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WELCOME PAGE
Dear Student,
It is with great pleasure that I welcome you as you begin your studies with the Early Years team.
Your programme is designed to ensure that your experience during lectures and out in settings will provide you with valuable opportunities to develop important employability and transferable skills, such as planning and organising, communication, teamwork, reflection and digital competency.
The field of Early Years education and care is constantly evolving, and the Early Years team delivers the most current information in areas such as child development, health and well-being, play, early literacy and numeracy, safeguarding, children with additional needs, sustainability and international practice. 
This knowledge together with the skills acquired during your studies and placement experience, ensures that students from the Early Years’ programmes enter the workforce as confident and competent individuals.
You will have opportunities to discuss the requirements of the programme throughout your studies, but should you have any queries, please do not hesitate to get in touch.
Best wishes, 
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Alison Rees Edwards

Early Years Placement Coordinator
BA Programme Director (3 year programme)
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Introduction
This handbook provides you with information related to placement experience which forms part of your qualification. It includes the modules you will study, how you will be assessed and how your experience in early years’ settings can provide you with the skills and competencies essential for those working in the early years and childcare sector (0-7 age group). 
1.1 Social Care Wales (previously known as Care Council for Wales) 
Social Care Wales has identified qualifications which are necessary to practise in a specified job role. Social Care Wales has also recognised qualifications that meet the National Minimum Standards, as used for service regulation by the Care and Social Services Inspectorate for Wales (CSSIW). Social Care Wales describes these qualifications as ‘a means by which people can demonstrate practice at this level and register with the Care Council without needing to have a leadership and managerial role’ (QCF FAQs 2011). This includes developing a confident and competent workforce in social services and childcare. 
The Early Years team has thus developed programmes where you will undertake both practical and theoretical study by attending lectures on campus and placement experience in early years’ settings.
1.2 Programme Requirements
You will be required to attend at least 2 different settings to gain placement experience for 100 days (equivalent to 700 hours), in the main, during your Level 4 and Level 5 study. This is a requirement specified by Social Care Wales. Your placement experience can be undertaken in a variety of settings where you can gain experience of working with babies and young children. We encourage you to experience as many different early years’ contexts as possible in order to enhance your performance, knowledge and understanding. Typical examples of settings can include:
· Maintained nurseries
· Non-maintained nurseries
· Crèches
· Cylch Ti a Fi
· Primary schools, Foundation Phase
· Assessment centres for Additional Learning Needs (ALN)
· Flying Start 
· Family centres
· Breakfast clubs (registered)
· After school clubs (registered)
· Play schemes
· Forest schools
· Community based projects (related to young children)
· Voluntary organisations (related to babies and young children)


To gain the ‘Early Years Practitioner’ status, you must:
· Attend settings for 100 days (equivalent to 700 hours) 
· Demonstrate that all performance (Ps) and knowledge (Ks) criteria have been met (see page 20)
· Pass 120 credits at Level 4 and 120 credits at Level 5

1.3 Placement Experience
You will need to organise and attend at least 2 early years’ settings to enable you to gain relevant placement experience during your studies. If you find it challenging to find an appropriate setting, support will be provided by Alison Rees Edwards and Natasha Young.
You will need to ask a member of staff at the setting to act as your mentor. This is usually an individual qualified and experienced in the field of early years’ education and care. Your mentor can support you during your studies by recording your days/hours of placement experience and, if appropriate, assist you in collating evidence towards your qualification. 
You will be responsible for maintaining a relationship with your mentor. This will be supported by lecturers and the Early Years Placement Coordinator.
During the 100 days, your lecturers will undertake at least 3 visits to observe you at your settings. The lecturers, together with the Early Years Placement Coordinator will monitor your progress by noting and recording all performance, and knowledge and understanding criteria.
Before beginning your placement experience, you will need to read and sign the STUDENT LEARNING AGREEMENT (see Appendix 5) and, with your mentor, complete the INDUCTION CHECKLIST (see Appendix 7).
1.4 National Occupational Standards (NOS)
NOS are documents that set out how different aspects of a person's work needs to be carried out. They illustrate effective performance within a job role, describing the skills, knowledge and understanding that may be needed to perform particular tasks. They define the key functions someone should be able to carry out in an occupation, e.g. nursery practitioner, residential child care worker.
NOS apply to, and are used, across the four regions of the United Kingdom; they are developed using a UK approach and approved by agencies working on behalf of the relevant UK government departments. NOS therefore have an official status within the UK. 

Social Care Wales has identified 14 NOS units which students are required to complete during their programme. These units are part of the Children’s Care Learning and  Development (CCLD) NOS and focus on areas which include learning and development in early years settings, childcare and development, safeguarding and well-being, communication, health and safety, supportive and safe environments, play, working in partnership with families and working in partnership with other professionals. 
Content related to these areas have been embedded into your Level 4 and Level 5 modules.
Further information about the 14 units can be found in Appendix 1.































