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Appendices: 
  

· Placement agreement form 
· Placement induction checklist 
· Attendance record (monthly signature required)
· Photo / video / audio permission form



Thank you for agreeing to accept our student at your setting. 
We are grateful to you for facilitating this. From this placement experience, we hope the student will achieve the skills and competencies specific to early years education and care as well as more general work-related and employability skills such as time management, team working, communications skills and so on. 
The ‘placement experience’ is a partnership between the student, the Higher Education Institution (HEI) and the setting, each of which has specific roles and responsibilities. It is important that all parties understand the roles and responsibilities of all involved.
The HEI has a duty of care to ensure, so far as is reasonably practicable, the health, safety and wellbeing of the student whilst on placement. We therefore ask you to complete the following on day 1:
· Placement agreement form (standard version included. Individual HEIs may use alternative agreement forms.) (See appendices)
· Placement induction checklist (See appendices)
· Photo / video / audio permission form (See appendices)

The following handbook is designed to guide and assist you through the placement. 
If you have any questions, please do not hesitate to get in touch.













Early Years Practitioner Status placement contact details 
 
	Name
	Role and Responsibilities
	Contact Details

	Alison Rees Edwards
	Early Years Placement Coordinator

Attendance/Absence

Placement Lecturer
	a.rees-edwards@uwtsd.ac.uk
01267 676615

	Institute Administration Office
	Administration Office Team

Hours forms
Absence
	iehplacements@uwtsd.ac.uk


	Paul Darby
	Placement Lecturer
	paul.darby@uwtsd.ac.uk
01267 676934

	Rachel Iles
	Placement Lecturer
	r.iles@uwtsd.ac.uk 


	Natalie MacDonald
	Placement Lecturer
	natalie.macdonald@uwstd.ac.uk
01267 676602

	Jessica Pitman
	Placement Lecturer
	jessica.pitman@uwtsd.ac.uk
01267 225127


	Glenda Tinney
	Placement Lecturer
	g.tinney@uwtsd.ac.uk
01267 676605

	Natasha Young
	Placement Lecturer
	n.young@uwtsd.ac.uk 
01267 676776








Introduction
[bookmark: _Hlk503953535]In 2016, the Early Years Practitioner Status (EYPS) Degrees were developed in collaboration with a number of Welsh Higher Education Institutions (HEI) and the Care Council for Wales.  This was to ensure that future practitioners have high level academic and practical skills combined with assessed competencies in placement.  The EYPS degrees feature on Social Care Wales’ List of required qualifications to work within the early years and childcare sector in Wales providing these graduates with required occupational qualifications for working in early years and childcare with children below the age of 8 years.
[bookmark: _Toc503881549]National Occupational Standards (NOS)

What are NOS? 
NOS:
· define the key functions of an occupation
· describe the skills, knowledge and understanding needed to perform tasks effectively (e.g. nursery practitioner, social care manager, support worker)
· are developed through consultation with employers and stakeholders and have official status in the UK
· are reviewed regularly which means they evolve over time
· are approved by agencies working for UK government departments[footnoteRef:1]. [1:  https://socialcare.wales/learning-and-development/national-occupational-standards-nos 



] 

Link for the NOS: www.ccwales.org.uk/qualifications-and-nos-finder/n/childrens-carelearning-and-development/ 
See example below of how students are assessed using the NOS:
	    Unit
	KNOWLEDGE Criteria
(Ks)
	Module/s
	Assessment Method
	Staff signature and date

	0401
	K56
different skills, styles and methods to communicate and engage with children and key people
	ECEY5004
Language and Literacy in the Digital Age
	Attendance
Individual presentation

	[image: NM Signature]
Lecture 1 ECEY5004 2/10/17


	0401
	K57
conditions likely to affect communication
	ECEY5004
Language and Literacy in the Digital Age
	Attendance
Individual presentation

	
Lecture Attendance ECEY5004 14/12/17[image: ]



