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Youth and Community Work Programme
National Occupational Standards for Youth Work (LSIS, 2012) Checklist
Name: Kirsty Leanne Allen
Date: 7th October 2020
Placement: Swansea Carers Centre. Young Adult Carers (YACS)
Description of the group: Young Adult Carers (YAC) are young people aged 16-25 who provide unpaid care to a relative, family member or friend who cannot cope without their help.
Line manager: Alex Atkins 
Supervisor: Alex Atkins 
Visiting tutor: Huw Williams
This document is a checklist to be used by students when compiling evidence for assessment.  The line manager is required to sign the final page to confirm that each standard has been met.  It is the responsibility of the student to ensure that each standard has been met and that the evidence for that is included within the portfolio.  This evidence will be checked during observations and at the final assessment.




	Key Area A: Work with young people and others

 


	Tick, if the evidence is available, whether the standard was achieved
	Page No. or location in portfolio

	YW01
	Initiate, build and maintain purposeful relationships with young people.

	+
	S2/p.151
All Session plans/reflective’s

	YW02 

	Assist young people to express and to realise their goals.

	+
	S2/p.277-284
Feel good Friday sessions

	YW03 

	Engage with communities to promote the interests and contributions of young people.

	+
	S2/p.236-244
Christmas packs

	YW04 
	Develop productive working relationships with colleagues and stakeholders to support youth.
work

	+
	S2/p.151
Third parties
Debriefs 

	No. 32
	Lead and motivate volunteers (SFT MV D2)

	+
	S2/p.300-304 peer mentoring project




	


Key Area B: Facilitate the personal, social, and educational development of young people.


	Tick, if the evidence is available, whether the standard was achieved
	Page No. or location in portfolio

	YW05
	Enable young people to use their learning to enhance their future development.

	+
	S2/p.259-272, 285-292, 300-304 peer mentoring, master chef 

	YW06
	Enable young people to work in groups.

	+
	S2/p.259-272, 236-244,Christmas packs zoom sessions.

	YW07
	Encourage young people to broaden their horizons to be effective citizens.

	+
	S2/p.3000-304 peer mentoring 

	YW08
	Support young people to identify and achieve aims.

	+
	S2/p.236-244
Christmas packs.

	YW09
	Support young people in their understanding of risk and challenge.

	+
	S2/p.300-304
Peer mentoring

	YW10
	Facilitate young people’s empowerment through their active involvement in youth work.

	+
	S2/p.259-272 
Giving choices

	YW11
	Plan, prepare and facilitate activities with young people.

	+
	S2/p.188-225
Session plans 
Reflective’s

	YW12
	Work with young people to manage resources for youth work activities.

	+
	S2/p.236-244

	YW13
	Support young people in evaluating the impact of youth work activities.
	+
	S2/p.259-272

	YW14
	Facilitate young people’s exploration of their values and beliefs.

	+
	All Sessions

	YW15
	Advocate on behalf of young people and enable them to represent themselves to others.

	+
	S2/p.300-304 Peer mentoring 

	YW16
	Enable young people to access information to make decisions
	+
	S2/p.79
Brook help sheets


























	
Key Area C: Promote inclusion, equity and young people’s interests and wellbeing. 


	Tick, if the evidence is available, whether the standard was achieved
	Page No. or location in portfolio

	YW17
	Work with young people in promoting their rights.

	+
	Kelly/ Brook Sex and the law.

	YW18
	Explore with young people their wellbeing
	+
	S2/p.22-23

	YW19
	Work with young people to safeguard their own welfare.

	+
	S2/p.48-69

	YW20
	Embed organisational policy for the protection and safeguarding of young people.

	+
	S1/p.27

	No. 33
	Promote equality of opportunity and diversity and inclusion in your area of
responsibility (Management and leadership NOS B11)
	
	

	YW21
	Develop a culture and systems that promote inclusion and value diversity.

	+
	S2/p.22-150 all sessions have a check in and out.

	YW22
	Ensure that youth work activities comply with legal, regulatory, and ethical requirements.

	+
	S2/p.164-185
Risk assessment 



 





	
FUNCTIONAL AREA D: Develop Youth Work Strategy and Practice

	Tick, if the evidence is available, whether the standard was achieved
	Page No. or location in portfolio

	YW23
	Investigate the needs of young people and the community in relation to youth work.

	+
	S1/p.112-118

	YW24
	Evaluate and prioritise organisational requirements for youth work activities.

	
	

	YW25
	Influence and develop youth work strategies.

	
	

	YW26
	Identify and secure funding and resources for youth work.

	
	

	YW27
	Facilitate and engage young people in the strategic development and delivery of youth work.

	
	

	YW28
	Work in partnership with agencies to improve opportunities for young people.

	+
	S2/p.22,34,48, 131,151 
Third Parties 

	No. 34
	Develop structures, systems, and procedures to support volunteering.
(Managing Volunteers NOS A3)
	
	

	YW29
	Monitor and evaluate the quality of youth work activities.

	+
	S1/p.105-111
Observation of practice.







	
FUNCTIONAL AREA E: Develop, lead, and manage self and others.

	Tick, if the evidence is available, whether the standard was achieved
	Page No. or location in portfolio

	YW30
	Work as an effective and reflective youth work practitioner
	+
	S1/p.22-150 reflective’s

	YW31
	Provide youth work support to other workers
	+
	S2/p.273-276 debriefs 

	No. 32
	Involve, motivate, and support volunteers (Managing Volunteers UKWH B2)
	+
	S2/p.300-304 peer mentoring 

	No. 33
	Promote equality of opportunity and diversity in your area of responsibility (Management and leadership NOS B11)
	
	

	No. 34
	Develop structures, systems, and procedures to support volunteering (Managing Volunteers A3)
	+
	S2/p.80-90

	No. 35
	Manage your own resources and professional development (Management and leadership A2)
	
	

	No. 36
	Provide leadership for your team (Management and leadership B5)
	+
	S2/p.188-225
Session plans

	No. 37
	Allocate and check work in your team (Management and leadership D5)
	+
	S2/p.273-276

	No. 38
	Recruit, select and keep colleagues (Management and leadership D3)
	
	

	No. 39
	Provide learning opportunities for colleagues (Management and leadership D7)
	
	

	No. 40
	Make sure your own actions reduce risks to health and safety (Health and Safety HSS1)
	+
	S1/p.27s
S2/p.115-123


	No. 41
	Ensure health and safety requirements are met in your area of responsibility (Management and
leadership E6)
	+
	S1/p.27s
S2/p.115-123






SIGNED STUDENT: K. Allen				DATE: 18th March 2021


SIGNED LINE MANAGER: A Atkins		               	DATE: 18th March 2021

























FIELDWORK PLACEMENT CONTRACT

	
STUDENT INFORMATION

	Student Name
	Kirsty Leanne Allen

	
Student Address

	7 Railway Terrace
Fforestfach
Swansea
SA55BJ

	Student University e mail
	2214114@student.uwtsd.ac.uk

	Student DBS Status and date
	Complete 


	Additional requirements
	N/A


	Name of fieldwork supervisor
	Alex Atkins

	Fieldwork supervisor Tel.
	07305820449

	Fieldwork supervisor e mail
	Alex@swanseacarerscentre.org.uk



	
HOST ORGANISATION INFORMATION


	Name of Organization
	Swansea Cares Center 

	Tel.
	01792 653344

	Email
	admin@swanseacarerscentre.org.uk

	
Aims/ Purpose of the Organization

	Swansea Carers Centre is a specialist voluntary organisation providing support to unpaid carers and former carers across the City & County of Swansea.
They offer information, advice, and support to make life easier for the carer and the person they are looking after. They provide opportunities for to meet other carers, share experiences and work together to get things changed for the benefit of everyone.
All services are completely free and confidential.


	Duration of placement

	Level 4 Placement: 200 hours (100 or more face to face Youth Work).

	Please outline the activities expected of the student. 
(Use more space if necessary)

	The student will observe the youth work sessions and participate where they feel able too. There currently are 4 sessions a week- Mad Monday, Wild Wednesday, Thursday peer mentoring and Feel-good Friday all currently online. The student will be asked to attend these sessions and when we are able to return to normal attend these sessions. 

	Facilities/equipment available to student
	The student can access any equipment the careers center has to offer but prior consent is needed before hand. If student wants to run activity which is line with organizational/project plan, specific resources can be brought by worker or student that can be claimed back so no one is out of pocket.

	Please confirm that your organization has in place the following and where the student can have access to them:

	a. Equal Opportunities Policy and procedures
	Student has been sent these at the start of placement.

	b. Safeguarding policy and procedures including a designated child protection officer
	Student has been sent these at the start of placement.

	c. Disability Policy (please state how you will meet any special requirements noted by the student)
	Student has been sent these at the start of placement.

	d. Health and Safety Policy and procedures
	Student has been sent these at the start of placement.

	e. Risk assessments including significant risks identified? An example to be provided to the University.
	Student has been sent these at the start of placement.

	f. Appropriate measures, informed by up-to-date legal requirements and public health guidance to
minimise health risks associated with COVID-19
	Student has been sent these at the start of placement.

	During induction, the student will be made fully aware of the organisation's rules of conduct (including boundary management), practices and policies, including Safeguarding and Health and Safety (e.g., accident reporting), First Aid contact details and materials and fire procedures?
YES

	During Induction, the student will be made aware of the welfare facilities available during placement.
YES

	The student will be covered by your employer's liability insurance whilst on your premises and undertaking any assigned tasks.

Yes            No

	During the placement, the student will be responsible to:


	Name of Learning Mentor
	Alex Atkins

	Position 
	YAC Project Coordinator 

	Telephone No.
	07305820449

	Email
	Alex@swanseacarerscentre.org.uk

	


	

	
UNIVERSITY INFORMATION


	Name of visiting tutor
	
Huw Williams 

	Telephone Number
	


	Email address

	





	
Student, Learning Mentor, and visiting tutor to sign below:


	I hereby agree to the terms and conditions outlined above.

Signed (student)…K. Allen………………………………………………………………	 Date: 7th October 2020…………………

Signed (Learning Mentor) A Atkins …………………………………………………	Date 7th October 2020……………………

Signed (visiting tutor) ……………………………………………………….	             Date: …………………




FIELDWORK PRACTICE SUPERVISION CONTRACT
	Practicalities
	
1hr can do longer if required.
1 every month, 2020 2 a month.
1st Tuesday of every month. 4,30pm.
December 1st 4.30.  
Jan 5th 4.30
Feb 2nd 
March 2nd 
Before submission 20th March.
Teams or zoom.
Teams, I will send the link for teams.
Family around because we are online.
24 hours’ notice if cannot attend session 
When meeting face to face be mindful of covid and not putting each other at risk. 
Reflective Journals/other work to be send at min 48hours before session for Alex to look over

	For example - timing, frequency, place, what are reasonable interruptions.
	

	Boundaries
	Open to topics as long as we remain mindful of each other.
If we are talking about someone keep confidentiality as much as possible.
If partner is home, make sur he is mindfully of confidentiality and noise cancel...
If we are out mindful of who is around and confidently








	What can be discussed, what cannot, confidentiality, how will gossip be dealt with.
	

	Working together
	

Shared experiences welcomed as we all learn from them. 
Professional relationship, what happens in this session, stays in this session. 
That if I am going the wrong direction I can be supported to get back on track. If I am unclear on something, I can get support to understand what I need to do. 
Sharing knowledge and ideas to help my development 



	Sharing expectations, what the focus of the relationship will be, hopes and fears, the ethos of the supervision. 
	

	Session Format
	
Each session will be a chance to discuss any issues that have come up during placement. One incident can be discussed but if something else has come up then that can be talked about. 
Alex can look at reflective prior to session and bring this to session to discuss it. If something else has happened that Kirsty wants to discuss we can focus on that incident.
During every session Kirsty to record what has been discussed on a written recording. 

	What will each session be like?  Will all the time be spent on one incident; are supervisees expected to bring written recordings or verbatim accounts?
	

	Organizational & Professional context
	Supervise to create placement contract and sent to supervisor, Create written recordings from sessions. 
Supervisor to read over supervise reflective accounts/work prior to session.





	Expectations, fitness to practice, responsibilities on supervisor and supervisee, professional and ethical boundary discussions. 
	



Signed (supervisee) 	K. Allen					Date: 	7th October 2020		
Signed (supervisor)		A Atkins				Date: 7th October 2020




The following documents are policies and handbooks provided my Swansea Carers Center.
I have fully read and understood the documents provided.
K. Allen 
Kirsty Leanne Allen












SWANSEA CARERS CENTRE
Equal Opportunities & Managing Diversity Policy
Purpose.
The charity is committed to the principle of equal opportunity, fairness and respect for both employment and service provision regardless of age, disability, gender reassignment, marriage or civil partnership, pregnancy and maternity, race (including colour, nationality and ethnic or national origin), religion or belief (or non-belief), sex (gender) and sexual orientation.
The charity exists to promote, in particular, the welfare of disadvantaged people and in this committed to providing equal treatment of all employees whether temporary, part time or full time, volunteers and users of its services.
As appropriate, other employment policies will also contain statements of the commitment to equality of opportunity and diversity.
Equal Opportunities Statement.
The charity is committed in not unlawfully discriminating under the Equality Act 2010 in the protected characteristics of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race (including colour, nationality and ethnic or national origin), religion or belief (or non-belief), sex (gender) and sexual orientation. The charity will actively seek to eliminate all forms of discrimination direct or indirect, which restricts or hinders the promotion of equal opportunities, the provision of equal treatment and the unlawful discrimination under the act. This statement applies to all areas of the charity, work, and activities.
Principles
The charity is committed to implementing policies designed to promote equality of opportunity in all aspects of its work and to rejecting unlawful discrimination of any kind. This includes pay and benefits, terms, and conditions of employment, dealing with grievances and disciplinaries, dismissal, redundancy, leave for parents, request for flexible working, selection for employment, promotion, training, and other development opportunities.
The charity will work to ensure fairness and consistency in the treatment of job applicants and all employees.
The charity is committed to creating a working environment free of bullying, harassment, victimisation, and unlawful discrimination, promoting dignity and respect for all and where individual differences and the contributions of all staff are recognised and valued.
The charity will regularly review the design and operation of its policies in order to ensure the non-discrimination and best practice in relation to equality of opportunity and managing diversity are in place.
Managers and all staff will be provided with appropriate guidance, advice, and training to ensure that they are aware of equal opportunities implications and issues within employment practice. That they are aware of their own responsibilities in conducting themselves to ensure the charity promotes equal opportunities in employment and prevents bullying, harassment, victimisation, and unlawful discrimination.
Any instances of discriminatory behaviour will be dealt with seriously, swiftly, and firmly through the appropriate policy or procedure (e.g., supervision, grievance, disciplinary, harassment and bullying)
All employees have shared and equal responsibility for ensuring that their day to day working practices and relationships with colleagues reflect the charities commitment to non-discrimination.
The charity will also strive in its publicity, advocacy, and representative capacities to ensure that the inequalities in life opportunities which persist among many sectors of the community are minimised rather than extended in the case of those with additional vulnerability of being carers and people with caring needs. In addition, the charity will monitor the extent to which services are available and are taken up by all sectors of the community:
Definition of Discrimination
Direct Discrimination
Direct Discrimination occurs when a person is treated less favourably than another on the grounds of their age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race (including colour, nationality and ethnic or national origin), religion, belief (or non-belief), sex (gender) and sexual orientation.
Indirect Discrimination
Indirect discrimination can occur when a requirement or condition, which cannot be justified on grounds other than age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race (including colour, nationality and ethnic or national origin), religion, belief (or non-belief), sex (gender) and sexual orientation – is applied equally but has the effect in practice of disadvantaging a considerably higher proportion of persons in one or other of the  above groups.
Process
Any employee who considers that they have been discriminated against should raise the issue in line with the grievance procedure. All complaints will be taken seriously. Such acts will be investigated thoroughly and if deemed to be misconduct will be dealt with through the disciplinary procedure. Particularly serious complaints could amount to gross misconduct and could lead to dismissal without notice.
In order to ensure continual progress in delivering equal opportunities and diversity the charity will: -
Identify a trustee who will take a lead role at board level for equal opportunities.

Stay abreast of developments in employment law and comply with its requirements, ensuring best practice in equal opportunities and diversity and that they are embedded into the charities employment practice.
Undertake regular equal opportunities monitoring in the following areas: -
· All stages of recruitment process.
· Pay and benefit reviews.
Provision of training and development opportunities to all staff.
Review on a quarterly and annual basis the equal opportunities plan that draws on the equal opportunities monthly data regarding the information such as age, gender, ethnic background, sexual orientation, religion (or non-belief) and disability in encouraging equality and diversity, and in meeting the aims and commitments set out in the Equality Policy. This information will be provided to trustees and staff.
Develop as part of its operational plan, an Annual Equal Opportunities Plan that draws on the outcomes of the monitoring and review and consideration of best practice in the charity in doing so assessing how the equality policy and any supporting action plan are working in practice and considering any actions to address any issues.
Ensure that all areas of work/annual plans take account of equal opportunities and managing diversity issues in the development and promotion of the charity as an equal opportunity employer.



