% Prifysgol Cymru
% Y Drindod Dewi Sant
¢ University of Wales
Trinity Saint David

BA (Hons) Youth Work and Social Education

(ETS Endorsed, leading to JNC professional
qualification)

Institute of Education and Humanities:
Childhood and Education
Yr Athrofa

Level 4 Practicum Placement Handbook
2023-24

(This document is also available in Welsh)



CONTENTS

INTRODUCTION

NATIONAL OCCUPATIONAL STANDARDS FOR YOUTH WORK
SUMMARY FUNCTIONAL MAP FOR YOUTH WORK

SETTING UP AND MANAGING THE PLACEMENT

THE PLACEMENT PROCESS

© N o b~ W

ROLES AND RESPONSIBILITIES OF THE STUDENT

ENSURING STANDARDS OF PRACTICE

SICKNESS AND ABSENCE POLICY

SOCIAL MEDIA GUIDANCE

FREQUENTLY ASKED QUESTIONS

MODULE ASSESSMENT

12
14
15
16
17
18

ORGANISING YOUR PROFESSIONAL JOURNAL

20

WORKPLACE RISK ASSESSMENT

21

Risk Assessment Matrix

22

Risk Assessment Table

23

PROFESSIONAL DEVELOPMENT PLAN

24

PROFESSIONAL DEVELOPMENT PLAN TEMPLATE

25

PRACTICUM PLACEMENT SUPERVISION

26

PRACTICUM PLACEMENT SUPERVISION CONTRACT

27

SUPERVISION RECORDING FORMAT

28

Appendix 1: Standards in the Level 4 Practicum Placement

29

Appendix 2: Practicum 1, A timeline through the module

31

Appendix 3: Placement Hours Monitoring Sheet

37




INTRODUCTION

The Key purpose of Youth Work is clear and was agreed by the youth work sector
during 2008 (LLUK, 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.

(CLD Standards Council Scotland, 2019 p.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 (Lifelong Learning UK, 2008; Learning
and Skills Improvement Service, 2012, Community Learning and Development
Standards Council Scotland, 2019).

Practicum 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 Practicum 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).
Placement and work-based learning may include international or domestic
placements and is defined as a planned period of learning, normally outside the
University, on a full or part-time basis where the learning outcomes are an intended
part of a Programme of Study. Placement, work-based learning and internship
modules are an integral part of many of the University’s programmes and when
credit is earned, because the activity is part of a Programme of Study, the guidelines
set out in this section shall normally inform the development and delivery of such
module(s) (Student Placement Protocols, Academic Quality Handbook).

It is the intention of the programme team to create thoughtful and reflective youth
workers. Practicum Placement will provide a huge range of learning experiences for
you. The University will ensure that the work that students undertake in such
contexts reflects the precepts of the UK Quality Code. This will be linked to the
guidelines and benchmarks set by QAA and the Association of Sandwich Education
and Training (ASET) (Academic Quality Handbook). It is the responsibility of the
student to utilise these opportunities as learning experiences and to be an active
participant in their professional development. 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.

Where the placement learning leads to professional accreditation on successful
completion of the award additional policies and procedures relating to such
programmes are available from the relevant Institute offices and in programme
handbooks (Academic Quality Handbook).



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 (CLD Standards Council
Scotland, 2019)

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,

Equality, 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,

* 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 fulfil their potential,



mmmm Personal, social and political development

* It is concerned with how young people feel, and not just with what they
know or 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

* It's commitment, in particular by encouraging them to be critical and
creative in their responses to their experience and the world around
them,

These values underpin and are to be reflected within the requirements of the
relevant standards (CLD Standards Council Scotland, 2019).



SUMMARY FUNCTIONAL MAP FOR YOUTH WORK

The summary map for youth work 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.

.

Work with

young people
and others

F B

Working with Facilitate learning and
communities development of young
people through planning
and implementing
learning activities
in youth work

Summary

Functional

3 s c

Develop, lead Actively demonstrate
and manage self commitment to inclusion,
and others equity and young people’s
interests, health and
wellbeing

)

Plan and implement
strategy and youth work
activities for young
people

(NYA Youth, Youth Work in England: Policy, Practice and the National Occupational
Standards, 2023: page 8).

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.



