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SECTION 1 The Programme and Fieldwork Practice

Introduction

This document sets out Guidelines for the MA Youth and Community Work Programme Placement for 2017-18.

Learning and Professional Development in the workplace is an increasingly frequent aspect of our Programmes of Study.  Placement learning is defined as a planned period of learning, normally outside the University, where the learning outcomes are an intended part of a Programme of Study (Academic Quality Handbook).  

It is hoped that these guidelines will inform the learning process through a rigorous process of supervision and scrutiny.  It is our intention to support our colleagues in the field and keep open lines of communication through regular dialogue.  This partnership between the University, the placement provider, and the student will ensure that placement opportunities will be challenging, stimulating, rigorous and supportive.


Key Terms in Fieldwork Placement 

Line Manager – the person designated by the placement provider as having day to day responsibility for the standards of practice of the student

Fieldwork Supervisor – the person enabling and ensuring the professional development of the student through a formal process of supervision

Visiting Tutor – the person designated by University of Wales Trinity Saint David (UWTSD) with a linking role between the institution and the placement provider.

Fieldwork Practice Co-ordinator – the person designated by UWTSD as coordinating fieldwork learning across the programme.















Purpose and Rationale of the Youth and Community Work Programme

Youth work is a profession with a clearly stated purpose, values, and principles.  The key purpose of youth work in the United Kingdom 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: pg. 4)

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 (LSIS, 2012).  

Youth work regards itself as rare among wider services for young people; being driven by a clear set of agreed values, these values are summarised in the National Occupational Standards for Youth Work and include: 

· Participation and active involvement
· Equity, diversity and inclusion
· Partnership with young people and others
· Personal, social and political development

In addition to remaining committed to a clear set of values which are consistent across the United Kingdom, the programme continues to move with the times, maintaining a commitment to a principled approach to youth work, giving young people the opportunity to gain experience of both the maintained and voluntary sectors.  The principles of youth work have recently been revisited by key stakeholders in Wales, including the Council for Wales of Voluntary Youth Services (CWVYS), The Principal Youth Officers Group, Welsh Local Government Association.

The Programme team are committed to a vision of youth work clearly based upon these principles, including the voluntary engagement of young people being fundamental to the process of youth work.  Additionally a form of youth work which empowers young people and adopts a stance where they are partners in the process of learning.  In addition youth work starts at whatever point young people are in their lives, regardless of circumstance, and recognises their potential.  Also that fundamental to youth work are the principles of equality and inclusion.  Youth work recognises that young people have rights and seeks to work in a rights-based way.  Youth work recognises that young people have responsibilities and requirements placed upon them. Youth work seeks to help them address those responsibilities and requirements.  Youth work is essentially focused on activity which is both informal and non-formal.  Informal activity seizes opportunities that are not necessarily planned.  Non-formal activity provides planned opportunities which lie outside formal systems such as school-based education. Both kinds of activity might lead to accreditation or recognition.  The programme team are committed to teaching a form of youth work which has at its core the importance of providing safe environments for young people and of supporting their safety as well as their development and wellbeing. Sustainability is a further underpinning theme of the programme and is in alignment with the purpose, values and principles of youth work including the core aims of the UNCRC. Sustainability is fundamental to both the pedagogy of the non-formal learning and teaching philosophy that is adopted within the programme.  

Identifying Fieldwork Practice Placement Opportunities

The opportunity to practice vocational skills in a supported work setting is seen as having great importance in experiential study programmes.  Fieldwork practice is therefore the vocational cornerstone of the MA Youth and Community Work programme.  This opportunity to practice and reflect upon the theoretical concepts and models covered in the programme ensures a balance between the academic and vocational nature of the programme.  This balance is greatly valued by local employers.



































Professional Guidelines
The guidelines for professional endorsement set out the requirement that students need to complete 200 hours of assessed practice in the initial placement at Level 7, 50% of which must be face to face.  Placement two involves a second 200 hour placement.  To ensure the desired results are achieved all those involved in practice are required to understand and remain committed to a rigorous process of supervised practice.  The ETS Guidelines require that practice supervisors be appropriately qualified.

