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Executive Summary
Recently, education establishments have become increasingly interested in the integration of promoting extracurricular activities such as, internships and voluntary participation (Baert et al., 2019; Saniter, Schumann, & Siedler, 2018). By implementing an internship and volunteerism module to the curricular, universities sustain their reputation in the eyes of The Quality Assurance Agency (QAA), which is an independent establishment which grants higher education institutes with degree awarding power. However, it was also created for the purpose of monitoring the actions of these institutes in order to provide quality assurance reviews and ranking, which is transparent to the public (Baldock et al., 2015; Morgan, 2015). 
Implementing the module is not only beneficial to the institute themselves, but also the pupils undertaking the module. Firstly, personal development plays a significant role when concerning potential outcomes from undertaking work-practices. The motivation behind gaining personal development can be in the form of many intrinsic/extrinsic motivational factors such as, exploring job prospects, improving existing skills, gaining new skills, gaining work-based confidence and developing subject knowledge among others (Chen, Hu, Wang & Chen, 2011; Divine et al., 2007; Cook, Parker & Pettijohn, 2004; Gault et al., 2000). 
This brings us to the second potential outcome component, gaining employability skills. Within Baert’s (2019) field experiment, where he sent 1,248 fictitious resumes to employers, the results concluded that the applicants with internship experience have a 12.6% higher probability of employment. Furthermore, The National Association of College and Employers (NACE) states that 91% of US employers favor graduate students that have undertaken professional work-experience as it was assumed that students who have completed an internship are more ambitious, reliable and risk-averse, as opposed to students who have not (NACE, 2020; Baert, 2015). 
The paper aims to document the extra curricula activity of level-6 BA Business & Management student/intern, Jordan Coller during and after his placement with the sustainable energy provider known as “Egni Co-operative” - recording each step of the student’s placement journey, performing the role of “Marketing and Communications Developer” with ADHD and Generalised Anxiety Disorder.  
Preliminary to the placement, extensive planning was made mandatory by placement coordinator, Louise Emmanuel. Requiring the student to formulate a Pre-placement Skills audit, were it is mentioned that the intern lacks in skills such as Communication and Time-management. Subsequently, SMART aims are created from the Pre-placement Skills Audit. They are as followed, Gaining Marketing Experience for Future Employment, Improving Communication Skills and Improving Time-Management Skills. This is where a Gantt Chart was formulated, with the purpose of scheduling and simplifying the tasks which the intern would perform on placement, in order to achieve the SMART aims, in order to display personal development consequential to undertaking placement. 
Within Section 2.5, Performing as a Marketing and Communications Developer, we document each task performed by the intern, in order to make a positive impact and development towards the Pre-Placement Skills Audit, initially analysed before placement. Additionally, the section will mention the student’s hardships with management and the methods in which he had overcome them, emphasising how learning development was achieved during each task.
Thirdly, within Section 3.0, the Pre-placement Skills Audit will be compared with the Post-Placement Skills Audit, to allow the reader insight regarding the development of each skill, conveying a measurable contrast of the intern’s development journey. Furthermore, a first-person reflection will be offered to the reader, to convey the intern’s conclusive and personal thoughts and feelings reflecting the placement.
Lastly, recommendations will be formulated from the student’s extra curricula experience of undertaking the placement, emphasising suggestions to Egni Cooperative, UWTSD and himself for personal development and future employability, as this paper will serve it’s purpose as a reflective reminder how the student can develop post-graduation. 

1.0 Introduction
1.1 Aims & Objectives 
The overall aim of the paper is to display how participating in an internship has impacted/developed the UWTSD (University of Trinity St. David) intern’s skills and ability to perform within a professional environment, during a 20-day placement. Within the first section of the Main Findings, preparative and fundamental steps pre-placement will be analysed. Most significantly, the Pre-Placement Skills Audit (Pre-PSA) will be depicted, to later be used for a comparative analysis by contrasting Pre-PSA with the Post-Placement Skills Audit (Post-PSA); highlighting and measuring how the intern’s skills has been impacted from undertaking the placement, or what skills were developed.
The Main Findings will portray the steps taken when performing on placement, describing each individual event paints the picture of the intern’s experience. Documenting each individual variable is fundamental to the paper’s findings as it allows us to measure how each separate event has implicitly/explicitly impacted the intern’s behavior. Not only this, but the reflection of each event creates an opportunity for the intern to measure how each event has impacted their behavior and pre-existing skills. 
The paper’s conclusion will consist of a critical reflection, summarising each of the paper’s components whilst emphasising the intern’s own thoughts and feelings concerning the most significant scenarios during the placement.
Lastly, once thorough analysis is met, recommendations will be formulated in order to guide the intern in the future. Additional recommendations will be made to the University and placement provider. 