SETTING UP AND MANAGING THE PLACEMENT

The purpose of the practicum 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, to take advantage of those which arise
spontaneously, and 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, 2020: p.6)

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 and assist. In some cases students will
be capable of performing at a higher level, and this will be discussed and if
appropriate supported.

Student placements are a partnership between the student, the University and the
Placement Provider in which each has specific responsibilities. During your time of
study on the programme you will engage in a minimum of three placements, two of
which must be in different locations and adhere to the requirements set out by the
University and ETS. Students wishing to undertake their placement in Welsh are
able to do so.

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.

When setting up and managing your placement there are key people that need to be
in place to support your professional development. All students will benefit from the
support of The Visiting Tutor, Learning Mentor and Practicum Supervisor, who
will be confirmed before the commencement of your Practicum Placement hours.
Additionally, the University has in place a Placement Co-Ordinator who will be
working alongside the programme team to coordinate practicum learning across the
Youth Work and Social Education undergraduate and postgraduate programmes and
will be acting as a source of advice in cases of difficulty.



Learning Mentor

,ﬂls person is based within your placement having day to day respon5|b|I|ty\\l

for the student's standards of practice. The Learning Mentor plays an
important role in the students' learning on placement - as in, the students'
learning doesn't merely take place in the lecture room. The Learning Mentor
will be repsonsible for the following;

* 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 and in
supporting the students’ learning through a process of shadowing and
observation.

* Inducting the student into the host organisation, ensuring a workplace
induction is completed during the first week;

» Drawing up a work agreement with the visiting tutor and the student on the
basis of their learning needs and the requirements of the programme;

+ Signing off the students’ collected hours at the end of each session —
outlining the hours collected as evidence for the completion of the module

"@uirements; /

p
This person will attend the two three-way meetings, with the student and

|| Visiting Tutor; and will produce a final report with clear recommendation of the

student's grade. Learning Mentor's will be made aware of the submission date
for this report during the initial three-way meeting.

A o

Practicum Supervisor

/fhis person is responsible for ensuring the professional development of the

. student through a formal process of supervision. This person may be based
either within the placement organsiation or be an experienced Practicum
supervisor who is not connected to the placement host itself.

The Practicm Supervisor will be responsible for the following:

Maintain a professional, supportive but challenging relationship with the
student;

Meet regularly (a minimum of 6 times) with the student;
Discuss the student's reflective recordings and use these as a learning tool;

Contribute to the assessment of the 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 studen's work;

(This person will produce a detailed final report once the supervision process
has been completed (after the minimum number of sessions have been

~ | completed). Supervisors will be made aware of the submission date for the
final report during the first supervision meeting with the student.




,.&s person has a linking role between the University and the placement

| provider. The visiting Tutor is your first point of contact in relation to
placement.

The Visiting Tutor will be responsible for the following:

* Ensuring Students, Learning Mentors and PracticumSupervisors 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 practicum activity is related to the placement learning
agreement;

» Placement meetings are agreed by the student and the visiting tutor;

* Students, Learning Mentors and Practicum 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.

» Visiting tutors will visit a student on placement in addition to any campus
| based contact that may take place during the placement periods. This can |
@)pen in person or virtually on-line.

The Visiting Tutor will support you through at least two three-way meetings with
| the Learning Metor, and will challenge you through discussions during visits to
demonstrate the highest standards while on placement. These meetings can
take place in person or online.

THE PLACEMENT PROCESS

The University, in conjunction with local employers has a responsibility to ensure that
the student exhibits principles, values and behaviours during the course of their
studies that demonstrate that they are fit to practice’ 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 practicum and
gaining experience is regarded as a sign of commitment to the programme and to
the process of Youth Work in general. Students are encouraged to utilise support



provided by Student Services who can, in some circumstances, offer guidance to
access emotional and financial support to students during their studies.

Prior to placement: Students cannot commence a placement until they have
completed all the necessary preparatory work detailed below, and received

authorisation from the Placement Coordinator. It is the student’s responsibility
to ensure that the following processes are complete before the
commencement of placement.

University The DBS (Disclosure and Barring Service) provides background
DBS checking for thos_e wishing to work Wlth children and young

. people. The Registry department will hold a record of your
Disclosure | completed DBS. It is your responsibility to ensure that the
University and your placement provider has seen a copy of your
DBS before beginning your placement. It is the placement
provider’'s responsibility to ensure the student does not begin
placement until a copy of your DBS has been reviewed. Be sure
to provide a copy of your DBS details prior to the commencement
of placement.

