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[bookmark: _Toc22650062]Placement Information

My placement will be conducted in Ammanford Recycling Ltd. I chose this corporation due to its link with sustainability. Ammanford Recycling Ltd.’s objective is focussed on ‘Removing and recycling all of the generated waste products in a professional and efficient manner yet safe manor and in compliance with environmental standards’ these objectives were further identified through completed safety documentation, view appendix 6 (Ammanford Metal Recycling, 2017). 
Businesses are being forced to improve their corporation responsibility through implementing environmentally friendly changes and new legislations are continuously developed to ensure businesses positively impact the environment. Ammanford Recycling focus on reusing material. The company states, ‘Our ELV (End of Life) and ATF (Authorised Treatment Facility) is well equipped for the disposal of your old vehicles responsibly and efficiently’ (Ammanford Metal Recycling, 2017). This demonstrates that the corporation is responsibly considering the environment. 
Recycling metals reduces the demand to create metals which can be environmentally intensive due to the toxic fumes created in the production process. Recycling organisations also create alternative strategies rather than the use of landfills. Following completion of my pre-placement skills audit included in appendix 6 I recognised my strengths regarding my knowledge of sustainability following my university studies, therefore I believe I could contribute to this business’ values and moral.
According to professionals in the industry recycling metal can be more affordable and cost effective for buyers (Dimmock, 2019). This demonstrates that recycling metals can positively affect the environment, economic growth and buyers.
During the placement my responsibility will be to develop the company’s online presence therefore there are no specific requirements necessary except general stationary and my laptop. 
Through research it became apparent that the most popular social media tools in the United Kingdom are Facebook, WhatsApp and Instagram (Social Media, 2019). Whilst considering these statistics I have concluded that Facebook and Instagram will be most applicable to the organisation as they already have a developed webpage.
Through working in Ammanford Recycling Ltd I hope to have opportunities to communicate with staff and customers, this will provide me with opportunities to develop my weaknesses which were identified through completion of the pre-placement skills audit found within appendix 6. 
Completing the skills audit has allowed me to identify strengths, such as my positive mindset and enthusiasm to complete tasks and as mentioned, my knowledge regarding sustainability. I am enthusiastic to use these skills on my placement. I hope to be taken out of my comfort-zone to further develop transferable skills such as expanding my confidence, improving my communication skills and becoming adaptable to situations that are outside of my comfort-zone. I hope to further these skills as they will be useful in my future work-place environment. 

[bookmark: _Toc22650063]SWOT analysis

A SWOT analysis stands for strengths, weaknesses, opportunity and threat (Schooley, 2019). Following this analysis I was able to develop my awareness of Ammanford Recycling Ltd. I have created a SWOT analysis on my chosen placement which can be viewed in appendix 1. Through the completion of the SWOT analysis, I am able to complete strategic planning such as creating my SMART objectives (Community Tool Box, 2018).
[bookmark: _Toc22650064]SMART objectives

[bookmark: _Hlk20752876]SMART is an acronym for Specific, Measurable, Achievable, Realistic and Timed. SMART objectives involve a set goal (Tardif, 2019). My goal is to develop an online presence for the corporation as they are currently out-of-date with their marketing process as they do not currently have a Facebook or Instagram business account. Creating SMART objectives found within appendix 2 has allowed me to plan what I hope to accomplish during the placement to achieve a realistic goal. An example of a SMART objective that I aim to achieve involves creating an online presence for the firm using social media platforms whilst considering the measurable, realistic impact of achieving the goal and the time frame available. 
[bookmark: _Toc22650065]Risk management process