Swansea Carers Centre
(The Charity)
Safeguarding Policy & Procedure
Children at Risk of Harm and Adults at Risk of Harm 
Definitions
The Designated Person is the Director, 01792 653344.
The term ‘volunteers’ includes the Trustees. 

Policy
1. Introduction
0. The Charity is committed to the protection of vulnerable adults and children.  Employees and volunteers must never condone abuse of any kind.  An important part of their role is to prevent abuse.
0. As a partner and participating member of the Safeguarding Board, The Charity is obliged to ensure that it has its own policy and procedures for the protection of vulnerable adults.
0. The Charity works in accordance with the All-Wales Child Protection Procedures 2008
0. The Charity has a responsibility to report any suspicions of abuse to the appropriate agencies as determined by the All-Wales documents.
0. The Charity is accountable and responsible for the implementation of its own procedures and the instigation of any disciplinary proceedings that may arise from a breach of these procedures.

1. Who is vulnerable?
1. It is possible that any adult can be or become vulnerable through illness, disability, or frailty, whether temporarily or permanently
1. Children can be considered vulnerable due to their age; a wide range of other factors can make a child increasingly vulnerable.
1. The Charity works with and for carers and recognises that the cared-for are vulnerable to abuse in the home or in care settings.
1. The Charity recognises that abuse can occur between vulnerable people.
2.4 The Charity recognises that carers can be vulnerable to abuse from the cared for.

1. What is meant by abuse?
Abuse can be categorised as:
Physical abuse, Sexual abuse; Financial abuse; Psychological abuse or Neglect.
Abuse reflects a lack of respect and is an infringement of legal and civil rights.  It may be an abuse of power and may constitute a criminal act.
Abuse may be a single incident but is more likely to be part of a systematic pattern.
Abuse may be a deliberate act or may be the result of a failure to act appropriately.
Abuse can take place in a variety of settings.  These can include the person’s own home, a relative or friend’s home, a day centre, a hospital or a residential or nursing home.
Abuse can take place within both personal and professional relationships.  It can be carried out by other service users, or by people who deliberately form a relationship with a vulnerable person in order to exploit them. For the purposes of this policy ‘abuse’ is defined as it is presented in the All-Wales documents.

1. Training
All employees and volunteers are required to attend an appropriate training session:
· to be able to identify abuse.
· to understand the procedures to follow in the event of abuse or allegations of abuse.
· All employees and volunteers receive, read, and sign a copy of this document. 

PROCEDURE
Employees and volunteers witnessing abuse.
· If the abuser is present, secure your own safety and contact the police. Where applicable request paramedics.
· Contact your line manager. If your line manager is not available, contact the designated person. See details on page one of this document. 
· Do not compromise your own health or safety.

When an incident of abuse or neglect has been alleged, disclosed, or is suspected. 
· Take a detailed account of the incident, allegation or disclosure and the names of any witnesses. Refer to Guidance Notes on page 3 of this document.
· Inform your line manager as soon as possible.

Employees and volunteers discovering a vulnerable adult or child needing medical attention must summon paramedics and then contact their line manager. 

In all cases
· If your line manager is not available contact the Director if the Director is not available contact the Chair or Vice Chair of Trustees. If neither are available contact a Trustee.
· If the abuser or suspected abuser is your line manager then contact the Director if the Director is not available contact the Chair or Vice Chair of Trustees.
· If the abuser or suspected abuser is the Director, then contact the Chair or Vice Chair of Trustees. If neither are available contact a Trustee.

Contact details will be issued to all employees.

THE LINE MANAGER WILL REPORT THE INCIDENT TO THE DESIGNATED PERSON

The Designated Person will: -
· Confirm the details of the incident, allegation or disclosure with the employee or volunteer and ensure that the details are recorded. 
· The designated person will decide on the appropriate course of action. If the concern is about a child, this will be a discussion with or referral to;
The Child and Family Information, Advice and Assistance Service on Swansea 635700 or by emailing access.information@swansea.gov.uk 

If the concern is about an adult this will be a discussion with or a referral to;
Social Services, Tel : 01792 636854 Email : adult.safeguarding@swansea.gov.uk

Any discussion will be followed up by a written record, either a VA1 or an email detailing the concerns, a copy of this will be retained in the Safeguarding file, kept by the designated person and a note made on the individual file.

When the Home Support Service is involved the CIW should be informed. Copies should be retained on file of any communication with the CIW. NOTE: It is not necessary to forward a copy of the VA1 to the CIW.

The Designated Person should inform the Chair of Trustees and report to the Board any recommendations for additional training or changes to procedures.

Where necessary, any disciplinary action taken by the charity will be subsequent to the outcomes of any Safeguarding Team, Police or CIW investigation. 

The charity will never undertake its own investigation of suspected abuse, the charity will always pass on concerns even if they appear insignificant as they may represent a small part of an overall picture of concern.

GUIDANCE
When presented with an allegation or suspicion of abuse:

	YOU SHOULD
	YOU SHOULD NOT

	STAY CALM
	APPEAR SHOCKED

	LISTEN PATIENTLY
	CONDUCT AN INVESTIGATION

	RE-ASSURE THE PERSON THEY ARE DOING THE RIGHT THING
	MAKE JUDGEMENTS OR COMMENTS

	ENSURE THEY ARE SAFE
	PROMISE TO KEEP SECRETS

	TREAT THE INFORMATION SERIOUSLY
	STATE THAT ABUSE WILL / SHOULD NEVER HAPPEN AGAIN

	EXPLAIN WHAT WILL HAPPEN NEXT
	STATE THAT YOU DO NOT BELIEVE THE ALLEGATION

	PRESERVE PHYSICAL EVIDENCE
	

	WRITE DOWN AS MUCH DETAIL AS YOU CAN, AS SOON AS YOU CAN, USING THE EXACT WORDS TOLD TO YOU.
	



                                                               Swansea Carers Centre
Children at Risk of Harm Policy
Code of Behaviour


1. Trustees, employees, and volunteers should not spend time alone with children, away from others.  
1. Trustees, employees, and volunteers should not make physical contact with children.  
1. Trustees, employees, and volunteers should not take children alone in a car, however short the journey.  
1. Trustees, employees, and volunteers should not start an investigation or question anyone after an allegation or concern has been raised.  This is the job of the authorities.  The facts should be recorded and reported to the designated persons, Executive Director and/or Caring Break Service Manager.
1. Trustees, employees, and volunteers should never (even in fun)
4. Initiate or engage in sexually provocative conversations or activity where children are involved.
4. Allow the use of inappropriate language to go unchallenged.
4. Do things of a personal nature for children that they can do for themselves.
4. Allow any allegation made by a child to go without being reported and addressed, or either trivialise or exaggerate child abuse issues.
4. Make promises to keep any disclosure confidential from relevant authorities.

1. Trustees, employees, and volunteers must respect children’s rights to privacy and encourage children and adults to feel comfortable enough to report attitudes or behaviour they do not like.
1. Trustees, employees, and volunteers should be aware of the procedures for reporting concerns or incidents and should familiarise themselves with the contact details of the designated person.
1. If trustees, employees, or volunteers find themselves the subject of inappropriate affection or attention from a child, they should make others aware of this and discuss an appropriate course of action with their line manager.
1. If a trustee, employee, or volunteer has any concerns relating to the welfare of a child, be it concerns about actions/behaviour of another trustee, employee or volunteer or concerns based on any conversation with the child; particularly where the child makes an allegation, they should report this to the designated persons, Executive Director and/or Caring Break Service Manager.
1. The designated person shall keep written records of concerns about children.
1. The designated person shall ensure that all records are kept securely.
1. The designated person shall ensure that safe recruitment practices are always followed.

Swansea Carers Centre
Safeguarding Policy and Procedure
 Incorporating Children at Risk of Harm and Adults at Risk of Harm 

 
Safeguarding Agreement

I confirm that I have received and read Safeguarding Policy and Procedures of Swansea Carers’ Centre.
I confirm that I have received a copy of the Child Protection, code of behaviour.

Name: KIRSTY LEANNE ALLEN
(Please print)

Signature: K. ALLEN

Date: __7th October 2020_____________________________________________

Job / Role: STUDENT OF PLACEMENT 



Swansea Carers Centre
(The Charity)
Health & Safety Policy Statement
Health and Safety at Work Act 1974

General Policy
The Charity recognises and accepts its responsibility for ensuring the Health and Safety of Employees, including Volunteers, though the provision and maintenance of safe working conditions, systems of work and equipment. This responsibility extends to others who may be affected by the activities of the charity. 

Responsibilities
The Director has overall responsibility for Health and Safety and will
· ensure that the Charity is fully compliant with current Health and Safety legislation and
· ensure that safe and healthy working conditions are maintained and 
· prevent accidents and cases of work-related ill health by managing the health and safety risks in the workplace and
· ensure that Health and Safety Policy and Procedures are put into practice and 
· ensure that employees and volunteers are consulted on day-to-day health and safety conditions and
· ensure employees are competent to do their work by the provision of clear instructions, information, and adequate training. 

The Chair of Trustees will ensure that an audit of Health and Safety is completed annually, and the results reported to the Board.   

Employees and Volunteers must
 
· Co-operate with supervisors and managers on health and safety matters.
· Take care of their health and safety and the health and safety of others. 
· Report all health and safety concerns to their Manager/ Supervisor and
· Not interfere with anything provided to safeguard their health and safety and the health and safety of others.

Implementation
The Management of Health and Safety at the charity is based on a process of Risk Assessment, Training, Monitoring, Auditing and Review consistent with Health and Safety Guidance and Legislation. Specific Health and Safety Policies and Procedures will be produced in support of this Health and Safety Policy Statement. 

Risk Assessment
All work activities and locations will be examined to identify hazards and the persons who may be harmed, and, for each hazard, control measure required to eliminate/ reduce risk to an acceptable level. 

For every significant hazard, the Risk Assessment will be recorded. 

Training
Employees and volunteers will be given relevant health and safety information and training to ensure they are competent to undertake their tasks. Induction training will include health and safety training. 

Employees and Volunteers who are required to work away from Mansel Street and Ty Conway will receive enhanced training in hazard identification and risk management. 

Monitoring, Auditing

An annual audit of health and safety will be completed. 

The Director, Deputy Director and the Caring Beak Service Manager will undertake regular inspections of Mansel House, and Ty Conway as specified in the policy on ‘Work Place Inspections’ 

The results of audits and inspections will be recorded and will be included in the regular Directors report to the Trustees.  

Review
The Health and Safety Policy Statement, Health and Safety Policies, Health and Safety Procedures, Guidance Notes, Risk Assessments and Health and Safety Training will be reviewed.
· regularly at a frequency agreed by the Board of Trustees and
· following any significant incident that may question the effectiveness of the Charity’s Health and Safety Policies and Procedures and
· following any change to relevant Health and Safety legislation.

Signed: K. ALLEN			           		

Date 7th October 2020
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Risk Assesment FormA risk assessment should be completed before the visit and approved by management. It needs to be comprehensive. The aim of a risk assessment is to prevent the risks or reduce risk when attending an activity for the participants and staff.



	Location: (address and telephone number of venues



	Is there a risk assessment completed by provider? Yes / No
Have SCC staff had sight of this? Yes/ No
Any concerns / issues regarding this risk assessment?


	No of young people attending: 

	Date and expected start / finish time of activity 

	Name(s) of staff and volunteers attending: 

	Transport arrangements: 



	What information has been provided for the young people and if appropriate parents?


	What are the communication arrangements?	


	Where is nearest phone?



Notes



	What is the hazard
	Who is at risk
	Severity of risk
	Likelihood of risk
	How will this risk be managed

	Personal injury caused by bad weather
	YP staff and volunteers
	medium
	low
	Seek and follow advice from activity provider about weather conditions, obtain correct equipment / clothes. Be prepared to cancel and have a backup plan in place if weather is too bad for the activity to continue.

	Personal injury caused by activities
	YP Staff and volunteers
	medium
	low
	Ensure provider has risk assessment, inform YP they must follow safety instructions. Have adequate staffing to remove any YP who refuses to follow safety instructions.
Access to first aid kit
Knowledge of nearest phone

	3) accident transport to and from activity, 
	YP Staff and volunteers
	
	
	

	4) transport not turning up?
	
	
	
	Staff member to have all the information as well as leave a backup in the office

	5) Young people become unable or unwilling to continue
	
	low
	low
	Staff member to make arrangements with parent for YP to be collected or sort alternative with parent.  Emergency Contact details to be carried by staff

	6) Risks from other groups attending the activity
	
	
	
	Find out if other groups are likely to be present, discuss with our YP if necessary. Discuss with provider. 
Staff to mediate. 
Staff member to record information and report at the premises as well as other relevant authorities (police if necessary)



	Action 
	By whom
	Date completed

	Pack first aid kit
	
	

	Check provider has risk assessment
	
	

	Find out location of nearest phone
	
	

	Put together contacts file 
	
	

	Backup plan (e.g., go to Caswell Café for hot chocolate)
	
	

	
	
	

	
	
	

	
	
	


A risk assessment should be completed before the visit and approved by management. It needs to be comprehensive. The aim of a risk assessment is to prevent the risks or reduce risk when attending an activity for the participants and staff.



Name of Assessor: 				 Signature of Assessor: 
Date for Review: ________________________________________________________________________
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Risk Assesment Form

	Location: (address and telephone number of venues
Margam Park- luminate Wales 
www.margamcountrypark.co.uk 
Margam Country Park, Margam Neath Port Talbot SA13 2TJ


	Is there a risk assessment completed by provider?  Yes / No
Have SCC staff had sight of this? Yes/ No
Any concerns / issues regarding this risk assessment?
On their website they have FAQ which gives an outline of potential risks, everything is accessible and there are standard risks to be aware of, on any trip/ outing we take carers too. 

	No of Carers attending:  Max of 16 Older Carers and YAC 

	Date and expected start / finish time of activity:  Tuesday 3rd December 2019. 
Meeting between 4.30-4.45pm at Swansea Carers centre
Leave Centre 5pm
Activity 5.30-7.30pm (Our booking access time slot to enter is 5.30-6pm booked under Alex name)
Bus leave Margam Park 7.45pm
Return: Approx. 8.15pm  at Swansea Carers centre
Carers will make their own onward journeys

	Name(s) of staff and volunteers attending Alexandra Atkins. Irene Mortimer, Georgia Shepherd and Volunteer Debbie Austin

	Transport arrangements:   
Davies coaches Llanelli 01554773378- Transport to and from Margam park, pick up and drop of Carers Centre only. 
20-SEATER minibus/coach
Carers: Meeting at Swansea Carers centre between 4.30-4.35pm, will be transported by Davies Coaches to Maragm Park and being returned to Carers centre at 8.15pm

	What information has been provided to Carers and if appropriate YAC parents?
Details of event sent to Carers prior to event.  All Carers are over 16 years old. 
Sent to YACs “meet at carers centre 4.45 no later as leaving at 5pm sharp. Weather is supposed to be dry, but you need to wrap up really warm, and bring money if you want refreshments, We will be bringing marshmallows for us all to toast when we are there. Also don’t forget to bring any meds you need. We will be back at the carers centre approx. 8.15pm”

	What are the communication arrangements?	
Staff will have Project mobile phones and their own personal mobile phones. 
Alex and Debbie to stay in charge of YACs and be aware of where they are. 
Irene and Georgia to be in charge of older carers and where they are. 
Will inform Swansea Carers Centre staff Emma Daniels when we return to centre.

	Where is nearest phone?
Staff will have project mobile phone and their own personal mobile phone.
Luminate staff are located around the Margam park site if we have an issue or need an alternative phone. 


Notes- All staff need to read.
· Toilets (including accessible toilets) are situated in the car park, near the start of the trail and at the café courtyard, approx. ¾’s of the way along.
· We will have food and drink and a marshmallow fire pit area available to purchase food and drink. The café in the courtyard will also be open serving hot drinks and food. You are welcome to bring your own food and drinks (and marshmallows for toasting! Don't forget skewers!). 
· STRICTLY PROHIBITED TO BRING YOUR OWN ALCOHOL. Anyone found doing so will be asked to leave and no refund will be issued.  

Hazards and risk 
	What is the hazard
	Who is at risk
	Severity of risk
	Likelihood of risk
	How will this risk be managed

	1. Lost Carers / Abduction / Abuse
	Carers
	Medium 
	Low
	Register of attendees held by staff.
Regular counting of carers to be undertaken.
Adequate staff supervision to be maintained at all times.
Staff and carers to be aware of the pre-arranged meeting points and times.

