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Introduction

Dyfed-Powys Police is the public law enforcement organisation covering the largest geographical area of Wales to the West and covering as far north as Welshpool, bordering the Marches onto the West Mercia force in England, with their mission to ‘To safeguard communities, together’ (Dyfed-Powys Police, 2019). Their vision ultimately is to provide first class accessible service with the ultimate aim of keeping local communities safe and to offer support to the public in a fair capacity whenever needed (Dyfed-Powys Police, 2019). Dyfed-Powys police value themselves as ‘accountable, fair and selfless’; values which are integral to being a successful, trusted organisation that they so widely are (Dyfed-Powys Police, 2019). To be able to undertake a volunteer placement in such a reputable not-for-profit organisation, that prides itself on making a difference in my local community, is the ideal experience for me since my beliefs and values run right alongside theirs. 





Placement Overview 
In finding a work placement for this module, I have had available to me the guidance of my placement co-ordinator to order to assist me in finding a work placement. However, I have managed to organise and co-ordinate a work placement for myself independently since I did not feel that the placements offered, through the National Union of Students (NUS For good, 2019), allowed me the most beneficial experience I required to guide my future career. Fortunately, I have strong links to Dyfed-Powys Police since my mother is the Assessment and Accreditation Sgt for the force. I initially turned to her for advice as to which departments within the organisation I could volunteer my services within and ultimately gain the experience I desired. She set up a meeting with the volunteering officer within the force and she was able to allow me to be interviewed for a position in the Victim and Witness Unit (known as Goleudy.) (Dyfed-Powys Police, 2019). The position within this department is able to cater to my availability and suit their requirements, since I am a parent and full-time carer alongside university studies; I will be doing one day per week for 20 weeks. The working department I will be completing my placement with have completed the pre-placements forms needed for approval before placement commencement (see appendix 1). 























SMART Aims and Objectives

I have undertaken a pre-placement skills audit (see appendix 2) and therefore developed ‘SMART aims and objectives’ to ensure I reach my full potential in my volunteer placement. 
Specific, Measurable, Accurate, Realistic and Timebound targets allow for personal and management development in a way that is organised and planned (Conzemius & O'Neill, 2006). SMART targets are vital for me to track my progress of learning from my volunteer placement.
Of the smart targets I have developed for myself (see appendix 3), I have chosen to use my target of improving my confidence in public speaking as my working example. 
It is specific to my work placement as it is essential to be able to speak confidently in front of others in the workplace; this is something I will continue to develop moving forward in my career. 
I will measure the success of my goal through work appraisals with my line manager and also by fundamentally feeling less nervous each time I undertake public speaking. 
My goal is accurate as public speaking is a skill I already; I have I just wish to improve upon it. My goal is realistic as it is something that will be fundamental to my success in my future working career; therefore having the opportunity to volunteer in a working environment such as this is the ideal place to improve my skills. 
My goal is time-bound as I hope to have achieved improvements by the end of my 20 day work placement, however, this goal I will continue to develop and improve upon moving forward to improve my skills.

My fundamental intended outcome of the work placement is to gain the relevant experience and gain a valid reputation that will assist me to secure myself a career within the same organisation following my graduation. I feel it essential for graduates to have experience in the field they desire to work in as there is a clear divide between a working and educational environment. A work placement experience allows for practical implementation of the knowledge I have from completing my degree and use it to make a positive impression in the workplace (Miller, Gordon, & Jamieson, 1991)





























SMART Aims and Objectives Timescale Management

I have created a GANT chart which allows me to allocate time to my targets so that I will be able to organise the content of my work at my placement in order to achieve my targets (Clark , Polakov, & Trabold, 2018). 


06/02/2019
19/09/2019




This Gant chart shows clearly the time I have to complete my work placement and therefore the time I have to complete my SMART aims and objectives. My SMART aims and objectives are all long term and require the full 20 days the Gant chart shows them all to have the same time scale. It is my intention to follow my Gant chart throughout my placement so that I will be able to identify how much remaining time I have to complete aim and objectives.




















Risk and resource management 

I have identified a potential risk before my placement can begin. I have used the 4-step risk management process (see appendix 4) to help address risk and manage it (Culp, 2011). 
Firstly, I have identified the risk as my police vetting not being completed before I start my placement meaning I would not be able to complete my work. 
Secondly, I have assessed that the issue impacting my vetting clearance is that there may be a backlog in the vetting department. 
Thirdly, I have controlled the risk by returning the paperwork before the specified timeframe given by the organisation to allow for extra time if there is a backlog. 
Finally, I have reviewed the control measure put in place and identified I have done everything within my control to ensure there is minimal impact of risk on my vetting completion.