The risk management process has aided me in assessing potential risks that may interfere with the business’ goal. The risk management triangle included in appendix 3 demonstrates the importance of considering quality, budget and schedule. My SWOT analysis and SMART objectives indicated potential risks that may occur.
The Triangle Risk Management Template aided me in identifying what may interfere with the goal, assess the probability and impact and then create a plan regarding implementations to manage the limitations (Juneja, 2019).
My findings suggested that time is a limitation due to placement taking place over twenty days. The risk involves limited time without the goals being met. This limitation has been managed through creating the Gantt chart. 
The cost of marketing strategies can become costly therefore focussing on social media platforms to market the business rather than using expensive advertising schemes is a cheaper alternative. Having conducted research, I learnt that the best social networking devices are Facebook and Instagram therefore I will be focussing on these tools (Kallas, 2018). A potential risk could include difficulty gaining attraction to the newly developed pages. These platforms offer techniques to increase visits to the page which start at low costs. This is a potential strategy to attract individuals to the accounts.
The risk management tool found within appendix 4 has aided me in recognising potential limitations and planning what measures to take if they occur. Quality of posts must be applicable, current to relate to the public and attract sales.  A risk may occur if the posts that I upload do not provide useful information or if the information provided does not relate to consumers. To manage this issue, it is important to ensure that each post is interesting, educational and offers benefits to the public. I plan on learning what posts are best suitable for the industry once I begin. 
[bookmark: _Toc22650066]Gantt Chart

[bookmark: _Toc2798525]The Gantt Chart developed in the 1890s by Karol Adamiecki provides a useful way of displaying tasks displayed against time. Creating a Gantt Chart available in appendix 5 has allowed me to plan my placement within the timeframe that I have, which is useful in managing tasks which have a limited time frame (Gantt, 2019). Having completed a Gantt chart I am able to assess what goals are realistic to achieve. I am aware that individual tasks can often distract me from accomplishing multiple tasks that must be completed therefore the Gantt chat that I have created will set a clear time frame of when to start and finish tasks and when to begin the next task, to avoid distraction. 

[bookmark: _Toc22650067]Appendices

Appendix A - SWOT analysis
	S- Strengths
	      -    Current profit ratio increase
      -    Employee morale high
      -    Highly experienced machine                            operators
      -    Experienced staff
      -    Developed website

	W-Weaknesses
	· Saturated market
· Highly competitive industry
· Cost fluctuation of material cannot be predicted
· Out of date with social media platforms

	O-Opportunities
	· People are becoming more conscious of our planet and are more inclined to recycle
· Benefits customers (they get paid when contributing to the business)
· Involves a huge variety of customers from businesses to recycling small house hold items

	T-Threats
	· Government policies change
· Potential economy downturn which affects purchasing and spending power
· Competitors 




Appendix B - SMART objectives
	Specific
	Marketing the business using specific social media platforms such as Facebook and Instagram to increase sales.

	Measurable
	I am taking measures to ensure that I achieve this through applicable posts and regular up-to-date information to attract customers.

	Achievable
	This is achievable over the course of twenty days. 

	Realistic
	I believe that this goal is realistic due to the rise of social media platforms and its convenience for customers and businesses. This goal allows Ammanford Recycling Ltd to begin marketing their business through very low cost or for free. This is a realistic strategy which creates impact if managed correctly.

	Timed
	Placement will take place from the 15th of July until the 3rd of August. The goal will be accomplished by the 3rd of August.



Appendix C - Triangle Risk Management Template
[image: ] (Tutorials Point, 2019)

Appendix D – Risk Management Process

[image: ] (Lonergan, 2015)
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Appendix E - Gantt Chart
	Tasks
	15th July 2019
	16 
	17
	18
	19
	20
	21
	22
	23
	24
	25
	26
	27
	28
	29
	30
	31
	1st August
2019
	2
	3

	Establish Facebook account
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Find particular tones and images to remind customers of the business service
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Improve awareness of the corporation- regular interaction through useful posts
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Encourage customers to write reviews and create awareness about the new page
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Establish Instagram account 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Take primary images to remind customers of the business service- post them on both new pages
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Improve awareness of the corporation on Instagram- regular interaction through useful posts
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Develop feedback about the pages and create adjustments and improvements based on feedback
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Show staff employed in the business how to use the tools and express what I have found from developing these tools- i.e. what customers want to see on the pages. This will allow the business to continue using these tools.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	




