day. They have their own workloads and are not solely engaged in supporting you.
You have an important role in arranging the three way meeting, liaising between the visiting tutor and your line manager to find a date that is convenient for you all.  There is an example agenda on page 7 above.  
Supervision
You will be allocated a Fieldwork Supervisor – this person will support your learning.  During your first meeting with the supervisor you should complete a supervision contract which will detail the supervision process.
It is very important that the Supervisor and student meet regularly (and at least 6 times) and that the student file is available for inspection and discussion at each meeting.
Observation, assessment and making satisfactory progress 
You must maintain the highest standards in your dealings with your visiting tutor. The visiting tutor has a role in assessing your conduct on placement.  The assessment has two components – firstly your general conduct while on placement, and secondly your effectiveness during your prearranged observation session.  The observation is used as a means of providing you with feedback on your current status and progress while on placement.  Your progress will be discussed formally during two Interim Review Boards during December 2017 and March 2018, where judgments will be made about your progress.
Communication
It is crucial that we communicate effectively.  It is good practice to keep in regular contact with tutors, and the student email is an effective way to contact tutors.  We aim to reply to your queries within 24 hours during the working week.  When contacting tutors avoid using informal language including using text speak, and please remember to identify yourself in the email.  Also it is good practice to make regular use of Moodle as a way of keeping up to date with developments and announcements. 

MODULE ASSESSMENT
The aims of the module SJYW4012 are:
· To provide students with an understanding of the key approaches and practices
linking the theory and practice of Youth and Community Work.
· To provide students with an opportunity to develop their Youth Work skills within
an appropriate 200 hour placement.
The module is assessed completely through course work, and the elements of the assessment are clear:

Assessment Component 1: Professional Journal which is 3000 words and worth 70%

The Journal will include the following:

· An original Risk Assessment of the work setting
· An observation of the work placement
· Ten reflective journals
· A community profile
· A short case study of an individual or group of young people with whom you are
working
· A Reflective summary of own learning and development

Assessment Component 2 – 10%
Practical: A Line Manager Report making clear reference to examples form the student’s practice and conduct while on placement.
Practical Assessment Component 3 – 10%
Practical: A report from the visiting tutor including an observation of practice.
Assessment Component 4 – 10%
Practical A report from the Fieldwork Supervisor reflecting the student’s engagement with supervision and reflective practice. 
Assessment Component 5 – 10%
Coursework: A portfolio of evidence including National Occupational Standards for Youth Work evidence matrix.

Please note: you should ensure all these components are submitted in your journal and submit all components together by the final submission date of the April 26th 2018.

ORGANISING YOUR PROFESSIONAL JOURNAL
From your first day on placement begin to build up evidence of your work, your notes from your induction, team meetings you may attend, planning notes, to do lists, contacts you make with others, and any form of evidence that demonstrates what you have taken part in while on placement. 
The purpose of the professional journal is to enable you to demonstrate learning and development, of yourself and of your practice.  The journal allows you to demonstrate a structured approach to showing your increasing understanding of the knowledge, skills and attitudes necessary for effective Youth Work, informed by relevant policy, values, theory and National Occupational Standards (LSIS, 2012).  The journal should be organized into clearly marked sections before submission.
Section 1	
Acknowledgements (thanking those who have supported you)

Section 2
A list of contents of the file including section titles and corresponding page numbers

Section 3
A copy of your line manager’s final report, the placement contract and learning

Section 4
At least one completed original risk assessment

Section 5
Written assignments associated with the module
· An observation of the work placement
· Ten reflective accounts 
· A community profile
· A short case study of an individual or group of young people with whom you are
working
· A Reflective summary of own learning and development

Section 6
Visiting tutor report

Section 7
Portfolio of evidence including National Occupational Standards for Youth Work (LSIS, 2012) evidence matrix

PROFESSIONAL DEVELOPMENT PLAN
For completion by the student after consultation with the Line Manager and Fieldwork Supervisor at the outset of the Placement 
	Student
	

	Line Manager
	

	Placement
	

	Date 
	



Students will be expected to consider their placement experience to demonstrate competence in the key aspects of youth work outlined in the table below based on the National Occupational Standards for Youth Work (LSIS, 2012) and the Principles and Purposes Document (WAG, 2013).
	Line manager’s opening comments about the placement – exactly what type of work will the placement involve? 