1.4 Placement Requirements form

PLACEMENT REQUIREMENTS FORM
(to be signed, dated and returned to the Early Years Placement Coordinator)
[image: ]
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· I understand that I need to complete 100 days (equivalent to 700 hours) of placement experience and that this must be approved;

· I understand that I need to meet all performance and knowledge criteria (Ps and Ks) as specified in the 14 National Occupational Standards (NOS) units, embedded in my Level 4 and Level 5 modules;

· I understand that should I not have 100 days (equivalent to 700 hours) of placement experience and/or met all performance and knowledge criteria (Ps and Ks) by the end of Level 5, I may not be eligible to be awarded with the early years practitioner status element of the programme;

· Should I not complete the days (hours) of placement experience and/or performance and knowledge criteria (Ps and Ks), I may be eligible to redeem my position during Level 6 modules;

· Should I not complete the days (hours) of placement experience and/or performance and knowledge criteria (Ps and Ks), I could be transferred to the non-practitioner status programme.


Student Name:…………………………………………………………………..  Date:……………………………………………………………………………….
Student Signature:……………………………………………………………..





2. Programme content
2.1 Modules
Below are the Level 4 and Level 5 modules you will study as part of the Level 5 Diploma in Early Years Education and Care: Early Years Practitioner Status programme, and the BA Early Years Education and Care: Early Years Practitioner Status programme. The Level 4 and Level 5 modules form part of the Early Years Practitioner status (EYPS) of your qualification.

	Level 4 modules

	Module Code
	Title
	Module type (core, compulsory or optional)
	Credits

	ECGE4005P

	Learning in the digital era (DAY students)
	compulsory
	20

	ECEY4002
	The professional practitioner  

	compulsory
	20

	ECEY4001
	Human development 

	compulsory
	20

	ECEY4003
	Children’s play: Theory and Practice
	compulsory
	20

	ECEY4005
	The first 1000 days
	compulsory
	20

	ECEY4004
	Multilingualism, multi thinking
	compulsory
	20



	Level 5 modules

	Module Code
	Title
	Module type (core, compulsory or optional)
	Credits

	ECEY5010
	Research for learning
	compulsory
	20

	ECEY5008
	Safeguarding: practice, legislation and the multi-disciplinary team
	compulsory
	20

	ECEY5009
	Well-being, care and healthy living
	compulsory
	20

	ECEY5004 
	Language and literacy in the digital age
	compulsory
	20

	ECEY5005
	Awe and wonder – mathematics, science and the outdoors
	compulsory
	20

	ECEY5006
	Leadership and teamwork in the early years
	compulsory
	20



PLEASE NOTE: At times, module details (codes, names, and order in timetable) may differ to those included here.


Level 4 and Level 5 modules have been developed to enable you to achieve both performance (Ps) and knowledge (Ks) criteria, usually as part of your University assignments. These will be assessed by your lecturers within module teams. Some criteria can also be assessed during your placement experience in settings during any of the three planned visits by a lecturer. 
2.2 Assessment methods
You will be assessed in a variety of methods. These methods include:
· Contribution in lectures
· Essay
· Individual presentation
· Portfolio
· Paired presentation
· Group presentation/discussion
· Poster presentation
· Written assignment
· Direct observation
· Professional discussion
· Project
· Pictorial evidence/video evidence (CONSENT REQUIRED see Appendix 8)
Please note: You are required to pass your University assignments AND meet all placement criteria for you to be awarded with the ‘Early Years Practitioner Status’ qualification.
The assignments have been designed to enable you to acquire skills related to employability, such as: planning and organising; communication; teamwork; reflection and digital competency.
Guidance for assignments are usually introduced during the first lecture of each module. Module coordinators record assessment guidance using ‘Panopto’ software; these recordings are available on Moodle, allowing you to revisit the guidance if, and when, necessary.
Module teams identify both performance (Ps) and knowledge (Ks) criteria within assignments. These criteria meet the competencies specified by Social Care Wales as a requirement for Early Years practitioners. They will be signed by the marker as they assess your assignment or during visits to your settings. If mentors are willing to help with recording examples of placement experience, they can witness and sign an OBSERVATION FORM (see Appendix 3); however, this is completely voluntary.





3. Disclosure and Barring Service (DBS) – Enhanced Disclosure 

All applicants are required to undertake a UWTSD DBS check (Enhanced Disclosure). 
DBS clearance must be attained before students can fully register on the programme and undertake their placement experience. 

Any changes to your criminal conviction status, you must notify staff immediately.

For DAY students, you MUST inform the 3 year Programme Director:
Alison Rees Edwards – a.rees-edwards@uwtsd.ac.uk

For FTF students, you MUST inform the 2 year Programme Director:
Natalie MacDonald – natalie.macdonald@uwtsd.ac.uk

For either programme, you MUST inform the Early Years Placement Coordinator:
Alison Rees Edwards – a.rees-edwards@uwtsd.ac.uk

Failure to do this may result in you being asked to leave the programme as well as preventing you from attending settings for your placement experience. 

You are NOT to undertake any visits to settings for your placement experience until the Early Years Placement Coordinator has evidenced that you have a clear DBS.

FTF Students – Although you may have a DBS that covers you at your workplace, you MUST also have a UWTSD DBS.
You are NOT to record any hours or ask your mentor to undertake any observations until the Early Years Placement Coordinator has evidenced that you have a clear DBS.