[bookmark: _Toc503881550]Welsh medium provision and use of Welsh                    
It is a requirement that students use, practice and develop their Welsh language skills throughout the day with the children.  Mentors are required to actively encourage, observe and support Welsh language use and development. 
Roles and responsibilities
The Settings and student mentors should:
· Complete the following forms: 
· Placement agreement form 
· Placement Induction checklist 
· Attendance record (monthly signature required)
· Photo / video / audio permission form
· Provide a safe working environment
· Provide a designated mentor who will fully engage with mentor training opportunities
· Act as the first point of contact for any problems or queries
· Contact the HEI immediately in cases of concern including lack of attendance
· Conduct or make arrangements for the day-to-day supervision and support of the student
· Provide at least five mentor feedback comments into the student’s placement log during the student’s placement
· Engage in at least one review discussion per student in conjunction with the HEI tutor who will complete the form during the meeting
· Facilitate and encourage the development of Welsh language skills and use throughout the day
· Provide a positive learning environment to enable students to become reflective practitioners.

The Student should:
· Complete the following forms: 
· Placement agreement form 
· Placement Induction checklist 
· Attendance record (monthly signature required)
· Photo / video / audio permission form
· NOS log (update regularly) 
· Adhere to the HEI’s Professional Code of Conduct
· Comply with the setting’s policies, practices and procedures
· Report to the HEI any causes for concern
· Personally telephone the setting and HEI in advance of any absences
· Use and develop Welsh language skills throughout the day
· Reflect on their own practice 
· Attend at least one review meeting per placement with the HEI tutor to discuss progress

The HEI should:
· Allocate a placement tutor to liaise with the setting / mentor and the student
· Notify students of their placement mentors and contact details, in advance of commencing placement.  Students are then expected to contact their mentors to confirm their start date and time for induction 
· Check the student has completed:
· Placement agreement form 
· Placement Induction checklist 
· Attendance record (monthly signature required)
· Photo / video / audio permission form
· NOS log (update regularly) 
· Check the student is adhering to the HEI’s Professional Code of Conduct
· Visit students at least three times. Date and time will be negotiated between student, mentor and HEI tutor
· Assess students against the NOS competencies (using the student observation form)
· Gather feedback from students and mentors, including suggestions for improvement.
· Arrange at least one review meeting per placement with the student to discuss progress.

Attendance records
Mentors should ensure attendance record is completed, ensuring the total hours / days worked is inserted.  Should the mentor not be available that day then students should ask another senior member of staff (who has worked with them that day) to sign. The attendance logs will be checked.
Additional information
This is a standardised handbook for all HEIs providing EYPS.  The mentors may be provided with an additional schedule of activity and module information relevant to the individual.
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	Placement Agreement Form


	Name of Setting/Placement:
	


	Type of setting:
	


	Setting/Placement Address:
	


	Name of Mentor:
	


	Mentor Role/Position:
	


	Telephone:
	

	E-mail:
	


	Mentor signature and date:
	



	Name of HEI tutor:
	Alison Rees Edwards


	Address:
	Centre of Childhood, Youth and Education, UWTSD, Carmarthen Campus, College Road, Carmarthen, SA31 3EP

	Telephone:
	01267 676615


	E-mail:
	a.rees-edwards@uwtsd.ac.uk 

	HEI tutor signature and date:
	



	Name of Student:
	


	Student Number: 
	


	Telephone:
	


	E-mail:
	


	Start Date:

	

	Student signature and date:
	











Dear Placement Provider

Re: Health and Safety for Work Placements

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

I would be grateful if you would return the documents by email to my contact details at the end of the form.

If you have any questions or problems, please do not hesitate to get in touch.

PLACEMENT PROVIDER HEALTH AND SAFETY QUESTIONNAIRE
	1.
	Health & Safety Policy
	Yes
	No

	Does your organisation have a written health and safety policy?
	
	

	Do you communicate and consult with staff on Health and Safety matters?
	
	

	2.
	Insurance
	Yes
	No

	Is Employer Liability Insurance held?
	