Appendix F - Completed placement documents

Pre-Placement Skills Audit
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Placement provider agreement
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Placement provider health and safety questionnaire
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Student placement agreement
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Placement risk profiling guidance
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Placement risk assessment
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Student placement induction checklist
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Dear Placement Provider

Re: Work Experience Placement

Thank you for agreeing to accept our student on the work expe-
rience placement at your organisation. Quality work experience
is vital to equip our students for their future careers and the Uni-
versity 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 infor-
mation and placement details on page 1 are complete and cor-
rect, amending if necessary?

Student placements are a partnership between the student, the
University and the Placement Provider in which each has spe-
cific roles and responsibilities. It is important that all three par-
ties clearly understand the responsibilities and expectations of
everyone involved and so the responsibilities are detailed be-
low.

During the placement, we expect the student to prove to be an

effective, safe and reliable individual. However, you will appre-
ciate that during this period the student is under your control

signment 1- Davina.docx - Word

and therefore the primary duty of care and consequent liabili-
ties 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 Pro-
vider will:

a) Confirm acceptance of the arrangements and responsibil-
ities set out in Appendix PL1A Placement Provider Agree-
ment.

b) Provide a safe working environment. Comply with health
and safety legislation and define the liability and other in-
surance 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 Ap-
pendix PL1B Placement Provider Health and Safety Ques-
tionnaire.

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 safe-
guarding policy).

d) Provide a designated Workplace Supervisor who will:
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‘The University of Wales Trinity Saint David wil

) Commit appropriate levels of staff and other resources to placement governance
activity to ensure strategic oversight for the leaming 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 Place-
ment Provider and student, and (i) 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 leaming that forms part of a programme of study has
associated leamning 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

) Assess the suitability of a proposed placement through appropriate and proportion-
ate placement due diligence procedures, using a risk-based assessment process.
The approval process will require the Placement Coordinator to undertake a Risk
Profle for each placement using the PL1D Placement Risk Profiling Guidance,
and record the outcomes in Appendix PLIE Risk Assessment. This risk assess-
ment 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 Agree-
ment.

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

€) Provide specialist advice and guidance for students with additional support needs.
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) 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 concems or complaints
about any aspect of the placement, including an individual student's per-
formance or conduct

ii. University emergency contact details.

) Ensure that any concems, 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 com-
mencement of any placement.

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

k) Arrange appropriate opportunities for gathering feedback from students, Placement

Providers and Placement Tutors, including suggestions for improvement. See Ap-
pendix PL1G.

Students are required to:

Prior to placement: students cannot commence a placement until they have com-

pleted 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 profes-
sionally accredited programme).

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

) 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
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the Placement Provider aware of any issues arising from the DBS check and dis-
cuss any convictions with the Placement Coordinator.

d) Complete the ethics approval processes, where relevant

&) Have a dialogue with the Placement Coordinator or Placement Tutor to clarify
placement requirements, expected leaming outcomes and assessment require-
ments.

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

) Complete the defined placement registration and approval process in full. See Ap-
pendix 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:

) Comply with all rules regarding health and safety requirements, and other prac-
tices and procedures of the placement organisation.

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

) Carry out the work programme specified by the Placement Provider under the su-
penvision of the Workplace Supervisor.

d) Keep a log of hours worked.

) Monitor his/her progress in achieving the identified leaming outcomes and discuss
these regularly with the Workplace Supervisor and Placement Tutor, as appropri-
ate.

) Conduct himiherself in an appropriate manner within the relevant ethical frame-
work, ensuring confidentiality and treating others with respect and dignity.

9) Actin a professional manner, including notifying the Placement Provider in a timely
fashion in the event that helshe 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 concer 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?