Figure 1. Steps to a successful Placement
Step 1
Students identify one or more potential placements.
Step 2
Students and visiting tutor complete Fieldwork Placement Contract identifying where they would like to carry out their placement before being agreed by the fieldwork practice coordinator.
Step 3
Student leads an initial meeting with line manager and visiting tutor to address placement requirements and confirmation of the roles and responsibilities of those involved.
Step 4
Placement is carried out according to the guidelines including gathering evidence for assessment and identifying any concerns with the student’s practice.
Step 5
Student leads final meeting with line manager, visiting tutor and fieldwork supervisor addressing progression.  An evaluation takes place to identify issues which may prevent progression to the next level.








































Quality Standards in Fieldwork Practice

· The programme team will arrange annual training for fieldwork supervisors and line managers.

· Students must participate in 400 hours of practice placement during the fieldwork modules.

· A minimum of 50% of the work of the placements must be face-to-face work with groups or individuals.

· Importantly, the Fieldwork Supervisor will be appropriately qualified, and have recent experience of the sector.

· The Fieldwork Supervisor should not normally be the line manager of the student in their part-time, voluntary or full-time work.

· All placements must be negotiated and agreed through the Fieldwork co-ordinator. 

· During each placement there will be at least 2 recorded 3 way meetings between student, line manager and visiting tutor, one to establish the placement and at least one more during the placement to monitor progress and outcomes.

· To successfully complete the Programme, students must successfully complete both fieldwork practice modules. 























Frequently Asked Questions 

	1. Can I undertake the Placement in the organisation where I work? 

	It is possible to undertake the placement in the organisation where you work but it is desirable to have as much contrast as possible, for example working with a new line manager or in an unfamiliar area of work. 

	1. What happens if I don’t have a placement?  
	If you are struggling to find a suitable work placement please see the fieldwork co-ordinator who will assist you in finding a suitable placement. Please note you cannot complete successfully without successful completion of the Fieldwork practice module.

	1. What if I have problems on my placement? 
	There are a number of sources of support, speak to your line manager or practice supervisor initially, failing that contact your visiting tutor or the fieldwork co-ordinator. 


	1. What support will I get on my placement? 
	3. Pre-placement lectures 
3. Two visits by a visiting tutor while on placement. 
3. Tutorial support when required during the placement 
3. Formative supervision while on placement

	1. How will I be assessed? 
	Details of assessment will be provided for you early in the semester. 

	1. Do I need to develop reflective writing skills for my assessment? 
	Engagement with the reflective process is considered to be an essential aspect of professional practice. 10 reflective journal entries and a 1,000 word summary which are action focused and linked to the learning outcomes clearly demonstrating synthesis of theory and practice. 
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EQUALITY AND DIVERSITY ISSUES 




This section contains information on:

University Equality and Diversity Policy

The MA Youth and Community Programme statement of intent





















Equality and Diversity Policy 
It is the policy of UWTSD to ensure that no member of the University community should receive more or less favourable treatment on any grounds which are not relevant to good educational and employment practice. Direct and indirect discrimination resulting in unequal opportunities is unacceptable.

Definition of terms in the Policy Statement
The Equality and Diversity policy covers the entire University community.  In this context, the term University community refers to members of the University council, all actual and potential, full time and part time employees and students, visitors and customers.  Grounds which are considered not relevant to good educational and employment practice include sex, sexual orientation, gender identification, age (unless this is justifiable in terms of good educational or employment practice), marital or parental status, domestic responsibilities, race, colour, ethnic or national origin (subject to work and study permit requirements), religion, political belief, preferred language of communication, trade union membership or activity (or membership or activity of any other representative association), irrelevant criminal conviction or any disability that is not material to the circumstances of the particular case.

Direct discrimination consists of treating another person more or less favourably, on the basis of one or more of the factors listed as, grounds which are considered not relevant to good educational and employment practice, than others would be treated in similar circumstances.  Indirect discrimination occurs when a non-essential condition or requirement is applied to all, but only a small proportion of one group can comply with this and failure to comply is detrimental to the individual(s).


Anti-Discriminatory Practice and Equal Opportunity Approach: A Statement of Intent
In all aspects of the MA Programme, those involved will have equal treatment and not be discriminated against on the grounds of race, ethnicity, sex, marital status, disability, sexuality, age, class, or religion.  Procedures will continually be reviewed to ensure that no particular group is placed at a disadvantage, by conditions and requirements which have a disproportionately adverse effect on them.

Recruitment of students, tutors and practice supervisors shows awareness of difference and similarities within communities.  The programme seeks to encourage positive learning opportunities for members from discriminated groups, to become better able to access the programme.