	

	Insurer Name:   
	

	Policy Number
	

	Start Date:
	
	End Date
	

	Is Public Liability Insurance held?
	
	

	Insurer Name:   
	

	Policy Number
	

	Start Date:
	
	End Date
	

	3.
	COVID19 Risk Assessment
	Yes
	No

	Has a written COVID19 risk assessment of the workplace been completed? 
	
	

	Will it be updated in line with Government requirements?
	
	

	Have the findings of the COVID19 risk assessment been communicated to your staff, as appropriate?
	
	

	Are workplace social distancing measures in place in line with Government requirements?
	
	

	Are workplace cleaning protocols in place in line with Government guidance?
	
	

	Will awareness training be provided around COVID controls to the student placement?
	
	

	4.
	Other Risk Assessments
	Yes
	No

	Have risk assessments for other workplace tasks / activities to identify possible hazards to employees and others affected by your activities been completed?
	
	

	Are these risk assessments kept under regular review?
	
	

	Will instruction and training be provided to the student placement for any risk assessment relevant to their duties?
	
	

	5.
	Fire Safety
	Yes
	No

	Have fire risk assessments been completed for the buildings you occupy? 
	
	

	Have the findings of the fire risk assessments been completed satisfactorily? 
	
	

	Are suitable fire warning & detection systems in place and serviced in line with manufacturer requirements?
	
	

	Are firefighting equipment in place & serviced within manufacturer requirements?
	
	

	Are Fire Alarms tested weekly?
	
	

	Are Fire Drills carried out at least annually?
	
	

	Will fire safety awareness training be delivered to student placements?
	
	

	6.
	Other Health and Safety Areas
	Yes
	No
	N/A

	Are First Aid arrangements in place
	
	
	

	Are systems in place to ensure equipment and machinery is maintained?
	
	
	

	Are systems in place to ensure hazardous substances are controlled?
	
	
	

	Are systems in place to control any Working at Height activities?
	
	
	

	Is Personal Protective Equipment (PPE) made available?
	
	
	

	Are systems in place to control Manual Handling activities?
	
	
	

	Are systems in place to control risks in the use of Display Screen Equipment?
	
	
	

	Is an accident reporting and investigation system in place? 
	
	
	

	In relation to any student placement will you report to the University all accidents / incidents, near misses or any sickness attributable to the work?
	
	
	

	7.
	Health & Safety Competent Person

	Please provide details of your competent person for Health and Safety matters.
Name:
Position:
Tel No:
Email address:




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

	Signed:
	

	Name:
	

	Position:
	
	Date:
	


Thank you for completing this questionnaire.  Please return it as soon as possible with PL1A Placement Provider Agreement form to the Placement Coordinator (contact details below)


	Alison Rees Edwards


	Centre of Childhood, Youth and Education, UWTSD, Carmarthen Campus, College Road, Carmarthen, SA31 3EP

	a.rees-edwards@uwtsd.ac.uk 


















Photo / video / audio  Permission Form

Written Permission to use photographs or videos of a child / young person in an assignment or Professional Practice File is required (to be issued by the Head Teacher / Setting Manager).

Students may be required to undertake classroom-based tasks and / or research for their assignment and portfolio during their placement time. This may involve collection of evidence during their time on placement.  
Students are required to seek permission from their Head teacher/ student mentor / Setting manager before taking photographs / video / audio recordings and/or undertaking a school / classroom-based project / research. 

Written permission is required from the setting for the use of photographs / videos / audio recordings in assignments or portfolios. 

Student Name: 


Setting name: 

I agree to give permission for photographs / videos / audio recordings to be taken and used in support of student’s work whilst on their placement. 

Head Teacher / student mentor / Setting Manager - Name and Signature:  


Date: 


After signing, a copy of this form must be housed in the front of your Placement / Professional Practice File(s) / Portfolio  and must be included with any assignments that use photographs / video / audio recordings of a child / young person. 
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