	1. Fire
	Staff / Carers
	Medium
	Low
	Staff to locate all fire exits and to be aware of the procedures at Margam Park.
Meeting place will be arranged in case of outbreak of fire and evacuations procedures will be discussed with Carers on arrival at the Park.

	1. Accident whilst travelling to venue, transport not turning up, Carers not turning up.


	Staff / Carers
	Medium
	Low
	Meeting point times arranged well ahead of activity start times, so that there is time to contact Carers if they do not arrive at the meeting point.
They are aware we are leaving at 5pm and if they aren’t there at that time, we will leave without them.
Will crossroads at designated crossings. Staff to supervise carers crossing roads- Common sense.
Emergency contact details and Carers contact details held by staff. 
Transported to and from venue via Davies Coaches, reputable company

	1. Personal injury caused by activities (slips, trips, falls)
	Staff / Carers
	Medium
	Medium
	Staff to ensure adequate supervision at all times, due dark, and potential slippery and sloppy ground. 
Staff to ensure suitable clothing and footwear is worn for the activity that is being undertaken.
First aider to be on hand with fully equipped first aid kit.
Access to first aid kit
Inform carers they must follow safety instructions. 
Have adequate staffing to remove any potential risks and manage carer who refuses to follow safety instructions.
Knowledge of nearest phone
Emergency Contact numbers for all YACs and older carers on staffs person.
Swansea Carers Centre holds emergency contact details for staff. - On Charity log and have a list of attendees. 

	1. Carers become unable or unwilling to continue
	Carers
	Medium
	Low
	Carers emergency contact details to be carried by staff. Make their own way home if possible. Take them and sit down in café area and be a supportive as possible.

	1. Unacceptable behaviour / behaviour management
	Staff / Carers
	Medium
	Low
	Acceptable behaviour is to be encouraged at all times.
Staff to manage challenging behaviours appropriately and report them to their Line Manager at the earliest opportunity.
Incident forms to be completed.
YAC specific
Young adult carers have their own ground rules. These are to be adhered to and reiterated to young adult carers as and when needed. Adult Carers will be dealt with via Georgia and Irene if necessary. 
YACs who break the group rules will be asked to make their way home/ or met with during/following the trip. 

	1. Medication
	Carers
	Low
	Low
	Staff to make sure they are aware of the needs of the carers in their care, prior to the activity.
First aider to be aware of any health issues, i.e., Asthma.
Staff to ensure that carers remember to bring their medication with them,

	1. Inclement weather
	Staff / Carers
	Low
	Low
	Weather conditions to be checked before the activity takes place and monitored / assessed during the activity to ensure that the safety of staff and carers is not compromised. The venue will run even in bad weather. 
Carers and staff to wrap up warm for the event. 

	1. Risk from other groups attending the activity
	Staff / Carers
	Low
	Low
	Discuss with carers if necessary. Staff to mediate if issues were to arise.
Staff member to record information and report at the premises as well as other relevant authorities (police if necessary).

	1.  Danger from Crossing Roads
	Staff/ Carers
	Medium
	Low
	Staff to supervise carers crossing roads at all times. - Common sense
Only to cross at designated crossing areas.

	1.  Lighting
	Staff/Carers
	Medium
	Low
	There is no strobe lighting at the venue but there is pulsating and flashing light effects. Make sure staff are aware of any carers/ staff who may be affected by this and be vigilant of how they are. 
First aider to be on hand if required.

	1. Cold conditions
	Staff/Carers
	Medium
	Low
	Encourage Carers and staff to wear warm clothes.
Handwarmers to purchase to keep people from feeling the cold and nice and warm




	Action 
	By whom
	Date completed

	Pack first aid kit and take with you
	Alex
	3/12/19

	Put together YAC contact details and emergency contacts 
	Alex
	3/12/19

	Put together Older Carers contact details and emergency contacts
	Georgia and Irene
	3/12/19

	
	
	


Name of Assessor: 	Alexandra Atkins	 Signature of Assessor:  An Atkins Date for Review: 4.12.19













A risk assessment should be completed before the visit and approved by management. It needs to be comprehensive. The aim of a risk assessment is to prevent the risks or reduce risk when attending an activity for the participants and staff.
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Risk Assesment Form

	Location: (address and telephone number of venues
Beach Yoga sessions and relaxation
Swansea Observatory
Maritime Quarter
Swansea
SA1 1YB
YAC meeting Alex by the Santander Hire bikes at the front of Civic centre. They will walk with Alex keeping social distance to the Observatory. Approx. 11min walk.


	Is there a risk assessment completed by provider?  Yes / No
Have SCC staff had sight of this? Yes/ No
Any concerns / issues regarding this risk assessment?


	
No of young people attending  up to 10 YACs with 1 staff- Alexandra Atkins & Trainer- Emma Parry


	
Date and expected start / finish time of activity: Monday 3rd August 2020 for 4 consecutive weeks. 
 Meeting 1:30pm  at Civic Centre
Activity 2pm -3:30pm
YACs make their own way back, they may walk with Alex back to Civic

	
Name(s) of staff and volunteers attending Alexandra Atkins

	
Transport arrangements:   
Swansea Young Adult Carers: Meeting outside Civic centre as detailed above at 1.30pm, they make they’re on way to and from activity. 

	What information has been provided for the young people and if appropriate parents?
Details of what they need for the session, what to bring and where to meet have been sent on social media- Facebook Messenger and YAC closed Facebook group

	What are the communication arrangements?	
Staff will have Project mobile phone and their own personal mobile phones.
Will inform Swansea Carers Centre staff (Emma Daniels) when activities are starting and ending.

	Where is nearest phone?
Staff will have project mobile phone and their own personal mobile phone





Notes
	What is the hazard
	Who is at risk
	Severity of risk
	Likelihood of risk
	How will this risk be managed

	1. Lost Young People / Abduction / Abuse
	Young Adult Carers
	Medium 
	Low
	Register of attendees held by staff.
Regular counting of young adult carers to be undertaken.
Adequate staff supervision to be maintained at all times.
Staff and young carers to be aware of the pre-arranged meeting points and times.

	2. Fire/Beach evacuation
	Staff / Young Adult Carers
	Low
	Low
	Meeting place will be arranged in case of outbreak of fire and evacuations procedures will be discussed with young people on arrival at each location.

	3. Accident whilst travelling to venue, transport not turning up, YACs not turning up.


	Staff / Young Adult Carers
	Medium
	Low
	Meeting point times arranged well ahead of activity start times, so that there is time to contact YACs if they do not arrive at the meeting point.
Will crossroads at designated crossings. Staff to supervise young adult carers crossing roads, but there shouldn’t be any road crossing needed due to location of site.
Emergency contact details and YACs contact held by staff. 

	4. Personal injury caused by activities (slips, trips, falls)
	Staff / Young Adult Carers
	High
	Low
	Staff to ensure adequate supervision at all times.
Staff to ensure suitable clothing and footwear is worn for the activity that is being undertaken.
First aider to be on hand with fully equipped first aid kit- Follow new covid 19 First aid policy. YACs to administer own first aid. If required call 999.
Inform young adult carers they are responsible for their own safety and to be vigilant on the beach due to unknown debris. 
Have adequate staffing to remove any young adult carer who refuses to follow safety instructions.
Access to fully stocked first aid kit.
Knowledge of nearest phone
Emergency Contact numbers for all YACs on staffs person.


	5. Young people become unable or unwilling to continue (including mental health issues, i.e., anxiety/ panic attacks)
	Young Adult Carers
	Medium
	Medium
	Young adult carers emergency contact details to be carried by staff.
Take YAC to one side and have a chat about what could be done to help the situation for them. 

	6. Unacceptable behaviour / behaviour management
	Staff / Young Adult Carers
	Medium
	Low
	Acceptable behaviour is to be encouraged at all times.
Young adult carers have their own ground rules. These are to be adhered to and reiterated to young adult carers as and when needed.
Staff to manage challenging behaviours appropriately and report them to their Line Manager at the earliest opportunity.
Incident forms to be completed.
Young people who break the group rules will be asked to make their way home.

	7. Medication
	Young Adult Carers
	Low
	Low
	Staff to make sure they are aware of the needs of the young adult carers in their care, prior to the activity.
Staff to ensure that young adult carers remember to bring their medication with them,

	8. Inclement weather
	Staff / Young Adult Carers
	High
	Low
	Weather conditions to be checked before the activity takes place and monitored / assessed during the activity to ensure that the safety of staff and young adult carers is not compromised. Zoom sessions will take place if we have unsuitable weather to do it on the beach.
YACs told to bring own sunscreen, extra clothing, towel, and water to the activity.

	9. Risk from other groups, animals, and people on the beach
	Staff / Young Adult Carers
	Medium
	Low
	Discuss with young adult carers if necessary.
Staff to mediate.
Staff member to record information and report at the premises as well as other relevant authorities (police if necessary).

	10. Covid
	Staff / Young Adult Carers
	Medium
	Medium
	Maintain a 2-meter distance from young person and others around.

If a person comes closer to you move away and remind them that you have to maintain a 2-meter social distance.

PPE is worn and alcohol gel and antibacterial wipes are used to wipe down touch point areas and hands prior/after to the session.

YACs are reminded of the seriousness of the virus.

Inform them they are not allowed to attend if they have any of the below.
a high temperature – this means you feel hot to touch on your chest or back (you do not need to measure your temperature)
a new, continuous cough – this means coughing a lot for more than an hour, or 3 or more coughing episodes in 24 hours (if you usually have a cough, it may be worse than usual)
a loss or change to your sense of smell or taste – this means you've noticed you cannot smell or taste anything, or things smell or taste different to normal.
 



	
	
	
	
	




	Action 
	By whom
	Date completed

	Pack first aid kit
	Alex
	2.08.20

	Put together contacts file 
	Alex
	2.08.20

	
	
	

	
	
	


Name of Assessor: 	 Alexandra Atkins	 Signature of Assessor:  A Atkins                  Date for Review: 24.08.20









SWANSEA CARERS CENTRE
 (THE CHARITY)
HEALTH & SAFETY 
RISK ASSESSMENT PROCEDURE 

INTRODUCTION
The law requires The Charity to assess and manage health and safety risk; it does not expect the Charity to eliminate all risk, but to protect people as far as is reasonably practicable. The Charity is committed to safeguarding the health and safety of employees, volunteers and persons who are exposed to risk as a result of the activities of the Charity.

Risk management involves looking at the risks that arise in the workplace and then putting sensible health and safety measures in place to control them.

DEFINITIONS
Words in bold in this document are defined as follows: -

Hazard: - is anything that may cause harm, such as chemicals, electricity, working from ladders, an open drawer, moving and handling etc

Risk: - is the chance that somebody could be harmed by these and other hazards. 

As far as is Reasonably Practicable: -  is about reducing the risk until the additional cost, in time or money, of any further precautions would far outweigh the benefits.
The Charity must be able to show that the cost, as defined above, would be grossly disproportionate to the benefits of risk reduction that would be achieved. 

PROCEDURE
This procedure details the ‘Five Steps to Risk Assessment’ to be used by The Charity [1].

The five steps are: -

1. Identify the Hazards by: -

· Walking around the workplace and identifying what could cause harm. 
· Involving employees and volunteers in the process.
· Checking chemical manufacturers’ instructions or data sheets
· Checking equipment operating/ maintenance instructions.
· Looking at entries in the accident/ near miss books.
· Considering any long-term hazards to health (e.g., high levels of noise, use of display screen equipment)
2	Decide who might be harmed.
For each Hazard consider: -
· who might be harmed e.g.?  Employees, carers, the cared for, cleaners, visitors etc and
· how they may be harmed i.e., what type of injury or ill health might occur?
New, young employees and volunteers, expectant mothers, people with disabilities and visitors may be at higher risk.

3 	Evaluate the risks and identify control measures. 

· Consider what controls are in place and how the work is organised. Then compare this with best practice and see if there’s more that could be done to improve standards
· Consider removing, as far as reasonably practicable, avoidable risks and to minimise, as far as reasonably practicable, unavoidable risks.
· Consider what controls are required to minimise risk.

When necessary controls should be applied using the following principles: -

· Select a less risky option e.g., use a less hazardous chemical.

· Prevent access to the hazard (e.g., by use of barriers)

· Organise work to reduce exposure to the hazard.

· Issue personal protective equipment

· Provide welfare facilities (e.g., washing facilities and first aid)

Having completed the above and with the control measures in place, the residual risks must be acceptable. 

The following risk matrix can be used to evaluate hazards and associated risks.

Having taken all of the appropriate control measures, no activity can be undertaken when the residual risk is RED. 

As far as is reasonably practicable, control measures should be undertaken to reduce risk from AMBER to GREEN. 

Having applied all of the control measures that are defined as, as far as is reasonably practicable, and the residual risk is AMBER, the Director must approve the continued use of the procedure.

	Probability
	

	Frequent
	4
	
	
	
	

	Probable
	3
	
	
	
	

	Occasional
	2
	
	
	
	

	Remote
	1
	
	
	
	

	








Impact
	1
	2
	3
	4

	
	Minor injury
First aid only or minor health effect
	Minor injury or minor health effect requiring treatment by a professional   
	Significant injury (RIDDOR reportable)
	Serious Personal life threatening or possibly fatal injury or serious permanent health effect






Where an activity has been identified with a significant risk with no control measures in place, a detailed risk assessment must be undertaken e.g., the moving and handling of the cared for. 

4	Record and Implement Findings
The results of the risk assessment will be recorded using the Risk Assessment Form, HS 13 – F1. All risk assessments will be recorded in a risk register. 
Employees and volunteers will be informed of the detail of the risk assessments and the control measures required to minimise the risk. When required, training will be provided. Risk assessments will be available for reference by employees and volunteers.
As part of their day-to-day duties line managers will ensure that employees and volunteers implement the control measures and adhere to best practice.

1. Review the risk assessments.
Risk assessments will be reviewed annually or sooner if: -

· There is an accident or near miss.
· New equipment or procedures are introduced.
· Employees or volunteers identify new hazards. 
· Control measures prove to be inadequate.
· New hazards are identified during routine inspections.
· Employees or volunteers develop symptoms that may be related to activities at work i.e., Display Screen users having headaches due to possible eye strain.
· Employees or volunteers declare that they are pregnant. Some tasks, e.g., heavy lifting may not be appropriate. 
· An employee or volunteer becomes disabled or is returning to work after major surgery.

TRAINING.
Risk assessments can only be undertaken by employees who have received the appropriate training.
 

RISK ASSESSMENT 															HS13 – F1
Location/ Activity
	What are the Hazards
	Who might be harmed
	Control Measures to minimise risk
	Residual 
Risk(R/A/G)
	Further/ ongoing action
	Action by
	Action by when

	
	
	
	
	


.
	
	

	





	
	
	
	
	
	

	




	
	
	
	
	
	

	




	
	
	
	
	
	

	




	
	
	
	 
	
	


 [4]
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SWANSEA CARERS CENTRE
TEMPORARY HOME WORKING DURING COVID 19
Introduction
Initial Government legislation/ guidance in response to COVID 19 recommend that employees should work from home where this was practicable.  As the incidence of the virus has declined, the phased return to work is now an option but with social distancing still a requirement, the number of employees allowed to work is limited. Home Working, therefore, may continue for some time to come.
As a result of COVID 19, home working has been imposed on employees. The Charity recognises that for some employees creating a perfect office environment is not possible due to e.g., lack of space or other family members using the home. Under such circumstances, and as home working is seen as a temporary arrangement, a more pragmatic approach may be necessary. However, every effort should be made to implement best practice, in particular, in relation to Health and Safety. When this is not possible and it impacts in a negative way on the health or safety of the employee, the Director will discuss and explore options with the employee. The health and safety of employees cannot be put at risk.
The Charity recognises that home working cannot continue indefinitely and with the relaxation of restrictions there will be a phased return to working in the office. 
This policy/procedure has been produced.  
· In response to the Charity’s duty of care to employees when working at home and
· To ensure, though the provision of additional support/equipment, that employees can be as effective at home as they would be when working in the office.
Health and Safety
The Charity has a duty of care for the health and safety of employees while working at home.
The employee will therefore undertake a risk assessment of the work environment in the home. See checklist H204 – F1. The completed form will be returned to the Director and, when required, the Director will agree with the employee any corrective measures that need to be undertaken to make the work environment as risk-free as is reasonably practicable.

It is the responsibility of the employee.
· as far as is reasonably practicable, to implement any corrective measures required in the home highlighted by the assessment.
· to maintain the required standards of health and safety and to take reasonable care of their health and safety. Where the standards cannot be maintained or if any precautions turn out to be inadequate, the home-worker must inform their line manager.
Suitability of workspace/ environment
In addition to the health and safety consideration, the home-working space should be a suitable environment to facilitate home-working and be free from distractions. 