[bookmark: _GoBack]In terms of physical resources needed, I will keep a diary, to allow me to reflect and provide content for my further assignments. I will need have access to a vehicle to travel to my placement as it is not within walking distance; so ensuring access to a vehicle is vital.
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Appendix 1 

Student Placement agreement(a) 
[bookmark: page1]
	
	[image: ]STUDENT PLACEMENT AGREEMENT

	STUDENT CONTACT INFORMATION
	
	
	

	
	
	
	
	
	
	
	
	

	
	Student Name:
	
	Rebecca Aston
	
	
	Student
	
	1802671

	
	
	
	
	
	
	number:
	
	

	
	Mobile Telephone:
	
	07508098674
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Home Telephone:
	
	
	
	
	
	
	

	
	University e-mail:
	
	1802671@student.uwtsd.ac.uk
	
	
	

	
	
	
	
	
	
	

	
	Personal e-mail:
	
	rebeccaaston97@hotmail.co.uk
	
	
	

	
	
	
	
	
	
	
	
	

	
	Emergency contact
	
	Oliver Pearce
	
	
	Tel:
	
	07468453980

	
	and relationship:
	
	
	
	
	
	
	


[image: ][image: ][image: ][image: ]


CONFIDENTIAL STUDENT HEALTH INFORMATION:
[image: ]

	
	
	
	YES
	NO

	1.
	Do you currently have or have you previously had any form of
	
	
	x

	
	asthma; diabetes; epilepsy; heart disease; nervous or mental illness;
	

	
	rheumatic fever; stroke; tuberculosis?
	

	
	
	
	
	

	2.
	Do you currently have or have you previously had any other form of
	
	
	x

	
	serious illness/operation or chronic health condition that may affect
	

	
	your or others health and safety whilst on placement?
	

	
	
	
	
	

	3.
	Are you currently receiving medical treatment and/or medication?
	
	
	x

	4.
	Are you visually impaired/blind?
	
	
	x

	5.
	Are you hard of hearing/deaf?
	
	
	x

	6.
	Disability - ‘a physical or mental impairment, which has a substantial
	
	
	x

	
	and long-term adverse effect on a person’s ability to carry out
	

	
	normal day-to-day duties’.
	



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


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


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

Dr Holmes,
Meddygfa Tywyn Bach,

Burry Port




To protect your health and safety it is imperative that you notify us of any disability or condition that may impact upon health and safety during work placement. If you fail to disclose this it may place you at a disadvantage and impact upon your own health and safety.
Internship and volunteerism 
Rebecca Aston	1802671
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PLACEMENT PROVIDER CONTACT INFORMATION
[image: ]


Name of organisation:

Placement Site Address:


Dyfed Powys Police


Dyfed-Powys Police

Police Headquarters

PO BOX 99

Llangunnor

Carmarthen

SA31 2PF


	Workplace
	
	Andrew James

	Supervisor (or
	
	

	provider contact)
	
	

	Name:
	
	

	
	
	

	Workplace
	
	Line Manager

	Supervisor (or
	
	

	contact) Position:
	
	

	Telephone:
	
	01267226463

	
	
	

	E-mail:
	
	andrew.james@dyfed.powys.pnn.police.uk

	
	
	




PLACEMENT DETAILS
[image: ]

	Start Date:
	19/09/2019
	End date:
	
	06/02/2020

	
	
	
	
	

	Duration of
	20 days
	Normal Working
	
	Yes

	Placement:
	
	Hours:
	
	

	Activity/Duties:
	• General administrative
	tasks such as filing,
	
	photocopying and

	Outline of
	
	
	
	


Placement

· To help arrange events and meetings, booking venues/rooms where necessary.
· To prepare information and documents.

· To compile and maintain correct and current minutes.

· To collate statistics and help to prepare reports.

•To arrange staff and volunteer meetings.
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Outline of

Placement key

objectives
(learning/
assessment focus):

APPENDIX PL1C

· To contact staff and external contacts.


· To research and develop contact databases.

· To operate as a main point of contact for visitors and telephone enquiries.

· To develop an understanding of how to use different computer systems within the organisation. To develop communication skills throughout communication in different methods with internal and external contacts.

· To develop different writing and presentation styles.

