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Introduction
This assignment illustrates identification of my placement as well as an overview of placement arrangements and implementation plan for an internship that I have gained at the University of Wales Trinity Saint David’s (UWTSD). 
During my research for future placement, I was requested to register to National Union of Students (NUS), create my portfolio in order to find and acquire an internship as this is a compulsory module in the final year of business management course. However, from the beginning of the process, the NUS’ website that I was provided with did not work correctly.  The difficulties occurred at all times, and I could not apply for the placement that I was interested in and had chosen, which was sustainable marketing at UWTSD (Appendices 1). Therefore, I have been proactive and made an appointment with a director of my course which results in obtaining an internship within our university at the beginning of June 2019, and this reflects in my pre-placement skills audit (Appendices 2).  Throughout my placement I am determined to improve my communication skills, interpersonal skills and overcome any difficulties when it appears.
Our university mission states of changing education and individuals’ lives and UWTSD vision is to transform, outline and improve future. Therefore, university values highlight the importance of the holistic approach and sustainable development to their students throughout education by the subliminal curriculum (UWTSD, 2019). Furthermore, this placement attracted me because I wanted to promote our pioneer course which incorporates sustainability in every module over three years of my training.


Pre-Tasks and Implementation Plan
Before performing any tasks regarding placement, I must complete all documentation, including risk assessments in order to ensure that health and safety of the student as well as university safety are not compromised (Appendices 3-7). 
The next document that I must undertake is Pre- Placement Skills Audit (Appendices 2). The skills audit is a tool that helps an organisation to highlight the existing skills of an individual and finds skills that must be improved (Reach Volunteering, 2019; Career Smart, 2017; Molthan-Hill, 2017). Thus, I found that I must develop some skills which will occur while on internship. After I obtained a placement, I had a meeting with my supervisor and I requested marketing materials such as posters, flyers as well as marketing incentives such as bags and pens. Subsequently, I was required to perform and establish SMART aims and objectives for my internship. 
The SMART acronym is guidance which is used to set goals for specific aims and objectives ( (Mind Tools, 2019; Bjerke & Renger, 2017)(Appendices 8). 
For the purpose of the placement, I aim to sell business management courses to individuals within Carmarthenshire and Pembrokeshire from June 2019 until the end of November 2019. Furthermore, my objectives are to recruit ten people onto the BA Business Management Course and provide them with the required information regarding the course (Appendices 8). 
Lastly, I was asked to make a draft implementation plan (Appendices 9) and Gantt chart (Appendices 10) which will include what I intend to do and when during my placement. The implementation plan is used in strategic preparation which shows specified actions, location and time limitation in order to achieve set goals.
The Gantt chart tool illustrates, controls and plans the order of tasks and activities aligned with time constrains (Gantt , 2019; Geraldi & Lechter, 2012). This tool will help me to improve, manage and organise my time effectively. 
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My implementation plan is divided into four sections of different tasks. The first section is upcoming training with NUS at Bristol University, where I will gain knowledge which I will utilise during my internship. The second section is my administration days; these days are flexible where I intend to cooperate with relevant institutions and individuals that will be involved in helping me to promote UWTSD. The third section will focus on promotion via various events and location by getting stands into city centres or open days at university. The last part focuses on the distribution of flyers across Carmarthenshire and Pembrokeshire. I must plan in advance where I will go and choose an attractive location for promoting UWTSD that will encourage potential people to gain interest. Therefore, I must find a suitable place to endorse my internship.
 When planning my schedule for the placement I could see a correlation between the skills audit and my personal strengths and weaknesses, which illustrates my self-awareness and capability of engaging in self-reflection and analysis (Appendices 8). Also, time management is a vital part of my placement as it involves other individuals and myself. I must improve my time management skills (Appendices 8). 
During the creation of my plan, I had to research all potential venues, events and dates of upcoming activities and identify contacts of all coordinators via email, phone or personally in order to secure my place on the promotion stands. Therefore, I will improve my personal skills such as an effective networker and I believe that I will be a good co-operator and progress my own abilities (Appendices 8). Furthermore, I have contacted the marketing department to obtain more information about activities which are relevant to my plan and gained some connections which are helpful for my internship. However, I must be proactive and think about the whole system when solving a problem during placement (Appendices 8). Before any task or activity is performed, I must be creative in taking the initiative and plan ahead which equipment I will need and what resources will I need for specific events (Appendices 8). Another proactive thinking skill must occur when I choose a location for an event as I do not drive, and transport might be an issue for me. Also, the financial aspect of an internship must be taken into consideration when choosing a venue for promotion.
 I have found it challenging to specify and plan ahead every step forward of my placement. However, I am looking forward to starting it as I am a dynamic oral communicator. Consequently, my internship will help me to gain full confidence in future skills development (Appendices 8). Nevertheless, I do not feel that I am an excellent, written communicator. Hence, I will have the opportunity to improve my skills when I upload content on social media during activities on my placement (Appendices 8).
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Appendices 2 Pre- Placement Skills Audit[image: ]
INTERNSHIP & VOLUNTEERISM
Assessment 1 – Pre-Placement Skills Audit
Name: Honorata Sieczych

Placement Provider: UWTSD

Date: 06/06/2019
The purpose of this skills audit is to assess your skills set prior to you undertaking your placement to establish what skills you need to improve on during your placement.  Please be honest, take some time for self-reflection and when responding to each skill try to think of an example of when you may have done this. 
	Skill
	Already there
	Well on the way
	Gathering speed
	Not currently

	I think about the whole system when working to solve problems and developing ways of doing things 
	
	x
	
	

	Example: I try my best to resolve a problem if a problem occurs by looking at solutions or alternatives in order to reach a goal. I have fixed an issue that occurred when applied for placement.