	






	Student initial comments about the Placement. 
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PROFESSIONAL DEVELOPMENT PLAN
Please note that at Level 4 we expect students to be assisting a professional youth worker, assisting development, delivery, supporting youth work activities.  Please complete the form electronically to enable the boxes to expand, ensuring you provide adequate detail.

	
	1. Work in accordance with the 5 pillars of Principles and Purposes of Youth Work in Wales (Ref) (Educative, Expressive, Participative, Inclusive, Empowering).
	2. Facilitate the personal, social and educational development of young people
	3. Promote inclusion, equality and young people’s interests and wellbeing
	4. Work with young people and others

	What do you need to learn?
	

	
	
	

	Activities you will learn from (how will you learn, what will you learn from)
	




	
	
	



	Student
	

	Supervisor
	

	Date
	



FIELDWORK PRACTICE SUPERVISION CONTRACT
	Practicalities
	




	For example - timing, frequency, place, what are reasonable interruptions.
	

	Boundaries
	




	What can be discussed, what cannot, confidentiality, how will gossip be dealt with.
	

	Working together
	





	Sharing expectations, what the focus of the relationship will be, hopes and fears, the ethos of the supervision. 
	

	Session Format
	





	What will each session be like?  Will all the time be spent on one incident; are supervisees expected to bring written recordings or verbatim accounts?
	

	Organisational & Professional context
	





	Expectations, fitness to practise, responsibilities on supervisor and supervisee, professional and ethical boundary discussions. 
	



Signed (supervisee) 						Date: 			
Signed (supervisor)						Date: 
FIELDWORK PRACTICE SUPERVISION
Supervision is a crucial aspect of the placement and helps the student gain deeper understandings.  The purpose of fieldwork supervision is to enable the student to ultimately deliver the best possible service possible to young people.  The supervisor has a key part to play in both ensuring that the student is making progress but also enabling this progress to take place.  
These functions of supervision can be achieved by supervisors being clear of their educational role in the development of the student.  However as individuals learn differently it may be necessary for the supervisor to adapt her/ his approach to suit the needs of the student in order to achieve the desired learning outcomes.
This ability may at times involve adopting a person centred approach being mindful of the restorative function of supervision and at other times being more task focused and focusing on the normative function and being concerned with standards.  
However the overwhelming focus of the supervision must be on the learning and development of the student.  This learning may be achieved in a number of ways through supervision but must remain the overall priority of fieldwork supervision.
When preparing for a Supervision meeting
When preparing for supervision students can ask themselves a number of questions including:
Have I prepared examples from my reflective journal for discussion?
Have I set aside adequate time to prepare for supervision and to identify agenda items?
Am I open to feedback from my supervisor?
Am I able to acknowledge my own strengths and areas for development?
How well do I respond to new ideas, challenges or constructive criticism? 
Would I like my supervisor to do anything differently?
What could I do differently next time?
What learning have I gained?
How will I improve my practice as a result of this supervision session?

On the next page is a supervision recording pro forma.  Please ensure you are addressing agreed learning outcomes in your discussions.  These are an important source of evidence for the student’s portfolio of evidence.


Supervision Recording Format
	SUPERVISION RECORDING

	DATE:

	TIME:

	PEOPLE PRESENT:

	DURATION OF THE MEETING:

	AGENDA/ DISCUSSION POINTS

	1.
2.
3.
4.
5.
6.

	NOTES/ ACTION OF EACH ITEM

	1.
2.
3.
4.
5.
6.

	PROBLEMS ENCOUNTERED 

	



	REFLECTION ANALYSIS AND LEARNING Links between theory and practice can be made here and referenced in the usual way.  Also reflection on effectiveness of supervision.

	








	QUESTIONS ARISING

	




	DATE OF NEXT MEETING:

	SIGNED:

	STUDENT

	SUPERVISOR




Fieldwork Supervisors Final Report - Key areas of competence
When considering the level of competence of a student in supervision please refer to the marking criteria outlined below: 
	Grade
	Description
	Equivalent % marks towards HE qualification

	A
	An exceptional trainee Youth worker who is a reflective practitioner; shows initiative and an ability to work independently for a sustained period; demonstrates thoroughness and commitment to all aspects of professional practice.
	70%+

	B
	An effective trainee youth worker who displays a degree of independence and commitment to further professional development.
	60-69%

	C
	A satisfactory trainee youth worker who has met the requirements appropriate for a professionally qualified Youth Worker and with further experience should develop into an effective youth worker.
	50-59%

	D
	A rather weak trainee youth worker with a basic level of knowledge or skill.  May be very poorly organised with very limited understanding of important concepts.  
	40-49%

	E Fail
	A weak trainee youth worker who has been unable or unwilling to meet the required standard, may demonstrate inappropriate values or lack understanding or attention to detail.