· Learning to handle sensitive information and protecting data.

· To develop an understanding of the working environment within the public sector.





	Please tick to confirm that you have current DBS
	YES
	
	NO
	
	N/A

	approval (if applicable)
	☒
	
	☐
	
	☐

	
	
	
	
	
	




UNIVERSITY PLACEMENT COORDINATOR CONTACT INFORMATION
[image: ][image: ]

	Name of Placement
	Jessica Shore

	Coordinator:
	

	
	

	Telephone:
	01267676787

	
	

	
	

	E-mail:
	j.shore@uwtsd.ac.uk
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Dear Student

Re: Work Experience Placement

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

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

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

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

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

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

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

d) Complete the ethics approval processes, where relevant.

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

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

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

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


During the placement the student is required to:

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

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

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

d) Keep a log of hours worked.

e) Monitor his/her progress in achieving the identified learning outcomes and discuss these regularly with the Workplace Supervisor and Placement Tutor, as appropriate.
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f) Conduct him/herself in an appropriate manner within the relevant ethical framework, ensuring confidentiality and treating others with respect and dignity.

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

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

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

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

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


The Placement Provider will:

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

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

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

d) Provide a designated Workplace Supervisor who will:

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

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

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

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

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

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

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

i) Facilitate access to the student for visits by the Placement Tutor, where appropriate.

j) Ensure that the student is treated with respect.

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

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

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

· are clearly defined;

· contribute appropriately to the overall aims of the programme;

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

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

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

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

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

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

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

ii. University emergency contact details.

h) Retain a full and detailed record of each placement.

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

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

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

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

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

Yours sincerely

Jessica Shore

Placement Coordinator



STUDENT PLACEMENT AGREEMENT

I confirm that I accept and will fully comply with the responsibilities as detailed above.
[image: ]

	Signed:
	
	

	
	
	

	Name in block
	
	REBECCA ASTON

	capitals:
	
	

	Programme of study:
	
	BUSINESS AND MANAGEMENT

	
	
	

	Date:
	
	2/10/2019
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Appendix 1

Placement Provider Health and Safety Questionnaire (b) 




PLACEMENT PROVIDER HEALTH AND SAFETY QUESTIONNAIRE

	Name of provider’s organisation:
	Dyfed Powys Police

	Placement Site Address(es):
	Dyfed-Powys Police Police Headquarters Llangunnor Carmarthen
SA31 2PF

	Workplace Supervisor
Name (or other provider contact):
	Andrew James

	Workplace Supervisor (or contact) Position:
	Line Manager

	Telephone:
	0300201232996

	E-mail:
	andrew.james@dyfed-powys.pnn.police.uk

	Name of student(s):
	Rebecca Aston

	Duration of Placement:
	20 days
	Start Date:
	19/09/2019



Dear Placement Provider

Re: Health and Safety for Work Placements

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

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

If you have any questions or problems, please don’t hesitate to get in touch. Yours sincerely
Jessica Shore 
Placement Coordinator Jessica Shore
 (
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PLACEMENT PROVIDER HEALTH AND SAFETY QUESTIONNAIRE

	
	
	Yes
	No

	1.
	Does your organisation have a written health and safety policy? If not, please give reason:
	x
	

	2.
	Do you have a policy regarding health and safety training for people working in your undertaking, including use of vehicles and equipment, and will you provide all necessary health and safety training for our placement student(s)?
If no, please give reason:
	x
	

	3.
	Is the organisation registered with:

	
	a)	The Health and Safety Executive?
	x
	

	
	b)	The Local Authority Environmental Health Department?
	x
	

	
	c)	The relevant authority in your country (if outside the UK)?
	x
	

	
	d)	The relevant National Governing Body Registration number:

Last assessment date:
	
x
	

	4.
	Insurance (UK Placements)

	
	a)	Is Employer Liability Insurance held?
	x
	

	
	b)	Is Public Liability Insurance held?
	x
	

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

	5.
	Insurance (EU/International Placements, i.e. non-UK)

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

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

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

	6.
	Risk Assessment

	
	a)
	Have you carried out risk assessment of your work practices to identify possible risks, to employees and to others within your
undertaking?
	x
	

	
	b)
	Are there effective control measures in place for the risks?
	x
	

	
	c)
	Are risk assessments kept under regular review?
	x
	

	
	d)
	Are the results of risk assessment implemented?
	x
	

	
	e)
	Will the student be undertaking any higher risk activities (i.e. activities where they could be placed at a degree of personal risk if working unsupervised)? (If Yes, please provide copies of your health & safety policy and insurance certificates when
returning this form)
	
	x

	6.
	Accidents and Incidents

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

	
	b)
	Have you procedures to be followed in the event of serious and imminent danger to people undertaking courses/training?
	x
	