3.1 DISCLOSURE AND BARRING SERVICE (DBS) – ENHANCED DISCLOSURE 
(to be signed, dated and returned to the Early Years Placement Coordinator)
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CYTUNDEB GWASANAETH DATGELU A GWAHARDD (DBS)

I'w lofnodi gan y myfyriwr

Yr wyf yn deall mai fy nghyfrifoldeb i yw ymgymryd â gwiriad DBS PCYDDS (DATGELIAD MANWL) ac na allaf gael fy nghofrestru yn llawn ar y rhaglen heb DBS.

Yr wyf yn deall na ddylwn fod yn bresennol mewn lleoliad ar gyfer profiad ymarfer heb DBS ac y gall hyn gael effaith ar fy ngallu i gyflawni 100 diwrnod/700 awr o brofiad gwaith.

Yr wyf yn deall mai fy nghyfrifoldeb i yw rhoi gwybod i'r Cydlynydd Ymarfer Blynyddoedd Cynnar a’r Cydlynydd Rhaglen ar unwaith am unrhyw newid yn fy statws gollfarnau troseddol. 

Yr wyf yn deall y gall methu gwneud hyn arwain at orfod gadael y cwrs.

RYDWYF I (ENW LLAWN) .......................................................................................
WEDI DARLLEN, YN DEALL AC YN CYTUNO I LYNU AT Y CYTUNDEB DATGELU A GWASANAETH GWAHARDD (DBS) .

( LLOFNOD ) ............................................. .. ( DYDDIAD ) ...........................
------------------------------------------------------------------------------------------------
DISCLOSURE AND BARRING SERVICE (DBS) AGREEMENT

To be signed by the student 

I understand that it is my responsibility to undertake a UWTSD DBS (Enhanced Disclosure) check and that I cannot be fully registered on the programme without one.

I understand that I am unable to attend a setting for placement experience without a current DBS and that this may have an impact on my achieving 100 days/700 hours of work experience.

I understand that it is my responsibility to inform the Early Years Placement Coordinator and Programme Director immediately of any change to my criminal convictions status. 

I understand that failure to do this may result in my being asked to leave the course. 

I (FULL NAME) ……………………………………………………………………………
HAVE READ, UNDERSTAND AND AGREE TO ABIDE BY THE ABOVE DISCLOSURE AND BARRING SERVICE (DBS) AGREEMENT. 

(SIGNATURE)……………………………………….. (DATE) ………………………

4. Code of Conduct for Practice
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CODE OF CONDUCT AND FITNESS TO PRACTICE AGREEMENT

1. INTRODUCTION 

Please also refer to Academic Quality Handbook: Chapter 11 (2022/23) 
(Available at: Chapter 11 Working with Others (uwtsd.ac.uk))

Working with young children is a privilege not a right and it requires a high level of professionalism. It involves knowledge, skills and values that underpin early years’ professionals’ approach to their work with young children. Those working with young children need to show, through their actions and their attitude, that they are fit to undertake this important work (AQH, 2016-2017: 200). 

This Code of Conduct and Fitness to Practice Agreement is relevant to all those students on all the programmes offered by the Early Years team. 

Early Years undergraduates and graduates, at whatever level, will usually seek employment within a sector that is concerned with safeguarding children and providing the highest quality services to young children and families. You will be expected to have the highest standards of behaviour and adhere to professional requirements (these are based on the UK government’s Common Core of Skills and Knowledge for the Children's Workforce). 

What happens if you breach the Code? 
Breaching this Code may lead to disciplinary action. In certain circumstances, it might result in exclusion from the University. 
Please also refer to Procedure for Student Complaints, Academic Quality Handbook: Chapter 12 (2022/23). 
(Available at:   )

We are often asked to provide references to employers, or to other institutions if you apply for a place on postgraduate programmes; breaches of this Code may be noted on your record and this may be disclosed to those requesting references. 



2. PERSONAL BEHAVIOUR 
You are expected to behave in a way that is consistent with fitness to practice principles. 

When undertaking placement experience, you are expected to:

· Approach the setting in a professional manner;
· Be punctual and reliable;
· Be motivated and prepared to involve yourself in working with young children;
· Work ethically and in a way which values issues such as confidentiality, diversity and equality;
· Respect any other requirements of the setting, such as dress codes;
· Be aware of the setting’s policies and safeguarding procedures;
· Report to the Early Years Placement Coordinator any incidents in which you are involved and any health and safety concerns that are not addressed by the setting;
· Complete all relevant forms (e.g. Code of Conduct agreement, DBS);
· Undertake at least 100 days (equivalent to 700 hours) of placement experience during the programme;
· Keep a monthly log of hours worked; this will be closely monitored by the Early Years Placement Coordinator;
· In negotiation with the mentor, undertake an appropriate range of responsibilities at the setting; the NOS units provide the focus for the experience needed;
Inform the setting AND Early Years Placement Coordinator (Alison Rees Edwards a.rees-edwards@uwtsd.ac.uk) or  IEH Administrative Office iehplacements@uwtsd.ac.uk) if unable to attend (attendance will be closely monitored);  
· Complete an ‘Absence from Practice’ form (available electronically on Moodle) for any absences (Appendix 4);

Communication 
Working with babies and young children requires effective and sensitive communication. This includes communicating confidently and appropriately with children and adults. When communicating with young children and adults, consideration must be given to certain aspects of your communication skills, for example: articulacy, clarity, pitch, tone and volume, choice of vocabulary, and sensitivity to body language. 