	Below 40%



FIELDWORK SUPERVISOR’S FINAL REPORT
This section of the report should be completed by the fieldwork supervisor.  To complete the report we would like you to use the headings below giving specific examples to support your observations. 
	How did the student use supervision and respond to feedback?

	



	To what extent did the student seek challenging situations, and how were these worked with?

	



	To what extent did the student show enthusiasm and commitment?

	



	How well was the student able to relate theory to practice and reflect on her/his own practice and that of others?

	



	How did the student articulate her/his own beliefs and values and relate them to the work?

	



	How pro-active was the student in demonstrating anti oppressive beliefs, language, and behaviour? 

	


	In your professional opinion has the student achieved the necessary standards to progress to Level 5?

	


	Student’s Provision Grade (Please refer to the grading criteria above)

	




	Signed Supervisor 
	

	Signed Student
	

	Date
	



LINE MANAGER’S FINAL REPORT 
The University would like to remind the line manager of the importance of their role in the assessment of the student.  This role is fundamental in ensuring standards of practice of those working with young people in communities, and cannot be taken lightly.  
To ensure the desired results are achieved, all those involved in the placement are required to understand and remain committed to the process of supervised practice.  Issues of competence which might jeopardise a student’s ability to complete workplace/work based practice successfully should be identified and communicated to the visiting tutor or fieldwork coordinator as soon as possible.
After the student’s induction to the placement, the student will have drawn up a professional development plan balancing the needs of the student and the requirements of the programme.  As line manager you will have carried out managerial supervision and an interim review of the placement.  This document is the final report, and will include your final assessment of the standards achieved by the student on placement.
Key areas of competence
When considering the level of competence of a student please refer to the marking criteria outlined below: 
	Grade
	Description
	Equivalent % marks towards HE qualification

	A
	An exceptional trainee Youth worker who is a reflective practitioner; shows initiative and an ability to work independently for a sustained period; demonstrates thoroughness and commitment to all aspects of professional practice.
	70%+

	B
	An effective trainee youth worker who displays a degree of independence and commitment to further professional development.
	60-69%

	C
	A satisfactory trainee youth worker who has met the requirements appropriate for a professionally qualified Youth Worker and with further experience should develop into an effective youth worker.
	50-59%

	D
	A rather weak trainee youth worker with a basic level of knowledge or skill.  May be very poorly organised with very limited understanding of important concepts.  
	40-49%

	E Fail
	A weak trainee youth worker who has been unable or unwilling to meet the required standard, may demonstrate inappropriate values or lack understanding or attention to detail.

	Below 40%



LINE MANAGER’S FINAL REPORT (continued)
	Work in accordance with the pillars of Youth Work in Wales: Principles and Purposes

	A Exceptional
70%+
	B Effective
60-69%
	C Satisfactory
50-59%
	D Rather weak
40-49%
	E Weak
0-39%

	







	Facilitate the personal, social and educational development of young people

	A Exceptional
70%+
	B Effective
60-69%
	C Satisfactory
50-59%
	D Rather weak
40-49%
	E Weak
0-39%

	








	Promote inclusion, equality and young people’s interests and wellbeing

	A Exceptional
70%+
	B Effective
60-69%
	C Satisfactory
50-59%
	D Rather weak
40-49%
	E Weak
0-39%

	







	Work with young people and others

	A Exceptional
70%+
	B Effective
60-69%
	C Satisfactory
50-59%
	D Rather weak
40-49%
	E Weak
0-39%

	










LINE MANAGER’S FINAL REPORT (continued)
	How has the student developed during the placement?

	





	What are your suggestions for further development?  What would be your recommendations for the Student’s development during the Level 5 placement?

	





	Has the student passed the placement?  Please take into account your view of the student’s performance in each of the Key Aspects of Youth Work (Please circle clearly). 

	
Yes, Pass

	
No, Fail

	Further Comments  

	





	Signed Line Manager 
	

	Signed Student
	

	Date
	



APPENDIX 1.  Application for Ethical Approval
In order for research to result in benefit and minimise risk of harm, it must be conducted ethically. A researcher may not be covered by the University’s insurance if ethical approval has not been obtained prior to commencement.