Confidentiality of information

As the Charity must comply with the Data protection legislation, the home-worker must ensure that any data covered by the above act is kept secure and is not available for viewing or use by persons not in the employ of the Charity.  

Flexibility

There may be occasions when the employee will have to attend the office, the Charity will therefore retain the option, with notice, to make the request. In doing so the Charity will consider any concerns of the employee e.g., employee or member of the employee’s household considered to be at high risk.
	
Requirements	 

The Charity can provide a fully adjustable office chair and dependent upon the needs of the role: -

· A laptop computer
· Separate keyboard and mouse 
· Wrist support and
·  A Mobile phone
· An internet data dongle

The Charity is responsible for the equipment it supplies.  

When a mobile phone is not provided by the Charity and when agreed with the Director, the home worker will provide the use of a landline phone for which an allowance of £5 per month can be claimed. Evidence in support of the claim is not required. However, any claim in excess of £5 must be supported by an itemised utility bill.

When a charity issued mobile phone cannot be used at home due to poor reception, the above allowance and conditions will apply when the employee’s landline phone is used. 

The above allowances will apply from the date of approval of this policy by the Trustees.	

Hours of work

Unless alternative arrangements have been agreed with the Director, the hours worked will be the normal office hours that the employee would have work.


Review

During the period of Home Working the employee will inform their Line Manager of any:
· Muscular- skeletal discomfort experienced during the use of the computer.
· Headaches or visual discomfort when using the computer.
· PAT retesting dates of Charity issued equipment used at home (within one month of the date)


[image: ]

YAC Project Making it Work.
(Created January 2020) 

· ‘Be Chill’- look after each other.
· Communicate with Alex via Facebook/messenger
· Food together- checking everyone has eaten that wants too. 
· Get permission to take pictures of other people’s face (Not everyone likes pictures taken)
· Respect each other- i.e., Staff, Other YACs 
· Respect the Building, places, guests etc.
· Listening to each other 
· Respect each other’s opinions even if you don’t agree with them yourself.
· Give others a chance to speak.
· Staff and Volunteers to tell YACs when they are crossing limits at the time it is happening. 
· Mindful of language, behaviour, and others around you. 
· Participation- ‘Test the Water’ ‘Give it a Go’.
· Not to be intoxicated on any level or bring any prohibited substance to YAC project activities i.e., legal highs, alcohol, Drugs, or other substances.
· Confidentiality - ‘What’s said in Youth stays in Youth’.
· Stuff said in the room stays in the room – confidentiality. 
· Be mindful of others and be self-aware.
· No aggression or violence i.e., hitting, pushing, bullying. 
· Help tidy up.
	Your signature represents your commitment to adhere to YAC “Making it Work” agreement.


	Name
	Signature
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




















Swansea Carers Centre
(The Charity)
Welsh Language Policy Principles
The Charity in accordance with the Welsh Language Act ensures that the Welsh and English languages should be treated on a basis of equality. In dealing with any person or persons who contacts us, we will where reasonably practicable.
• Adopt the same aims and professional standards in providing a service in Welsh and in English,
• Enable our service users to use Welsh as freely as English in dealing with us, 
1. Communication
Persons visiting our Swansea premises are welcome to address their enquiries through the medium of Welsh or English.
If a person requires it that they can be communicated with in either language, wherever reasonably practicable we will ensure that all Swansea Carers Centre printed materials be made available bilingually.  
We welcome telephone calls in Welsh or English.
All telephone calls will be answered with a bilingual greeting and should the caller wish they can be communicated with in the caller’s preferred language. In the event that a Welsh-speaking person is not available to take a call, then arrangements will be made for a Welsh speaker to return the call as soon as possible.
If a person requests all communication with the charity to be through the medium of welsh be it letter, email or spoken communication, we will make every effort to ensure that we can comply with that request.
Their choice will then be logged and taken forward in the arrangements made for initial and subsequent contact.
The response times for letters and e-mails that need to be translated might on occasions be greater than those sent in one language only.


1. Our Corporate Identity
The charity’s office has bilingual signage. In any communication our corporate identity will reflect the chosen language of that communication. Our corporate identity is partly bilingual, and our standard information will be bilingual on material that displays our corporate identity. This includes our stationery and material such as business cards, identity badges, publications, advertisements. This will be introduced in a phased manner and in accordance with the requirements of our funders.
1. Our Website / Social Media
Following its re-design, the web page will state that customers are welcome to use Welsh or English in dealing with us. The web site will be continually updated and as per the requirements of funders, where appropriate individual projects will have bilingual information pages. Likewise, Social Media will be utilised bilingually in accordance with the requirements of our funders. 
1. Publications and Visual Material
We will strive to publish bilingually the material we make available to the public and service users, with the Welsh and English versions available on request. Where it is a requirement of the funding, information will always be available bilingually.
1. Marketing and publicity activities
When we organise or attend an event, and display our material, we will display any Welsh versions of our material too. When we place advertisements in newspapers or magazines or other publications, they will be bilingual if our funding requires it.
1. Public Notices and Advertising
An official notice in the press, and on our premises, such as notice of a public meeting, it will be bilingual.
1. Recruitment
Our staff recruitment adverts will normally be in English unless our funding requires it to be bilingual. We will strive to ensure that there is bilingual staff employed by the Swansea Carers Centre. The ability to speak Welsh will be stipulated in job descriptions as “desirable”.







Swansea Carers Centre
(The Charity)
Data Protection and Confidentiality Policy and Code of Practice 
(GDPR)

Purpose 
The Charity is required to handle personal and sensitive information, both verbal and written, as part of our operation and shall take all reasonable steps to do so in accordance with this policy.

To achieve this, the charity endeavours to comply with the Data Protection Principles contained in the Data Protection Act 1998 and subsequent amendments to this legislation and GDPR 2018.

This Policy and Code of Practice is designed to protect the interests of all those involved with the charity, trustees, volunteers, employees, and clients, who may be among the most vulnerable people in our society.

6 Data protection principles

Personal Data shall be.
1 – Processed lawfully, fairly and in a transparent manner in relation to individuals.
2 – Collected for specified, explicit and legitimate purposes, and not processed in a way that is incompatible with this purpose. 
3 – Adequate, relevant, and limited to what is necessary for the purpose(s) for which it is processed.
4 – Accurate, and where necessary, up to date
5 – Kept for no longer than is necessary for the purpose(s) for which the data is processed.
6 – Processed in a manner that ensures appropriate security of the personal data.

The lawful bases for processing
The lawful bases for processing are set out in Article 6 of the GDPR. At least one of these must apply whenever you process personal data:           
(a) Consent: the individual has given clear consent for you to process their personal data for a specific purpose.
(b) Contract: the processing is necessary for a contract you have with the individual, or because they have asked you to take specific steps before entering into a contract.
(c) Legal obligation: the processing is necessary for you to comply with the law (not including contractual obligations).
(d) Vital interests: the processing is necessary to protect someone’s life.
(e) Public task: the processing is necessary for you to perform a task in the public interest or for your official functions, and the task or function has a clear basis in law.
(f) Legitimate interests: the processing is necessary for your legitimate interests or the legitimate interests of a third party unless there is a good reason to protect the individual’s personal data which overrides those legitimate interests. (This cannot apply if you are a public authority processing data to perform your official tasks.)
All trustees, employees and volunteers undertaking activities on behalf of the charity are required to adhere to the following Code of Practice.

Personal information obtained from individual clients.
This may be shared with co-workers within the charity only to the extent necessary to further the interests of the clients and enable the charity to work effectively on their behalf.

Disclosure to others may only be made with the explicit consent of the client except where:
· Disclosure is required by law.
· There is a clear need to protect the health and welfare of the client, another person, or the public.

In such cases, the disclosure must be authorised by the Director and the client must be informed.
Where explicit consent is received information can be passed to a third party as long as we have had sight of their data protection policy or privacy statement.

Personal information on clients obtained from Third Parties.
This may only be used for the purpose for which it was supplied. This information may not be disclosed without the consent of the individual, unless required by law.

Personal information on trustees, employees, and volunteers
Information gathered by the charity during the process of recruitment and employment will be held in confidential personnel files, used only for the purpose for which it was supplied and accessed only by the designated members (Director, SMT, Finance Officer, Volunteer Coordinator, Chair of Trustees) of the charity.  This information may not be disclosed without the consent of the individual, unless required by law.

Handling and storage of Information
Care must be taken that all records are secured when the premises are not occupied.

Personal data covered by this Policy and Code of Practice will be reviewed regularly and information destroyed by a designated member of staff when it is no longer necessary to keep it as per our Data Retention Policy GEN 15

Clients, staff, and volunteers will be made aware of the way in which their data is collected and stored via a Privacy Statement GEN 14

Correspondence about an individual, including case files and any other confidential records should not be left open on desks.

Case records and personnel files will be kept in lockable cabinets or secure areas accessible only by employees with a legitimate interest in it.
Papers sent to interviewers must be kept in a secure place and only accessible to authorised personnel. All such papers will be collected in after the interviews and shredded.

All information kept on authorised computers must be password – protected.
No data-protected or confidential information should be kept on personal computers.

Backup copies of information stored on computers will be made regularly and will be kept in a fireproof safe.

Volunteers, employees, and service users have access to their own records on request to the staff member responsible for keeping them.

Confidential information contained in memos, briefing papers and minutes of meetings must be held in such a way as to be accessible only to authorised personnel.

Telephone Communication:  it is important to ensure that other conversations in the office are not overheard by a caller whose call is interrupted by a search for information or the need to consult colleagues.  In such cases the call should be put on ‘hold’.

Fax Communication:  confidential information should not normally be sent by fax.  If it is necessary to do so the front page must clearly indicate the name of the recipient and the fact that the material to follow is confidential.  The receiving organisation should be notified in advance that a confidential fax is about to arrive.

Email communication: confidential information should not normally be sent by email. If it is necessary to do so the data should be encrypted, or password protected. When emailing groups of individuals unless you have permission to share their email addresses, the addresses should be blind copied (bcc)

Individual rights
As a data subject, individuals have a number of rights in relation to their personal data.
Subject access requests
Individuals have the right to make a subject access request. If an individual makes a subject access request, the Charity will tell him/her:
whether or not his/her data is processed and if so why, the categories of personal data concerned and the source of the data if it is not collected from the individual;
to whom his/her data is or may be disclosed, including to recipients located outside the European Economic Area (EEA) and the safeguards that apply to such transfers;
for how long his/her personal data is stored (or how that period is decided);
his/her rights to rectification or erasure of data, or to restrict or object to processing;
his/her right to complain to the Information Commissioner if he/she thinks the Charity has failed to comply with his/her data protection rights; and
whether or not the Charity carries out automated decision-making and the logic involved in any such decision-making.
The Charity will also provide the individual with a copy of the personal data undergoing processing. This will normally be in electronic form if the individual has made a request electronically unless he/she agrees otherwise.
To make a subject access request, the individual should send the request to admin@swanseacarerscentre.org.uk. In some cases, the Charity may need to ask for proof of identification before the request can be processed. The Charity will inform the individual if it needs to verify his/her identity and the documents it requires. The Charity will respond within 1 month and no charge will be made.

Use of Identifying Information

Internal Documents
For the purpose of reports to the Board of Trustees, funders, research papers and training documents it may be necessary to use information from case histories.  In such cases no identification will be possible; the individual will be referred to in the document only as ‘Mrs A’ or ‘Mr B’ and details of location will be vague. It is important also that individuals cannot be identified by the scenario being described.

Public Information
In no circumstances should details which enable an individual to be identified be made public without their informed consent, in writing if possible.  This consent is valid only for the purposes for which it was given.  If the information is to be re-used in a different context, permission must be sought again.

Journalists may request contact with clients to interview on specific issues or details of individual cases.  They must be informed that our work with clients is confidential and that we will seek the client’s permission before any information is released.

Termination of Service
When an employee, service user or volunteer leaves the charity all information gathered during the period of service must remain subject to the Confidentiality Policy and Data Retention Policy 

On termination of service all papers relating to the charity and its work must be returned immediately to the charity.

If there is any doubt about whether the information should be disclosed and/or to whom, the Director must be consulted.

Information on the Charity
Confidential or sensitive information about the charity could have an adverse effect on the charity’s reputation and therefore should not be disclosed to third parties without the authorisation of the Director.

Information on other organisations
Trustees, employees, and volunteers in the course of their work may receive confidential or sensitive information relating to other organisations.  Such information is subject to the same standards of confidentiality that apply to the charity.

Disclosure to others outside the charity may only be made when authorised by the Director.



Swansea Carers Centre
Data Protection and Confidentiality Policy and Code of Practice 
FORM GEN 02 - F1
Confidentiality Agreement

I confirm that I have received and read the Data Protection and Confidentiality Policy and Code of Practice 
of the charity.

I agree that I must maintain the confidentiality of information entrusted to me in the course of my work and I undertake to abide by the regulations set out in the Code of Practice.


Name: KIRSTY LEANNE ALLEN
(Please print)

Signature: K. ALLEN

Position: STUDENT ON PLACEMENT

Date: 	7th October 2020											
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This handbook should give you an introduction to working at Swansea Carers Centre and most of the basic information about how the Charity operates. You should also make sure you read your Written Statement of Employment’ and our Policies and Procedures as they have much more detail. We do our best to keep this handbook up to date but if something in the hand book conflicts with something you read in a policy or procedure then the policy or procedure or written statement of employment should be used should be used.
 
MISSION STATEMENT
Our mission is to make a positive difference to the lives of carers. We will do this by working in partnership with statutory and voluntary organisations and by acting independently in the interest of carers throughout the City & County of Swansea.

THE CHARITY
Swansea Carers Centre is a local charity supporting carers. A carer is someone, who, without payment provides help and support to a partner, child, relative, friend or neighbour who could not manage without their help. A carer does not need to be providing regular and substantial care to access our services. We support all carers of those with an illness or disability, including learning disability, mental health problems, physical disability, dementia, and other long-term limiting illnesses. This also includes families of children and young people with a disability or chronic illness. 

The Charity gives much needed support and information to carers by providing welfare benefits advice, access to grants and special funds, advocacy services, a counselling service, respite day care and home sitting service, carers’ mutual support groups, training, volunteering, and consultation opportunities. This list of services might change depending on the funding we have and the needs of carers.

The service aims to support carers by enabling them to engage with life outside their own caring role thus reducing the social isolation of both the carer and the person they care for by providing.

· A carer centred service that works with the carer and the person they care for to ensure that the service is provided according to their needs.  
· A flexible service that can provide support when it is most needed.
· A service to support carers’ health and wellbeing by offering respite breaks. 
· Staff who are supervised, supported, and trained to work with people with a wide range of disabilities and illnesses.

MANAGEMENT OF THE CHARITY
The Charity is governed by a Board of Trustees who are volunteers.  They bring a range of skills and experience to the Board and are responsible for the overall running of the Service.  The Executive Director is responsible for the day to day running of The Charity and is accountable to the Board of Trustees.


EQUAL OPPORTUNITIES AND DIVERSITY (Summary)
It is the intention of The Charity that all employees should have an equal chance of advancement, access to opportunity, and the training necessary to that end, irrespective of the employee’s.
· Sex
· Race, colour, nationality, ethnic origin
· Sexual orientation
· Religion or belief
· Age

It is the charity’s policy to employ and provide a suitable environment for people with disabilities. All reasonable facilities will be provided for employees with disabilities to pursue their careers without difficulty or disadvantage.

JOINING THE CHARITY
Probationary period
On joining The Charity, you will undergo a 6-month probationary period. During this time, you will be making your own mind up about whether you wish to remain working for our charity. Your line manager, at the same time, will be assessing your capabilities, attitude and potential.

If you do not reach the standards required by our charity your employment may be terminated at any time during the 6-month probationary period, or the probationary period may be extended beyond 6 months.

Induction
You will undertake an induction programme which is designed to ensure that you fit in quickly and effectively. You will meet your new colleagues and you will receive information on the charity, details of your terms and conditions of employment, and an explanation of key policies and procedures.

Changes in personal circumstances
To help us assist you it is essential that all information on your personnel records is complete and correct. Please inform your line manager of any changes in your personal circumstances, including a change of:

· address and telephone number
· name
· next of kin
· Bank or Building Society details for payment of salaries and expenses.
Your personal information is classified as confidential and will not be released to outside sources without your prior authorisation.

Recruitment
You will be required to undertake a DBS check to ensure that you are eligible to be an employee of the Charity, this will be repeated every three years. You are required to notify the Director of any new conviction.  Failure to do so will result in disciplinary action being taken.