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

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

	7
	Contact Personnel

	
	
	Who is your nominated contact for compliance with these requirements of health and safety legislation?
Name: Andrew James Position: Line Manager
	
	




	
	ROLE SPECIFIC CHECKLIST
	Yes
	No
	N/A

	1.
	Safeguarding
	
	
	

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

	
	b) Is a DBS/police check required?
	x
	
	

	
	c) If a DBS/police check is required, will you fund it?
	x
	
	

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

	2.
	Accommodation
	
	
	

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

	3.
	Health checks
	
	
	

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

	
	b) If yes, please specify the nature of the health checks:
	
	x
	

	
	c) If yes, will you fund these?
	
	
	x

	4.
	Travel
	
	
	

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

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

	5.
	Work permits and visas
	
	
	

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

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

	6
	Please specify any other specific pre-employment
requirements:
	
	
	x



CONFIRMATION
I confirm that the preceding information is correct to the best of my knowledge. I confirm also that the student will receive:
· Induction briefing on their first day of attendance.
· [image: ]Appropriate training and supervision in relation to their placement.


	Signed:
	

	Name in block
capitals:
	ANDREW JAMES

	Position:
	Line manager
	Date:
	2/10/19



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

Appendix 1
Student Placement Induction Checklist(c)

STUDENT PLACEMENT INDUCTION CHECKLIST

	Student Name:
	Rebecca Aston

	Name of Placement Provider organisation:
	Dyfed Powys Police

	Placement Site Address:
	Dyfed-Powys Police Police Headquarters Llangunnor Carmarthen
SA31 2PF


As a minimum, the topics listed below should be included within the induction that you (the Placement Provider) provide for the student on placement, preferably on their first day. Please check off the subjects as they are covered.
	Health & Safety Issues
	No
	Yes
	N/A
	Date

	1. Introduction to key staff members and their roles explained
	
	x
	
	

	2. Location of welfare facilities (e.g. toilets, kitchen, rest room, showers, etc.)
	
	x
	
	

	3. Emergency procedures
	
	x
	
	

	4. Copy of safety policy received or location known
	
	x
	
	

	5. Location of first aid facilities and contact for first aiders
	
	x
	
	

	6. Fire procedures and location of fire-fighting equipment
	
	x
	
	

	7. Accident/incident reporting and location of accident book
	
	x
	
	

	8. Use/control measures for hazardous substances in the workplace (e.g. COSHH) – if applicable
	
	x
	
	

	9. Display Screen Equipment Regulations and associated
procedures – if applicable
	
	x
	
	

	10. Manual handling procedures – if applicable
	
	x
	
	

	11. Protective clothing/equipment arrangements – if applicable
	
	x
	
	

	12. Instruction on equipment you will be using (list equipment)
	
	x
	
	

	13. Specific training for tasks to be undertaken
	
	x
	
	

	14. Specific information relating to risk assessments covering tasks to be undertaken
	
	x
	
	

	15. Location of health and safety information and advice
	
	x
	
	

	16. Specific disability related induction issues
	
	x
	
	

	17. Other issues covered/to be covered please state (e.g. attendance and absence reporting procedure):
	
	x
	
	

	
	
	
	
	




PLACEMENT PROVIDER CONFIRMATION
[image: ]I confirm that the student has been provided with the induction specified above:

	Signed:
	

	Print Name:
	Andrew James


 (
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	Position:
	Line Manager
	Date:
	02/10/2019






STUDENT CONFIRMATION
[image: ]I confirm that I have been provided with an appropriate induction as specified above:

	Signed:
	

	Print Name:
	Rebecca Aston

	Position:
	Victim and Witness Staff
	Date:
	2/10/2019



Thank you! Please return the completed checklist to the Placement Organiser within one week of the student starting placement.
Insert Placement Organiser contact details here
Dyfed-Powys Police Police Headquarters Llangunnor Carmarthen
SA31 2PF

Andrew James
Andrew.james@dyfed-powys.pnn.police.uk





For office use only

PLACEMENT COORDINATOR RECEIPT

	Signed:
	
Jessica Shore

	Print Name:
	
Jessica Shore

	Position:
	Placement Co-ordinator
	Date of receipt:
	23/10/2019

	Action required?
	