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

	Example:  I was proactive when I have applied for the placement, and the NUS website did not work. Therefore, I went to the director of our Business Management course for a meeting and gained an interview for a placement, then after I have gained a placement at UWTSD.


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

	Example: I am trying to look at both sides of the information and find my own objective answer.


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

	Example: I have performed a PESTEL analysis and SWOT analysis for NHS for the purpose of one of my assignment in the second year of my course.


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

	Example: I am aware of my strength and weaknesses and I try continuously to progress my values throughout reflection, for example when I look at my feedback from my lectures.


	I have a commitment to life-long 
	
	x
	
	

	Example: I would like to think that I am progressing well at present and will continue in future.


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

	Example: I have encouraged my son to do A levels and applied for university, and he was successful with his application. Also, I am supporting my other son to learn as much as he can about his interests. Besides, I will help others to learn and apply for university as this is my aim at my placement.


	I am innovative and adaptable, proactive rather than reactive
	
	x
	
	

	Example: I like working with people and can adapt well to different scenarios. I am positive and enthusiastic person.


	I am an engaging and dynamic communicator (written) 
	
	x
	
	

	Example: I would like to think that I will improve my writing. Therefore, I will be more engaging and dynamic communicator. However, within university group I am engaging well.


	I am an engaging and dynamic communicator (oral) 
	
	x
	
	

	Example: I am well known within the university for being good and dynamic oral communicator. I have always updated my colleagues with any information regarding university. Also,  I like to do presentations.


	I am an effective networker
	
	x
	
	

	Example: Within the university, I try to engage between lectures, departments and classmates if need be. Also, I am Student Representative. 


	I am an effective facilitator 
	
	x
	
	

	Example: I was a PASS leader last year and tried to help others as much as I could.


	I work well in cooperation with others
	
	x
	
	

	Example: I would like to think that I work well; an example would be participating in debates.


	I am a well-practised and effective active listener
	
	x
	
	

	Example: I like to listen to others.


	I can organise myself and manage my time effectively
	
	x
	
	

	Example: For the purpose of my placement, I must organise the whole process of events and stands or any other activities and manage my time.


	I understand how to act as a responsible citizen
	
	x
	
	

	Example: I am trying to think before my actions.  I think before responding while difficult situation and try to be sustainable and promote as an example. 


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

	Example: Since I am studying, I have reduced my plastic usage as much as I could, but there is always room for improvement.


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

	Example: I must improve because I do not feel fully competent.


	I feel comfortable speaking openly about my values
	
	x
	
	

	Example: I would like to think that I will improve to speak openly.

	I can lead with integrity driven by my own values
	
	x
	
	

	Example: I would like to think that.



Appendices 3 Placement Provider Agreement
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PLACEMENT PROVIDER AGREEMENT
PLACEMENT PROVIDER CONTACT INFORMATION
	Name of organisation:
	UWTSD Carmarthen Business School

	Placement Site Address(es):
	UWTSD, Carmarthen Business School, College Road, Carmarthen, SA31 1NQ

	Workplace Supervisor Name (or other provider contact):
	Jessica Shore

	Workplace Supervisor (or contact) Position:
	Lecturer

	Telephone:
	01267 676787

	E-mail:
	j.shore@uwtsd.ac.uk



UNIVERSITY PLACEMENT COORDINATOR CONTACT INFORMATION
	Name of Placement Coordinator:
	Jessica Shore

	Address:
	UWTSD, Carmarthen Business School, College Road, Carmarthen, SA31 1NQ


	Telephone:
	01267 676787


	E-mail:
	
j.shore@uwtsd.ac.uk



STUDENT AND PLACEMENT DETAILS
	Name of student(s):
	Honorata Sieczych


	Start Date:

	6th June 2019
	End date:
	30th November 2019

	Duration of Placement:
	20 days
	Normal Working Hours:
	Dependant on task

	Outline of Placement Activity/Duties (Please attach a job/role outline if available, otherwise please summarise the key duties to be undertaken here):
	To promote the Business School courses at Carmarthen Business School.  Through open days, events and any other channels suggested by supervisor.  To provide a positive and enthusiastic representation of the Business School, Carmarthen Campus and programmes.