The student will retain the original and submit a copy to the
University. The student must make the Placement Provider aware
of any issues arising from the DBS check and discuss any
convictions with the Placement Coordinator. Delay in applying for
a DBS Disclosure will delay the start of your placement and could
jeopardise your place on the programme.

Students will receive an email from Registry to begin this process
before/during induction week. If you have not received this, contact:
registry@uwtsd.ac.uk

DBS Update Upon receiving your DBS Disclosure Certificate,
Service students are asked to register for the DBS Update
Service. This service costs £13 a year and will
maintain the validity of your DBS certificate,
meaning you will never have to reapply for your
DBS and it continue with you beyond your
studies. You must register for the Update Service
within 30 days of the certificate being issued.

DBS Update Service - GOV.UK (www.gov.uk)

Practicum Complete the defined placement registration and

Placement approval process in full. This contract is typically

completed between student, learning mentor and

Contract visiting tutor at the initial three-way meeting. This
agenda for this meeting could also include:

o Adiscussion of your background, your

interests and what you can bring to the

placement,
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o Dates, days and times you will be
working,

o Induction arrangements,

o Placement expectations of you while on
placement,

o Discussion of your learning and
development needs,

o Discussing your observation and
assessment,

o Signing the Practicum Placement
Contract,

o Confirming target dates for placement
including date for the final meeting and
submission of the portfolio.

During this initial meeting students are asked to
have a dialogue with the Placement Coordinator
or Placement Tutor to clarify placement
requirements, expected learning outcomes and
assessment requirements. Informing the
Placement Coordinator and Placement Provider
of any personal factors (e.g. health, disability,
linguistic or cultural) that may affect the level of
risk, may require adjustments or may affect their
ability to study or practice.

At the three way meeting or very soon after, the
placement contract is completed in a central
online location (see link below), confirming
acceptance of the arrangements and
responsibilities set out within in the Student
Placement Agreement.

Practicum Place

ment Contract Link

Career
Development
Bursary

In order, to secure financial support for the
required formal supervision process, students are
required to apply for this bursary in advance of
receiving academic supervision sessions.

23-24 Career Development Bursary Form - Initial Application Form

Financial
Support

Students are expected to show commitment to
placement that reflects the conduct of a trainee
youth worker. It may be required that students
travel some distance to attend placement and
student services has a range of scholarships
and bursaries that can assist with the cost

11
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implications of travelling to placement.

Undergraduate Bursaries | UWTSD

Students are expected to familiarise themselves with all University and
partnership/placement requirements, including health and safety
requirements, codes of conduct and, where relevant, employment contracts.
This includes the roles and responsibilities of all parties detailed in the PL1c,
PL1j Guidance for Student Personal Health Risk Assessment, the PL1h
Student Placement Checklist and the PL1i Student Placement Flowchart
(Academic Placement Handbook).

It is paramount that students apply for and receive back their DBS 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. It is possible that
students may set up their own placement, and will be given time to do so, however
students will be allocated a placement if they are unable to set this up by the given
deadline. Should the student be unable to arrange their own placement arrangement
by October half-term, then they will be allocated a placement opportunity by the
Practicum Co-Ordinator.

ROLES AND RESPONSIBILITIES OF THE STUDENT

With so many challenges and opportunities for students within youth work today, it is
important to start this planning for your learning experiences before you attend the
placement and 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 Practicum Placement
opportunities, students are expected to:

e Approach the placement in a committed and professional manner and where
appropriate take on roles and responsibilities of a full-time worker, being a
punctual and reliable member of the team;

e Work ethically and in a way which values diversity and equality of opportunity;

e 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. It is not expected
that students at Level 4 conduct any research while on placement; should this

12
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occur, students are to discuss this with their Supervisor and Learning Mentor
before any research can take place.

Students are expected to maintain an ethical approach to their work with
Young People, and understand they are in a position that requires respect
and understanding. It is a Youth Workers responsibility to maintain
professional boundaries and behave in accordance with the Principles and
Values — this includes abiding by the Sickness and Absence Policy Social
Media Guidance outlined in the guidelines.

Ensure that at least 50% of the placement involves direct face-to-face work
with young people, for Level 4 this is a total of 100 hours;

In negotiation with the Learning Mentor 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;

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

Monitor their progress in achieving the identified learning outcomes and
discuss these regularly with the Practicum Supervisor and Placement Tutor,
as appropriate.