Care must also be taken with all forms of electronic communication including, internet, tablets, androids, mobile phones, blogging, texting, use of social network sites (for example, Facebook). You should follow the setting/settings’ safeguarding policy on use and storage of mobile phones during your placement experience. 


Dress and appearance 
When attending your placement experience, consideration must be given to your clothing, footwear and jewellery. It must be safe and suitable for purpose. It will not, for example, be appropriate to wear high heels, flip flops and smart suits when you are involved in play activities with babies and young children. Certain types of jewellery can be a hazard when working with babies: hazardous to babies and to yourself. 

3. ATTENDANCE ON PLACEMENT EXPERIENCE

You are required to:

· Sign the PLACEMENT REQUIREMENTS form to indicate that you understand and agree to the requirements of the programme;
· Attend placement experience during day/s when you have no lectures;
· Complete a RECORD OF HOURS form (Appendix 2); this form will need to be signed MONTHLY by the mentor;
· Save evidence of record of hours as hard copies and/or scanned onto OneDrive;
· Provide evidence of attendance for the IEH Administrative Office who will monitor these forms on a monthly basis. Students not attending their placement experience or unable to present evidence of attendance will be called in for a recorded meeting to discuss progress with the Early Years Placement Coordinator and/or Programme Director;
· Complete an ABSENCE FROM PLACEMENT FORM (electronic version available on Moodle) (Appendix 4) and hand in to the IEH Administrative Office if unable to attend your placement experience; this information will be shared with the EYPC;
· Aim to have achieved at least 50 days (equivalent to 350 hours) of placement experience by end of Level 4;
· Aim to have achieved at least 100 days (equivalent to 700 hours) of placement experience by end of Level 5. Students who have not acquired at least 100 days (equivalent to 700 hours) of placement experience by the end of Level 5 will be called in for a recorded meeting to discuss progress with the Early Years Placement Coordinator and/or Programme Director;
· Complete any outstanding days (hours) during Level 6 study or withdraw from the Early Years Practitioner Status programme and enrol on a non-practitioner programme, such as the BA Early Years Education and Care programme.

4. DISHONESTY AND CHEATING
You will be expected to behave in accordance with the University’s policy outlined in Academic Quality Handbook: Chapter 12 (2022/23). 

It is unlikely that modules on your programme will ask you to undertake research with children. However, if, at any time, a module on your programme requires that you undertake small scale research with children, you must always ensure that you have obtained written consent from the child’s parents/guardian and/or the setting and, where appropriate, from the children themselves. If in the unlikely event that photographs/video clips are required as part of an assessment, then specific consent for this must be obtained in writing. Indiscriminate use of photographs is to be avoided at all costs. 



5. DUTY OF CARE
Your actions whilst volunteering/working during your placement experience must always be with others in mind and you must act in the best interests of those with whom you are working. This means conducting yourself in a professional manner and understanding that you recognise the limitations of your professional competence.

You must familiarise yourself with this handbook, including the School’s CODE OF CONDUCT AND FITNESS TO PRACTICE AGREEMENT (see page 14) and the University’s FITNESS TO PRACTISE POLICY (Microsoft Word - Fitness_to_Practise_Policy_2022-23 (uwtsd.ac.uk) 
 
You will be expected to report to the Early Years Placement Coordinator and the Programme Director any action by others which may put at risk those with whom you work, including colleagues/staff and other members of the University and settings. Disciplinary action may be taken against you if you fail in this duty. 
Please also refer to Academic Quality Handbook: Chapter 12 (2022/23). 


Reviewed: January 2023































4.1 Code of Conduct for Practice Agreement

After reading the Code of Conduct for Practice Agreement and Fitness to Practise Policy, you need to sign and date this form. This is to confirm your understanding. This form should be returned to the Early Years Placement Coordinator. 
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CODE OF CONDUCT
AND FITNESS TO PRACTICE AGREEMENT
To be signed by the student 

· I understand that the contents of the CODE OF CONDUCT AND FITNESS TO PRACTICE AGREEMENT do not absolve me from complying with other University Regulations for undergraduate and postgraduate students currently in force. 

· The requirements of the CODE OF CONDUCT AND FITNESS TO PRACTICE AGREEMENT may be revised from time to time and I will comply with any revision. 

· I have read the University’s Fitness to Practise Policy

· I understand that the Early Years team has undertaken to provide me with reasonable notice of any changes in any content noted in this Code. 

I (FULL NAME) ……………………………………………………………………………
HAVE READ, UNDERSTAND AND AGREE TO ABIDE BY THE CODE OF 
CONDUCT AND FITNESS TO PRACTICE AGREEMENT. 