Dear Placement Provider
Re: Work Experience Placement
Thank you for agreeing to accept our student on the work experience placement at your organisation.  Quality work experience is vital to equip our students for their future careers and the University is grateful for your offer of this placement opportunity. We hope our student will learn from this placement the skills and competencies specific to their discipline or profession as well as more general work-related and employability skills (time management, team working, communications skills, etc.). 
Would you please check that the Placement Provider information and placement details on page 1 are complete and correct, amending if necessary?
Student placements are a partnership between the student, the University and the Placement Provider in which each has specific roles and responsibilities.  It is important that all three parties clearly understand the responsibilities and expectations of everyone involved and so the responsibilities are detailed below. 
During the placement, we expect the student to prove to be an effective, safe and reliable individual. However, you will appreciate that during this period the student is under your control and therefore the primary duty of care and consequent liabilities must rest with you.  As the student’s Placement Provider the University requests you to treat him or her in the same way as your employees. 
The University therefore requests that you as Placement Provider will: 
Confirm acceptance of the arrangements and responsibilities set out in Appendix PL1A Placement Provider Agreement.
Provide a safe working environment. Comply with health and safety legislation and define the liability and other insurance cover that will be provided for the activities of the student, with regard to the student and to others who could be affected by the student’s actions or inactions. See Appendix PL1B Placement Provider Health and Safety Questionnaire.
Work within the student-facing policy framework for the University (especially in relation to the student disciplinary policy, the fitness to study policy, the fitness to practise policy, the harassment and bullying policy, and the safeguarding policy).
Provide a designated Workplace Supervisor who will: 
act as the first point of contact for any problems or queries during a student’s placement and contact the University immediately in cases of serious accidents, incidents or breaches of discipline involving the student; 
conduct or make arrangements for the day-to-day supervision of the student including periodic progress checks and instruction regarding hazards and health and safety precautions;
provide the University with student attendance data, where required.
Provide the student with a full and clear induction to the organisation and its working practices, procedures and requirements, including health and safety arrangements, how to report accidents, incidents and unsafe conditions. See Appendix PL1F Induction Checklist.
Ensure that the student is fully informed about responsibilities, including those contained in any statutory legislation and/or honorary contract.
Provide the student with appropriate instruction and training in working practices to enable him/her to carry out his/her duties efficiently and safely.
Work with the student to identify appropriate learning outcomes for the placement (these must be agreed by the student, the Workplace Supervisor and the University). 
Facilitate access to the student for visits by the Placement Tutor, where appropriate.
Ensure that the student is treated with respect.
During and on completion of the placement, provide feedback to the University on the student’s performance and confirmation of the hours in practice, where required.

The University of Wales Trinity Saint David will: 
Commit appropriate levels of staff and other resources to placement governance activity to ensure strategic oversight for the learning to be delivered and managed by the Placement Provider. This may include the identification of (i) a Placement Coordinator, whose duties would normally include the authorisation of placements and organising/managing the placement arrangements, in liaison with the Placement Provider and student, and (ii) a Placement Tutor, who will act as the first point of contact, visit the student on placement, where appropriate, and/or assess the student. 
Ensure that any placement learning that forms part of a programme of study has associated learning outcomes which:
are clearly defined;
contribute appropriately to the overall aims of the programme;
are appropriately assessed. In cases where it is considered appropriate for the assessment be jointly conducted by the University and the Placement Provider, the Placement Tutor will work with the Workplace Supervisor to establish and document the procedure by which this shall be achieved.
Assess the suitability of a proposed placement through appropriate and proportionate placement due diligence procedures, using a risk-based assessment process. The approval process will require the Placement Coordinator to undertake a Risk Profile for each placement using the PL1D Placement Risk Profiling Guidance, and record the outcomes in Appendix PL1E Risk Assessment. This risk assessment activity will include consideration of the information supplied in Appendix PL1A Placement Provider Agreement, Appendix PL1B, Placement Provider Health and Safety Questionnaire and Appendix PL1C Student Placement Agreement.
Negotiate reasonable adjustments with the Placement Provider in the case of a student assessed under the Equality Act, 2010.
Provide specialist advice and guidance for students with additional support needs.
Clearly define appropriate points of contact and lines of communication between the University, the Placement Provider and the student. These should include:
Mechanisms for the Placement Provider to raise concerns or complaints about any aspect of the placement, including an individual student's performance or conduct.
University emergency contact details.
Ensure that any concerns, complaints, incidents or breaches of codes of conduct or discipline are dealt with in line with its student-facing policy framework.
Retain a full and detailed record of each placement.
Provide students with appropriate briefing, including health and safety, prior to commencement of any placement.
Monitor all placement activity, ensuring that milestones are established, maintained and records, and identifying and addressing issues of concern and sharing good practice.
Arrange appropriate opportunities for gathering feedback from students, Placement Providers and Placement Tutors, including suggestions for improvement. See Appendix PL1G.

Students are required to:
Prior to placement: students cannot commence a placement until they have completed all the necessary preparatory work detailed below, and received authorisation from the Placement Coordinator. Students are required to:
Identify a suitable placement (with the exception of students following a professionally accredited programme).
Attend placement preparation briefings, including health and safety.
Complete a Disclosure and Barring Service (DBS) check, if required. The student will retain the original and submit a copy to the University. The student must make the Placement Provider aware of any issues arising from the DBS check and discuss any convictions with the Placement Coordinator.
Complete the ethics approval processes, where relevant.
Have a dialogue with the Placement Coordinator or Placement Tutor to clarify placement requirements, expected learning outcomes and assessment requirements.
Inform the Placement Coordinator and Placement Provider of any personal factors (e.g. health, disability, linguistic or cultural) that may affect the level of risk, may require adjustments, or may affect their ability to study or practise.
Complete the defined placement registration and approval process in full. See Appendix PL1C Student Placement Agreement.
Confirm acceptance of the arrangements and responsibilities set out in Appendix PL1C Student Placement Agreement.