Successfully complete the portfolio of work identified within the placement;
Ensure the organisation, preparation and engagement of the two three way
meetings involving the visiting tutor and learning mentor;

Prepare reflective recordings and engage in supervision sessions with the
practicum supervisor;

Keep a log of hours accrued on placement (template for which can be found
in the appendix);

Demonstrate the ability to critically reflect on their practice and share this
learning with their practicum supervisor and visiting tutor;

Be motivated, proactive not reactive and prepared to involve themselves in
the work with young people;

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

Act in a professional manner, including notifying the Placement Provider in a
timely fashion in the event that they are unable to attend their placement due
to illness etc. (Please refer to Sickness Absence Policy).

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

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

Complete all relevant academic assessment relating to the placement
experience.

Ensure that both the Learning Mentor and Supervisor are aware of the
submission date of their final reports.

13



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 their
studies that demonstrate that they are fit to practise’ and are adequately prepared to
function at a professional standard upon successful completion of the Programme of
Study. Where there are serious concerns in relation to the fitness to practise of a
student, Fitness to Practise Policy and/or Support for Study Policy will be instigated.

It is vital that all 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 practicum placement 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 practicum placement, the following steps
should be followed prior to the Examination Board:

1. Practicum Supervisor and/or the Learning Mentor to contact the Visiting Tutor
immediately if a student is demonstrating unsatisfactory standards.

2. The Visiting Tutor is 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, Practicum Supervisor and Practicum 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 Practice,
Code of Conduct or Satisfactory Progress Policies may be referred to.

5. Ifitis necessary to move a student to an alternative placement before the end
of a practice period, a written report should be obtained from the Practicum
Supervisor, Learning Mentor 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 are 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.

During the placement, the student is required to comply with all placement
organisation policies and procedures. Reporting to the University any accidents or
incidents in which they are involved or any health and safety concerns they have that
are not addressed by the Placement Provider, e.g. an appropriate induction and
health and safety training is not provided.

In the event that a student has a complaint about a placement, they should seek to
discuss the matter, in the first instance, informally with the Placement Tutor,
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Placement Coordinator or Academic Director. In the event that the student is
dissatisfied with the response, they shall follow the formal Student Complaint Policy
associated with Chapter 12 of the Academic Quality Handbook.

Should a student need to leave the Placement earlier than the agreed date, they
must seek approval from the Placement Coordinator. Approval should usually be
sought in advance of the departure but in urgent circumstances may be as soon as
possible afterwards. Placement Coordinator approval will be granted only in cases
where there are valid or exceptional circumstances and any further Placement
opportunities will be undertaken without penalty. Should a Placement student leave
the Placement early, either (i) without valid reason and approval by the Placement
Coordinator or (ii) as a result of dismissal by the Placement Provider arising from
poor performance or inappropriate behaviour, the student will receive a mark of zero
for the Placement module or specific component(s) thereof. At the discretion of the
Examining Board, the student may be eligible for a resit opportunity, which may be
with an alternative Placement Provider, at a time determined by the Examining
Board. In such instances, all resit Placement related paperwork must be submitted
by the student and approved by the Placement Coordinator before the
commencement of the resit Placement (Academic Quality Handbook).

Please note there are Fitness to Practice code of conduct and satisfactory
progress requirements applying to Practicum and any serious breach of these
regulations may result in the student being required to withdraw from the
module. Students are unable to progress to the next level of the programme if

they do not pass all aspects of the practicum assessment. For further
information refer to the University Regulations Undergraduate Student Guide,
available through Quick Links section of the Academic Office MyDay pages.

SICKNESS AND ABSENCE POLICY

Students are expected to approach placement in a committed and professional
manner, which will reflect their future practice as a qualified youth worker. The dates
students are expected to attend placement, in order to fulfil the number of hours
required for the module, will be discussed within the initial three-way meeting with
the student, Learning Mentor and Visiting Tutor. Should the student be unable to
attend placement unexpectedly due to sickness or personal emergency, it is
the student’s responsibility to inform the Learning Mentor within a timely and
appropriate manner. This can be in the form of phone call, to be followed by an
email as written evidence of notification of absence. Any absence should also be
recorded within the Placement Hours Monitoring Sheet (Appendix 3), the Learning
Mentor documenting when and how they were contacted regarding the student’s
absence and the reason given for this.