(SIGNATURE)……………………………………….. (DATE) ………………………




5.  NOS ACHIEVEMENT LOG
The performance (Ps) and knowledge and understanding (Ks) criteria from the NOS units have been mapped according to the indicative content of Level 4 and Level 5 modules within the programme. 
The NOS Achievement Log is available to you via OneDrive. This log will be saved onto OneDrive and needs to be monitored regularly. 
5.1 Mapping 


The following diagram provides an example of how each unit competence has been mapped with modules as well as the identified assessment method:
Here you can see that the criteria have been mapped with the ECEY5004 module


Unit code and name





SCD CCLD 0401 Maintain effective communication systems and practice
This shows that the assessment methods are a project and video

	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
	9 10
	c, h, j, k

	This is where the lecturer signs and dates when the criteria were met



	0401
	K57
conditions likely to affect communication
	9
	j, k
	

	0401
	K58
specific aids that will enable children with additional needs to receive and respond to information
	9
	j, k
	

	0401
	K59
the use of evidence, fact and knowledge based opinion in records or reports and why it is important to differentiate between these and make clear the source of evidenceThe individual Ps or Ks mapped in the module

	9

	j, k
	

	0401
	K60
communication systems, structures and practice and how to evaluate and improve these
	9
	j, k
	







5.2 Examples of evidence
As part of your programme, you are required to provide evidence of performance (Ps) and knowledge and understanding (Ks) competencies. Examples of evidence can include feedback sheets from your University assignments, photographical and video evidence as well as audio recordings. You are required to provide evidence of consent should other parties be involved in these types of evidence (Appendix 8). 
If appropriate, your mentor/s can also provide evidence of your performance and knowledge and understanding competencies, by completing observation forms (see Appendix 3).
You have access to the NOS Achievement Log via OneDrive which enables you to monitor your own progress throughout your studies. The NOS Achievement Log will be saved onto OneDrive. Your NOS Achievement Log will be monitored by your lecturers and the Early Years Placement Coordinator/Programme Director.

5.3 E-portfolio - OneDrive
You are expected to save all evidence of competencies onto OneDrive. This evidence will comprise of your University assignment feedback sheets where lecturers have identified and signed the NOS practice (Ps) and knowledge and understanding (Ks) competencies. Other types of evidence may include observations from your placement experience (either by a visiting lecturer or your mentor), record of hours forms, as well as photographical or video evidence. All photographical and video evidence MUST be supported with evidence of consent from all parties involved (setting, parents, other adults, children) (Appendix 8).
You are expected to monitor your NOS Log on a regular basis, ensuring that the content is kept up-to-date. Your progress will be monitored by lecturers and the Early Years Placement Coordinator (EYPC) where you are expected to show evidence of competencies to date.








6. Frequently asked questions
	1. How many days/hours of practice at a setting do I need to complete?
	You need to complete at least 100 days (equivalent to 700 hours) of placement experience; these days (hours) can be made up of different lengths of sessions (e.g. mornings, afternoons). For day students, 2 days have been allocated on your timetable to enable you to do this.


	2. Can I undertake placement in the setting where I work?
	Yes, but you should also attend different types of settings to gain various experiences.

	3. Can I use hours I have worked previously towards my 100 days (700 hours)?
	No; your days/hours must represent current knowledge, understanding and performance criteria. You must have a current UWTSD DBS before you can record hours/days.

	4. What if I have problems during my placement?
	You can speak to your mentor or visiting lecturer. If you encounter a problem which is impacting on your ability to complete your placement experience, you can contact the Early Years Placement Coordinator.

	5. What do I do if I am unwell and/or unable to attend the setting?
	1. Telephone the setting and Faculty Administration office first thing in the morning, explaining the nature of your absence (e.g. ill health). The Administration Office will inform the Early Years Placement Coordinator who will keep a record of your absence.
2. If you are applying for a day of absence, to represent the University or to attend a funeral for example, you must complete an ‘Absence Form.’ 
3. Failing to notify your absence will be recorded as ‘unprofessional behaviour’ and you will receive a letter from the Early Years Placement Coordinator noting this. This may impact on future references and future placements.

	6. What support will I get with placement experience at a setting?
	· Lectures to prepare you for placement
· 3 visits by a visiting lecturer
· A mentor at the setting
· Tutorial support

	7. How will I be assessed?
	Performance (Ps) and Knowledge and understanding (Ks) criteria will, in the main, be assessed within your University assignments. Some criteria may be assessed by visiting lecturers during visits to settings. Mentors can help you collate evidence but only if appropriate. Lecturers will conduct the assessments.

	8. What if I have a positive DBS disclosure?
	This would depend on the nature of the positive disclosure. This does not necessarily prevent a student from attending a setting. However, it is the student’s responsibility to notify the Early Years Placement Coordinator and Programme Director.

	9. What do I do if I have not completed my 100 days (700 hours)?
	If you have not completed your 100 days (700 hours) by the end of Level 5 study, you may have opportunities to continue attending a setting during your Level 6 study to enable you to attain the required days (hours) or you may be transferred onto the non-practitioner programme. Should you choose to leave after Level 4 or Level 5 without achieving 100 days (700 hours) of placement experience, you will not be awarded the Early Years Practitioner Status component of your programme.