SUPERVISION AND ANNUAL PERFORMANCE REVIEW (Summary)
The Charity is committed to valuing good performance and improving poor performance, using supervision, training, and development to achieve this. All employees and line managers will have regular supervision meetings and a formal annual performance review.

You and your line manager will hold regular supervision meetings to discuss how work is progressing generally (including any support or development requirements you may have in order to deliver work effectively).   How often these meetings will be held will be agreed between you and your line manager; however, meetings should take place at least on a quarterly basis. 

You and your line manager will hold an annual performance review meeting to agree your objectives/workplan and development needs for the coming year, and review performance for the previous year.

SMOKING, ALCOHOL, AND ILLEGAL SUBSTANCES POLICY (summary)
You are not permitted. 
· to drink alcohol or take illegal substances whilst on duty or 
· to be under the influence of alcohol or illegal substances whilst on duty. 

Smoking is not permitted on any of the charity’s property. Employees leaving their workplace during working hours to take a smoking break will not be paid for the period of the break. This policy applies to all smoking methods, cigarettes, pipe, cigars etc. and electronic cigarettes or nicotine containing products that resemble cigarettes. If you have been prescribed a nicotine containing product, that might be considered to resemble a cigarette and wish to use this outside of permitted smoking breaks described in the full policy please discuss this with your line manager.
Smoking is not permitted during a home visit.
Smoking is not permitted in any vehicle when it is being used for business purposes.

HOURS OF WORK
Your normal hours are those set out at the time of your engagement in the Written Statement of Employment Particulars. 

Overtime may be paid for agreed hours worked in excess of contracted hours. 

You should accurately record your time-on-time sheets and these should then be countersigned by your line manager.

Employees based at the Carers Centre.
Normally the hours will not exceed 35 hours per week – normally between the hours of 9.00am. and 4.30pm. Monday to Friday (pro rata for part time employees). However, in some circumstances evening and/or weekend working may be required.  For employees working more than 6 hours a day, a 30-minute (unpaid) lunch break must be taken. Working time does not include your travel time from home to your base.

Employees based at Ty Conway. 
Normally the hours will not exceed 35 hours per week – normally between the hours of 9.00am. and 4.00pm Monday to Saturday (pro rata for part time employees). However, in exceptional circumstances evening working may be required.  For employees working more than 6 hours a day, a 30-minute (unpaid) lunch break must be taken. Working time does not include your travel time from home to your base.

The Lead Support Worker Day Care will be required to take their half hour lunch break on the premises, for which pay will be given.


PAY AND BENEFITS
Payment of salaries
Salaries are paid directly into your bank or building society account on the last Friday of every month. An itemised pay statement showing gross earnings, fixed and variable deductions and net salary will be given to you at the time of each wage statement. Your starting salary is that stated in your Written Statement of Employment Particulars. We will let you know of any subsequent changes to your salary, which are normally reviewed annually.

Part-time employees
You are considered a part time employee if you work less than thirty hours a week. Part-time employees will receive the same terms and conditions of employment as their full-time counterparts but pay and benefits will be scaled down according to the number of hours worked. 

ANNUAL LEAVE AND HOLIDAY PAY
Holiday entitlement
Your annual leave entitlement is in addition to public and bank holidays. You are entitled to 26 days annual leave per annum. After five years’ service your entitlement will increase to 27 days annual leave and after ten years’ service your entitlement will increase to 28 days annual leave per annum.

If you are a part time member of staff your annual leave entitlement including public and bank holidays will be calculated on a pro rata basis.

During your probationary period, annual leave will not be granted in excess of your monthly accrued entitlement.


Holiday year
Your annual leave year will start from the first day of the month when you commenced employment with us.

With the prior agreement of the Director, you will be allowed to carry over up to five days of holiday (pro rata for part time staff).
During your final year of employment, you will be entitled to annual leave calculated on a pro rata basis.


Requests for annual leave
You must submit requests for annual leave to your line manager. Your annual leave sheet should be completed and when approved, will be signed by your line manager. The line manager after consultation with the Director has the right to refuse a request for annual leave. This will normally be as a result of operational reasons.

Holiday pay
Holiday pay is calculated on the basis of the rate of pay recorded on your personnel records.

TIME OFF FROM WORK (Summary)
Medical appointments
The Charity is committed to supporting the health and wellbeing of our employees. If you are attending medical appointments (doctor, dentist, optician, hospital etc) you should do so, as far as possible, in your own time. If this is not possible your line manager can agree reasonable time off with pay. You should give your line manager as much notice as possible and should complete an absence request and notification form and have this authorised by your line manager. Your line manager may ask to see the appointment card or letter. At the discretion of your line manager reasonable travel time will be allowed for in the paid time away from work. 

Most employees will take a minimum amount of time off for medical appointments. If you are suspected of abusing these provisions you may face a number of sanctions. which could include forfeiting the right to paid time off or having restrictions placed on the timing and frequency of your appointments. In exceptional circumstances disciplinary action may be taken.

Antenatal care
All pregnant employees are entitled to time off with pay to attend antenatal care appointments. Antenatal care covers not only medical examinations but also relaxation and parent classes. The right to time off to attend these only applies if the appointment is advised by a mid-wife, health visitor or GP. Evidence for appointments, i.e., letter or appointment card, must be provided- except in the case of the very first appointment- and your line manager notified accordingly.


[bookmark: _Toc139419686]Workers with Disabilities
If you have a disability and need to attend medical appointments regularly for a reason related to your disability, you will be given time off work, where it is unreasonable for you to attend the medical appointment outside of your normal working hours.  

[bookmark: _Ref139420328]In considering a request for time off, your line manager will consider flexible working arrangements in the first instance.  These will be discussed and fully explored with you and may be adopted on a temporary or permanent basis, depending on the characteristics of your disability, the nature of the medical appointment as well as service delivery needs.  It may also be appropriate for more than one measure to be used at the same time.   Any changes to your contractual terms and conditions will require your agreement.  Examples of the type of measures that may be helpful include adjusting working hours to allow you to make up lost time, reducing contractual working hours or changing starting and finishing times.

[bookmark: _Ref139420338]If flexible working arrangements are not considered appropriate you may be granted paid time off work.  Such time off is limited to a maximum of 15 days in any twelve-month period and is specifically for employees who need to attend medical appointments related to their disability.  The 15-day limit may be converted into hours for greater flexibility and is pro-rata for part-time employees.

Before granting paid time off, your line manager will obtain confirmation from the Occupational Health Service that you are covered by the DDA and the proposed time off is reasonable.
 
Time off to deal with a family emergency.
You are entitled to take a reasonable amount of time off work to deal with certain unexpected or sudden emergencies involving a dependent and to make any necessary longer-term arrangements. For example, if a dependant falls ill or is injured, if care arrangements break down, or to arrange or attend a dependant’s funeral.

A dependant is your husband, wife or partner, child, or parent. It also includes someone who lives in the same household as a member of your family. It does not include tenants or boarders living in your family home, or someone who lives in your household as your employee.

Time off to attend the funeral of a close family member or friend, or time off for other emergencies will be granted at the discretion of the Director.
The amount of time off will vary with the differing circumstances of an emergency. For most cases, 1 or 2 days should be sufficient to deal with the problem. Subsequently further time needed will be taken as annual leave or TOIL as appropriate.
If you know in advance that you are going to need time off, you should ask for annual leave in the usual way. Or if the reason you need leave relates to your child you may be entitled to take Parental Leave.
As soon as practical you must inform your line manager in writing of the reason for your absence and how long you expect to be away from work.

TRAVEL AND SUBSISTENCE
Travel expenses
Mileage rates are normally reviewed annually, and you will be informed of any changes. Travel expenses will be paid. 

1. for all authorised journeys between base and site and between sites and
1. when your home is not your base and you travel directly from home to a site, travel expenses will be paid for the mileage between home and site or base and site whichever is the lesser of the two. The same principle applies to journeys made at the end of the day.
 
Your base location will be specified in your letter of appointment and/or Written Statement of Employment Particulars.

Insurance
You must have included and maintained in your motor insurance policy, a clause indemnifying the employing agency against all third-party claims arising out of the use of the vehicle on official business. The usual cover is Social Domestic and Pleasure and Personal Business use as stated on an insurance document. This cost should be minimal and is included in the mileage rate.

On appointment you must give a copy of your car insurance certificate and driving licence to your line manager and provide updated copies annually or when there are any changes. Your employee personnel file must include a copy of the current certificate of insurance together with a copy of your driving licence. 

Parking
You will be reimbursed the cost of car parking whilst undertaking The Charity’s business away from the site base.
Accommodation
All accommodation should be booked through the Finance and Facilities Officer. If you wish to book your own accommodation this should be agreed in advance with the Director.

The Charity will only reimburse actual expenditure.  We do not expect you to share rooms.

If overnight accommodation is provided by a friend or family member then the Charity will reimburse you a small amount to cover the costs of a suitable gift for your friend or family member. The expenses incurred must be supported by a valid receipt and detailed as such on the expense claim form.

Your line manager will advise you of the current subsistence / accommodation rates and allowances.
Subsistence
All costs of evening meals, up to an agreed amount, will be reimbursed when working away from the office. Lunch costs will only be reimbursed if they are over and above normal working practice costs.  The Charity will not reimburse the cost of alcoholic beverages consumed. Current subsistence rates can be found in the appendix of the Expenses Policy.

Mobile phones
Where you use your own mobile phone for agreed business purposes, a set allowance can be claimed. Where the cost of calls exceeds this amount an itemised list of calls must be provided.

Reimbursement of expenses
You should claim your expenses on a fully completed Charity expense claim form on a monthly basis.  All appropriate supporting documentation such as receipts, tickets or invoices should be attached to the claim.  It is recognised that it may be difficult to obtain receipts for some small value items, but every endeavour should be made to obtain and retain them.  

Once you have completed the form it should be authorised by your line manager.  The expense form should be forwarded to the Finance & Facilities Officer for processing, to include the verification of receipts. The claim will be paid directly into your bank account on the same day as your salary.  Exceptional items of expenditure relating to travel expenses should be authorised in advance by the Director.

HEALTH & SAFETY (Summary)
 The Trustees of The Charity recognise and accept their responsibility for ensuring the Health and Safety of employees, including volunteers, though the provision and maintenance of safe working conditions, systems of work and equipment. This responsibility extends to others who may be affected by the activities of The Charity. 


1 	All employees must
 
· co-operate with your managers on health and safety matters.
· take care of your health and safety and the health and safety of others. 
· report all health and safety concerns to your manager and
· not interfere with anything provided to safeguard your health and safety and the health and safety of others.
· sign in and out.


2	In addition to items listed in 1 above, Day Care employees at Ty Conway must 

· Ensure the safety of the cared for all times.
· secure the safety gate at the bottom of the stairs when the cared for are present on the premises.
· ensure that the side door is alarmed at all times when the cared for are present on the premises.
· ensure the front door is locked at all times when the cared for are present on the premises.
· ensure that the cared for are not allowed to enter the kitchen.
· ensure that one person, (either an employee or volunteer) is in the lounge at all time.
· ensure that, as far as is practicable, taxi drivers adhere to the taxi safety rules relevant to carrying the cared for to and from Ty Conway.
· ensure adequate food safety, (i.e., diabetics)
· ensure correct moving and handling practices are employed as specified in the care plan.
· consult the care plans, for the cared for attending on that day, at the start of the day.

First Aid
All employees will be trained in ‘Emergency First Aid in Work’. Employees who have not received training will refer any incident to an employee who has received training. If no trained employees are available then, when appropriate, contact the paramedics for assistance.

Reporting accidents 
All accidents, including damage to property or possessions, must be reported to your line manager, and entered into the accident book.

Reporting near miss incidents 
All near miss incidents must be reported to the Manager and entered into the near miss book. 

Risk Assessment
Risk Assessments will be completed to identify any risks to the person cared for, their carer, other employees, visitors, and yourself. 

The risk assessment is kept in the confidential file. Risk assessment details required by employees are available in the buff folder (day care) or green folder (sitting service).

You Must ensure that you comply with control measures identified in the Risk assessment to minimise/ eliminate the risk.   

You must be alert to any possible risk or injury to the cared for, the carer, employees, volunteers, and yourself.  If you do identify further potential hazards you must discuss these with your line manager as soon as possible. As far as is practicable, pending a permanent solution, you must ensure that no person is put at risk. 


Similar problems may be encountered during a home visit. In this case it may not be practicable to apply corrective measures. It is therefore important that you remain alert and that, for those hazards that may impact on your visit, you take the appropriate avoiding action to minimise the risk.

The following list highlights some main issues, but is not exhaustive:
· Electrical hazards – faulty wiring, overloaded electricity sockets and frayed cables.
· Fires – unprotected open fires, free standing electric, paraffin or gas fires, clothes drying in front of a naked flame.
· Poor lighting   
· Tripping hazards – slippery floors, items left on floor, cables running across floors.
· When using any item of portable electrical equipment, to minimise the risk of electric shock, it must be used with the Residual Current Device supplied by the Charity. 


Moving and Handling
The Charity recognises that in providing a Day Care service the moving and handling of the cared for is an essential element of such services. All tasks that involve moving and handling will be assessed to ensure that we are not performing tasks that put people with care needs or yourself at risk of injury. If required to assist in moving and handling, you will receive the appropriate training. Approved moving and handling methods must be used at all times. You can only assist in the moving and handling of the cared for following receipt of appropriate training.

Food hygiene
If you are involved in serving food and feeding the cared for, you will receive training in the Food Safety Act and Hygiene Regulations. You will be expected to wear the protective clothing provided when handling food.

Lone Working
Two employees (or employee and trained volunteer) must be present at all times at Ty Conway and Mansel St for to remain open. If you are unable to achieve this, please notify your line manager immediately so that an attempt can be made to provide additional cover.

A copy of the Lone Working Procedure and the Emergency Procedure are appended to this document.  You must ensure that you are fully conversant with both procedures for your own and your colleagues safety.

Fire.
Fire drills are conducted on a regular basis.  In the event of a Fire, you must follow the procedures laid down in the Fire Procedure. Evacuate the building immediately and summon the Fire Brigade. Do not compromise the safety of any person including you.

The meeting point for Ty Conway is on the pavement opposite and for Mansel St on the pavement opposite on the corner of Craddock St. The Fire marshal present will take the Register with them and account for all persons on the premises.

Illness or Accidents while at work 
If you have an accident or become ill during work and are unable to continue, contact your line manager. For accidents that require emergency treatment contact the paramedics. 


Clothing
We don’t not have a specific dress policy but expects all staff to be suitably attired for their role. Sometimes this will be informal, but clothes should be practical and clean, please discuss with your line manager if you are unsure of what is suitable for your role. Identity badges should always be worn when undertaking home visits. Protective clothing will be provided and must be used when carrying out personal care or food preparation.


Home visits
You will use care and courtesy when entering or leaving the home of a carer or cared for. You will:
· Knock the door and wait to be asked in, unless previously told otherwise.
· Always display your Identification Badge.

Records and record keeping
Almost every role in the organisation has some responsibility for records and record keeping, discuss this with your line manager and ensure you are aware of relevant data protection guidelines.

Monitoring and quality assurance
Monitoring and quality assurance are very important to Swansea Carers Centre. You will be regularly consulted on the quality of the service we provide at supervision and  team meetings. You will also share responsibility for gathering quality information from service users and passing it on informally or via surveys and questionnaires. It is important that you use the unique perspective you will gain in your role to help us ensure that our service is the best it can be.
You have a duty to report to your line manager anything which gives cause for concern regarding the carer, the cared for, their family or representative, with regard to their safety, health, well-being, or emotional state. Please make sure you read our Whistle blowing policy in case you ever have concerns about something happening within the organisation.

PERSONAL PROPERTY
The Charity does not accept responsibility for loss of, or damage to your property whilst it is on the charity’s premises. However, if you lose or find any article please notify your line manager without delay.

VISITORS 
Receiving personal visitors during working hours should be kept to an absolute minimum and when it does occur their presence should not disrupt the activities of the Charity.


OUTSIDE INTERESTS
Should you wish to take on part time employment outside contracted hours, you should first discuss the matter with your line manager (if you wish to be engaged in any other employment or have any outside business interest, whether financial or otherwise, you must first seek the written permission of your manager, which will not be unreasonably held. This clause is without prejudice to your statutory rights)

COLLECTIONS FOR CHARITIES
If you wish to carry out collections for charities, for employees or for outside organisations you must first get the approval of your line manager.