The University, in conjunction with local employers has a responsibility to ensure that
the student exhibits principles, values and behaviours during the course of their

15



studies that demonstrate that they are fit to practice’ and are adequately prepared to
function at a professional standard upon successful completion of the Programme of
Study. Should the student display a pattern of inconsistency or lack of commitment
to the requirements of the practicum placement, the ‘Ensuring Standards of Practice’
protocols should then be followed and the student may jeopardise their place on the
programme.

In cases of serious anxiety, a student may discuss problems confidentially with the
Programme Director or the Director of Discipline. Contact numbers for all relevant
staff and Student Services are in the Programme of Study Handbook.

SOCIAL MEDIA GUIDANCE

In a society that utilises social media as an integral part of every day life, students
are reminded to use social media responsibly, and to remember they are
representing the University whether they are on or off campus. The University
recognizes that many organizations may use social media within their work, and that
students may wish to use social media within their private lives. However, social
media is never truly private.

Young people can intentionally or unintentionally cross professional
boundaries with the adults in their lives, such as initiating contact via
social media or via personal means of communication. It is important
that you think carefully about the implications and potential
consequences of this, and remove yourself from any inappropriate
contact or conversation.

(Education Workforce Councill, 2020, p.4).

Students must not post pictures that identify young people or the locations that they
frequent on their personal social media accounts. Taking pictures of young people
would require permission and written consent from the placement provider, the
young person and their parents/guardians. Youth Workers hold a unique position
of trust, care, responsibility and influence with young people, and must be
active in protecting young people, and respecting their right to privacy.

16



FREQUENTLY ASKED QUESTIONS

1. How many hours do |

have to complete on
Placement?

200 hours at level 4, with at least 100 hours
face to face.

. Can | use residential

hours towards my
placement?

Residential hours can be used only at Level
5 and Level 6.

. Can | use hours | 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 Practicum Placement Contract to your
visiting tutor before you can begin to accrue
hours.

. What if | have problems
on my placement?

There are a number of sources of support.
Speak to your Learning Mentor, Visiting Tutor
or Practicum Supervisor initially, failing that
contact the Practicum Co-Ordinator.

If you encounter a problem impacting on your
ability to complete the placement on time,
you should consider making an application to
the Extenuating Circumstances Panel.

. What support will | get
on my placement?

¢ Pre-placement lectures

e Two Visits by a visiting tutor while on
placement.

e Tutorial support when required during the
placement

e Regular formative supervision

. How will | be assessed?

Details of assessment will be provided for
you early in the placement.

. How many reflective
journals do | 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.

. What if | 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.

17



9. How will | keep track of | Your placement provider will be required to
or prove the hours | have | sign off your time sheet at the end of each
completed on session. This will allow both you and your
placement? . .

placement provider to monitor your
compilation of hours and provide space for
your Line Manager to highlight any issues or
indicate that you have met the requirements
(Appendix 3).

MODULE ASSESSMENT

The ECYW4006 aims:

To provide students with an understanding of the key approaches and practices linking
the theory and practice of Youth and Community Work, with the opportunity to develop
students’ youth work skills, knowledge and understanding within an appropriate 200
hour placement, 50% of which will be face to face with young people. The module is
assessed completely through course work, and the elements of the assessment are
clearly stated below.

Learning Outcomes:

Upon the successful completion of this module, the student should be able to:

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

e Engage in reflection and supervised practice.

e Begin to identify the development needs of young people in communities and
responses associated of youth work in the voluntary and maintained sectors.

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



Assesment Component 1 - 80%

Professional Journal (3000 Words)

» An observation and evaluation of the structure and work of the
placement provider, identifying examples of good youth work practice
linked to theory and policy

* A community profile drawing on wider reading

» A summary of your own learning and development identifying ways in
which your learning can be applied to your future placement practice.
Your summary should be linked to your professional development plan
and underpinned to examples from your practice and appropriate

literature including the National Occupational Standards for Youth
Work.

Assesment Component 2 - 10%
Learning Mentor Report

 Areport from the Learning Mentor making clear reference to examples
from the student's practice and conduct whilst on placement. The
report will include the requirement for the Learning Mentor to observe
and comment upon a specific piece of the student's practice.