During the placement the student is required to:
Comply with all rules regarding health and safety requirements, and other practices and procedures of the placement organisation. 
Report to the University any incidents in which s/he is involved and any health and safety concerns that are not addressed by the Placement Provider, e.g. in the event that appropriate induction and health and safety training is not provided.
Carry out the work programme specified by the Placement Provider under the supervision of the Workplace Supervisor.
Keep a log of hours worked.
Monitor his/her progress in achieving the identified learning outcomes and discuss these regularly with the Workplace Supervisor and Placement Tutor, as appropriate.
Conduct him/herself in an appropriate manner within the relevant ethical framework, ensuring confidentiality and treating others with respect and dignity.
Act in a professional manner, including notifying the Placement Provider in a timely fashion in the event that he/she is unable to attend their placement due to illness etc.
Respect any other requirements of the workplace such as dress codes.
Notify their Placement Coordinator or Tutor should any issues of concern arise.
Consult with the Placement Coordinator or Tutor prior to seeking any changes in the terms and duration of the placement.
Complete all relevant academic coursework relating to the placement experience.


Would you please confirm that you accept the above responsibilities by signing below?   
Also attached is the PL1B Placement Provider Health and Safety Questionnaire. Please could you arrange to complete the questionnaire with regard to your health and safety and insurance arrangements? 
I’d be grateful if you would return the completed versions of this PL1A form and PL1B questionnaire either by postal mail or email to the contact details specified on page 1.
If you have any questions or problems, please don’t hesitate to get in touch.
Yours sincerely 
Insert name of Placement Coordinator 
Placement Coordinator 


PLACEMENT PROVIDER AGREEMENT
I confirm that I accept the responsibilities as detailed above and am authorised to do so on behalf of the placement provider.
	Signed:
	J.Shore


	Name in block capitals:
	
Jessica Shore


	Position:
	Lecturer

	Date:
	4TH October 2019










Appendices 4 Health Questionnaire
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PLACEMENT PROVIDER HEALTH AND SAFETY QUESTIONNAIRE
	Name of provider’s organisation:
	UWTSD 


	Placement Site Address(es):
	UWTSD, Carmarthen Business School, College Road, Carmarthen, SA31 1NQ


	Workplace Supervisor Name (or other provider contact):
	
Jessica Shore

	Workplace Supervisor (or contact) Position:
	Lecturer


	Telephone:
	
01267 676787

	E-mail:
	j.shore@uwtsd.ac.uk


	Name of student(s):
	Honorata Sieczych


	Duration of Placement:

	20 days
	Start Date:
	6th June 2019



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 (if requested), a copy of your health and safety policy and insurance certificates.

I’d be grateful if you would return the documents either by postal mail or email to the contact details below.

If you have any questions or problems, please don’t hesitate to get in touch.

Yours sincerely 

Insert name of Placement Coordinator 

Placement Coordinator 

Insert Placement Coordinator’s address, email and telephone number

PLACEMENT PROVIDER HEALTH AND SAFETY QUESTIONNAIRE
	
	
	Yes
	No

	1.
	Does your organisation have a written health and safety policy?
If not, please give reason:
	X
	

	2.
	Do you have a policy regarding health and safety training for people working in your undertaking, including use of vehicles and equipment, and will you provide all necessary health and safety training for our placement student(s)?
If no, please give reason:


	X
	

	3.
	Is the organisation registered with:
	
	

	
	a)
	The Health and Safety Executive? 
	X
	

	
	b)
	The Local Authority Environmental Health Department?
	X
	

	
	c)
	The relevant authority in your country (if outside the UK)?
	X
	

	
	d)
	The relevant National Governing Body 
	X


  /  /
	

	
	
	Registration number:
	
	

	
	
	
Last assessment date:

	
	

	4.
	Insurance (UK Placements)
	
	

	
	a)
	Is Employer Liability Insurance held?
	X
	

	
	b)
	Is Public Liability Insurance held?
	X
	

	
	c)
	Will your insurance cover any liability incurred by a student as a result of attendance at your course/training sessions?
	X
	

	5.
	Insurance (EU/International Placements, i.e. non-UK)
	
	

	
	a)
	Will your insurance cover liability for injuries or sickness suffered by placement students attributable to their duties with your organisation?
	X
	

	
	b)
	Will your insurance cover liability incurred by the student for injuries to other parties (including their co-workers) or property damage arising from their duties with your organisation?
	X
	

	
	c)
	Will your insurance cover any liability incurred by a student as a result of attendance at your course/training sessions?
	X
	

	6.
	Risk Assessment
	
	

	
	a)
	Have you carried out risk assessment of your work practices to identify possible risks, to employees and to others within your undertaking?
	X
	

	
	b)
	Are there effective control measures in place for the risks?
	X
	

	
	c)
	Are risk assessments kept under regular review?
	X
	

	
	d)
	Are the results of risk assessment implemented?
	X
	

	
	e)
	Will the student be undertaking any higher risk activities (i.e. activities where they could be placed at a degree of personal risk if working unsupervised)?  (If Yes, please provide copies of your health & safety policy and insurance certificates when returning this form)
	
	X

	6.
	Accidents and Incidents
	
	

	
	a)
	Is there a formal procedure for reporting and recording accidents and incidents (in accordance with RIDDOR in the UK or other country legislation if an international placement)?
	X
	

	
	b)
	Have you procedures to be followed in the event of serious and imminent danger to people undertaking courses/training?
	X
	

	
	c)
	Please confirm that you will report to the University all recorded accidents involving our students.