The University follows the OECD Frascati manual definition of research activity: “creative work undertaken on a systematic basis in order to increase the stock of knowledge, including knowledge of man, culture and society, and the use of this stock of knowledge to devise new applications”. As such this covers activities undertaken by members of staff, postgraduate research students, and both taught postgraduate and undergraduate students working on dissertations/projects.

The individual undertaking the research activity is known as the “principal researcher”.

Ethical approval is not required for routine audits, performance reviews, quality assurance studies, testing within normal educational requirements, and literary or artistic criticism.

Please read the notes for guidance before completing ALL sections of the form.

This form must be completed and approved prior to undertaking any research activity. Please see Checklist for details of process for different categories of application.  


SECTION A: About You (Principal Researcher)

	Full Name:
	

	Tick all boxes which apply:

	Member of staff:
	☐	Student:
	☐


	Faculty/School/Centre:
	

	Campus:
	

	E-mail address:
	

	Contact Telephone Number:
	

	For students:

	Student Number:
	
	Undergraduate
	☐
	Programme of Study:
	
	Taught Postgraduate
	☐
	Director of Studies/Supervisor:
	
	Research
	☐


SECTION B: Approval for Research Activity

	Has the research activity received approval in principle?
(please check the Guidance Notes as to the appropriate approval process for different levels of research by different categories of individual)
	YES
	☐	NO
	☐
	     
	Date

	If Yes, please indicate source of approval (and date where known):
	Research Degrees Committee
	☐	

	
	Faculty Research Committee
	☐	

	
	Other (write in)

	☐	


Approval in principle must be obtained from the relevant source prior to seeking ethical approval.









SECTION C:  External Ethical Guidance Materials

	Please list the core ethical guidance documents that have been referred to during the completion of this form (including any discipline-specific codes of research ethics, and also any specific ethical guidance relating to the proposed methodology).  Please tick to confirm that your research proposal adheres to these codes and guidelines.

	
	☐
	
	☐

	
	☐




SECTION D: External Collaborative Research Activity

	Does the research activity involve collaborators outside of the University?
	YES
	☐
	NO
	☐

	
If Yes, please provide the name of the external organisation and name and contact details for the main contact person:

	Institution
	

	Contact person name
	

	Contact person e-mail address
	



Where research activity is carried out in collaboration with an external organisation
	Does this organisation have its own ethics approval system?
	YES
	☐
	NO
	☐

	If Yes, please attach a copy of any final approval (or interim approval) from the organisation






SECTION E: Details of Research Activity
	Indicative title:
	

	Proposed start date:
	
	Proposed end date:
	

	Purpose of research activity (including aims and objectives)
Outline the purpose, aims and objectives of the research activity, including key research questions. Show briefly how existing research has informed the proposed activity and explain what the research activity will add and how it addresses an area of importance. (Maximum 300 words)

	


(this box should expand as you type)

	Proposed methods
Provide a brief summary of all the methods that may be used in the research activity, making it clear what specific techniques may be used. If methods other than those listed in this section are deemed appropriate later, additional ethical approval for those methods will be needed. (Maximum 600 words)

	




(this box should expand as you type)




	Location of research activity
Identify all locations where research activity will take place.

	

(this box should expand as you type)

	Research activity outside of the UK
If research activity will take place overseas, you are responsible for ensuring that local ethical considerations are complied with and that the relevant permissions are sought. Specify any local guidelines (e.g. from local professional associations/learned societies/universities) that exist and whether these involve any ethical stipulations beyond those usual in the UK (provide details of any licenses or permissions required). Also specify whether there are any specific ethical issues raised by the local context in which the research activity is taking place, for example, particular cultural sensitivities or vulnerabilities of participants.