Assesment Component 3 - 10%

Practicum Supervisors Report

» Areport from the Practicum Superviosr reflecting on the student's
engagement with supervision and reflective practice.

Please note: you should ensure all these components are submitted in your
journal and submit all components together by the final submission. This date
will be shared with you during your first week of lectures. You should share these
dates with your Learning Mentor Visiting Tutor and Practicum Supervisor so that they

have the time to write the necessary reports. You will not be able to submit your
portfolio without the completed reports.
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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 (CLD Standards
Council Scotland, 2019). The journal should be organized into clearly marked
sections before submission.

+ Section 1
Acknowledgements

~
« Section 2

A list of contents of the portfolio, including the section titles
and corresponsing page humebrs

J

 Section 3
A copy of the Learning Mentor Report
A copy of the Practicum Supvisors Report

» Section 4 - Professional Journal

An observation of the work placement identifying good
youth work practice,

Community profile,

Professional development plan,

Infosheet

Summary of your own learning and development

Risk Assesment J

1]

Section 5
Supervision Recordings
Reflective Accounts

» Appendix
Any evidence of practice, additional training undertaken or
academic literature specfic to placement.
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WORKPLACE 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 Learning Mentor or Visiting Tutor.
During the first week of your placement, you will be required to complete the relevant
sections of your Practicum Health and Safety handbook. It is the students’
responsibility to submit the Health and Safety paper work to the Practicum Co-
Ordinator on time. Failure to do this will impact upon your ability to continue on your
placement.

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 Learning
Mentor 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 (severity) - (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 and
ensure a ‘low’ RA scoring using the matrix.

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.
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Risk Assessment Matrix

5 — Almost Certain | 5 10 15
Expected to occur
regularly throughout

4 — Likely 4 8 12
Expected to occur
at some point

3 - Possible 3 6 9
May occur at some
point

2 — Unlikely 2 4 6 8 10
Not likely to occur in

normal
circumstance

1 - Rare 1 2 3 4 5
Highly Unlikely to
Occur
- 1 - Insignificant 2 - Minor 3 — Moderate 4 - Major 5-
S Not significant, Temporary injuries Moderate Injuries Major Injury or Unacceptable
5= minor injuries or or discomfort requiring medical illness resulting in Fatality, Injury or
% discomfort. No requiring basic first intervention. serious illness resulting in

Severity medical intervention aid. consequence death.

High
Score 16+
An unacceptable
level of risk.

Immediate action
required.

Your risk assessment must show evidence of how you plan to reduce or
eliminate any risk and how this may be achieved. By doing so, your

updated risk assessment score should then calculate to a lower score
rating as a consequence.
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Risk Assessment Table

Area of Concern
(Hazard / Task /
Activity)

Person(s) at
Risk

Existing Controls

RA Score

Additional Actions /
Protective Measures

Actions by
Whom

Actions

by
When

Updated
RA
Score

Service Users

Employees

Public/Visitors

Other:

Service Users

Employees

Public/Visitors

Other:

Service Users

Employees

Public/Visitors

Other:

Service Users

Employees

Public/Visitors

Other:
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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 2. Facilitate the 3. Promote inclusion, equality | 4. Work with young people
pillars of Principles and Purposes personal, social and and young people’s interests | and others
of Youth Work in Wales (YWWRG, | educational and wellbeing
2018) (Educative, Expressive, development of young
Participative, Inclusive, Empowering). | people

What do
you need
to learn?

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

Student

Supervisor

Date
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PROFESSIONAL DEVELOPMENT PLAN TEMPLATE

For completion by the student after consultation with the Learning Mentor and
Practicum Supervisor at the outset of the Placement

Student

Learning
Mentor
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 (CLD Standards Council
Scotland, 2019) and the Youth Work in Wales: Principles and Purposes Document
(YWWRG, 2018).

Learning Mentor’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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PRACTICUM PLACEMENT SUPERVISION

Supervision is a crucial aspect of the placement and helps the student gain deeper
understanding of the profession and its ideals. The purpose of practicum
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 their 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 centered 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 practicum supervision.

When preparing for a Supervision meeting

When preparing for supervision students can ask themselves a number of questions
including:

Have | prepared examples from my reflective journal for discussion?
Have | set aside adequate time to prepare for supervision and to
identify agenda items?

Am | open to feedback from my supervisor?

Am | able to acknowledge my own strengths and areas for
development?

How well do | respond to new ideas, challenges or constructive
criticism?