'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

I you have any questions or problems, please don't hesitate to get n touch.
Yours sincerely
Jessica Shore

Placement Coordinator

PLACEMENT PROVIDER AGREEMENT
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I confirm that | accept the responsibilties as detailed above and am authorised to do so
on behalf of the placement provider.
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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
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this questionnaire and supplying (if requested), a copy of your health and safety
policy and insurance certificates

Id be grateful if you would retur the documents either by postal mail o 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

J.shore@uwtsd.ac.uk

B -4 + 0%
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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
earn from this placement the skills and competencies specific to your discipline
or profession as well as more general work-related and employability skills (fime
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 ex-
pectations 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.

¢) 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 Co-
ordinator.

d) Complete the ethics approval processes, where relevant.
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¢) Have a dialogue with the Placement Coordinator or Placement Tutor to
clarify placement requirements, expected learning outcomes and assess-
ment requirements

) 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 abiliy to study or prac-
tise.

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

h) Confirm acceptance of the arrangements and responsibilties 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 sihe is involved and any
health and safety concerns that are not addressed by the Placement Pro-
vider, e.g. in the event that appropriate induction and health and safety
training is not provided

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

d) Keep alog of hours worked.

) Monitor hisfher progress in achieving the identified learing outcomes and
discuss these regularly with the Workplace Supervisor and Placement Tu-
tor, as appropriate.
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) 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 place-
ment due to illness efc.

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 ex-
perience.

The Placement Provider will:

a) Confirm acceptance of the arrangements and responsibilities set outin Ap-
pendix PL1A Placement Provider Agreement

b) Provide a safe working environment. Comply with health and safety legis-
lation and define the liability and other insurance cover that will be pro-
vided 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.

) Work within the student-facing policy framework for the University (espe-
cially in relation to the student disciplinary policy, the fitness to study pol-
icy, the fitness to practise policy, the harassment and bullying policy, and
the safeguarding policy)
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d) Provide a designated Workplace Supervisor who will

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

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

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

&) 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 con-
ditions. See Appendix PL1F Induction Checkist

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

) 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 learing outcomes for the
placement (these must be agreed by the student, the Workplace Supervi-
sor 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 Uni-
versity on the student’s performance and confirmation of the hours in prac-
tice, where required

+ 0%
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The University of Wales Trinity Saint David wil

a) Commit appropriate levels of staff and other resources to placement gov-
ermance activity to ensure strategic oversight for the learning to be deliv-
ered and managed by the Placement Provider. This may include the iden-
tification of (i) a Placement Coordinator, whose duties would normally in-
clude the authorisation of placements and organising/managing the place-
ment 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 leaming 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 appro-
priate 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 sitability of a proposed placement through appropriate and
proportionate placement due diligence procedures, using a risk-based as-
sessment process. The approval process will require the Placement Co-
ordinator 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 consid-
eration of the information supplied in Appendix PL1A Placement Provider
Agreement, Appendix PL1B, Placement Provider Health and Safety Ques-
tionnaire and Appendix PL1C Student Placement Agreement.
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d) Negotiate reasonable adjustments with the Placement Provider in the case
of a student assessed under the Equality Act, 2010

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

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

9) 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 com-
plaints 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 im-
provement. See Appendix PL1G.
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Would you please confirm that you accept the above responsibilities by signing
below?

Id be grateful if you would retur 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

1 confirm that | accept and will fully comply with the responsibilties as detailed
above

Signea

Wame in block sapitals: | ALEXANDRA OLVIA SAFADT

Frogramme of stwdy:
BUSINESS MANAGEMENT

Dot TS
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PLACEMENT APPROVAL
As the University's Placement Co-ordinator | approve this placement
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‘Name i biock | JESSICA SFORE
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| confirm that the student has been provided with the induction specified above:
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that you (the Placement Provider) provide for the student on placement, prefer-
ably on their first day. Please check off the subjects as they are covered STUDENT CONFIRMATION
iealth & Safey Trvues Vo | Yes | WA | D
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T Toroston o ey S s s e ol e ;s
7 Losaton of walfrs foites (2.3, oles, Ffohen et oo, Fowers SF 3 above
S Emargn scesces X
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