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[bookmark: _Toc23781916]Cyflwyniad
Mi fyddai i yn cynnal fy interniaeth yn Comisiwn Brenhinol Henebion Cymru yn Aberystwyth. Rwyf wedi dewis i gwneud fy interniaeth yn y sefydliad yma oherwydd maen nhw’n casglu holl wybodaeth ddiddorol am hanes Cymru ac dydy hun ddim yn cael ei marchnata ddigon. Mae Datganiad Cenhadaeth y Comisiwn Brenhinol yn pwysleisio ei rôl genedlaethol o reoli treftadaeth archeolegol, adeiledig ac morwrol Cymru fel cychwynwyr curadur a chyflenwyr gwybodaeth awdurdodol ar gyfer y rhain sy’n gwneud penderfyniadau unigol, corfforaethol a llywodraethol ac yn darparu’r cyhoedd ar cyfle i wneud ymchwil eu hunain.  Mae’r Comisiwn Brenhinol yn cadw arolygon, dehongli ac yn cofnodi amgylchedd dynol Cymru; yn llunio, cynnal a curadu Cofnodion Henebion Cenedlaethol Cymru; yn hyrwyddo dealltwriaeth o’r wybodaeth hon drwy bob dull priodol (Rcahmw.gov.uk, 2019).

[bookmark: _Toc23781917]Trefniadau 
Cafwyd y lleoliad hun eu trefnu drwy un o fy  athrawon yn y brif ysgol, ar ôl i mi a gweddill y dosbarth cynnal gwaith ymchwil ar y lleoliad fel rhan o aseiniad yn yr ail flwyddyn. Fel rhan o’r aseiniad roedd rhaid i mi ar ddosbarth cynnal pwynt pŵer a’r strategaethau marchnata byddwn yn cynghori’r lleoliad i ddefnyddio i helpu gwella eu ffordd o ymgysylltu gyda’r cyhoedd. Roedd y pwynt pŵer yma wedi cael ei sefydlu ar daith fer i ymweld ar sefydliad (Piercy & Morgan, 1994).   Teimlodd y lleoliad fod ni fel dosbarth heb gael digon o amser yn y sefydliad i gael gwir ystyr o beth oedden nhw’n trio cyflawni ar anawsterau marchnata maen nhw’n ei wynebu. Awgrymodd yr athrawes i mi fel myfyrwyr i fynd i’r lleoliad fel rhan o fy interniaeth er mwyn ehangu fyn nealltwriaeth o beth mae’r sefydliad yn trio cyflawni. Mae’r sefydliad wedi chael ei lleoli yn  Aberystwyth sydd yn ddelfrydol i mi  oherwydd ei fod mewn munudau o fy nghartref.
Rwyf wedi bod mewn cysylltiad ar leoliad gwaith dros y wythnosau dwetha, er mwyn paratoi nhw ar gyfer fy interniaeth. Rwyf wedi bod yn e-bostio nhw gyda ffurflenni  maen nhw angen arwyddo i wneud yn siŵr bod nhw’n barod ar fy nghyfer. Fel y gwelir yn Atodiad 1 mae’r lleoliad wedi cytuno at yr interniaeth, ac yn cytuno yw gyfrifoldebau ai rôl  nhw ar  brif ysgol  yn y  interniaeth. Mae atodiad 2 yn rhestr wirio iechyd a diogelwch sydd wedi cael ei gwblhau gan y sefydliad er mwyn sicrhau fod y lleoliad yn lle diogel i gynnal interniaeth. Mae atodiad 3 yn ffurflen sydd wedi cael ei llenwi gen i ai i, gyda manylion cysywllt fi, rhag ofn fod yna argyfwng yn digwydd yn ystod y interniaeth. Rwyf wedi bod yn darllen y risgiau all ddigwydd yn y lleoliad fel gwelir yn atodiad 4.  Yn atodiad 5 welir fod ffurflen asesiad risg wedi cael ei llenwi allan ai llofnodi gan y tiwtor i ganiatâi fy mod i wedi cael yr holl wybodaeth dwi angen cyn cychwyn interniaeth.  Rwyf hefyd wedi cael diwrnod hyfforddiant ble dwi wedi cwrdd â’r staff a chael ffurflenni iechyd a diogelwch a mwy fel gwelwch yn atodiad 6.
[bookmark: _Toc23781918]Fy Nodau ac Amcanion