	

(this box should expand as you type)















SECTION F: Scope of Research Activity

	Will the research activity include:
	
YES
	
NO

	Use of a questionnaire or similar research instrument?
	☐
	☐

	Use of interviews?
	☐
	☐

	Use of diaries?
	☐
	☐

	Participant observation with their knowledge?
	☐
	☐

	Participant observation without their knowledge?
	☐
	☐

	Use of video or audio recording?
	☐
	☐

	Access to personal or confidential information without the participants’ specific consent?
	☐
	☐

	Administration of any questions, test stimuli, presentation that may be experienced as physically, mentally or emotionally harmful / offensive?
	☐
	☐

	Performance of any acts which may cause embarrassment or affect self-esteem?
	☐
	☐

	Investigation of participants involved in illegal activities?
	☐
	☐

	Use of procedures that involve deception?
	☐
	☐

	Administration of any substance, agent or placebo?
	☐
	☐

	Working with live vertebrate animals?
	☐
	☐

	Other primary data collection methods, please explain in this box



	☐
	☐



If NO to every question, then the research activity is (ethically) low risk and may be exempt from some of the following sections (please refer to Guidance Notes).

If YES to any question, then no research activity should be undertaken until full ethical approval has been obtained. 
SECTION G: Intended Participants

	Who are the intended participants:
	
YES
	
NO

	Students or staff at the University?
	☐
	☐

	Adults (over the age of 18 and competent to give consent)?
	☐
	☐

	Vulnerable adults?
	☐
	☐

	Children under 18?
	☐
	☐

	Prisoners?
	☐
	☐

	Young offenders?
	☐
	☐

	Those who could be considered to have a particularly dependent relationship with the investigator or a gatekeeper?
	☐
	☐

	People engaged in illegal activities?
	☐
	☐

	Others (please identify):


	☐
	☐



	Participant numbers and source
Provide an estimate of the expected number of participants. How will you identify participants and how will they be recruited? 

	

this box should expand as you type)








	Information for participants:
	
YES
	NO
	
N/A

	Will you describe the main research procedures to participants in advance, so that they are informed about what to expect?
	☐
	☐
	☐

	Will you tell participants that their participation is voluntary?
	☐
	☐
	☐

	Will you obtain written consent for participation?
	☐
	☐
	☐

	Will you explain to participants that refusal to participate in the research will not affect their treatment or education (if relevant)?
	☐
	☐
	☐

	If the research is observational, will you ask participants for their consent to being observed?
	☐
	☐
	☐

	Will you tell participants that they may withdraw from the research at any time and for any reason?
	☐
	☐
	☐

	With questionnaires, will you give participants the option of omitting questions they do not want to answer?
	☐
	☐
	☐

	Will you tell participants that their data will be treated with full confidentiality and that, if published, it will not be identifiable as theirs?
	☐
	☐
	☐

	Will you debrief participants at the end of their participation, in a way appropriate to the type of research undertaken?
	☐
	☐
	☐

	If NO to any of above questions, please give an explanation 

	


(this box should expand as you type)






	Information for participants:
	
YES
	NO
	
N/A

	Will participants be paid?
	☐
	☐
	☐

	Is specialist electrical or other equipment to be used with participants?
	☐
	☐
	☐

	Are there any financial or other interests to the investigator or University arising from this study?
	☐
	☐
	☐

	Will the research activity involve deliberately misleading participants in any way, or the partial or full concealment of the specific study aims?
	☐
	☐
	☐

	If YES to any question, please provide full details 

	


(this box should expand as you type)





SECTION H: Anticipated Risks

	
Outline any anticipated risks that may adversely affect any of the participants, the researchers and/or the University, and the steps that will be taken to address them. 

	

	Risks to participants
For example: emotional distress, financial disclosure, physical harm, transfer of personal data, sensitive organisational information

	

(this box should expand as you type)

	

	If research activity may include sensitive, embarrassing or upsetting topics (e.g. sexual activity, drug use) or issues likely to disclose information requiring further action (e.g. criminal activity), give details of the procedures to deal with these issues, including any support/advice (e.g. helpline numbers) to be offered to participants. Note that where applicable, consent procedures should make it clear that if something potentially or actually illegal is discovered in the course of a project, it may need to be disclosed to the proper authorities

	

(this box should expand as you type)

	

	Risks to investigator
For example: personal safety, physical harm, emotional distress, risk of accusation of harm/impropriety, conflict of interest

	

(this box should expand as you type)

	

	University/institutional risks
For example: adverse publicity, financial loss, data protection

	

(this box should expand as you type)

	

	Adverse outcomes
List measures put in place to limit any adverse effects or outcomes of research activity where appropriate. Include any emergency protocols. 

	

(this box should expand as you type)





	Disclosure and Barring Service

	If the research activity involves children or vulnerable adults, a Disclosure and Barring Service (DBS) certificate must be obtained before any contact with such participants.
	