USE OF ELECTRONIC MAIL, INTERNET, AND TELECOMMUNICATION FACILITIES (Summary)
[bookmark: skipnav][bookmark: 1.1][bookmark: 1.2]It is important that you understand and adhere to what is regarded as acceptable use of IT and telecommunication facilities. You must ensure that you use such services responsibly, professionally, and lawfully. 
[bookmark: general_principles]
[bookmark: email_storage][bookmark: email_spam][bookmark: email_bestpractice]SICKNESS PROCEDURE (Summary)
Notification
You are required to notify the office within one hour of the start of the first working day on which you are unable to work because of illness. You should phone and speak to your line manager. 
If you are unable to do so yourself, a representative e.g., family member or friend can contact the charity on your behalf. In the event of your line manager not being contactable, a message should be left with a responsible person or a text sent in exceptional circumstances. Absence not notified may be considered to be misconduct.

You should maintain regular contact with your line manager over the period of absence. 

Sickness Pay
Swansea Carers’ Centre Sick Pay Provision
In the first three months following appointment no employee will be eligible for Sickness Pay, apart from Statutory Sick Pay. Staff will then be provided with the following sick leave entitlement in any rolling twelve-month period.
Sickness pay entitlement during any period of sickness is that which is applicable on the first day of sickness absence.

For employees appointed before 5 April 2006
 24 weeks full pay and 24 weeks half pay.

For employees appointed from 5 April 2006
Over 3 months and up to 6 months – 2 weeks full pay and 2 weeks half pay.
Over 6 months and up to 12 months – 3 weeks full pay and 3 weeks half pay.
Over 1 years’ service – 6 weeks full pay and 6 weeks half pay.
Over 2 years’ service – 8 weeks full pay and 8 weeks half pay.
Over 4 years’ service 12 weeks full pay and 12 weeks half pay.


Returning to work
You should, regardless of the length of absence, report to your Line Manager on returning to work. Wherever possible you will have an informal meeting with your line manager during the first day back to work.

The purpose of this meeting is to discuss the reasons for your absence so that they are fully understood and that you are fit to return to work. If appropriate, the meeting may provide you with any help or advice. 

PENSIONS
In the case of superannuable posts The Charity have a scheme that contributes a sum of 10% of your salary towards a private pension scheme and staff can contribute a minimum of 5% of your salary towards the pension scheme. This scheme has now closed from 30th June 2016. Staff who joined the organisation after this point or were not part of the previous pension scheme will be auto enrolled on the new scheme. For new staff this will be after 3 months of employment. 

MATERNITY LEAVE, MATERNITY PAY, PARENTAL LEAVE, PATERNITY LEAVE, ADOPTION LEAVE and ADOPTION PAY (summary)
As employees with responsibilities’ to and for our employees the Charity will comply with all the legal requirements placed employers in dealing with the above. All applicable information will be made available to you at the appropriate time to ensure that you receive the entitlement due to you. You should contact your line manager if you believe you have an entitlement to any of the above.

FLEXIBLE WORKING
You have the right to apply to work more flexibly. The request can cover hours of work, times of work and place of work and may include requests for different patterns of work. You must make the request in writing and the organisation has a statutory duty to consider the request seriously and to refuse it only if there are clear business grounds for doing so. 

DISCIPLINARY PROCEDURE (Summary)
A breach of the charity's rules or accepted standards of behavior will be treated as an act of misconduct.  To ensure that all employees are treated fairly the charity will apply the following procedure in such situations.

Misconduct can take many forms and a distinction will be made between what the charity considers to be misbehavior of a minor nature, viewed as misconduct and that which is seen as being more serious and is viewed as gross misconduct.  Any employee who acts improperly in either of these ways will be notified by their line manager accordingly and advised as to the steps the charity proposes to take to deal with the situation.

Gross Misconduct

· Using offensive or abusive language
· Serious act(s) of insubordination or disloyalty
· Willful damage to the property of Swansea Carers Centre, its clients or fellow employees and volunteers.
· Fighting or physical assault
· Being at work whilst under the influence of drink or drugs
· Fraud - attempts to defraud or misappropriate funds, falsification of time sheets, subsistence, or expense claims.
· Serious breach of trust and confidence
· Theft – direct from Swansea Carers Centre, fellow employees, or clients.
· Wrongful or unauthorized transfer of funds, opening of unauthorized accounts, wrongful or unauthorized transfers of monies without the agreement of the Director.
· Falsification or misuse of Swansea Carers Centre documents.
· Accessing the Internet via Swansea Carers Centre equipment in a manner which is inconsistent with the responsibilities of the job.
· Using computer or other equipment for the access, transmission, processing and/or passing on of any material, which could, potentially, result in an operational risk or a risk to the reputation of Swansea Carers Centre.

These examples are neither exclusive nor exhaustive. There may be other offences of similar gravity, which would constitute gross misconduct.

Misconduct

Event that would be considered to be an act of Misconduct:
· Poor timekeeping
· Insubordination
· Inefficient performance of duties
· Neglect of property
· Failure to obey reasonable instructions from senior staff.
· Unbecoming conduct
· Offensive behavior
· Disclosure of confidential information.
· Where attendance standards are not being met and there is no apparent underlying health reason.

These examples are neither exclusive nor exhaustive. There may be other offences of similar gravity, which would constitute misconduct.

The charity also has a Capability procedure In order to ensure that you are treated fairly if your conduct does not meet the required standards.


GRIEVANCE PROCEDURE (Summary)
If you have a grievance you should raise this directly with your line manager as it is best resolved informally by discussion between the parties involved.  However, should it not be possible to resolve the issues then you can use our grievance procedure.

COMMUNICATIONS AND CONSULTATION
The Charity welcomes any ideas that lead to greater efficiency and productivity or ideas for the greater safety and well-being of all employees. 
These will be regularly discussed at supervision and team meetings.

General notice board
There is a notice board in Ty Conway for the use of employees and volunteers. You must get permission from your line manager before you post messages on the notice boards.

You should look at the boards regularly to ensure that you do not miss any valuable information. 

Staff meetings are also used to convey any information and all the staff based in Mansel St are allocated an email address and information will be communicated accordingly.

Communications – the role of your manager
Perhaps the most important means of communications are the informal face-to-face discussions that occur each day – about your job, and about our charity. Your prime source of information about your job or the charity is your line manager. It is part of his or her role to inform, answer questions and listen to constructive opinions, comments, or suggestions.

COMMENTS AND COMPLAINTS (Summary)
The Charity aims to provide an appropriate, high quality service which is user-led.  We believe that carers, the people they care for and other stakeholders have the right to comments on our services and we will help them to do so.  We welcome every opportunity to monitor and improve our service and having Comments and Complaints Policy and a clear procedure for resolving complaints is one way of doing this.

WHISTLEBLOWING (Summary)
Whistle blowing describes action taken by staff/managers/trustees/volunteers to disclose a malpractice in the form of irregularity, wrongdoing, or serious failure.  The malpractice may be in relation to any policies, procedures, guidelines, or regulation and includes the principle of what could be reasonable considered to be right or just.

Ordinarily there is an expectation that concerns should be raised with the line manager. It is accepted however, that this is not always possible.  Where staff or volunteers feel unable to discuss concerns with their line manager
they may contact the Director or the Trustees Chairperson, whichever is appropriate. Trustees will raise the issue with the Chair or deputy chair as appropriate.

Please see the policies folder on SCC current or paper copies kept in Ty Conway for more detail of all the policies mentioned here, if you are unable to find them or have any queries please ask your line manager.





























Fieldwork Supervisors Final Report - Key areas of competence
When considering the level of competence of a student in supervision please refer to the marking criteria outlined below: 
	Grade
	Description
	Equivalent % marks towards HE qualification

	A
	An exceptional trainee Youth worker who is a reflective practitioner; shows initiative and an ability to work independently for a sustained period; demonstrates thoroughness and commitment to all aspects of professional practice.
	70%+

	B
	An effective trainee youth worker who displays a degree of independence and commitment to further professional development.
	60-69%

	C
	A satisfactory trainee youth worker who has met the requirements appropriate for a professionally qualified Youth Worker and with further experience should develop into an effective youth worker.
	50-59%

	D
	A rather weak trainee youth worker with a basic level of knowledge or skill.  May be very poorly organised with very limited understanding of important concepts.  
	40-49%

	We Fail
	A weak trainee youth worker who has been unable or unwilling to meet the required standard, may demonstrate inappropriate values or lack understanding or attention to detail.

	Below 40%



FIELDWORK SUPERVISOR’S FINAL REPORT
This section of the report should be completed by the fieldwork supervisor.  To complete the report, we would like you to use the headings below giving specific examples to support your observations. 
	How did the student use supervision and respond to feedback?

	Kirsty engaged very well to supervision sessions and when given feedback, took this on board with easy. She has been very willing and open to taking on feedback and shaping her approach as a youth worker. She has the inbuilt ability to support young people and would be an asset to any youth work related provision she goes on to work for. These sessions have helped her be able to reflect on her practice and make appropriate calculated decisions on where to go next.


	To what extent did the student seek challenging situations, and how were these worked with?

	From the outset of placement Kirsty was given the opportunity to led work if she wishes within her placement, even though delivery is not required at level 4. She took this in her stride and arranged to deliver various sessions including quizzes, engaging activities and 3 picture story. The sessions she ran were fully prepared and could tell she had put a lot of time and effort, in the thinking, making and delivery of the sessions. 
She was nervous at taking on these roles at the start but took the opportunities with both hands which has ultimately helped her development into such an effective youth worker. She has sleeked out opportunities where she can on placement as is keen to help in all ways possible for the project. She seems to have made a really good footing for her development from this placement.

The only note I would add to help her development is for Kirsty to be mindful to not overcommit. It is so easy to say yes to things but also to be mindful to not over sacrifice yourself in the process.


	To what extent did the student show enthusiasm and commitment?

	She has shown throughout supervision how much she has enjoyed her placement and gone above what she has been asked to do at her level of study. You cannot fault her enthusiasm for the project and the work she is undertaking, and I think this is partly to do with her own experiences and why it is important to support young people at this challenging time in their lives being a Young Adult Carer. 


	How well was the student able to relate theory to practice and reflect on her/his own practice and that of others?

	Throughout discussions we have talked about NOS, principles and purposes and theories which she has been able to include in her own work. She has become very reflexive and has managed to related theory into her practice and visa versa.


	How did the student articulate her/his own beliefs and values and relate them to the work?

	At the start of the placement Kirsty had not realized the link that she actually had been a Carer from a young age. This helped her be able to relate to the young people more due to her own experience and can see first-hand the struggles without it necessary being said outright in the sessions. She has a very inclusive manor which enables all the young people to speak open and honestly to her during sessions. When writing reflective’s she did theses in a honest way and expresses issues and concerns she had regarding another person attending the sessions. This played a lot on Kirsty’s values and when we discussed this and through discussions, I was able to support her in understanding if these were good or bad values to hold. She is open and honest professional that knows when the right time is to say or do something to not cause offence. 

	How pro-active was the student in demonstrating anti oppressive beliefs, language, and behavior? 

	She is very honest about any beliefs she has and is very open to understanding other backgrounds and beliefs to help her own learning and development. With her background in retail, it has given her the established platform for anti-oppressive practice, treating all with equity and respect.

	In your professional opinion has the student achieved the necessary standards to progress to Level 5?

	Yes Absolutely 

	Student’s Provisional Grade (Please refer to the grading criteria above)

	66%



	Signed Supervisor 
	A Atkins

	Signed Student
	K. ALLEN

	Date
	24th March 2021
















MENTORS FINAL REPORT 
The University would like to remind the Learning Mentor of the importance of their role in the assessment of the student.  This role is fundamental in ensuring standards of practice of those working with young people in communities and cannot be taken lightly.  
To ensure the desired results are achieved, all those involved in the placement are required to understand and remain committed to the process of supervised practice.  Issues of competence which might jeopardies a student’s ability to complete workplace/work-based practice successfully should be identified and communicated to the visiting tutor or fieldwork coordinator as soon as possible.
After the student’s induction to the placement, the student will have drawn up a professional development plan balancing the needs of the student and the requirements of the program.  As Learning Mentor, you will have carried out managerial supervision and an interim review of the placement.  This document is the final report and will include your final assessment of the standards achieved by the student on placement and an assessment of an observed piece of youth work practice.















Key areas of competence
When considering the level of competence of a student please refer to the marking criteria outlined below: 
	Grade
	Description
	Equivalent % marks towards HE qualification

	A
	An exceptional trainee Youth worker who is a reflective practitioner; shows initiative and an ability to work independently for a sustained period; demonstrates thoroughness and commitment to all aspects of professional practice.
	70%+

	B
	An effective trainee youth worker who displays a degree of independence and commitment to further professional development.
	60-69%

	C
	A satisfactory trainee youth worker who has met the requirements appropriate for a professionally qualified Youth Worker and with further experience should develop into an effective youth worker.
	50-59%

	D
	A rather weak trainee youth worker with a basic level of knowledge or skill.  May be very poorly organised with very limited understanding of important concepts.  
	40-49%

	E Fail
	A weak trainee youth worker who has been unable or unwilling to meet the required standard, may demonstrate inappropriate values or lack understanding or attention to detail.

	Below 40%



LEARNING MENTOR’S FINAL REPORT (continued)
	Work in accordance with the pillars of Youth Work in Wales: Principles and Purposes

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

	On placement she has worked in line with the 5 pillars. She was inclusive to all Young Adult Carers (YAC) she supported, given them a chance to off load or have a bit of banter. She always knew where the line was, to not over step the questions or when it was right time to check how a YAC was doing. Through the engagement process she give the YACs opportunity to express anything on their minds and the YACs accepted her almost instantly which is no mean feet when your doing all sessions online. So that was all down to her willingness, enthusiasm and openness to get to know them and be able to build a rapport. 

	Facilitate the personal, social and educational development of young people

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

	At level 4 she is only required to observe but she took on running various sessions to benefit the Young Adult Carers, including 3 picture stories, quizzes, cookery, 5 second questions and many more. She really engaged well with the Young Adult Carers, making them feel able to interact and engage with others. She ensured to support them in any ways she could.
She even took on impromptu moments to lead the sessions when the led worker had to answer the door, or was distracted. She helped to led conversations and enable the YACs to express anything on their minds. 

	Promote inclusion, equality and young people’s interests and wellbeing

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

	You couldn’t fault her ability to be inclusive during sessions, getting to know the young people and building solid rapport with all that attends sessions. She was willing and keen to learn, so she could support the YACs better. She took every opportunity in her stride to get to understand the young peoples interests and was keen to help support them best she could. We would have session debriefs where she could unpick anything that was discusses in the session, which she always fully participated in, and used the opportunity to develop her own practice, ensuring she can be as inclusive as possible. 

	Work with young people and others

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

	She works exceptional as a team, supporting the workers at any opportunity she felt she was able to help with. Through sessions she has the ability to know when is the right time to engage and right time to step back. Showing excellent communication skills, when engaging with the Young Adult Carers, both online and face to face when we had the opportunity to do so. With a professional but approachable manner, she was able to communicate both with YACs, the workers, volunteers and session facilitators, all for the benefit of the Young Adult Carers.




LEARNING MENTOR’S FINAL REPORT (continued)
	How has the student developed during the placement?

	At the start Kirsty was anxious about her role on placement and how she was going to build a rapport with YACs online. Through the placement process, we have supported her to make gradual steps from not having confidence to lead a session, to then leading a session/ activities, alone with minimal support. At her level of study it is not expected for her to deliver sessions, but she came up with sessions herself which she had identified would benefit the YACs. 
She listened to what YACs had said, mentioned a few ideas which they were excited about and then was able to effectively deliver some amazing and engaging sessions. She has been outstanding and really grown and shone from this placement. What has helped is she had the knowledge of what an unpaid carer is, as she had been in the role. This has meant she has had an unique understanding that other students wouldn’t have had. This had made it easier to build a rapport due to her own experience of what life is like to be a carer. With this understanding it has helped her be able to related to the situations the other YACs are facing so she was able to give relatable support and advice, which is key to building a rapport with YACs. 

	What are your suggestions for further development?  What would be your recommendations for the Student’s development during the Level 5 placement?

	Continue as you are but also look for ways you can support the orgainsation, and alternative ways to benefit the young people they support.

	What is your feedback on observing the student’s planned piece of practice?

	At this level she was not expected to deliver any sessions, but she took on the challenge of running various activities. She excelled at this, got all young people and staff engaged in the session. She managed the time well and ensured all YACs could be involved if they wanted too. If they did not, she came up with alternatives, i.e., assisting her role instead of taking part. 

	Has the student passed the placement?  Please take into account your view of the student’s performance in each of the Key Aspects of Youth Work (Please circle clearly). 

	
Yes, Pass

	
No, Fail

	
Provisional Grade:              68%

	Further Comments  

	We very much look forward to having her for level 5 and cannot wait for her to help shape our project going forward.