Fy nod ar gyfer yr interniaeth hyn  yw cwblhau cynllun marchnata ar gyfer y sefydliad. I sicrhau fy mod i yn llwyddo i  gwblhau'r dasg hun rwyf wedi gosod targedau i fy hunain a gwelir yn atodiad 8 (Jung, 2007). Rwyf wedi rhoi targed o gynllunio tri gwahanol ffyrdd all y sefydliad marchnata eu hunain. Rwyf wedi rhoi'r targed o dri i fy hunain, oherwydd dwi’n teimlo bydd tri chynllun manwl yn fwy gwerthfawr i’r sefydliad yn hytrach na niferoedd o syniadau syml. Oherwydd bod gan y lleoliad ddiffyg arian i wario ar farchnata rwyf yn bwriadu cynllunio dau syniad rhad o farchnata ac un cynllun sy’n awgrymu fod y sefydliad yn gwario fwy o arian. Rwyf wedi penderfynu ar hun oherwydd dwi eisiau sicrhau fy mod i yn creu cynllun all y sefydliad rhoi mewn i ymarfer. Y prif bwrpas y cynllun marchnata fydd i wella'r ymgysylltiad mae’r lleoliad yn cael gyda’r cyhoedd, mae hun yn un o’i gwendidau ar hun o bryd (Dalsgaard, Dindler & Halskov, 2011).   Ar ôl gyrru 10 diwrnod o ymchwil o fewn y lleoliad rwyf yn bwriadu gyrru 10 diwrnod  yn creu'r cynllun marchnata. Yn atodiad 9 gwelir siart gantt, sydd yn dangos fy amserlen ar gyfer gwblhau'r dasg. Rwy’n fwriadau ymchwilio mewn i beth mae’r lleoliad yn gwneud ar hun o bryd i farchnata ei hunain. Byddaf yn cael y wybodaeth hun drwy ymweld ag un o’i digwyddiad marchnata. Fydd hyn yn fudd i mi, oherwydd byddai’n cael y cyfle i  weld beth maen nhw’n gwneud ac yno byddai’n gallu meddwl am strategaethau newydd all  y sefydliad defnyddio i wella eu hunain.  Ar ôl gwneud fy holl ymchwil byddaf yn gwneud cynllun marchnata gyda chymorth o un o fy athrawon ac anfon fy adborth nol iddyn nhw erbyn diwedd Mawrth. Cyn i mi orffen y cynllun marchnata rwyf yn bwriadu mynd nol am ychydig o ddyddiau er mwyn gallu gofyn mwy o gwestiynau fydd yn dod i fy meddwl tra byddaf yn ysgrifennu'r cynllun.
Rwyf wedi cwblhau ffurflen archwilio sgiliau fel y gwelir yn atodiad 7, fel y gwelwch fod 'na llawer o bethau dwi angen gweithio arno. Erbyn diwedd y interniaeth dwi’n gobeithio byddaf yn  y bocs ‘Gathering Speed’ mewn bob un dasg neu’n well. Rwy’n gobeithio cyflawni hun drwy ganolbwyntio ar bethau dwi heb gyflawni a thrio fy ngorau i roi hun mewn i ymarfer tra dwi yn y lleoliad gwaith.
Ni fydd angen llawer o adnoddau ar gyfer y lleoliad, oherwydd bydd yr adnoddau yn cael ei ddarparu gan y lleoliad gwaith e.e. papur, beiro a chyfrifiadur. Yr unig rwystrau fyddai yn wynebu yw’r drafnidiaeth i’r lleoliad pryd fyddai yn nol yn y brif ysgol. Oherwydd hun rwy’n gobeithio cwblhau'r interniaeth dros wyliau haf a gwyliau Nadolig.

[bookmark: _Toc23781919]Casgliad 
Yn ystod fy amser yn y lleoliad dwi’n gobeithio ymestyn fy nealltwriaeth o’r sefydliad a beth maen nhw’n trio cyflawni. Dwi’n gobeithio byddaf yn gallu casglu gwybodaeth a chynllunio cynllun marchnata fydd yn ddefnyddiol iddyn nhw, i helpu gwneud mwy o ymgysylltiad gyda’r cyhoedd a hysbys ei waith yn well. Rwyf yn gobeithio ymestyn fy sgiliau, a chael gwir brofiad o weithio mewn lleoliad gwbl wahanol i unrhyw le arall dwi wedi gweithio o’r blaen (Jasper, 2005).
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STUDENT PLACEMENT AGREEMENT
STUDENT CONTACT INFORMATION
	Student Name:

	
Eleri Jones 
	Student number:
	1701278

	Mobile Telephone:
	
07885816937


	Home Telephone:
	01654791227

	University e-mail:
	1701278@studnet.uwtsd.ac.uk


	Personal e-mail:

	Eleri.gwerniago@hotmail.co.uk

	Emergency contact and relationship:
	
Elizabeth Mair Jones (Mother) 
	Tel:
	01654791227
07788916038



CONFIDENTIAL STUDENT HEALTH INFORMATION:
	
	YES
	NO

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

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

	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 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?
	