None
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Placement Provider Agreement(d)
PLACEMENT PROVIDER AGREEMENT
PLACEMENT PROVIDER CONTACT INFORMATION

	Name of
organisation:
	Dyfed Powys Police

	Placement Site Address(es):
	Dyfed-Powys Police Police Headquarters PO BOX 99
Llangunnor
Carmarthen SA31 2PF

	Workplace Supervisor Name (or other provider
contact):
	Andrew James

	Workplace
Supervisor (or contact) Position:
	Line Manager

	Telephone:
	0300201232996

	E-mail:
	andrew.james@dyfed-powys.pnn.police.uk



UNIVERSITY PLACEMENT COORDINATOR CONTACT INFORMATION

	Name of Placement Coordinator:
	Jessica Shore

	Address:
	UWTSD Carmarthen Campus

	Telephone:
	01267676787

	E-mail:
	j.shore@uwtsd.ac.uk



STUDENT AND PLACEMENT DETAILS

	Name of student(s):
	Rebecca Aston

	Start Date:
	19/09/2019
	End date:
	06/02/2020

	Duration of Placement:
	20 days
	Normal Working Hours:
	Yes

	Outline of Placement Activity/Duties (Please attach a job/role outline if
available, otherwise please summarise
	· General administrative tasks such as filing, photocopying and faxing.

· To help arrange events and meetings, booking venues/rooms where necessary.
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	the key duties to be undertaken here):
	· To prepare information and documents.

· To compile and maintain correct and current minutes.

· To collate statistics and help to prepare reports.

· To arrange staff and volunteer meetings.

· To contact staff and external contacts.

· To research and develop contact databases.

· To operate as a main point of contact for visitors and telephone enquiries.



Dear Placement Provider

Re: Work Experience Placement
Thank you for agreeing to accept our student on the work experience placement at your organisation. Quality work experience is vital to equip our students for their future careers and the University is grateful for your offer of this placement opportunity. We hope our student will learn from this placement the skills and competencies specific to their discipline or profession as well as more general work-related and employability skills (time management, team working, communications skills, etc.).
Would you please check that the Placement Provider information and placement details on page 1 are complete and correct, amending if necessary?
Student placements are a partnership between the student, the University and the Placement Provider in which each has specific roles and responsibilities. It is important that all three parties clearly understand the responsibilities and expectations of everyone involved and so the responsibilities are detailed below.
During the placement, we expect the student to prove to be an effective, safe and reliable individual. However, you will appreciate that during this period the student is under your control and therefore the primary duty of care and consequent liabilities must rest with you. As the student’s Placement Provider the University requests you to treat him or her in the same way as your employees.
The University therefore requests that you as Placement Provider will:
a) Confirm acceptance of the arrangements and responsibilities set out in Appendix PL1A Placement Provider Agreement.
b) Provide a safe working environment. Comply with health and safety legislation and define the liability and other insurance cover that will be provided for the activities of the student, with regard to the student and to others who could be affected by the student’s actions or inactions. See Appendix PL1B Placement Provider Health and Safety Questionnaire.
c) Work within the student-facing policy framework for the University (especially in relation to the student disciplinary policy, the fitness to study policy, the fitness to practise policy, the harassment and bullying policy, and the safeguarding policy).
d) Provide a designated Workplace Supervisor who will:
a. act as the first point of contact for any problems or queries during a student’s placement and contact the University immediately in cases of serious accidents, incidents or breaches of discipline involving the student;
b. conduct or make arrangements for the day-to-day supervision of the student including periodic progress checks and instruction regarding hazards and health and safety precautions;
c. provide the University with student attendance data, where required.
e) Provide the student with a full and clear induction to the organisation and its working practices, procedures and requirements, including health and safety arrangements, how to report accidents, incidents and unsafe conditions. See Appendix PL1F Induction Checklist.
f) Ensure that the student is fully informed about responsibilities, including those contained in any statutory legislation and/or honorary contract.
g) Provide the student with appropriate instruction and training in working practices to enable him/her to carry out his/her duties efficiently and safely.

h) Work with the student to identify appropriate learning outcomes for the placement (these must be agreed by the student, the Workplace Supervisor and the University).
i) Facilitate access to the student for visits by the Placement Tutor, where appropriate.
j) Ensure that the student is treated with respect.
k) During and on completion of the placement, provide feedback to the University on the student’s performance and confirmation of the hours in practice, where required.