YES
	
NO
	
N/A

	Has a DBS certificate been obtained?
	☐
	☐
	☐




SECTION I: Feedback, Consent and Confidentiality

	Feedback
What feedback will be provided to participants, how will this be done and when? 

	


 (this box should expand as you type)

	

	Informed consent
Describe the arrangements to inform potential participants, before providing consent, of what is involved in participating. Describe the arrangements for participants to provide full consent before data collection begins. If gaining consent in this way is inappropriate, explain how consent will be obtained and recorded.

	


 (this box should expand as you type)

	

	Confidentiality / Anonymity
Set out how anonymity of participants and confidentiality will be ensured in any outputs. If anonymity is not being offered, explain why this is the case. 

	


(this box should expand as you type)






SECTION J: Data Protection and Storage

In completing this section refer to the University’s Research Data Management Policy and the extensive resources on the University’s Research Data Management web pages (http://uwtsd.ac.uk/library/research-data-management/).
	
	YES
	NO

	Does the research activity involve personal data (as defined by the Data Protection Act)?
	☐
	☐

	If YES, provide a description of the data and explain why this data needs to be collected:

	





(this box should expand as you type)

	

	Does it involve sensitive personal data (as defined by the Data Protection Act)?
	☐
	☐

	If YES, provide a description of the data and explain why this data needs to be collected:

	



(this box should expand as you type)



	Will the research activity involve any of the following activities:
	YES
	NO

	Electronic transfer of data in any form?
	☐
	☐

	Sharing of data with others at the University?
	☐
	☐

	Sharing of data with other organisations?
	☐
	☐

	Export of data outside the European Union or importing of data from outside the UK?
	☐
	☐

	Use of personal addresses, postcodes, faxes, emails or telephone numbers?
	☐
	☐

	Publication of data that might allow identification of individuals?
	☐
	☐

	Use of data management system?
	☐
	☐

	Data archiving?
	☐
	☐

	If YES to any question, please provide full details, explaining how this will be conducted in accordance with the Data Protection Act (and/or any international equivalent):

	




(this box should expand as you type)





	Will the research activity involve storing personal data on one of the following:
	YES
	NO

	Manual files (i.e. in paper form)?
	☐
	☐

	University computers?
	☐
	☐

	Private company computers?
	☐
	☐

	Home or other personal computers?
	☐
	☐

	Laptop computers/ CDs/ Portable disk-drives/ memory sticks?
	☐
	☐

	“Cloud” storage or websites?
	☐
	☐

	Other – specify:

	☐
	☐

	For all stored data, explain the measures in place to ensure data confidentiality, including details of password protection, encryption and anonymisation:

	



(this box should expand as you type)



	List all who will have access to the data generated by the research activity:

	


(this box should expand as you type)

	

	List who will have control of, and act as custodian(s) for, data generated by the research activity:

	


(this box should expand as you type)

	

	Give details of data storage arrangements, including where data will be stored, how long for, and in what form. Will data be archived – if so how and if not why not.  

	


(this box should expand as you type)





SECTION K: Declaration
	The information which I have provided is correct and complete to the best of my knowledge. I have attempted to identify any risks and issues related to the research activity and acknowledge my obligations and the rights of the participants.

In submitting this application I hereby confirm that I undertake to ensure that the above named research activity will meet the University’s Research Ethics and Integrity Code of Practice

	Signature of applicant:
	
	Date:
	



For students:
	Director of Studies/Supervisor:
	

	Signature:
	


	Date:
	



A countersignature as per requirements of the School Ethics process
	Name:
	

	Signature:
	


	Date:
	



Checklist: Please complete the checklist below to ensure that you have completed the form according to the guidelines and attached any required documentation:
	☐
	I have read the guidance notes supplied before completing the form.

	☐
	I have completed ALL RELEVANT sections of the form in full.

	☐
	I confirm that the research activity has received approval in principle

	☐
	I have attached a copy of final/interim approval from external organisation (where appropriate)

	☐
	I understand that it is my responsibility to ensure that the above named research activity will meet the University’s Research Ethics and Integrity Code of Practice.

	☐
	I understand that before commencing data collection all documents aimed at respondents (including information sheets, consent forms, questionnaires, interview schedules etc.) must be confirmed by the DoS/Supervisor, module tutor or Head of School.





STUDENTS ON UNDERGRADUATE OR TAUGHT MASTERS PROGRAMMES should submit  this form (and receive the outcome) via systems explained to you by the supervisor/module leader.