	X
	

	
	d)
	Will you report to the University any sickness involving our students which may be attributable to the work?

	   X       
	

	7
	Contact Personnel
	
	

	
	
	Who is your nominated contact for compliance with these requirements of health and safety legislation? 

Name: Louise Emanuel

Position:  Academic Director
	X
	



	
	ROLE SPECIFIC CHECKLIST
	Yes
	No
	N/A

	1.
	Safeguarding 
	
	
	

	
	Will the student be working with children/young persons/vulnerable adults? 
	
	X
	

	
	Is a DBS/police check required? 
	
	X
	

	
	If a DBS/police check is required, will you fund it?
	
	X
	

	
	Will the student be working alone i.e. unsupervised? If yes, please specify the extent: Public events, in a public space maintained by a local authority or private company


	X
	
	

	2.
	Accommodation
	
	
	

	
	Will you provide help with accommodation for the student? If yes, please explain:


	
	X
	

	3.
	Health checks
	
	
	

	
	Do you require any inoculations/pre-employment health checks?  
	
	X
	

	
	If yes, please specify the nature of the health checks:



	
	
	

	
	If yes, will you fund these?
	
	
	

	4.
	Travel
	
	
	

	
	Does the student have to undertake any travel as part of the work role?  If yes, please specify: Travel to events within the county of Carmarthenshire


	x
	
	

	
	To what extent will you fund this, if any?


	
	x
	

	5.
	Work permits and visas
	
	
	

	
	If the role is overseas, i.e. not in the UK, is a work permit/visa required?
	
	X
	

	
	If yes will you sponsor the student's application for the visa
	x
	
	

	6
	Please specify any other specific pre-employment requirements:
	
	x
	



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:
	J. Shore


	Name in block capitals:
	Jessica Shore

	Position:

	Lecturer
	Date:
	4th October 2019



Thank you for completing this questionnaire.  Please return it as soon as possible to the Placement Coordinator (contact details on page one)
Appendices 5 Student Placement Induction Checklist
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STUDENT PLACEMENT INDUCTION CHECKLIST

	Student Name:

	Honorata Sieczych


	Name of Placement Provider organisation:
	UWTSD




	Placement Site Address:
	UWTSD, Carmarthen Business School, College Road, Carmarthen SA31 1NQ




As a minimum, the topics listed below should be included within the induction that you (the Placement Provider) provide for the student on placement, preferably on their first day. Please check off the subjects as they are covered.
	Health & Safety Issues
	No 
	Yes
	N/A
	Date

	Introduction to key staff members and their roles explained
	
	X
	
	6/06/2019

	Location of welfare facilities (e.g. toilets, kitchen, rest room, showers, etc.)
	
	X
	
	06/06/2019

	Emergency procedures
	
	X
	
	06/06/2019

	Copy of safety policy received or location known
	
	X
	
	06/06/2019

	Location of first aid facilities and contact for first aiders
	
	X
	
	06/06/2019

	Fire procedures and location of fire-fighting equipment
	
	X
	
	06/06/2019

	Accident/incident reporting and location of accident book
	
	X
	
	06/06/2019

	Use/control measures for hazardous substances in the workplace (e.g. COSHH) – if applicable
	
	X
	
	06/06/2019

	Display Screen Equipment Regulations and associated procedures – if applicable
	
	X
	
	06/06/2019

	Manual handling procedures – if applicable
	
	X
	
	06/06/2019

	Protective clothing/equipment arrangements – if applicable
	
	
	X
	06/06/2019

	Instruction on equipment you will be using (list equipment)
	
	X
	
	06/06/2019

	Specific training for tasks to be undertaken
	
	X
	
	06/06/2019

	Specific information relating to risk assessments covering tasks to be undertaken
	
	X
	
	06/06/2019

	Location of health and safety information and advice
	
	X
	
	06/06/2019

	Specific disability related induction issues
	
	
	X
	06/06/2019

	Other issues covered/to be covered please state (e.g. attendance and absence reporting procedure):
	
	X 
	
	06/06/2019

	


	
	
	
	



PLACEMENT PROVIDER CONFIRMATION
I confirm that the student has been provided with the induction specified above:
	Signed:
	J. Shore


	Print Name:

	Jessica Shore

	Position:

	Lecturer
	Date:
	10th June 2019




STUDENT CONFIRMATION
I confirm that I have been provided with an appropriate induction as specified above:
	Signed:
	Honorata Sieczych


	Print Name:

	HONORATA SIECZYCH


	Position:

	Student
	Date:
	6/06/2019



Thank you! Please return the completed checklist to the Placement Organiser within one week of the student starting placement.
Insert Placement Organiser contact details here
	

J. Shore
01267 676787














________________________________________________________________________
For office use only
PLACEMENT COORDINATOR RECEIPT
	Signed:
	
J. Shore

	Print Name:

	Jessica Shore



	Position:

	Lecturer
	Date of receipt:
	10/06/2019

	Action required?