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.
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FIELDWORK PLACEMENT






This section contains information on:

Fieldwork placement required hours

Roles and Responsibilities

Placements in detail

Procedures for resolving problems within Placement 




















Introduction
Fieldwork practice experience is essential to the training of youth and community workers.  Fieldwork experiences are designed to enable students to progressively develop their skills and to integrate theoretical aspects of the programme to practice, so as to work towards becoming reflective autonomous practitioners. All students must secure the required 400 hours of fieldwork practice to meet the demands of the programme.  

Residential Hours 
A youth work session is measured as 3.5 hours per session, it would be expected that on a residential 3 youth work sessions would amount to 10.5 hours per day of face to face work.  Normally a maximum of 50 hours of residential work will be counted.  

Roles and Responsibilities

Roles and Responsibilities of the Student
During all fieldwork practice, students will be 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;
· Ensure that at least 50% of the placement involves direct face-to-face work with the users of the provision;
· Work alongside the worker identified as the practice supervisor.  In negotiation with the practice supervisor 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;
· Prepare reflective recordings and engage in supervision sessions with the practice supervisor;
· Prepare for and engage in placement meetings and observation involving the visiting tutor and practice 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 and prepared to involve themselves in the work with young people.

Please note there are Fitness to Practise requirements applying to fieldwork, and any serious breach of these regulations will result in the student being required to withdraw from the module, for further information refer to the University Regulations, Undergraduate Student Guide.

Roles and Responsibilities of the Line Manager within the host organisation 
Line managers are expected to be responsible as employers for:

· Health and Safety, including signing off the risk assessment;
· Safeguarding;
· Insurance;
· Managerial supervision (crucial and included in the final assessment);
· The role and responsibilities of the host placement;
· The appraisal of workers;
· Induct the student into the host organisation, ensuring a workplace induction is completed during the first week;
· Drawing up a work agreement with the student and visiting tutor on the basis of his/her learning needs and the requirements of the programme;
· Provide an interim report of the student’s progress and development;
· Produce a final report with clear recommendation of the grade.

Roles and Responsibilities of the Fieldwork Supervisor
The fieldwork supervisor is expected to:

· Maintain a professional, supportive but challenging relationship with the student;
· Meet regularly 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;
· Attend and participate in placement meetings with the student and visiting  tutor to discuss the student’s work;
· Prepare a final report.

Roles and Responsibilities of the Visiting Tutor
The visiting tutor will ensure the following:

· Students, line managers and fieldwork supervisors have copies of all relevant documentation;
· Learning agreements are negotiated, recorded and signed by all parties and kept up-to-date;
· Workplace Induction is completed during the first week;
· 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;
· Mutually acceptable dates for supervision / Line Manager meetings are agreed between the practice supervisor and the student;
· 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 placement report and to co-ordinate this process;
· Student observation is carried out by agreement;
· Any issues concerning the placement are discussed and resolved at the earliest possible opportunity.

Visiting tutors will visit a student on placement at least twice in addition to any campus based contact that may take place during the placement period.  These visits will be separate to formal student observations.








































THE LEVEL 7 PLACEMENT ONE IN DETAIL: Module SJYW7014

At level 7 the fieldwork practice experience offers the opportunity for youth and community work students to practice their youth work in a safe, supported and supervised environment.  It commences in part one of the programme and involves a placement in host organisations with adequate levels of support, guidance and challenge.  Most placements are likely to involve evening and/or weekend work.
 
Student Tasks
· Identify and locate suitable local field work opportunities in the community (assistance will be given where necessary)
· Supply the organisation with a personal CV and the aims of the placement (see guidance).
· Identify a possible Practice Supervisor and provide the necessary details to the fieldwork practice co-ordinator.
· Ensure that all contacts with the host organisation are conducted in a professional manner.
· Agree the placement with the Fieldwork co-ordinator at the start of the Module and provide completed Placement Information Form. 
· Maintain a Diary of recordings evidencing hours including face to face, preparation and planning and supervision.


MODULE LEARNING OUTCOMES
Upon successful completion of this module, the student should be able to demonstrate the ability to:

1. Successfully complete a 200 hour placement in accordance with the principles and values of youth work.

2. Critically engage in reflection and supervised practice and Identify and critically reflect upon their own professional development needs

3. Identify the development needs of young people in communities.

4. Analyse in-depth a range of theoretical approaches to organisation leadership and management and evaluate their potential use in youth and community work settings including the role of the youth worker in promoting leadership, management and entrepreneurial skills in their practice with young people.

5. Organise their knowledge and learning through the use of information resources, present their work at the appropriate level and reflect upon sustainable literacy skills developed.