Would I like my supervisor to do anything differently?

What could | do differently next time?

What learning have | 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.
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PRACTICUM PLACEMENT 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.

Career Development Students must complete this bursary at
Bursary the earliest opportunity, either during or
immediately following this meeting.

23-24 Career Development Bursary Form - Initial Application
Form

Signed (supervisee) Date:

Signed (supervisor) Date:
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https://forms.office.com/pages/responsepage.aspx?id=-REPTm4EBUWcuNshUjEeISkqYHxZxVNHqhfTgnxK7hpUNjlJSTJTN0hZS0FIUVNNR0VHWkZUOExPQyQlQCN0PWcu
https://forms.office.com/pages/responsepage.aspx?id=-REPTm4EBUWcuNshUjEeISkqYHxZxVNHqhfTgnxK7hpUNjlJSTJTN0hZS0FIUVNNR0VHWkZUOExPQyQlQCN0PWcu

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
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Appendix 1: Standards in the Level 4 Practicum Placement

Level 4 Module
ECYW4006
200 Placement
hours

Student CV &
DBS

An original Risk
Assessment

Supervision

Learning Mentor
meetings

Reflective
recordings

Observations
and making
satisfactory
progress.

Communication

Final Reports
provided by the

Standard

50% of these hours must be face to
face working with young people (100

hours minimum).

To be made available to the host prior
to the establishment of the Placement

Risk Assessment of the placement
setting, during the first week of the

Placement.

Students are expected to engage in
supervision on a monthly basis, with
at least 6 sessions of supervision
being completed through out

placement.

At least two recorded meetings with
student and visiting tutor.

Ten or more authentic, reflective

recordings.

You must maintain the highest
standards when conducting yourself
on placement. Your progress will be
discussed formally during two Interim
Review Boards during the academic
year, where judgments will be made

about your progress.

It is crucial that we communicate
effectively. Itis good practice to keep
in regular contact with tutors, and the
student email is an effective way to
contact tutors. 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.
Learning Mentor and Practicum

Supervisors are asked to consider

Notes

For example 7 hours
per week x 15 weeks

Student to lead on
this

See exemplar

Training will be
provided to
supervisors.

Initial three way
meeting and closing
meeting.

See guidance notes.

See Appendix

Please refer to the
policies that refer to
the required
processed when
absent from
placement.

The outline and
marking criteria for
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Learning Mentor
and Practicum
Supervisor

the level of competence of a student
shown within placement and
supervision sessions.

Following the completion of hours
and the closing thee-way meeting,
both parties must provide a final
report providing a grade of the
students progress in line with the
marking criteria.

It is the student’s responsibility to
ensure enough notice is given to
learning mentor and practicum
supervisor, to ensure an appropriate
amount of time is allowed for the
completion and return of these
reports, to meet the deadline.

these reports can be
provided by the
Visiting Tutor upon

completion of the final

meeting.
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Appendix 2: Practicum 1, A timeline through the module

Level 4 Full Time Programme

Placement Preparation:

DBS Certificate and Update Service Meeting 3:

Student Induction

Placement Progression Meeting 1

Placement Progression

Community Profile

Placement Progression Meeting 2: .
Infosheeet Meeting 4:
Professional Development Plan

Placement Progression

Summary of Learning

v ¢

y v
[ September — December [ January | February
1

Interim Review
Board Dec.

Active Placement
Engagement

4

Interim Review
Board March

l

Grades Finalised

T

May | June |

Exam Board

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

Students must meet a
minimum of 6 x with
Supervisor — completing a
supervision recording at
each session
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Stage Month Module Task Whom
Stage 1: September Student to have applied for and received DBS check | Student
Placement and have registered for the Update Service before
Preparation beginning placement

Student Induction Week Student

Placement Progression Meeting 1: Student to meet
with Fieldwork Co-ordinator - during induction week.

Student & Co-Ordinator

Module Lectures to begin

Student and Module Tutor

Initial meetings to have been completed (QR code)
by mid-November.

Student, Visiting Tutor &
Learning Mentor

Supervisor Contract (QR code) to be completed at
first meeting with Supervisor — student must meet a
minimum of 6 times for formal supervision.

Student and Supervisor

Professional Development Plan to be completed
at the start of placement with the Learning Mentor’s
support.