	10. Can I choose the days and hours for my placement experience?
	Yes, provided this does not impact on your attendance in lectures. 





7. Final word

Thank you for taking the time to read this handbook.

           We hope that you find the content in the handbook useful and clear. If you have any suggestions or comments on ways in which we could improve the handbook, please do not hesitate in contacting Alison Rees Edwards (a.rees-edwards@uwtsd.ac.uk).

Best wishes with your studies,

The Early Years team
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1. National Occupational Standards (NOS)
The NOS units embedded in the programme are listed below; the list also includes hyperlinks which enables you to see and read the complete units on Moodle:
· SCD CCLD 0401 
Maintain effective communication systems and practice
5_BAModules_Mapping_Structure\CCLDUnitsENGLISH\CCLD 0401 Maintain effective communication systems and practice.docx

· SCD CCLD 0403 
Lead programmes for the promotion of children and young people’s development
5_BAModules_Mapping_Structure\CCLDUnitsENGLISH\CCLD 0403 Lead programmes for the promotion of children and young peoples development.docx

· SCD CCLD 0405 
Lead provision for babies and children in partnership with parents and carers
5_BAModules_Mapping_Structure\CCLDUnitsENGLISH\CCLD 0405 Lead provision fro babies and children in partnership with parents and carers.docx

· SCD CCLD 0407 
Lead curriculum provision of early education for children
5_BAModules_Mapping_Structure\CCLDUnitsENGLISH\CCLD 0407 Lead curriculum provision of early education for children.docx

· SCD CCLD 0408 
Lead the physical, cognitive, emotional and social development of children
5_BAModules_Mapping_Structure\CCLDUnitsENGLISH\CCLD 0408 Lead the physical, cognitive, emotional and social development of children.docx

· SCD CCLD 0409 
Lead the support of children’s communication
5_BAModules_Mapping_Structure\CCLDUnitsENGLISH\CCLD 0409 lead the support of childrens education.docx

· SCD CCLD 0411 
Lead the support for children’s mathematical learning, exploration and problem solving
5_BAModules_Mapping_Structure\CCLDUnitsENGLISH\SCDCCLD 0411 lead the support for children's mathematical learning, exploration and problem solving.docx

· SCD CCLD 0412 
Evaluate the environment for children and families
5_BAModules_Mapping_Structure\CCLDUnitsENGLISH\CCLD 0412 Evaluate the environment for children and families.docx

· SCD CCLD 0417 
Lead service providers in accessing information to support the care, learning and development of children
5_BAModules_Mapping_Structure\CCLDUnitsENGLISH\CCLD 0417 Lead service providers in accessing information to support the care, learning and development of children.docx

· SCD HSC 0042 
Lead practice for health and safety in the work setting
5_BAModules_Mapping_Structure\CCLDUnitsENGLISH\HSC 0042  Lead practice for health and safety in the work setting.docx


· SCD HSC 0044 
Lead practice that promotes the safeguarding of children and young people
5_BAModules_Mapping_Structure\CCLDUnitsENGLISH\HSC 0044 Lead practice that promotes the safeguarding of children and young people.docx

· SKAPW9 
Plan and support self-directed play
5_BAModules_Mapping_Structure\CCLDUnitsENGLISH\SKAPW9 Plan for and support self-directed play .pdf

· Unit SCH 32 
Engage in personal development in health, social care or children’s and young people’s settings
5_BAModules_Mapping_Structure\CCLDUnitsENGLISH\SHC 32.doc

· Unit SHC 53 
Champion equality, diversity and inclusion
5_BAModules_Mapping_Structure\CCLDUnitsENGLISH\QCF SHC 53 Champion equality, diversity and inclusion.doc














2. Record of Hours Form
[image: ] 
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FFURFLEN COFNODI ORIAU     RECORD OF HOURS FORM
Enw Myfyriwr/Name of Student:…………………………………………………………
Rhif Myfyriwr/Student Number:………………………………………………………….
Enw Lleoliad/Name of Setting:……………………………………………………………
Mis/Month:…………………………………Blwyddyn/Year:………………………………
	Dyddiad
Date
	Amser dechrau
Start time
	Amser gorffen
Finish time
	Nifer o oriau
Number of hours

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	                                                         Cyfanswm y mis/Month total:                                                                      
	


	                          Cyfanswm oriau hyd yn hyn/Total hours to date:
	




Rydw i yn cadarnhau bod yr uchod yn gofnod gwir a chywir o’r oriau gwaith.
I confirm that the above is a true and accurate record of working hours.
Enw myfyriwr [PRINT]/Name of student [PRINT]………………………………………
Llofnod myfyriwr/Student’s signature:………………………………………………….
Dyddiad/Date:………………………………………………………………………………..
Enw mentor [PRINT]/Name of mentor [PRINT]……………………………………….
Llofnod mentor/Mentor’s signature:……………………………………………………
Dyddiad/Date:………………………………………………………………………………

3. Observation form
[image: ]
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	OBSERVATION FORM

	TO BE COMPLETED BY THE LECTURER/MENTOR:

	Name of Setting:


	Student Name:


	Student Number:


	Name of Observer:


	Role of Observer:


	Date of Evidence:


	Details of Observation:

	Signature of Observer:                                                                                            Date:


	TO BE COMPLETED BY THE LECTURER:

	Where applicable, performance/knowledge criteria to which this observation relates:
(E.g. SCDCCLD 0401 P1, P3, P4)




	Lecturer signature:                                                                                                 Date:

Lecturer name:





4. Absence From Placement Form
[image: ]
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ABSENCE FROM PLACEMENT FORM
	STUDENT NUMBER
	

	SURNAME (PRINT)
	

	NAME/S (PRINT)
	

	PROGRAMME
	

	LEVEL
	



	I certify that I was/will be absent from my placement experience on the following:

	Date
	Time
	Reason for absence

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



SIGNED:……………………………………………………………………………
DATE:……………………………………………………………………………….

	This form should be completed by a student returning to placement after sickness absence. It should account for:
1. Any absence from one to seven calendar days
2. The first seven calendar days of any longer absence (even when a doctor’s certificate has been provided.

 When completed, the form should be passed to the Early Years Placement Coordinator:
Alison Rees Edwards
Office number: CJ202
a.rees-edwards@uwtsd.ac.uk

Please note that the provision of any false information may result in disciplinary action being taken, including the possibility of required withdrawal from the programme.






5. Student Placement Learning Agreement

Quality placement experience is vital to equip you for your future career and will enhance your employability. We hope you will learn from this placement experience the skills and competencies specific to early years education and care as well as more general work-related and employability skills (time management, team working, communications skills, etc.). 

Students’ placement experience is a partnership between the student, the Early Years team and the Setting; each has specific roles and responsibilities. It is important that all three parties clearly understand the responsibilities and expectations from everyone involved. Responsibilities are detailed below. 

Before undertaking your placement experience, you should have completed all the necessary preparatory work detailed below, and ensured that all relevant forms have been signed and returned to the Early Years Placement Coordinator. 

You are required to:
a)	  Identify suitable settings for your placement experience;
b)	  Complete a UWTSD Disclosure and Barring Service (DBS) (Enhanced Disclosure) check;
c) Read, sign and return the DISCLOSURE AND BARRING SERVICE (DBS) AGREEMENT.
d)	  Inform the Early Years Placement Coordinator and setting of any personal factors (e.g. health, disability, linguistic or cultural) that may affect your placement experience;
e)	  Read, sign and return the STUDENT PLACEMENT LEARNING AGREEMENT;
f)  Read, sign and return the CODE OF CONDUCT AND FITNESS TO PRACTICE AGREEMENT.
During the placement experience you are required to:
a)	Comply with all rules regarding health and safety requirements, and other policies, practices and procedures of the settings; 
b)	Report to the Early Years Placement Coordinator any incidents in which you are involved and any health and safety concerns that are not addressed by the settings, e.g. in the event that appropriate induction is not provided;
c)	Keep a record of hours of placement experience;




d)	Keep a record of your progress in achieving the performance and knowledge and understanding criteria;
e)	Conduct yourself in an appropriate manner; within the relevant ethical framework, ensuring confidentiality and treating others with respect and dignity;
f)	Act in a professional manner, including notifying the setting in a timely fashion in the event that you are unable to attend your placement due to illness etc;
g)	Respect any other requirements of the workplace such as dress codes;
h)	Notify the Early Years Placement Coordinator or lecturers should any issues of concern arise;
i)	Consult with the Early Years Placement Coordinator before changing settings for placement experience;
j) Notify the Administrative Office iehplacements@uwtsd.ac.uk if unable to attend your placement experience.
Please confirm that you accept the above responsibilities by completing and returning the STUDENT PLACEMENT LEARNING AGREEMENT on page 32.  
Please return the form using the contact details specified below.
If you have any questions or problems, please do not hesitate to get in touch.
[image: ]
Alison Rees Edwards
Early Years Placement Coordinator

Centre of Childhood, Youth and Education
University of Wales Trinity Saint David
College Road
Carmarthen
SA31 3EP E-mail: a.rees-edwards@uwtsd.ac.uk
Tel:      01267 676615









[image: ]
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STUDENT PLACEMENT LEARNING AGREEMENT 
I confirm that I accept the responsibilities as detailed in the Student Placement Learning Agreement.