	Signed Learning Mentor 
	A Atkins

	Signed Student
	K. ALLEN

	Date
	24th March 2021















Observation of good practice report.
During my placement at Swansea Carers Centre (SCC), Young Adults Cares (YACS) Swansea. I have observed multiple levels of emotional and educational support delivered from Alex Atkins to the young adult cares. Not only has Alex Atkins the project coordinator and seasonal volunteer staff inspired me to want to deliver the way she does to connect, check in and influence these young adults, I have also observed the importance of it.
“Swansea Carers Centre is a specialist voluntary organisation providing support to carers and former carers across Swansea” (Swansea Carers Centre. 2020, no page number). SCC provides different support groups depending on age, disability, illness and may more. The project YACS is designed for young adult carers between the ages of sixteen and twenty-five who provide unpaid care to family or friends that can not cope with out them and the care they provide. Swansea Carers Centre (2020) explain that the YACS will receive holistic and tailored support one to one and face to face or via face book and well as benefiting from group activities, trips, additional training, and clubs. 

According to The Youth Work National Occupational Standards (CLD Standards Council Scotland, 2019) developing purposeful relationships with young people is extremely important and if maintained well can help the young person learn and develop. Alex has shown this with each of the young people in the project she builds and maintains her relationships with every young person and shows that this is at the heart of her project to insure the young people are happy and heathy and always check in with their wellbeing.
I have often observed Alex encouraging the active involvement of the young people, by suggesting what they could do next and offering help and support. She offers and plans a wide range of activities that will encourage and support the young people’s skills and development of them. She treats all of the young people fairly and always keeps in mind the interests and needs of all before planning and delivering an activity or additional learning sessions. 

The Youth Work National Occupational Standards (CLD Standards Council Scotland, 2019) explain the standard for a youth worker is to get involved on the behalf of young people and/or help them to represent themselves. I have observed Alex offering to take the next step for the young person by offering to make the phone call/ send an email on their behalf and also offering that information for them to take the next step if they want to. When Alex is supporting a young person this way she is always encouraging and supporting them and filling them with the confidence that they can do it.

I have observed Alex plan and facilitate learning activities and learning sessions for the young adults since day one. When I first joined placement, she had already set up wild Wednesdays, Wellbeing Thursdays, Feel Good Fridays. And has since also set up Peer Mentoring Thursdays, Brook education sessions, Mad Mondays as well as cooking sessions and Christmas sessions. The Youth Work National Occupational Standards (CLD Standards Council Scotland, 2019) explain that a key role of the youth worker is to develop, plan and deliver activities and get active engagement of the young people that encourage learning and social opportunities from both working as a group and stand-alone activities. 
Alex always provides additional benefits of knowing local amenities and further health support to give direction and extended support for the young people, for example if they need food bank, house appliances, counselling, or health support. The Youth Work National Occupational Standards (CLD Standards Council Scotland, 2019) state that a youth worker needs to support young people helping them access the information they ned to help them make their own decisions and providing them factual information. I have observed Alex giving this information and providing them with support to help them in any way they need.

Alex has always displayed clear communication with the young people. She actively communicates with them and has developed a rapport with every member encouraging them to actively communicate with her, furthermore they actively engage and participate with Alex. Alex has created such a good rapport with the young people they trust Alex and are open and honest with her, helping Alex identify their needs and additional help she may need to give them. By building these rapports with all members of her group you she has a better understanding of the group dynamics. This helps her identify what behaviours are shown and how they will affect other members of the group.

Burns (2020) notes that a rapport is the magic that happens when people interact from positive attitudes and experiences from one another, it is the feeling of trust and respect. A rapport is the core of how relationships are formed, the more solid the core the more growth you get from the relationship. 
Furthermore, The Youth Work National Occupational Standards (CLD Standards Council Scotland, 2019) explain that by assisting young people to learn and engage with the youth service you have a better understanding of how the young people feel and what they can do, and that youth workers are expected to know how to enable young people to express their aspirations, concerns, and goals. Alex really knows her young people, she knows how to talk to them and how to connect with them, I have seen Alex freely get the young people to express what they want from the project and to express how they feel, what has caused it and what they can do about it, getting the young people to make their own decisions. The National Youth Service Strategy for Wales (WAG, 2007) explain the importance of giving young people a voice, that they should be given the opportunity and right to speak freely and for their opinion to be taken seriously.  I have even seen Alex identify that there is something wrong with a young person by the way they say ‘hello’ in a session, she knows her young people that well. 

Alex encourages active participation from all members of the youth group, she reaches out to them on different platforms such as in the sessions, on Facebook, messages, and check ins, she also has one to one communication with YACS if they need it for additional emotional support if they do not want to talk in front of their peers. The five pillars of youth work (Youth Work in Wales, 2018) notes that actively encoring and supporting young people to participate and make their decisions and provide them with opportunities will affect their own lives and environment in a positive manner.

Alex also encourages positive contribution for all members, getting them to engage with activities, and join in. Alex never leaves a young carer out, everyone gets to express themselves and have their say and voice their opinions, she frequently asks how they are, what’s happened, what they would like, Alex always gives the young people the opportunity of their own voice to be heard. The National Youth Work Strategy for Wales (WAG, 2007) providing active participation for the young people help them develop skills and emotional development, improves their wellbeing, they also state the importance of young people having a voice and their opinion to be taking seriously and I strong believe the Alex shows this through all her sessions and always has the young people’s wellbeing at the heart of everything she does. The National Youth Work Strategy for Wales (WAG, 2007) notes that by providing enhanced emotional competence that the young person will increases confidence and self-motivation, they improve their self-awareness, as well as developing empathy skills and develop and sustain relationships.

As well as encourage active participation Alex always has well thought out activities for the young people, often including team building and communication. Alex encourages the young people to talk to each other and support each. Alex is currently supporting peer mentoring sessions for the more experienced young adult carers to support the less experienced, by doing so she is developing their skills and showing them how to look after their own and others emotional and physical wellbeing, furthermore, accessing further educational programs to teach them and safeguarding and laws. The National Youth Work Strategy for Wales (WAG, 2007) believe that proving young people with a wider skill set will help them with decision making, create good communication to express themselves and help understand others, team building to help them join in activities and learn when they may need to take action and when they need to support others and influencing others by accessing the situation and recalling the information they know, ultimately giving them the ability to make their own decisions and take action and know how best to tackle activities in sessions and outside of them. I believe that Alex supports this, and I have observed her sessions that facilitate the ability for young people to develop their skills in a much wider range and supports them on their journey.
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Community Profile.
According to Blackshaw (2010) A community profile is a social research method that includes a comprehension report on the geographical description of the area, the local community, and the participation of the member within it. A community profile an effective tool for work practitioners to create and implement an action plans that may be needed to address the issues or support them in the area from a young persons point of view. I will be basing my report on the Swansea area around the carers centre Swansea in particular the young adult carers, where I will be working for my placement learning. 
[image: ]
This image is a screen shot of Swansea City (Google maps, 2021).
Britannica (2015) state in the early eighteenth-century Swansea was a small market town and a local coal port, from there Swansea slowly grew into an industrial City, starting with importing copper, steel and Swansea’s metal exchange becoming centre in the world trade of copper. With new canals, railways and docks developing, Swansea grew into a thriving community. 
Swansea is now hot spot for socialising for young people with varied options for entertainment, venues and attractions with theatres that host local entertainment to professional entertainments/ entertainers. Dining out is made easy for any occasion with the multiple options catering any cuisine you would like accompanied with Swansea’s busy night life and music scene, you will always find local acts, buskers, and famous acts in one of many locations. 

According to Swansea Council (2019) Swansea has the biggest indoor shopping market in Wales and is also home to many high street shops and independent businesses, making it a great place to shop with friends and family. Swansea Council (2020) note that they provide central transport links with its City centner bus station and train station, making travel in and out or around Swansea easy especially to beauty spots such as the local parks and beaches. Swansea also has several cycle paths combining the good of exercise, fresh air, and local scenery.

Swansea Council (2020) explain that Swansea is the second largest City in Wales and has an estimated population total of 247,000. With around 93 local community schools, 77 primary schools, 14 secondary schools, containing 35,742 pupils at all ages. With higher education and further education Swansea university, University of Wales Trinity St, David, and Gower College Swansea support and educate around 26,000 full time students. Around 111,800 of people in Swansea are in employment, and it is estimated around 31.200 people commute into Swansea each day for work.
According to Swansea Council (2019) Swansea is currently working in partnership with other organisations to identify young people that are not in education, employment, training (NEET). Swansea Council (2020) explain that they aim to understand why young people are not ready for higher education or employment and identify those that are more at risk of NEET. In 2015 2.7% of the year 11 school leavers within Swansea City were classified at NEET.

Swansea Council (2019) via the Swansea Working Scheme now offers and promote projects to help young people overcome NEET, projects include, workways, Lift, Pace, WCVA along with job centre wales and The Prince's Trust programs.
Swansea offers lots of social opportunities for young people, with easy access to train station, bus station, walking cycling or car, there is plenty to do to support young people.

Starting with the amenities that young people can access, to influence and improve their intellectual learning Swansea offer several museums, theatres and galleries supporting local artists of Swansea and showing the history of Swansea. Swansea also has the Dylan Thomas Centre show casing the history of the local writer.

Swansea also offers a lot of physical activities for young people, the leisure centre and gyms offer swimming as well as organised gym activities and gym use, yoga and hot pod yoga is also available, limitless trampoline and just up the road black pill lido offers outdoor fun. 
Other physical activities that are more social for the young people include indoor and outdoor mini golf, laser zone, indoor and outdoor skate parks and ten pin bowling.  
Swansea also offers activities and organisations that can help and young person’s health and wellbeing including emotional support, like the YMCA, EYST, info-nation, drop-in clinics, support groups, youth groups, churches, and Sunday schools as well as therapy, and counselling. Swansea also has a wide range of spars and treatment centres that young people can go to, floatation tanks and spa’s that offer massages and grounding activities to help look after wellbeing.

A big part of Swansea is the social activities if offers to young people, with shopping being the most available with the addition of indoor and outdoor markets and pop-up stalls. Swansea also offers a high amount of hospitality with the multiple of restaurants, cafes, and bars there is always a place for young people to meet up to socialise with each other including other activities they can take part in together like cinema and escape rooms.

Swansea is a pretty City with so many hot spot locations and available transport od cycle tracks makes it easy for young people to visit gardens, parks, beaches, castles, marina, and the Gower. 

With Swansea offing such a good social aspect it also opposes social challenges. Yes, there is so many activities for young people to participate in, however many of them coast money and shut early, present a problem for youth that do not have disposable income and youth that want to be entertained later int the night. Although Swansea has great transport links many journeys end early making it difficult for many youths to stay out when the last bus home leaves at 6pm, leaving them bored and unentertained or stranded in town. Wind Street nick named ‘Wine Street’ in Swansea is also concerning for young people aged 18+ wellbeing, with most bars being open till the early hours of the morning and a great number of pubs and clubs to choose from it makes it easy for the young person to drink past their limit and end up with anti-social behaviour. Wind street also opens the opportunities not only for alcohol abuse but drug abuse too. ITV News (2015) realised a report noting that a Swansea police operation found out that close to a quarter of people in clubs had traces of illegal drugs in their hands and 1 in 5 of those were found to be in possession of illegal drugs. Swansea Council (2018) explain in 2017 it was estimated that there was 26 people sleeping rough on the streets of Swansea and that 27.5% of people aged 18-24 were being threatened with homelessness in Swansea. 

This poses a threat to young people not only with the dangers of people on the street also, the dangers of living on the street, with council housing lists being so long and few other options for getting young people of the street, the council realise that it is an issue and are identifying problem areas and are trying to reduce the amount of homelessness in Swansea. 

To sum up Swansea I would say it is an “ugly, lovely town…crawling, sprawling by a long and splendid curving shore,” (Dylan Thomas, 1954). Swansea has a great deal of activities, amenities, and organisations to offer young people and to keep them occupied. One young person started a conversation in a group about the best the best place to go for food and everyone joined in recommend and wanting to try new places. Another young person said that there is just so many places to go and meet with friends just to talk and have a catch up. However, it was mentioned by the young people in a group session that there is not a lot that Swansea has to offer for young people that is free or low cost that is later in the evening. In would be my recommendation that Swansea council investigate providing more youth groups/clubs available later in the evening, providing funding into them to prevent boredom that can lead to anti-social activity or putting an emotional and social strain on young people’s life’s.












Community profile Reference List:
· Blackshaw, T. (2010) Community Profiling. Available at: https://www. http://sk.sagepub.com/  (Accessed 18 February 2021
· Britannica, The Editors of Encyclopaedia. (2015) "Swansea". Encyclopedia. Available at: https://www.britannica.com/place/Swansea-Wales (Accessed 18 February 2021).
· Google Maps. (2021) Swansea Carers Centre. Available at: http// Swansea Carers Centre - Google Maps (Accessed 18th February 2021).
· ITV News. (2015) “Worrying” figures revealed following Swansea drug operation. Available at: http://itvnews.com (Accessed 18th February 2021).
· Swansea Council. (2020) Swansea City Centre. Available at: https://www.swansea.gov.uk/ (Accessed 18th February 2021).
· Swansea Council. (2020) About Swansea. Available at: https://www.swansea.gov.uk/ (Accessed 18th February 2021).
· Swansea Council. (2019) Barriers to employment and training are removed. Available at: https://www.swansea.gov.uk/ (Accessed 18th February 2021).
· Swansea Council. (2018) Homelessness strategy. Online. Available at: Homelessness_Strategy_2018-2022_-_final_December_2018.pdf (Accessed 18th February 2021).
· The Poetry Archive. (2021) Dylan Thomas. Available at: https://poetryarchive.org  (Accessed 18th February 2021).




Summary of learning.
Youth Work in Wales (2018) have developed The Five Principles of Youth Work, as a base for respecting young people and giving them equal opportunities and inclusion. It discusses that you should provide young people with education opportunities, encourage young people to express themselves, including equal participation for all young people, be inclusive and help young people develop knowledge and positive attitudes and to empower them and educate them to their own rights. 

I have learnt in accordance with, The Five Pillars of Youth work, how to communicate effectively with young people and how to build a rapport with them. I have built trust with them, where they feel they can speak to me openly and letting them have a voice and their own opinions. I encourage them to express themselves and check in how they are to promote their wellbeing. 

I have observed the Young Adult Cares (YACS) taking part in sessions and have learnt how to facilitate the personal, social, and educational development of them, I have learnt how to appropriately engage with them and how to approach conversations. I have done this with regular check ins and the beginning and end of each session and providing wellbeing activities. By also observing sessions I have learnt how include all members, how to encourage and check in when they are quiet, I treat all members with equality and encourage everybody’s opinion and rights. I have also learnt a lot about what the young adult carers likes and their interests and have developed an understanding of the group dynamics and how they work together and what they enjoy doing together. “The dynamics of many people interacting may present difficulties at times; however, the birth of the bond of that group is well worth the effort” (Scandiffio, 1990, no page number). Knowing the group dynamics will help me going forward by understanding what topics cause friction and issues in the group and what ones create positive communication.

I have learnt to work well as part of The Young Adult Carers team with the staff and with the young adult carers themselves. I have developed and delivered sessions that have included both staff and YACS they have encouraged active participation and promoted educational and skill development as well as wellbeing sessions. 

According to The National Youth Service Strategy for Wales (WAG, 2007) by delivering sessions like this it can promote team building, active communication, decision making, problem solving and influencing others. I believe that some of my activities influence the Young Adult Carers to think about their own wellbeing and encourages them to be grounded and promotes happy emotions. Some of my other activities promote enjoyment and gives them the opportunity of educational learning too.

I have learnt the importance of wellbeing and how critical it is to help the YACS regulate this in their own life. I have developed specific activities that do this, such as three picture story. The Youth Work National Occupational Standards (CLD Standards Council Scotland, 2019) notes that activities are encouraged to support young people’s emotional health and coping strategies. YACS can take part in these activities with me and learn how to calm them and help their emotional wellbeing.

This also promotes enhanced emotional competence and I have learnt when they feel better it shows though their confidence for how they talk and their body language and their motivation to partake in communication and participation. The National Youth Service Strategy for Wales (WAG, 2007) notes that these activities increase confidence in young people as well as self-worth, motivation and this help them to develop relationships and sustain them with empathy and consideration.

The Youth Work National Occupational Standards (CLD Standards Council Scotland, 2019) states that it is a standard part of a youth workers job to plan and develop activities for young people and that it is important for the young people to design and develop activities too. I have learnt to always have plans and back up plans for activities because young people may not want to do the activities planned or may want from a session.