The University of Wales Trinity Saint David will:

a) Commit appropriate levels of staff and other resources to placement governance activity to ensure strategic oversight for the learning to be delivered and managed by the Placement Provider. This may include the identification of (i) a Placement Coordinator, whose duties would normally include the authorisation of placements and organising/managing the placement arrangements, in liaison with the Placement Provider and student, and (ii) a Placement Tutor, who will act as the first point of contact, visit the student on placement, where appropriate, and/or assess the student.
b) Ensure that any placement learning that forms part of a programme of study has associated learning outcomes which:
· are clearly defined;
· contribute appropriately to the overall aims of the programme;
· are appropriately assessed. In cases where it is considered appropriate for the assessment be jointly conducted by the University and the Placement Provider, the Placement Tutor will work with the Workplace Supervisor to establish and document the procedure by which this shall be achieved.
c) Assess the suitability of a proposed placement through appropriate and proportionate placement due diligence procedures, using a risk-based assessment process. The approval process will require the Placement Coordinator to undertake a Risk Profile for each placement using the PL1D Placement Risk Profiling Guidance, and record the outcomes in Appendix PL1E Risk Assessment. This risk assessment activity will include consideration of the information supplied in Appendix PL1A Placement Provider Agreement, Appendix PL1B, Placement Provider Health and Safety Questionnaire and Appendix PL1C Student Placement Agreement.
d) Negotiate reasonable adjustments with the Placement Provider in the case of a student assessed under the Equality Act, 2010.
e) Provide specialist advice and guidance for students with additional support needs.
f) Clearly define appropriate points of contact and lines of communication between the University, the Placement Provider and the student. These should include:
i. Mechanisms for the Placement Provider to raise concerns or complaints about any aspect of the placement, including an individual student's performance or conduct.
ii. University emergency contact details.
g) Ensure that any concerns, complaints, incidents or breaches of codes of conduct or discipline are dealt with in line with its student-facing policy framework.
h) Retain a full and detailed record of each placement.
i) Provide students with appropriate briefing, including health and safety, prior to commencement of any placement.

j) Monitor all placement activity, ensuring that milestones are established, maintained and records, and identifying and addressing issues of concern and sharing good practice.
k) Arrange appropriate opportunities for gathering feedback from students, Placement Providers and Placement Tutors, including suggestions for improvement. See Appendix PL1G.


Students are required to:

Prior to placement: students cannot commence a placement until they have completed all the necessary preparatory work detailed below, and received authorisation from the Placement Coordinator. Students are required to:
a) Identify a suitable placement (with the exception of students following a professionally accredited programme).
b) Attend placement preparation briefings, including health and safety.
c) Complete a Disclosure and Barring Service (DBS) check, if required. The student will retain the original and submit a copy to the University. The student must make the Placement Provider aware of any issues arising from the DBS check and discuss any convictions with the Placement Coordinator.
d) Complete the ethics approval processes, where relevant.
e) Have a dialogue with the Placement Coordinator or Placement Tutor to clarify placement requirements, expected learning outcomes and assessment requirements.
f) Inform the Placement Coordinator and Placement Provider of any personal factors (e.g. health, disability, linguistic or cultural) that may affect the level of risk, may require adjustments, or may affect their ability to study or practise.
g) Complete the defined placement registration and approval process in full. See Appendix PL1C Student Placement Agreement.
h) Confirm acceptance of the arrangements and responsibilities set out in Appendix PL1C Student Placement Agreement.


During the placement the student is required to:
a) Comply with all rules regarding health and safety requirements, and other practices and procedures of the placement organisation.
b) Report to the University any incidents in which s/he is involved and any health and safety concerns that are not addressed by the Placement Provider, e.g. in the event that appropriate induction and health and safety training is not provided.
c) Carry out the work programme specified by the Placement Provider under the supervision of the Workplace Supervisor.
d) Keep a log of hours worked.
e) Monitor his/her progress in achieving the identified learning outcomes and discuss these regularly with the Workplace Supervisor and Placement Tutor, as appropriate.
f) Conduct him/herself in an appropriate manner within the relevant ethical framework, ensuring confidentiality and treating others with respect and dignity.
g) Act in a professional manner, including notifying the Placement Provider in a timely fashion in the event that he/she is unable to attend their placement due to illness etc.
h) Respect any other requirements of the workplace such as dress codes.

i) Notify their Placement Coordinator or Tutor should any issues of concern arise.
j) Consult with the Placement Coordinator or Tutor prior to seeking any changes in the terms and duration of the placement.
k) Complete all relevant academic coursework relating to the placement experience.