MODULE ASSESSMENT
Assessment Component 1 – 60%
Coursework: A Professional Journal (4000 words)
Exemplar: The Journal will include the following:
· An original risk assessment of the work setting,
· An observation of the work placement
· Eight reflective journal entries, starting with practice and integrating theory
· A community profile
· A case study of an individual or a group of young people with whom you are working
· A critical reflective account of a plan of work based on the above.
· A summary of your own learning and development, linked to your professional development plan and underpinned with reference to examples from your practice and appropriate literature such as the National Occupational Standards for youth work.

Assessment Component 2 – 10%
Practical: A Line Manager Report making clear reference to examples of the student’s practice and conduct while on placement.

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 assessing 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.

Attendance
Absence from the placement can lead to students failing the module.  If for any reason students are unable to attend the placement organisation they should inform the line manager and then the fieldwork co-ordinator.

A medical certificate should be obtained and submitted to the fieldwork co-ordinator in accordance with University procedures.

Withdrawal from the final placement organisation
Under these circumstances students would have to repeat the placement successfully at a different organisation before they would be allowed to progress or become professionally qualified.  It may not be possible for placements to be arranged during holiday periods and may be necessary to complete the placement a year later.






Placement Recordings

· In addition to the reflective journals required for the placement it may be necessary to observe the recording procedures of the organisation.
· Reflective journal recordings should remain focused on a single incident and should draw on theory to help develop skills of action reflection and ultimately improve practice.
· Entries should, therefore, be reflective and analytical, with very minimal amounts of description.  See guidance.









































THE LEVEL 7 PLACEMENT TWO IN DETAIL: Module SJYW7015


MODULE LEARNING OUTCOMES
Upon successful completion of this module, the student should be able to demonstrate the ability to:

1. Successfully complete a 200 hour placement in accordance with the principles and values of youth work, functioning at the level expected of a professionally qualified practitioner.

2. Engage further in critical reflection and supervised practice and identify and critically reflect upon their own professional development needs.

3. Demonstrate an ability to identify the development needs of young people in communities and to implement appropriate youth work responses.

4. Critically explore the role of youth and community work practitioners in a multidisciplinary field, in relation to the delivery of children and young people policy priorities that maintains a commitment to the philosophical foundation of youth and community work practice.

5. Organise their knowledge and learning through use of a range of Information resources, and present their work at the appropriate level.

MODULE ASSESSMENT
Assessment Component 1 – 60%
Coursework: A Professional Journal (4000 words)

Exemplar: The Journal will include the following:
· An original risk assessment of the work setting,
· An observation of the work placement
· Eight reflective journal entries, starting with practice and integrating theory
· A community profile
· A case study of an individual or a group of young people with whom you are working
· A reflective account of a plan of work based on the above.
· A summary of your own learning and development, linked to your professional development plan and underpinned with reference to examples from your practice and appropriate literature.

Assessment Component 2 – 10%
Practical: A Line Manager Report making clear reference to examples of the student’s practice and conduct while on placement.

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 assessing 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.

Procedures for Dealing with Problems during Practice 

Students are advised to record in their reflective journal any personal difficulties that arise during the practice placement. Students have a responsibility to make every effort to avoid problems in the workplace and maintain a professional approach when dealing with individuals, groups and communities. The University fieldwork practice co-ordinator will intervene in any dispute arising during the practice placement, such disputes will if possible be resolved informally, failing this appropriate procedures will be followed, for example those set out within the Academic Quality Handbook.

Clear guidelines for procedures for resolution form a vital part of any contract between partner organisations, the University and Students. These include the following: 

1. Throughout their placement students will have the opportunity to take part in regular tutorials with Tutors who will monitor their progress and help to resolve any concerns.
1. On completion of a placement students will be required to present their assessments to the visiting tutor. A session will also be organised with students to evaluate and reflect on their learning within the placement. 
1. If the student feels he/she is being treated unfairly: the student should discuss the problem confidentially with the practice supervisor. The student should also discuss the matter with the visiting tutor to make a decision as to whether:
1. the matter remains a confidential matter between the Practice Supervisor / and the Student, or
1. the matter is explored further as noted below:
 
1. The visiting tutor, where agreed with the student, to discuss the matter with the practice supervisor and supervisor’s line manager to try to resolve the situation and explore possible solutions to the problem (which may result in changing practice supervisors or placement if practical to do so). 

If a student feels that he/she is being treated unfairly 

The student should approach the Programme Director (or if this person is perceived as being involved, then the Head of School) to discuss the matter confidentially with him/her.  The situation will then be explored in order to identify possible solutions to the problem in the first instance. 