	None




Appendices 6 Student Placement Agreement
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STUDENT PLACEMENT AGREEMENT
STUDENT CONTACT INFORMATION
	Student Name:

	Honorata Sieczych

	Student number:
	1708007

	Mobile Telephone:
	07813515941



	Home Telephone:
	01267234307

	University e-mail:
	1708007@student.uwtsd.ac.uk


	Personal e-mail:

	honi2011@ymail.com

	Emergency contact and relationship:
	Mariusz Sieczych, husband

	Tel:
	07794136714



CONFIDENTIAL STUDENT HEALTH INFORMATION:
	
	YES
	NO

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

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

	Are you currently receiving medical treatment and/or medication? 
	
	x

	Are you visually impaired/blind?  
	
	x

	Are you hard of hearing/deaf?  
	
	x

	Disability - ‘a physical or mental impairment, which has a substantial and long-term adverse effect on a person’s ability to carry out normal day-to-day duties’.

Do you consider yourself to have a disability as defined in the Single Equality Act 2010?
	
	x

	If the answer to any of the questions above is “yes”, please give further details as to the nature of your circumstances.  Please include dates.



	Name, address and contact details of your doctor (for emergency use):

Dr David Brennan 
Morfa Lane
SA31 3 AY Carmarthen
01267 234 774








To protect your health and safety it is imperative that you notify us of any disability or condition that may impact upon health and safety during work placement.  If you fail to disclose this it may place you at a disadvantage and impact upon your own health and safety.




PLACEMENT PROVIDER CONTACT INFORMATION
	Name of organisation:

	
UWTSD


	Placement Site Address:
	UWTSD, Carmarthen Business School, College Road, Carmarthen, SA31 1NQ


	Workplace Supervisor (or provider contact) Name:
	
Jessica Shore




	Workplace Supervisor (or contact) Position:
	Lecturer


	Telephone:
	01267 676787


	E-mail:
	j.shore@uwtsd.ac.uk




PLACEMENT DETAILS
	Start Date:

	6th June 2019
	End date:
	30th November 2019

	Duration of Placement:
	20 days
	Normal Working Hours:
	As required

	Outline of Placement Activity/Duties:
	To promote the Business School courses at Carmarthen Business School.  Through open days, events and any other channels suggested by supervisor.  To provide a positive and enthusiastic representation of the Business School, Carmarthen Campus and programmes.



	Outline of Placement key objectives (learning/
assessment focus):
	
To understand how to promote a new programme
To engage with members of the public both at open days and events in the public arena
To undertake any additional administration work linked to the promotion of the courses
To provide a positive impression of the University, Business School and Carmarthen Campus



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

	NO
☒
	N/A
☐



UNIVERSITY PLACEMENT COORDINATOR CONTACT INFORMATION
	Name of Placement Coordinator:
	Jessica Shore



	Telephone:
	01267 676787


	E-mail:
	j.shore@uwtsd.ac.uk



Dear Student
Re: Work Experience Placement
Welcome to the UWTSD Placement!  Quality work experience is vital to equip you for your future career and will enhance your employability. We hope you will learn from this placement the skills and competencies specific to your discipline or profession as well as more general work-related and employability skills (time management, team working, communications skills, etc.). 
Would you please complete the previous sections of this document, ensuring that full and correct information is provided?
Student placements are a partnership between the student, the University and the Placement Provider in which each has specific roles and responsibilities.  It is important that all three parties clearly understand the responsibilities and expectations of everyone involved and so the responsibilities are detailed below. 
Prior to placement: students cannot commence a placement until they have completed all the necessary preparatory work detailed below, and received authorisation from the Placement Coordinator. Students are required to:
Identify a suitable placement (with the exception of students following a professionally accredited programme).
Attend placement preparation briefings, including health and safety.
Complete a Disclosure and Barring Service (DBS) check, if required. The student will retain the original and submit a copy to the University. The student must make the Placement Provider aware of any issues arising from the DBS check and discuss any convictions with the Placement Coordinator.
Complete the ethics approval processes, where relevant.
Have a dialogue with the Placement Coordinator or Placement Tutor to clarify placement requirements, expected learning outcomes and assessment requirements.
Inform the Placement Coordinator and Placement Provider of any personal factors (e.g. health, disability, linguistic or cultural) that may affect the level of risk, may require adjustments or may affect the ability to study or practise.
Complete the defined placement registration and approval process in full. See Appendix PL1C Student Placement Agreement.
Confirm acceptance of the arrangements and responsibilities set out in Appendix PL1C Student Placement Agreement.

During the placement the student is required to:
Comply with all rules regarding health and safety requirements, and other practices and procedures of the placement organisation. 
Report to the University any incidents in which s/he is involved and any health and safety concerns that are not addressed by the Placement Provider, e.g. in the event that appropriate induction and health and safety training is not provided.
Carry out the work programme specified by the Placement Provider under the supervision of the Workplace Supervisor.
Keep a log of hours worked.
Monitor his/her progress in achieving the identified learning outcomes and discuss these regularly with the Workplace Supervisor and Placement Tutor, as appropriate.
Conduct him/herself in an appropriate manner within the relevant ethical framework, ensuring confidentiality and treating others with respect and dignity.
Act in a professional manner, including notifying the Placement Provider in a timely fashion in the event that he/she is unable to attend their placement due to illness etc.
Respect any other requirements of the workplace such as dress codes.
Notify their Placement Coordinator or Tutor should any issues of concern arise.
Consult with the Placement Coordinator or Tutor prior to seeking any changes in the terms and duration of the placement.
Complete all relevant academic coursework relating to the placement experience.