	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
University of Wales Trinity Saint David
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:
	




6. Further Roles and Responsibilities
The setting will:
a)	Confirm acceptance of the arrangements and responsibilities set out in the PLACEMENT LEARNING AGREEMENT by completing the relevant form in the mentor handbook;
b)	Provide a safe working environment. Comply with health and safety legislation and define the liability and other insurance cover that will be provided for the activities of the student, with regard to the student and to others who could be affected by the student’s actions or inactions;
c)	Provide a designated Mentor who will: 
1. act as the first point of contact for any problems or queries during the student’s placement experience and contact the Early Years team immediately in cases of serious accidents, incidents or breaches of discipline involving the student; 
2.  conduct or make arrangements for the day-to-day supervision of the student;
3. support the student during the placement experience;
4. check and sign the student’s record of hours form monthly (see Appendix 2);
5. if appropriate, complete an observation form as a way of recording evidence of the student’s practical and/or knowledge competencies (see Appendix 3);
6. contact the Early Years team if student’s attendance is a concern (IEH Placements Administration Office iehplacements@uwtsd.ac.uk or Alison Rees Edwards, Early Years Placement Coordinator a.rees-edwards@uwtsd.ac.uk  01267 676615);
d)	Provide the student with a full and clear induction to the organisation and its working policies, practices, procedures and requirements, including health and safety arrangements, and how to report accidents, incidents and unsafe conditions;
e)	Ensure that the student is fully informed about responsibilities;
f)	Provide the student with appropriate instruction in working policies and practices to enable him/her to carry out his/her duties efficiently and safely;
g)	Facilitate access to the student for visits by lecturers on their planned visits;
h)	Ensure that the student is treated with respect;
i)	During and on completion of the placement experience, provide feedback to the Early Years team on the student’s performance and confirmation of the hours in placement, where required (see Appendix 9).

The Early Years team will: 
a) Identify a member of staff to undertake the role of Early Years Placement Coordinator whose duties will include monitoring arrangements for the student’s placement experience and liaise with the setting/mentor and the student;

b) Visit students undertaking their placement experience and, where appropriate, assess students; 

c) Keep a record of students’ completion of a PLACEMENT EXPERIENCE INDUCTION   
       CHECKLIST (see Appendix 7);

d) Clearly define appropriate points of contact and lines of communication between the Early Years team, mentors and students;

e) Provide students with appropriate briefing of the content of the placement handbook, including health and safety and safeguarding, prior to commencement of any placement experience; this will usually be done by the Early Years Placement Coordinator;

f) Monitor all placement experience during tutorials with lecturers, ensuring that the NOS competencies are maintained and recorded;

g) Gather feedback from students, mentors and lecturers on the placement experience, including suggestions for improvement (see Appendix 9).














7. Placement Experience Induction Checklist
	Placement induction checklist


	Student Name and Number:

	

	Name of Setting/ Placement:
	




	Setting/Placement Address:
	







As a minimum, the topics listed below should be included within the induction that you provide for the student on placement, preferably on their first day. Please check off the subjects as they are covered. A copy of this form should be kept by the student, setting and HEI.

	Health & Safety Issues
	No 
	Yes

	1. Introduction to key staff members, including named mentor and explanation of their roles 
	

	

	2. Location of welfare facilities (e.g. toilets, kitchen, rest room, showers, etc.) and explanation of break entitlement 
	


	

	3. Explanation of emergency procedures
	

	

	4. Copy of safety policy given to student or location identified
	

	

	5. Location of first aid facilities identified and contact for first aiders noted
	

	

	6. Explanation of fire procedures and location of fire-fighting equipment and exits
	
	

	7. Explanation of accident/incident reporting and location of accident book
	
	

	8. Explanation of use/control measures for hazardous substances in the workplace (e.g. COSHH) – if applicable
	
	

	9. Specific training for tasks to be undertaken – if applicable
	

	

	10. Procedures related to children’s dietary requirements explained
	
	

	11. Specific information relating to risk assessments covering tasks to be undertaken explained
	
	

	12. Location of health and safety policy identified
	

	

	13. Specific disability related induction issues provided
	

	

	14. Other issues covered/to be covered please state:



	
	

	
15. Introduction to other policies, procedures and practices and staff handout within setting. Such as Welsh language, Anti-bullying, Safeguarding, Equality and Diversity and Inclusion.

	
	

	16. Know where to go to refer to relevant documents and policies, and / or seek clarification
	
	

	17. Does your setting have Employer Liability Insurance?
	

	

	18. Does your setting have Public Liability Insurance?
	

	

	19. Will your insurance cover any liability incurred by a student as a result of attendance at your setting?
	
	

	Insurance policy name and number:





I confirm that the student has been provided with the induction specified above:

	Student name and signature:

	


	Mentor name and signature:

	

	Date:
	















8. Photo Permission Form

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. 








9. Placement Experience Review and Feedback
Dear Setting/Mentor,

Many thanks for your involvement in the student’s placement experience. I hope that the experience was a valuable and rewarding one. The Early Years team reviews the provision and thus would value your feedback on the placement experience.  

If you have any views, please complete the questionnaire below.  I would be grateful if you could return the form either by post or e-mail to the contact details below.

Yours sincerely 
[image: ]
Alison Rees Edwards
Early Years Placement Coordinator

Centre of Childhood, Youth and Education
University of Wales Trinity Saint David
College Road
Carmarthen
SA31 3EP 
E-mail: a.rees-edwards@uwtsd.ac.uk
Tel:      01267 676615

	Name of Setting/Placement Experience:
	



	Name of Student:
	


	Student Number:

	

	What were the positive aspects of the student’s placement experience?


	




	Do you have any suggestions for future practice?


	




	Signed:
	


	Name in block capitals:
	

	Date:
	



Thank you for completing this questionnaire.  Please return as soon as possible to the Early Years Placement Coordinator.
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