This form is available electronically from the Academic Office web pages: http://www.uwtsd.ac.uk/academic-office/

Application Process

All staff research projects and all research students must submit the Ethical Approval Form to the University Ethics Committee via the Postgraduate Research office (pgresearch@uwtsd.ac.uk).   Staff research directly in relation to personal study for taught undergraduate or Masters programmes should be submitted via the Faculty procedures explained below.

Taught masters and taught undergraduate research Ethical Approval Forms are considered within Faculties.  Faculties will provide details of the specific processes for this.  Where the Ethical issues within any single ethical application are of particular concern the Faculty will refer these to the University Ethics Committee.   Any student activity that involves the collection of primary data needs to undergo Ethical approval, this includes assignment work as well as dissertations.   





Notes for guidance in completion of this Ethical Approval form
Section A:  About You
Please complete all relevant sections
Section B:  Approval for research activity
Research proposals must be approved in principle before applying for Ethical Approval.  The proposal approval only becomes final when the ethical approval is received.  

The process for proposal approval varies according the individual and programme of study:
· Research students, by application on form PG1 to the Research Degrees Committee
· Taught students by review of research proposal within Faculties (Faculties provide specific details of these processes)
· Staff, by agreement by the Head of School/Assistant Dean

Section C:  External Ethical Guidance materials
Many discipline areas are required to operate with the discipline specific codes of research ethics (for example health, psychology, education etc.), any such codes must be listed and you must tick to confirm that you have consulted with these.
Section D:  External Collaborative Research Activity
Provide details of the external collaborative partners, where appropriate you might want to submit a copy of the external collaboration agreement with the Ethical Approval Form.  If the partner requires the research to be subject to its own internal Ethical approval process then please provide details of that process and a copy of any final (or interim) approvals received from the organisation.
Section E:  Details of Research Activity
Remember that the individuals reviewing this Ethical Approval Form may not have seen your research proposal, and also may not be experts in the specific area of your research.  The information provided should therefore be jargon free and clearly stated.
Indicative Title:  please use the same title as used on the research proposal.
Purpose:  the Ethical approval process will want to ensure that the methods you propose are adequate and appropriate to address the research aims and objectives.  Excessive additional data collection can be seen as unethical.
Proposed Methods:  the Ethical approval process seeks to ensure that you understand the methods that are intended, and that the implementation of those methods will be appropriate and without unnecessary impact on respondents.  Please be specific.
Location:  this needs to mention geographical location and also local situation (for example, within Local Authority Offices in Cardiff, using a private room but close to other individuals).  If you are collecting data within an organisational setting then you need to explain the permissions that you have obtained to do this.
Research Activity outside of the UK:  please complete this section in detail, and note any guidance you have received.  Also describe your own familiarity (or not) with the location that you will be utilising.
Section F:  Scope of Research Activity
Please tick ALL of the research activities that might be undertaken.   If any additional types of activity are intended then please add an extra box and describe these.
If you have answered no to all questions in F then sections G and J do not need to be completed.  Section H should be considered, and may be completed.  Signatures are still required in section K.
Section G:  Intended Participants
Please tick all categories that might apply.
Numbers & Source:  if you are using a series of different methods or research activities please list numbers for each stage/phase.  Be clear about how you will find respondents.   Will you use intermediaries, and if so how?  How will you ensure compliance with your sampling strategy?
Information for participants:  all participants should be appropriately informed about the research, what is expected of them and what will happen to the information that they provide.  The Ethical review process does not ask to see this documentation, but requires this to be reviewed and approved by the Director of Studies in the case of research students, the supervisor/module tutor in relation to students on taught programmes and the Head of School/Assistant Dean in relation to staff research.
Section H:  Anticipate Risks
All research carries some level of risk.  The answers you provide to questions in this section will be reviewed to ensure that you have an appropriate understanding of the type of risks involved and how you can mitigate against these risks.
Risk to participants   Think very carefully about how your actions/questions/discussions might affect the people you are involving as participants.  You might identify the risk as small but it would still be a risk.  Many types of question have the potential to make respondents less content with their life / job; you need to recognise and try to ameliorate any such effects
If these are business owners, time with you may reduce profit.  
In some locations physical risk is very real to both participants and yourself, please consider this.
Risk to you, the researcher   Think about where you will meet people, if there are any dangers involved in the location.  If you are meeting people as individuals think about using a public place.  In general do not visit people in their own homes or remote locations.  If you are talking to individuals about certain issues think about how their responses might affect you emotionally.  What about the risk of collecting insufficient data?