	X

	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):

Dyfi Valley Health, Machynlleth Health Centre, Forge Road, Machynlleth, Powys, SY20 8EQ

01654 702 224 
Contact@DyfiValleyHealth.org 




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.

PLACEMENT PROVIDER CONTACT INFORMATION
	Name of organisation:

	
The Royal Commission on the Ancient & Historical Monuments of Wales 


	Placement Site Address:
	Ffordd Penglais, Aberystwyth, Ceredigion. SY23 3BU


	Workplace Supervisor (or provider contact) Name:
	
Angharad Williams 




	Workplace Supervisor (or contact) Position:
	
Public Engagement Manager


	Telephone:
	01970 621237


	E-mail:
	Angharad. Williams@rcahmw.gov.uk




PLACEMENT DETAILS
	Start Date:

	29 July 2019
	End date:
	31 March 2020

	Duration of Placement:
	10 Days 
	Normal Working Hours:
	Office Hours 

	Outline of Placement Activity/Duties:
	Eleri will be spending a total of 10 days at the Commission working with the Public Engagement Manager and other staff in order to get background information on the Commission and its activities and how it promotes itself. The aim at the end of the placement is for Eleri to create a marketing plan for the Commission. 


	Outline of Placement key objectives (learning/
assessment focus):
	The Student key objectives is to learn background information on the commission and its activities and how it promote itself.  




	Please tick to confirm that you have current DBS approval (if applicable)
	YES
☐

	NO
☐
	N/A
☐



UNIVERSITY PLACEMENT COORDINATOR CONTACT INFORMATION
	Name of Placement Coordinator:
	
Davina Evans 


	Telephone:
	


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




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.
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.

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.

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 
Insert name of Placement Coordinator 
Placement Coordinator 

STUDENT PLACEMENT AGREEMENT
I confirm that I accept and will fully comply with the responsibilities as detailed above.
	Signed:
	EMJones


	Name in block capitals:
	ELERI MAIR JONES 


	Programme of study:
	
BA Business Management 


	Date:
	05/08/2019
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INTERNSHIP & VOLUNTEERISM
Assessment 1 – Pre-Placement Skills Audit
Name: Eleri Jones

Placement Provider: The Royal Commission on the Ancient and Historical Monuments Wales

Date: 20/11/2019
The purpose of this skills audit is to assess your skills set prior to you undertaking your placement to establish what skills you need to improve on during your placement.  Please be honest, take some time for self-reflection and when responding to each skill try to think of an example of when you may have done this. 
	Skill
	Already 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: Creating a booking system on the computer, so that everyone working for the business can now take bookings. 


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

	Example: 


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

	Example: 


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

	Example: I have been asked to complete a PESTEL analysis for several organisations as part of assignments. 


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

	Example: I have written many reflective and analysis assignments following work experience modules that I have completed during school and college. 


	I have a commitment to life-long 
	
	
	
	x

	Example: 


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

	Example: 


	I am innovative and adaptable, proactive rather than reactive
	
	
	
	x

	Example: 


	I am an engaging and dynamic communicator (written) 
	
	x
	
	

	Example: I engage with people regularly over emails and social media to promote a business or an organization. I post content such as upcoming events and answering any question the public may have. 


	I am an engaging and dynamic communicator (oral) 
	
	x
	
	

	Example: I am an engaging communicator through leading teams and 


	I am an effective networker
	X
	
	
	

	Example: I constantly use the network at work, to send conformation emails to customers of their payment and bookings. 


	I am an effective facilitator 
	
	
	
	x

	Example: 


	I work well in cooperation with others
	x
	
	
	

	Example: I work well in a team; I have shown this through being a very active member in many societies and teams at the University including being Vice captain of the Women’s Football team. 


	I am a well-practiced and effective active listener
	
	x
	
	

	Example: I take orders well and listened to instructions to make sure I do the job correctly. This is something that I have been praised on often in feedback forms in previous work placements. 


	I can organize myself and manage my time effectively
	
	
	x
	

	Example: I have always completed tasks and submitted my assignments in on time, however my time management could do with improvement, to reduce stress. 


	I understand how to act as a responsible citizen
	
	x
	
	

	Example: I show respect for the people that live in my community. I am always ready to help people whenever I can. I often volunteer in events that are going on in the community such as annual whist events or volunteer in the cafe. 


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

	Example: I do this through taking public transport or walking to wherever I can. I often pick up rubbish left by other people which have been washed up on our land or left by customers. 


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

	Example: 


	I feel comfortable speaking openly about my values
	
	x
	
	

	Example: I always treat someone in a way that I would like to be treated and wouldn’t do anything that I don’t find comfortable or right. 

	I can lead with integrity driven by my own values
	
	
	
	x

	Example: 
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