Ensuring Standards of Practice

The University takes its role in ensuring students completing a course of study as a professional youth and community worker extremely seriously.  With this in mind it is vital that all those involved in the support, conduct and evaluation of the placement are likewise 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. Practice supervisor and/or the line manager to contact the visiting tutor if a student is demonstrating unsatisfactory standards.  

1. 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. 

1. 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 co-ordinator to give the student appropriate support and to discuss the student’s progress with the practice supervisor and line manager. 

1. In certain circumstances raising concerns around a student’s conduct or behaviour then the School of Social Justice and Inclusion Fitness to Practise Policy may be referred to.

1. If it is necessary to move a student 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. 

1. Reports to be presented to the Board with recommendations (e.g. extenuating circumstances, re-sit, and recommended change of programme of study).

1. 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 co-ordinator or Head of School. Contact numbers for all relevant staff and student services are in the Programme of Study Handbook, and the University Regulations Undergraduate Student Guide.













PLACEMENT ARRANGEMENT FORMS FOR LEVEL 7

Please note: 

· all placements and practice supervisors should be agreed by the University prior to commencement of placement 

· all relevant forms should be returned to the Fieldwork coordinator in good time




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

	Please detail 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? A copy to be forwarded 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).


	
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

MA 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.



23

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 during each placement.  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.  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.  

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 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 our Fieldwork Interim Review Boards during the academic year.

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.  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. 











SECTION 5







STUDENT PLACEMENT FORMS 


The following section contains guidance notes on reflective practice, the reports required of the practice supervisor and line manager.  If you have any further questions about the process of Placement or regarding completion of the forms then please contact the fieldwork practice coordinator.  

The forms outlined should all be completed during placement and located in your placement portfolio when submitted for assessment. 











ADMINISTRATION FORMS FOR SUPERVISED PRACTICE

The following table outlines the administrative forms which need to be completed by the line manager/ practice supervisor.  Examples of each proforma are also outlined; they will also be available to students electronically. 


	Role of practice supervisor/ line manager 
	Relevant Form

	
· Guide the student in completion of the supervision contract

	
Supervision contract form


	
1. Fieldwork supervisor to meet at least monthly with student. 

	 
Placement supervision form

	
1. Line manager to meet at least twice during the period of placement with visiting tutor and student. 

	
Placement line manager meeting form 

	
1. To prepare a final report on the student and assess their practice. 
	
Line manager’s final report and practice supervisor’s final report


	
1. Fill in Placement Evaluation form. 

	
Placement provider evaluation form



















Reflective Journal
The purpose of a reflective journal is twofold, firstly to encourage the student and practice supervisor to explore and make sense of their youth and community work, and secondly to enable the assessor to gather knowledge about the extent to which the student is becoming an effective, reflective practitioner.

What is a reflective journal?
A reflective journal is a steadily growing document written by the student, to record the progress of learning and development as a youth and community worker.
 
A reflective journal is not...
· simply a description of something.  Focus more on your reactions, something you’ve seen, heard, read, or thought about. 

Who benefits from a reflective journal?
You, by telling yourself what you've learned and how you’ve developed, you can track the progress you've made. You should also become increasingly aware of the gaps in your knowledge, skills and understanding.  Also through becoming increasingly thoughtful and reflective your practice with young people will undoubtedly improve.

Some ideas for reflection
Entries in a reflective journal can include:
 
· Points that you find specially interesting in your work, not only something that you felt might have gone badly.  The journal should be a tool for you to explore your reactions to all sorts of events. 
· Questions you have as a result of something that has happened in work. 
· Notes from other material you read as a result of the course - whether this was publications cited, or relevant material that you happened to read (such as a newspaper article). 
· Your thoughts and feelings about something you may have heard or read concerning Youth and Community work, while you're doing the course, with a sentence or two on the main points the article was making and how useful you found it. 
· Questions about culture, difference or the context of your work enabling you to perhaps compare or contrast this with other observations.
· How your learning in this course is related to what you're learning in work, perhaps on placement or in supervision. 
· Thoughts that aren't yet fully formed, but that you want to refine later. This could include your feelings about something and your progress on it, and theories that are developing in your mind.  It is perfectly acceptable to support your journal with extracts from academic texts you may have read.

Each time you complete a reflective journal, think back over everything you've done since the last time. Where have you learned most?  Which areas were least helpful to your learning, and why was that? (Did you know the material already?) 