Risk to the University   When undertaking your research, you are acting as a member of the University (student or staff).  Professionalism is important, so it is important to be well organised and well prepared. Punctuality, clarity etc. are all part of this.  What will you do to ensure this?  You must ensure you do not harm the good name of the University in any way and do nothing to undermine the reputation of the research it conducts and sponsors.  Upholding high standards of conduct and integrity are vital in this regard. You must also conduct the research in such a way to minimise the potential for claims of negligence made against the University, its researchers and any collaborating individual or organisation. In this respect you should always comply with ethical, legal and professional frameworks, obligations and standards as required by statutory and regulatory authorities, as well as the university’s Research Integrity and Ethics Code of Practice.  Research misconduct in this respect can take many forms, including:
· fabrication: making up results or other outputs (eg, artefacts) and presenting them as if they were real
· falsification: manipulating research processes or changing or omitting data without good cause
· plagiarism: using other people’s material without giving proper credit
· failure to meet ethical, legal and professional obligations: for example failure to declare competing interests; misrepresentation of involvement or authorship; misrepresentation of interests; breach of confidentiality; lack of informed consent; misuse of personal data; and abuse of research subjects or material
· improper dealing with allegations of misconduct: failing to address possible infringements such as attempts to cover up misconduct and reprisals against whistle-blowers

Adverse Outcomes.  Think carefully about the possibilities, and cover here

Section I:  Feedback, Consent and Confidentiality
Feedback to participants:  outline your approach.   Will interview transcripts be shared with respondents to check accuracy?  Will summaries of questionnaire analysis be made available to respondents in some way?   Will an overview report be provided?  How and when?
Informed consent:   Draft letter / e-mail / or heading (or footer) section of questionnaire must be approved by DoS/supervisor (if research student), supervisor/module tutor if taught student, or Head of School / Assistant Dean if a member of staff.
Confidentiality/Anonymity.  Explain clearly how you will ensure confidentiality and anonymity.
Section J:  Data Protection and Storage
Before completing this section it is necessary to read the University’s Research Data Management information.   The questions that follow are designed to ensure compliance with the Data Protection Act as well as established research protocols.

Many research activities will involve electronic transfer of data and use of data management systems in the summarisation and analysis of data.  You will need to explain these in relation to compliance with the Data Protection Act.
Think carefully about who will have access to your data, this will include supervisors and examiners. Also that a thesis will be made available via the University library and the British Library system.  If you are seeking an access bar for a period of time after completion then mention it here.  If you will provide a copy of your findings, or intend to give a presentation, to a facilitating/ supporting/accessing organisation then explain that in this section.  But also think about the general principle of data sharing, as explained in the Research Data Management information.
In terms of storage of data please ensure security, and also mitigate against loss of data.
Section K:  Declaration
Ensure the appropriate countersignatures have been provided
Look carefully at the checklist and ensure that you comply with and tick all that are relevant to your research.
























Appendix 2
PLACEMENT PROVIDER EVALUATION REPORT  
 To be completed by the fieldwork placement provider
The University of Wales Trinity Saint David would be grateful to receive your comments:
	Name of Placement Organisation
	

	Name of Student
	

	How appropriate was the information you received from the institution in advance of the Placement?
	

	Do you have any comments you would like to make about the Placement?




	

	Do you have any recommendations for future placements?



	

	Name: 
Signed:
Date:
	

	Contact Telephone No:
Email address:
	


Thank you for your support and co-operation
Appendix 2: SJYW4012 Work Based Practice 1, A timeline through the module (Academic Year 2017-18)

DBS Forms issued to student
Student induction

Module lectures begin
Initial meetings & students to begin supervision
Submit completed 3,000 word Professional Journal April 26th 2018
Student observation period

	September
	October
	November
	December
	January
	February
	March
	April
	May
	June


Exam Board – grades finalised 
Placement roles, safeguarding, health and safety, ethics and assessments covered
Interim Review Board March 2018
Final three way meetings take place by April 6th  
Interim Review Board Dec. 2017
Students begin work on the portfolio, reading, making observations, keeping records, gathering evidence, meetings, community profile, written tasks, keeping a diary and reflective journal and engaging in supervision
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