The Placement Provider will: 
Confirm acceptance of the arrangements and responsibilities set out in Appendix PL1A Placement Provider Agreement.
Provide a safe working environment. Comply with health and safety legislation and define the liability and other insurance cover that will be provided for the activities of the student, with regard to the student and to others who could be affected by the student’s actions or inactions. See Appendix PL1B Placement Provider Health and Safety Questionnaire.
Work within the student-facing policy framework for the University (especially in relation to the student disciplinary policy, the fitness to study policy, the fitness to practise policy, the harassment and bullying policy, and the safeguarding policy).
Provide a designated Workplace Supervisor who will: 
act as the first point of contact for any problems or queries during a student’s placement and contact the University immediately in cases of serious accidents, incidents or breaches of discipline involving the student; 
conduct or make arrangements for the day-to-day supervision of the student including periodic progress checks and instruction regarding hazards and health and safety precautions;
provide the University with student attendance data, where required.
Provide the student with a full and clear induction to the organisation and its working practices, procedures and requirements, including health and safety arrangements, how to report accidents, incidents and unsafe conditions. See Appendix PL1F Induction Checklist.
Ensure that the student is fully informed about responsibilities, including those contained in any statutory legislation and/or honorary contract.
Provide the student with appropriate instruction and training in working practices to enable him/her to carry out his/her duties efficiently and safely.
Work with the student to identify appropriate learning outcomes for the placement (these must be agreed by the student, the Workplace Supervisor and the University). 
Facilitate access to the student for visits by the Placement Tutor, where appropriate.
Ensure that the student is treated with respect.
During and on completion of the placement, provide feedback to the University on the student’s performance and confirmation of the hours in practice, where required.

Appendices 7 Placement Risk Assessment
PLACEMENT RISK ASSESSMENT 
	Placement Provider
	Student (or student group if risk factors the same)
	Start Date
	End Date

	Company: UWTSD
Location: Carmarthen
	Honorata Sieczych
	6th June 2019
	30th November 2019

	General Control Measures 
	Yes / No
	Actions Necessary?
	Action Completed

	Has the student received sufficient briefing?
	Yes 
	
No
	

	Has the student submitted a signed PL1C Student Placement Agreement? 
	Yes 
	No
	

	Has the placement provider returned a signed PL1A Placement Provider Agreement and PV1B Health and Safety Questionnaire? 
	Yes 
	No
	

	Has this provider been used before and been reviewed?
If yes, do any concerns remain unresolved?
	Yes 

No
	No
	

	Risk Profiling & Further Actions Required
	Risk Profile High, Med, Low
	Actions Necessary?
	Action Completed

	Individual Student Factors - Skills, abilities, pre-existing medical conditions, disability, etc.
	Medium
	To maintain contact with the student and manage accordingly
	Yes

	Work Factors - Risks associated with student’s expected work activities. 
	Medium
	To ensure materials carried around is not excessive
	Yes

	Location and/or Region - Crime, civil disorder, remote working, etc.
	Low
	No
	

	Insurance limitations - Provider has adequate insurance in place to cover student on placement. Student has agreed to take out additional cover if required
	Low
	No
	

	General / Environmental Health Factors - Very hot or cold working conditions, inoculations required, etc
	Low
	No
	

	Travel & Transportation - Commuting to/from work & driving for work purposes.
	Medium
	Some travel required, ensure travel not excessive and instructions provided
	

	Safeguarding - Work with children, young persons, or vulnerable adults. A copy of the DBS has been received and the outcome deemed acceptable
	Low
	None
	

	Conclusion
	Yes / No
	Action Necessary?
	Action Completed

	Is a site safety visit required before a decision can be made as regards placement approval ?
	No
	All events areas have been used previously
	

	Are risks acceptable / tolerable such that the placement can be approved?
	Yes 
	
	



PLACEMENT APPROVAL
As the University's Placement Co-ordinator I approve this placement.
	Signed:
	