What form should a Reflective Journal take?
Some people prefer to write at a computer keyboard, while others prefer to write by hand.  Depending on your preference, a reflective journal could take any of these forms: 
· A note pad you keep with you.  Every time you have a relevant thought (or reflection), write it on the pad. 
· Later, you can type or write-up the relevant notes in to a hard-bound notebook. This will last for years, and will be a source of reference long after you finish the course. 
· If you find it easier to write directly at a keyboard, print out each page of the journal as you finish it. You can store the pages in a loose-leaf binder, as a permanent record of your development and learning. 

Evidence
Please take the opportunity to include forms of evidence to support your reflections.  Forms of evidence could include:
· Session plans
· Newspaper clippings
· Minutes of meetings
· Session reports
· Accident or incident reports
· Radio transcripts

If you have questions about whether evidence can be included seek advice from your visiting tutor. 

Private thoughts 
You may also want to include private thoughts in your journal - something that you don't want others to see, but might be useful for you later. That's fine - just keep your private thoughts on a second file, which you don't submit with the main journal. 

How much time should I spend on this? How much should I write?
If you make notes whenever you think of something, the only extra time it will take for the journal is to type it out - maybe an hour a week. As a rough guide, we expect a reflective journal to be around 500 words, and about the same for your summary at the end of the module. 

Assessment
Your reflective journal will support your wider learning on the programme.  You won't lose marks for poor spelling, or mentioning problems, or asking what might seem silly questions. You will get good marks by showing that you've been thinking deeply, reading widely, and raising issues that flow from that reading, and making it clear that you have been thinking a lot about these issues.  Your reflective journals should form the basis of the meetings with your practice supervisor.  Your journal should also present a trail of evidence to show how you have engaged with the placement and how you have developed in meeting your initial learning outcomes.  This is important.  Your learning outcomes should be like threads running through your recordings.  You should include a reference to one or more of your learning outcomes in each journal.

How to use a reflective journal 
Writing down your thoughts and emotions in a journal helps to clarify them, to make sense of them in your own mind. So why are you given a mark for it? Two reasons:
· to encourage you to get around to writing it, and
· so that others can see any problems you're having, and help you solve them.  

Take your journals to supervision.  Be open with your practice supervisor about discussing the content of your journals.  It is the questioning and exploration of the journals that will help consolidate your learning.

Below is a suggested model of how a recording could look. Other methods may be suitable, this is just an idea for you to explore. However, remember that recordings are not like a quick note of what happened in a session. They need to be detailed, linked to theory and display a considerable amount of learning and analysis. 

The key points are: 

1. Session Information
It is useful to make notes of how many young people attended, how many staff were working AND if you are able to, a gender/cultural make up of the group that you are working with.

1. Observations
This should serve only as a record of what happened and not be too long. It is factual only, stating events and in what order they happened. This is also an opportunity to note how people interact, either in groups or individually.

1. Evaluation
What was good or bad about the situation, can you relate what you have learnt in theory to what is actually happening in practice? 

1. Feelings
How did you feel about a particular situation, what were you thinking or feeling? Did you experience any ethical conflicts/personal conflicts, were you annoyed or angry, if so why?

1. Learning Outcomes
Have you learned anything as a result of any situations, or observations that you have made? Have you learned anything as a result of what you did? What, if anything would you do differently? 

1. Conclusions, future action
Is there a need to follow up any situation, do you feel that you need to seek further guidance or supervision to discuss future work or ideas? 
 
For further information
Consult your visiting tutor or fieldwork supervisor. 
 











































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 nimber 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.

	









	LINKS TO LEARNING OUTCOMES, FURTHER QUESTIONS ARISING

	




	DATE OF NEXT MEETING:

	SIGNED:

	STUDENT

	SUPERVISOR



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. 

	














PROFESSIONAL DEVELOPMENT PLAN

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 (2013) (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
	5.Develop youth work strategy and practice
	6. Develop, lead and manage self 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 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 and make reference to the Table above. 
	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, commitment, creativity and innovation?

	



	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 function as a professionally qualified Youth and Community Worker?

	


	Provisional grade for supervision (%).

	





	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 the module 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 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%

	




	Develop youth work strategy and practice

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

	




	Develop, lead and manage 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 professional development?  

	











	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

	Line Manager’s Provision Grade for the Student (%)

	

	Further Comments  

	













	Signed Line Manager 
	

	Signed Student
	

	Date
	



[bookmark: _GoBack]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
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