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

Also attached is the PL1B Placement Provider Health and Safety Questionnaire. Please could you arrange to complete the questionnaire with regard to your health and safety and insurance arrangements?
I’d be grateful if you would return the completed versions of this PL1A form and PL1B questionnaire either by postal mail or email to the contact details specified on page 1.
If you have any questions or problems, please don’t hesitate to get in touch. Yours sincerely
Jessica Shore

Placement Coordinator


PLACEMENT PROVIDER AGREEMENT
[image: ]I confirm that I accept the responsibilities as detailed above and am authorised to do so on behalf of the placement provider.

	Signed:
	

	Name in block capitals:
	Andrew James

	Position:
	Line Manager

	Date:
	02/10/2019












[image: ]Appendix 1  Placement Risk Assessment(e)







PLACEMENT APPROVAL

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

	
	Signed:
	
	Jessica Shore
	
	
	
	

	
	
	
	
	
	
	
	

	
	Name in block
	
	JESSICA SHORE
	
	
	
	

	
	capitals:
	
	
	
	
	
	

	
	Position:
	
	Placement co-ordinator
	
	Date:
	
	23/10/2019
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INTERNSHIP & VOLUNTEERISM
Assessment 1 – Pre-Placement Skills Audit
Name: Rebecca Aston	

Placement Provider: Dyfed-Powys Police

Date: Wednesday 16th October 
The purpose of this skills audit is to assess your skills set prior to you undertaking your placement to establish what skills you need to improve on during your placement.  Please be honest, take some time for self-reflection and when responding to each skill try to think of an example of when you may have done this. 
	Skill
	Already there
	Well on the way
	Gathering speed
	Not currently

	I think about the whole system when working to solve problems and developing ways of doing things 
	
	
	x
	

	Example: I have experience of this in university but not in a practical working environment.


	I have the ability to to address current and future problems creatively
	
	x
	
	

	Example: I am improving on this skill currently in terms of how I complete my university assignments. I am able to identify issues I am having with assignments and address how I will over come the issues and move on e.g if there is part of an assignment I am not confident with then I know to contact my lecturer for guidance in enough time before the deadline for help so I am able submit my best version of work.


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

	Example: After three years in university writing a variety of assignments I believe my critiquing skills of various information sources are at a high standard as I have been completing the prior assigments all to a 1st class grade.


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

	Example: Writing many assignments were these very factors have been the core argument of critical comparison I believe my skills in this area are high. 


	I am capable of engaging in self-reflection and analysis
	
	x
	
	

	Example: I have completed many reflective assignments and presentations to a high standard so I believe my skills in this area are high. 


	I have a commitment to life-long 
	
	x
	
	

	Example: I am totally committed to life-long stability for my family in all aspects. I am a parent and a carer to my disabled partner so stability for my family is my responsibility which I hope to achieve after securing a job once my degree studies are over. 


	I am committed to supporting and encouraging others with life-long learning
	x
	
	
	

	Example: I am committed to encouraging others to life-long learning. I am teaching my son every day new skills and enhancing his language and will continue to do so. 


	I am innovative and adaptable, proactive rather than reactive
	
	
	x
	

	Example: I am adaptable to an extent in life however I do struggle initially in changing things as I prefer to be very organized and in control. 


	I am an engaging and dynamic communicator (written) 
	
	x
	
	

	Example: My written communication is improving the more assignments I write and the more I become accustom on how to write in certain situations. 


	I am an engaging and dynamic communicator (oral) 
	
	
	x
	

	Example: I am able to communicate well and to a high academic standard however it is not something I am comfortable with, I get very nervous. 


	I am an effective networker
	
	
	x
	

	Example: I struggle to be an effective worker when the content of the work is of no interest to me however when the work does interest me I work very effectively. 


	I am an effective facilitator 
	
	
	
	x

	Example: This is something I have no experience with as I have never been in the position of facilitator. 


	I work well in cooperation with others
	
	
	x
	

	Example: I work well when cooperating with others however I only have experience of it in university and not in a practical working environment. 


	I am a well-practiced and effective active listener
	
	
	x
	

	Example: I have experience of being an active listener in education but not in a working environment. 