J.Shore

	Name in block capitals:
	Jessica Shore

	Position:
	Lecturer
	Date:
	4th October 2019



The University of Wales Trinity Saint David will: 
Commit appropriate levels of staff and other resources to placement governance activity to ensure strategic oversight for the learning to be delivered and managed by the Placement Provider. This may include the identification of (i) a Placement Coordinator, whose duties would normally include the authorisation of placements and organising/managing the placement arrangements, in liaison with the Placement Provider and student, and (ii) a Placement Tutor, who will act as the first point of contact, visit the student on placement, where appropriate, and/or assess the student. 
Ensure that any placement learning that forms part of a programme of study has associated learning outcomes which:
are clearly defined;
contribute appropriately to the overall aims of the programme;
are appropriately assessed. In cases where it is considered appropriate for the assessment be jointly conducted by the University and the Placement Provider, the Placement Tutor will work with the Workplace Supervisor to establish and document the procedure by which this shall be achieved.
Assess the suitability of a proposed placement through appropriate and proportionate placement due diligence procedures, using a risk-based assessment process. The approval process will require the Placement Coordinator to undertake a Risk Profile for each placement using the PL1D Placement Risk Profiling Guidance, and record the outcomes in Appendix PL1E Risk Assessment. This risk assessment activity will include consideration of the information supplied in Appendix PL1A Placement Provider Agreement, Appendix PL1B, Placement Provider Health and Safety Questionnaire and Appendix PL1C Student Placement Agreement.
Negotiate reasonable adjustments with the Placement Provider in the case of a student assessed under the Equality Act, 2010.
Provide specialist advice and guidance for students with additional support needs.
Ensure that any concerns, complaints, incidents or breaches of codes of conduct or discipline are dealt with in line with its student-facing policy framework .
Clearly define appropriate points of contact and lines of communication between the University, the Placement Provider and the student. These should include:
Mechanisms for the Placement Provider to raise concerns or complaints about any aspect of the placement, including an individual student's performance or conduct.
University emergency contact details.
Retain a full and detailed record of each placement.
Provide students with appropriate briefing, including health and safety, prior to commencement of any placement.
Monitor all placement activity, ensuring that milestones are established, maintained and records, and identifying and addressing issues of concern and sharing good practice.
Arrange appropriate opportunities for gathering feedback from students, Placement Providers and Placement Tutors, including suggestions for improvement. See Appendix PL1G.

Would you please confirm that you accept the above responsibilities by signing below?   
I’d be grateful if you would return the completed version of this PL1C form to the Placement Coordinator using the contact details specified on page 2.
If you have any questions or problems, please don’t hesitate to get in touch.
Yours sincerely 
Insert name of Placement Coordinator 
Placement Coordinator 

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

	Name in block capitals:
	HONORATA SIECZYCH


	Programme of study:
	Business Management BA



	Date:
	6/06/2019




Appendices 8 SMART aims and objectives  
	SPECIFIC
	MEASURABLE
	ACHIEVABLE
	REALISTIC
	TIME- BOUND

	My aim: sell business management courses to individuals across Carmarthenshire and Pembrokeshire from June 2019 until the end of November 2019.
	My objectives are to recruit ten people onto business management course and provide them with relevant information regarding our course. Also, I must gather evidence of my placement and carry out a reflective journal of my activities. Besides, I must ensure that social media content is uploaded before any promotion stands.
	The aim is challenging but achievable with the good promotion of the course and consistency throughout the summer and until the end of the placement completion date.
	My goals are realistic as I am a student of a final year of business management undergraduate studies. Therefore, I will promote the course which I do and enjoy.
	My objective is to finish placement at the end of November 2019.



	Appendices 9 Implementation Plan Table
	
	
	

	Placement Day No
	Date
	Name of Venue
	Location
	Done Yes/No

	1
	12/06/2019
	Internship Training
	Bristol NUS
	No

	2
	15/06/2019
	Administration Day
	Carmarthen
	No

	3
	06/07/2019
	 UWTSD Open Day
	Carmarthen
	No

	4
	07/07/2019
	Swansea Air Show
	Swansea
	No

	5
	11/07/2019
	Flyers Distribution
	Carmarthen
	No

	6
	15/07/2019
	Flyers Distribution
	Tenby
	No

	7
	16/07/2019
	Flyers Distribution
	Pembroke
	No

	8
	17/07/2019
	Administration Day
	Carmarthen
	No

	9
	01/08/2019
	St. Catherine Walk
	Carmarthen
	No

	10
	02/08/2019
	St. Catherine Walk
	Carmarthen
	No

	11
	06/08/2019
	Flyers Distribution
	Haverfordwest
	No

	12
	08/08/2019
	Elli Centre
	Llanelli
	No

	13
	09/08/2019
	Elli Centre
	Llanelli
	No

	14
	10/08/2019
	Administration Day
	Carmarthen
	No

	15
	13/08/2019
	Clearing Week
	Carmarthen
	No

	16
	14/08/2019
	Clearing Week
	Carmarthen
	No

	17
	17/08/2019
	UWTSD Open Day
	Carmarthen
	No

	18
	10/09- 13/09/2019
	Flyers Distribution
	Poland
	No

	19
	28/09/2019
	Polish Shop
	Carmarthen
	No

	20
	14/10/2019
	Administration Day
	Carmarthen
	No

	21
	09/11/2019
	UWTSD Open Day
	Carmarthen
	[bookmark: _GoBack]No



	







	
	
	
	
	
	











Appendices No 10 Gantt Chart
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Organisation name: Carmarthen Business School
Placement opportunity: Sustainable Marketing
Location: Carmarthen

Type of placement: I'm offering a specific placement

Short summary: University of Wales Trinity Saint David's Carmarthen Business School
offers undergraduate and postgraduate programmes that are underpinned by sustainable
and ethical thinking. This placement focuses on creating and implementing a sustainable
marketing plan for our undergraduate programme and MBA Sustainability Leadership.

What | am looking for: This placement is to develop and implement a sustainable
marketing plan for our undergraduate programmes in Business and Management and our
postgraduate online MBA Sustainability Leadership. All programmes are underpinned by
sustainable and ethical thinking and appeal to forward thinking individuals who want to
change the nature of business. Expectation of the placement includes: Development and
implantation of social media strategies targeted at specific groups Development and
implementation of local strategies for recruitment. Specifically for the MBA Sustainability
Leadership - research key audiences within the sustainable business community

Placement category Education
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