It is important to start the YACS with a cunctation to see where that are at physical and mentally to best understand what care and support you can provide for them and what will benefit them most. Voluntary engagement is in my opinion the best way to achieve active participation from the YACS and I believe this can best be achieved through a flexible approach. Toogood (2020) suggests that young people can be difficult to target and there is a decrease in the number of young people that attend community activities after the school leaving age. She believes this to be due to lack of funding, encouragement, and removal of compulsion. However, she states that there is a rise of young people attending between the ages of 18-20. She believes this to be the age they can decide for themselves. Toogood states that the key for active engagement with young people is adopting a flexible approach, this means working directly with the young people on their own terms, not ours. By doing this we build trust and establish foundations.

 I have learnt to ask the young people what they would like to do, and either up out a relevant plan or design one towards what they want from a session. I have learnt and further developed my information technology skills, due to current situations with covid, all sessions have been adapted to online though programmes such as Teams and Zoom. Not only have I had to adapt my own learning to online, but I have adapted any sessions plans and activities to online to, including being mindful that the YACS have to be able to do these activities online too and that resources needed may be limited to some. This has also encouraged the participation and learning for the YACS online and they have had to learn and adapt too. However, The Youth Work National Occupational Standards (CLD Standards Council Scotland, 2019) notes that it is important to engage and empower young people to make the most out of digital media in their lives and to also educate them on their behaviour online and to critical think about the use of media and how they use it. I believe that though online sessions and activities and additional learning programs we have all addressed and learnt more from getting the most out of technology, however, also learning and teaching about the dangers that come with it.

Summary of leaning reference List.
· The National Youth Service Strategy for Wales. (WAG, 2007) The National Youth Work Strategy for wales. Available at: https://dera.ioe.ac.uk/ (Accessed 22nd February 2021).
· The Youth Work National Occupational Standards (CLD Standards Council Scotland, 2019) Initiate, build and maintain relationships with young people. Available at: https://moodle.uwtsd.ac.uk/  (Accessed 22nd February 2021).
· Scandiffio, A. (1990) Group dynamics. Available at: https://www. pubmed.ncbi.nlm.nih.gov  (Accessed 22nd February 2021).
· Toogood, H. (2020) TEARING DOWN INTERNAL BARRIERS. Available at: https://www.culturehive.co.uk/ (Accessed 22nd February 2021).
· Youth Work In Wales. (2018) Principles And Purposes. Available at: http:// www.cwvys.org.uk (Accessed 22nd February 2021).







PROFESSIONAL DEVELOPMENT PLAN
For completion by the student after consultation with the Learning Mentor and Fieldwork Supervisor at the outset of the Placement 
	Student
	Kirsty Allen

	Learning Mentor
	Alex Atkins

	Placement
	Young Adult Cares Swansea (YACS)

	Date 
	7th October 2020



Students will be expected to consider their placement experience to demonstrate competence in the key aspects of youth work outlined in the table below based on the National Occupational Standards for Youth Work (CLD Standards Council Scotland, 2019) and the Youth Work in Wales: Principles and Purposes Document (YWWRG, 2018).
	Learning Mentor’s/mentor’s opening comments about the placement – exactly what type of work will the placement involve? 

	The student will be required to actively be involved in all youth worker related activities the Young Adult Carers project undertakes. The Young Adult Carers Project supports young people 16-25 due to their caring role(s) for a loved one who relies on them for support. The project gives the YACs a chance to be young and get a well-deserved break from their caring roles. The project is currently working online, with 3 sessions a week the student can attend. They will be required to support these sessions and activity participate and engage with the young people. When normality resumes, they will assist the YAC worker to run youth club sessions, attend 1-1 session as well as awareness sessions in the community.

	Student initial comments about the Placement. 

	I am excited to join The Young Adult Careers (YACS) project. It’s a project that I relate to and believe that it is a great opportunity for young adults, and I am excited to learn how to offer and be part of that change myself. YACS is part of the Swansea Cares Centre and offers additional support to young adults aged between 16-25 who provide care to another. They provide one to one care on different platforms, youth clubs, trips activities and other opportunities as well as training and programs. 




PROFESSIONAL DEVELOPMENT PLAN
Please note that at Level 4 we expect students to be assisting a professional youth worker, assisting development, delivery, supporting youth work activities.  Please complete the form electronically to enable the boxes to expand, ensuring you provide adequate detail.

	
	1. Work in accordance with the 5 pillars of Principles and Purposes of Youth Work in Wales (Ref) (Educative, Expressive, Participative, Inclusive, Empowering).
	2. Facilitate the personal, social, and educational development of young people
	3. Promote inclusion, equality and young people’s interests and wellbeing
	4. Work with young people and others

	What do you need to learn?
	I need to learn how the five pillars of youth work are shown and developed in placement opportunities. 
How to encourage young people to explain. 
Learn how to run sessions, particularly online. 
Learn how to empathise with young adult cares and understand what they are and what they need. 
How to engage with young people.
I need to learn how to help young people gain skills.
I need to learn how to encourage young people to express themselves their values and emotions.
I need to learn how to get active participation from all YACS and support them to join in and enjoy themselves.
I need to observe the YACS and yet to know them so I will be better able to make an activity plan that will encourage active participation for most or all YACS. 
I need to learn how to be inclusive to all backgrounds, languages and choices and be non-judgemental.
I need to learn how to encourage inclusion though out the group.
I need to learn about young people’s rights and the right way to empower them and exercise their rights.
	I need to observe the YACS taking part in additional learning programs.
Observe yacks taking place in:
Wild Wednesday.
Peer mentoring. 
Wellbeing sessions.
Feel good Friday.
How to appropriately engage with YACS.
Understanding group dynamics and how it effects the group. 

I need to learn how to encourage YACS to reflect on their own learning and develop from it.
I need to learn how to work online.
I need to learn how to help YACS work online.
I need to learn how to plan and prepare activities.

	I need to plan and deliver sessions including everybody with general interests as well as communicating with all YACS.
Make sure all the YACS are included.
I want to learn how to plan and deliver sessions that include everybody.
I need to learn if they are any additional support needs and any specific backgrounds.
I need to learn the shape and makeup of the group.
Learn the dynamics of the group and topic that are sensitive. 
How to treat all staff and young people with respect. 
Need to know how to develop good relationships with young people, making them feel including and supported. 
Want to learn how to be no judgemental and accept all. 
I want to learn how to treat everybody to their background, race, gender, sexuality.
Not everyone will have the same interests.
Learn what doesn’t work for the group to avoid conflict.

I need to understand what has been done before, somethings will not work for everyone to encourage other people’s wellbeing.
 
	I need to learn how I am developing on placement and what I need to do to improve my practice.
Learn from experience.
How to communicate online.
How to communicate appropriately.
How to effectively Work as a team
How to work online whilst providing affective support.
I need to develop my confidence to further my confidence to working with young people.
I want to learn how to effectively run a session.
I want to learn how to work with professions and partnerships and learn how and what they offer for young people.
I need to observe the YACS and learn how to assess them and their needs.
I need to learn how to include YACS into the decision-making process and include what they want.
I need to learn how to identify safeguarding issues.
I need to learn how to identify risks.



	Activities you will learn from (how will you learn, what will you learn from)
	By observing group sessions and how Alex runs them, I will see the connection she has with the young adults and the way she communicates with them and provides the value base for youth work, including the five pillars of youth work. 
I will learn to implement this myself for future and get a better understanding of making connections.  
Ask the YACS staff workers about their specific needs. 
Observing Alex and the way she approaches YACS for the best approach. 
Ask Alex question.
Communicate with young people to encourage them to participate.
Knowing what the organisation is and why is it needed. 
Attended induction with the organisation to learn what is need and how it is run.
Talking to YACS 
Building a report being inclusive and participative.
I want to ask YACS what they would like to learn and develop an activity from it.
I need to plan a wellbeing session to help YACS express themselves.
I need to actively check in with the YACS, so they have a way of expressing their emotions and I have a better understanding of their emotional needs and can assess them better.
Observe the YACS, get to know what they like and dislike.
I need to plan an activity that in general enough to all YACS to increase participation. 
I need to observe the group and understand if the is any negative relations to backgrounds, language, and choices. If there are negative attitudes I need to develop and activity to promote positive attuites.
Research young people’s rights and research the right way to help them have a voice and enable them to exercise their rights.





	Alex organizes opportunities for the young adults to take place in additional learning. By joining one of these projects. I will be able to observe the development process alongside the YACS. I will learn how to facilitate social and education development of the YACS.
Observe how they engage with each other or a group.
Observe staff and their approach.
Seeing how the dynamic grown
Observe how the communication works online.
I need to ask follow up questions and open-ended questions. This will help get to know the YACS and help them reflect on their emotions and decisions.
I need to research learning online.
I need to learn how Teams work.
I need to learn how Zoom works.
I need to research and read up on frequently asked questions about these programmes so I might be able to help the YACS.
I need to research additional activities that can be done online and additional programs that will assist online learning.
I need to research games and other fun activities available online for group activities.
	I want to learn how to create and lead sessions that are suitable for all YACS by doing so I will learn how to include all and help develop strategies for when things do not run as smoothy and how to overcome any difficulties as well as maintaining conversation and making every YAC feel equal and involved.
I need to observe the YACS and see how they promote inclusion and diversity amongst themselves.
	After each session with the YACS, it would be beneficial to have a debrief with Alex to see what we both noticed for the session and to see if she can give me any advice for improvement, and to talk about how the sessions went. This will allow mw to ask any questions and learn from my experience. 
Talk to young people and build connections and conversations.
Build rapports with young people and staff.
Observe how other staff run sessions and how the engage with young. 
Communicate with young people and keep a conversation going. 
Ask what the YACS want.

Observer for any risks and safeguarding issues.
Research on risks and safeguarding issues, how to identify them, how to reduce them and how to stop them.




	Student
	Kirsty Allen

	Supervisor
	Alex Atkins 

	Date
	01/10/2020





Personal development plan reference list.
· The National Youth Service Strategy for Wales. (WAG, 2007) The National Youth Work Strategy for wales. Available at: https://dera.ioe.ac.uk/ (Accessed 22nd February 2021).
· The Youth Work National Occupational Standards (CLD Standards Council Scotland, 2019) Initiate, build and maintain relationships with young people. Available at: https://moodle.uwtsd.ac.uk/  (Accessed 22nd February 2021).
· Youth Work In Wales. (2018) Principles And Purposes. Available at: http:// www.cwvys.org.uk (Accessed 22nd February 2021).
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Risk assessment for EYST Drop-In Centre

A risk assessment is an important step in protecting all workers and EYST, as well as complying with the law. This form helps to focus on the risks that really matter
in the workplace (example, ensuring spillages are cleaned up promptly so people do not slip or cupboard drawers kept closed to ensure people do not trip). The law

does not expect EYST to eliminate all risk, but required to protect people as far as is ‘reasonably practicable’.

Date: January 2019

Staff name: Farzana Rahman
What are the Who might be harmed and how? What are you already doing? What further action is necessary? | Action by Action by Done
hazards? who? when?
Spothazards by  |ldentifying some workers may have |List actions that are already being Compare what already is being
Walking around | specific needs undertaken to reduce harm done with good practice and list
your workplace Members of public what else needs to be done
Asking other
employees (say how the hazard can cause harm)
Slips, trips and falls | StaffVolunteers General good housekeeping. Better housekeeping in kitchen and | Health and As needed

Service Users Emergency exits kept clear. bathroom needed gg Centre Safety Officer

Visitors Spillages cleaned up straight away. bathroom floor is always soaking wet

Public Front door area is carpeted, ensuring rain. | after people do ablution for prayer.

Trades People water and mud is not carried in.

Good lighting throughout Centre.

Anyone could become injured if they slip | No trailing leads or cables. Ripped carpet in Drop-In Reception | Health and 31.01.2019

on spillages, trip over an object or fall off | Staff work areas are kept clear. to be temporally mended until it can | Safety Officer

something Nothing is stored in the gangways. be replaced.

Staff advised to wear appropriate footwear.
Work at height - Staff Staff including the cleaner and handy man | Make available copies of the HSE Health and 31.01.2019
Changing bulbs, Trades People should know how to use the step ladder guidance on using step ladders. Safety Officer
clearing/cleaning safely.
shelves, putting up | Anyone could suffer an injury if they No use of chairs. Remove all damaged or broken step |Health and 31.012019
decoration, cleaning |were to fall. ladders from Centre. Safety Officer
windows gtc.
Putin place a system for checking | Health and 31.012019
the ‘condition’ of the step ladder. Safety Officer





image5.png
Electricity StaffiVolunteers Safety plugs in sockets. ‘Al staff aware that portable Health and 31012019
Service Users Al repairs completed by a qualified equipment that is damaged, is Safety Officer
Visitors. electrician marked unsafe and taken out of use.
Public Safety checks completed, and items are
Trades People certified by a qualified electrician.
Everyone knows that they are responsible | All staff aware where the fuse boxis | Health and 31.01.2019
Users risk electrical bums or shocks | for any equipment used on site. located and how to turn the supply | Safety Officer
from faulty equipment or installation. | Portable equipment such s laptops or off.
speakers are checked for damage before
use.
Staff trained to spot and report.
Staff told not to bring in their own electrical
items for use in work
Manual Handling | StaffVolunteers ‘All sofas have wheels aftached, making it | No further action needed NIA NIA NIA
Service Users easier to move. Brakes need to be used
Visitors when the sofa is in the correct position.
Public
Trades People Ping Pong Table has wheels to make it
easier to move.
A person could get hurt trying to lft or
move objects that are heavy or too Lighter items for example like the foldable
large. tables should not be carried by one person.
Pool table should remain in the same spot. If
it needs to be moved, an assessment will
need to be done first,
Fire Staff/Volunteers Emergency exits are kept clear and doors | Ensure any actions identified as Health and 31012019
Service Users checked for wear and tear. necessary by the fire risk assessment | Safety Officer

Visitors
Public
Trades People

People could become trapped, leading
to serious injuries or smoke inhalation

Fire Alarms are tested weekly.
Emergency Lightening is tested monthly.
Fire Drills are completed every 6 months.
Al faults and tests are recorded.
Emergency exits signs in place.

Fire procedure signs in place.

Al Staff updated on the fire procedure.
Extinguishers in place (PSE will exchange
when needed)

are done.
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Asbestos Staff/Volunteers No risk controls at present Find out if the Centre contains any | Health and 31012019
Service Users asbestos Safety Officer
Visitors. «  Damaged asbestos needs
Public to be removed by a
Trades People specialist.
«  Asbestos that has not been
People are at risk i fibers are released exposed and is in a safe
into the air and inhaled. This is likely to condition needs to be
occur if a section of walllcelling s being recorded and signs put up.
worked on.
Stored Equipment | StaffVolunteers Staf are aware that they should stack No further action needed. NIA NIA NIA
Service Users chairs, 6 high as there is a sign on display.
Visitors
Public
Trades People
If not stacked properly the chairs could
topple and injury someone. Items on
shelves or above cupboards could have
the same result
Hazardous Staff/Volunteers Products stored safely and correctly. Cleaner to be reminded to report to | Health and 31012019
Substances — Milder products like anti-bacterial wipes | their GP and let the Health and Safety Officer
Cleaning Products | Anyone cleaning can risk skin problems  |used by staff, if they need to wipe a table or | Safety Officer know if they have dry,
like dermatitis or eye damage from desk. red oritchy skin
direct contact with cleaning chemicals. | Cleaner has access to gloves, a mop, broom
Inhalation of fumes can cause breathing |and hoover.
problems.
Lone Working Staff/Volunteers Staff wite visit details on office board and | Whereabouts of staff ot in the Team Leads | Daily

A person could suffer from il health or
suffer from an accident while out of the
office.

contact number is available.
Staff not returning to office after a visit call in
to report this.

Staff check all areas including bathrooms,
before locking up at night.

office’ to be monitored by their team
leaders.
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Display Screen Staff/Volunteers Work station and equipment set to ensure | Staff advised that they should notify | Team Leads | Every
Equipment Service Users good posture and that screens are not their team lead about discomfort or Supenvision
affected by glare. pain due to their work stations and
There is a risk a person could suffer an equipment
injury or discomfort from posture: Shared work stations are assessed for all
problems caused by inadequate work | users.
stations/environment. Prolonged use
could lead people to suffer from Staff to ensure that their work plan for each
headaches or sore eyes from looking at | day includes breaks and a change of
the screen activity.
Stress. Staff/Volunteers Everyone understands what their duties and | Need to create a No Bullying Policy | Health and 31012019
responsibilities are. Safety Officer
Anyone could be affected by bullying, | Everyone can speak to their team leader or
target pressures, lack of job control gfc, | any other manager if they are feeling unwell
or have an issue at work
Advise all staff and volunteers that | Team Leads | Every
they can speak to any team leader or Supervision

the director; i they are struggling or
are unwell due to work

Assessment review date: January 2020 _(usually within one year, or earlier if working habits or conditions change)

Review assessments regularly, especially if any major changes have occurred
Once completed please pass this form to management and the copy should be filed with Administration
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