	I can organize myself and manage my time effectively
	x
	
	
	

	Example: I am extremely organized and am able to effectively manage my time. 


	I understand how to act as a responsible citizen
	x
	
	
	

	Example: I am fully aware of how to be a responsible citizen. 


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

	Example: I have a high level of skill in this area as I have faced many challenged in my personal life and have had to adapt to realise future issues and how to face them.


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

	Example: I believe I have the skills in this area however I am not confident enough to lead the change. 


	I feel comfortable speaking openly about my values
	
	
	x
	

	Example: I struggle with confrontation so keep my views to myself mostly incase of issues.

	I can lead with integrity driven by my own values
	
	
	
	x

	Example: I have no experience in leading and I don’t feel confident in leading either.
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	Goal

	To improve my confidence in public speaking and presenting to a high enough standard .

	S

	I want to be able to speak confidently in front of others without feeling so nervous. 

	M

	I will be able to measure my success on my goal through work appraisals and as hopefully I will begin to feel less nervous the more public speaking I do.

	A

	I do have the skills to meet this goal as I already know my public speaking is successful it is just purely my confidence I want to work on.

	R

	I want to improve on this because it is something I will have to do a lot in a practical working environment and I want to get used to it so I’m prepared and having the opportunity to volunteer in a working environment is the ideal place to improve my skills.

	T

	I hope to have achieved my goal by the end of my work placement however this goal is something that will have to be worked on consistently moving forward to get the same desired outcome.




	Goal

	To be able to problem solve effectively in a work environment.

	S

	To gain experience of effectively solving problems in work in an organised and productive method.

	M

	I will be able to measure the successful of my goal by gathering feedback from my line manager on how I am dealing with problem situations.

	A

	I have previous problem solving experience I just want to gain experience in a different environment (education to work environment).  

	R

	I want to gain experience in this area as I believe it will help me in my future career. It is developing on a skill I already have and can then transfer to my working life.

	T

	I hope to have achieved my goal by the end of my work placement however this goal is something that will have to be worked on consistently moving forward to get the same desired outcome.












	Goal

	To improve my confidence in speaking openly about my values

	S

	I want to be able to speak with others about my views without feeling nervous of confrontation. 

	M

	I will be able to measure the success of my goal through work appraisals and by hopefully feeling less nervous when I speak to others about my views.

	A

	I do have the skills to meet this goal, I just need to work on my confidence.

	R

	I want to develop my confidence in speaking openly about my views as I have an irrational fear that a conversation will end in confrontation. This mindset will only hinder me when I go in to the world of work so I want to quash it now while I have the opportunity.

	T

	I hope to have achieved my goal by the end of my work placement however this goal is something that will have to be worked on consistently moving forward to get the same desired outcome.




	Goal

	To become an effective facilitator.

	S

	I have never had the opportunity to be a facilitator in any capacity so I want to be able to have the opportunity to make a helpful adjustment to an organisation.

	M

	I will be able to measure the success of my goal by seeing positive changes in procedure in the organisation through feedback from my line manager.

	A

	I have not had the opportunity to facilitate in any way before in education or work so gaining this skill will be helpful to me.

	R

	I need to develop my skills in this area in order to make a difference in an organisation when I enter the world of work.

	T

	I hope to have achieved my goal by the end of my work placement however this goal is something that will have to be worked on consistently moving forward to get the same desired outcome.







	Goal

	To lead a group of people confidently and with integrity.

	S

	I want to be able to develop my leadership skills and transfer them from my experience in education to the workplace.

	M

	I will be able to measure the success of my goal by receiving feedback from my line manager and colleagues. 

	A

	I do have the skills to meet this goal I just need to develop my confidence in leading and experience in different environments.

	R

	I will need to develop my leading skills in order to become a successful manager when I leave university.

	T

	I hope to have achieved my goal by the end of my work placement however this goal is something that will have to be worked on consistently moving forward to get the same desired outcome.
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[image: Figure 1: The four-step risk management process]
(NSW Government, 2019)
 Gant Chart

days since starting 	Improve confidence in public speaking 	Increase problem solving skills  in a working environment 	Improve my confidence in speaking about my views	Become an effective facilitator	Lead a group of people with integrity 	1	1	1	1	1	days left to completion 	Improve confidence in public speaking 	Increase problem solving skills  in a working environment 	Improve my confidence in speaking about my views	Become an effective facilitator	Lead a group of people with integrity 	20	20	20	20	20	
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