Student & Learning Mentor

Stage 3: December Community Profile to completed within the first few | Student
Active weeks of placement commencement.
Placement Student Risk Assessment Student
Placement Progression Meeting 2: Student to meet | Student & Coordinator
Coordinator and submit Community Profile and
Professional Development Plan - by end of
December term.
January Infosheet Student
Placement Progression Meeting 3: Student to meet | Student & Coordinator
Coordinator and submit Infosheet - by the end of
January.
February Summary of learning (in draft form) Student
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Placement Progression Meeting 4: Student to meet
Coordinator and submit Summary of learning and
share Supervision recordings/reflections - before
the beginning of March.

Closing meetings to take place.

Student, Visiting Tutor &
Learning Mentor

Final Reports to be obtained

Fieldwork Supervisor &
Learning Mentor

Portfolio Submission

Student

Extended Deadlines/Extenuating Circumstances

To be discussed with
Programme Director.

Should a student feel they are unable to meet assignment deadlines or experience circumstances that make it impossible
to meet assignment deadlines, they must complete an Extenuating Circumstances form to request an extension. Students
are asked to contact their module lecturer to discuss issues relating to assignment deadlines and are personally

responsible for submitting their request.
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Level 4 Twilight Programme

Placement Preparation: Placement Progression
DBS Certificate and Update Service Meeting 3:
Student Induction Community Profile -
Placement Progression Meeting 1 07/03/24

Placement Progression Meeting 2: Placement Progression
Observation & Evaluation of Meeting 4:
Placement — 25/01/24 Summary of Learning —
l 25/04/24

v v + {V

[ September — December [ January | February | March [ April

Interim Review A| Interim Review
Board Dec. Board March Exam Board

Grades Finalised

Active Placement

Engagement
v
Students begin work on the portfolio, reading, Stu_d_ents must megt a
making observations, keeping records, gathering minimum of 6 x Wth
evidence, meetings, community profile, written tasks, SUPEFVI_SO_f - complgtlng a
keeping a diary and reflective journal and engaging supervision recc_)rdmg at
in supervision each session
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Stage 3:
Active
Placement

December

Stage Month Module Task Whom
Stage 1: September Student to have applied for and received DBS check | Student
Placement and have registered for the Update Service before
Preparation beginning placement

Student Induction Week Student

Module Lectures to begin

Student and Module Tutor

Placement Progression Meeting 1: Student to meet

with Fieldwork Co-ordinator - during induction week.

Student & Co-Ordinator

Initial meetings to have been completed (QR code)
by mid-November.

Student, Visiting Tutor &
Learning Mentor

Professional Development Plan to be completed
at the start of placement with the Learning Mentor’s
support.

Student & Learning Mentor

Supervisor Contract (QR code) to be completed at
first meeting with Supervisor — student must meet a
minimum of 6 times for formal supervision.

Student and Supervisor

Student Risk Assessment to be completed at the
start of placement with the Learning Mentor’s
support.

Student

January

Placement Progression Meeting 2: Student to meet
Coordinator to update on placement progression

Student & Co-Ordinator

Observation and Evaluation of Placement
Moodle Upload: 25/01/2024

Student

March

Placement Progression Meeting 3: Student to meet
Coordinator and share reflective
accounts/community profile.

Student & Co-Ordinator

Community Profile
Moodle Upload: 07/03/2024

Student

April

Placement Progression Meeting 4: Student to meet
Coordinator and update on placement progressions
— scheduling a date for closing meetings in May.

Student & Co-Ordinator
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Summary Of Learning Student

Moodle Upload: 25/04/2024

Closing meetings to take place. Student, Visiting Tutor &
Learning Mentor

Final Reports to be obtained Fieldwork Supervisor &
Learning Mentor

Portfolio Submission: 20/05/2024 Student

Extended Deadlines/Extenuating Circumstances To be discussed with
Programme Director.

Should a student feel they are unable to meet assignment deadlines or experience circumstances that make it impossible
to meet assignment deadlines, they must complete an Extenuating Circumstances form to request an extension. Students
are asked to contact their module lecturer to discuss issues relating to assignment deadlines and are personally
responsible for submitting their request.
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Appendix 3: Placement Hours Monitoring Sheet

Student Name:

Level:

Learning Mentor:

Placement Provider:
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Date

Time/Hours
Completed

Learning Mentors
Signature

Brief outline of Session/Experiences/Outcomes
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