1.3 Overview of Placement Provider: Egni Co-operative
The placement provider, Egni Co-operative, is a community shareholder-driven social enterprise, based in Abertawe, Wales. Egni Co-operative is the first of its kind, leading the largest renewable community energy movement in Wales. Their core values concern, shifting community and shareholder behavior by encouraging them to make more sustainable and ethical decisions. This is achieved through building awareness about their renewable solar energy service within local educational institutes, to inspiring future generations to act sustainably and creating sustainable communities for the future (Egni Co-op, 2019).

2.0 Main Findings
2.1 Preparation Through Relevant Education
Within the intern’s three-year BA Business & Management course, various modules were provided which broadened and focused upon the development of skills. The knowledge gained throughout higher education offers the intern a foundation of professional acquisitional skills, insuring competence, that would not necessarily be taught without undertaking internal business-practices. Furthermore, acquisition skills gained through higher education enhances the student’s likelihood of future employment (Conde et al., 2016; Gault et al., 2000; Divine et al., 2007). For the purposes of the paper, only the modules that are most relevant to the placement will be mentioned within Appendix A.

2.2 Placements for Good: Bristol Field Exhibition
On 12th June 2019, the intern was invited to the ‘Placements for Good’ (PFG) Workshop event held in Bristol. This event had the intention of pre-enhancing the student’s skills by offering an extensive range of training-courses [Figure 1.0]. However, the offer was refused, due to personal circumstances, leading to a missed opportunity, as the intern could have benefited from the free entrepreneurial training offered. 
Nevertheless, alternative arrangements were made. This involved arranging a Skype conference with PFG’s representative named ‘Baker’. During the conference, Baker informed the intern of each component within the workshop using Microsoft PowerPoint. The skype conference was helpful as fundamental information was passed that would have otherwise been overlooked. 

Figure 1.0
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2.4 Implementation Plan
2.4.1 Pre-Placement Skills Audit
Firstly, a Pre-PSA was completed by the intern [Appendix B]. The method of utilising an initial skills audit offers the student several fundamental advantages, some of which involve, the tailoring of assessment to individual encouraging learning and skills development, as opposed to only meeting a minimum standard. By auditing one’s self strengths and weaknesses, improvements can be made independently, and life-long learning can be achieved; these outcomes alone are desired graduate attributes (Gibbings & Brodie, 2006).

When assessing the Pre-PSA, it is made apparent that the intern has two significant characteristics that may hinder the outcome of the placement. The first being, diagnosed ‘Generalised Anxiety Disorder’ (GAD) – A mental health disorder which may evidentially hinder the individual’s confidence, risk-taking ability and communication skills (Bystritsky et al., 2013). The second detriment concerns the intern’s Attention Deficit Hyperactivity Disorder (ADHD), which negatively impacts the intern’s organisational and communicational skills (Mayes, Calhoun & Crowell, 2000). 
However, the student has adopted many positive skills from both higher education and entrepreneurial experience. Drawing from Appendix B, it is emphasised that the experience gained from maintaining the role of ‘Team Leader’ within Tesco and being a father has allowed the student to inherit contemporary management skills such as, team leadership/cooperation whilst conveying the ability to maintain life-long commitments, emphasising a strong ambition and the will to focus.  

Once completed, the intern decided to actively seek a placement provider earlier than the remainder of his peers, as securing a placement any later would be deemed as unwise; when the limited number of choices concerning paid placements that were available are put into perspective. However, many placements were not suitable for the intern, as they were either too far away to commute to, or unpaid. Although volunteering could potentially offer the experience needed for personal development, an internship which offers a labor salary would provide additional financial security, lessening the risks involved. Financial security is a significant factor for the intern, as he will need to manage both the internship, a household and an infant/dependent. However, perhaps due to the intern’s specific needs, finding a suitable placement provider was made more difficult. 
Subsequently, the intern was signposted by another student colleague to the placement agency called PFG. PFG is a sustainable placement agency which offers students the opportunity of experiencing the sustainable working culture by advocating them not only whilst seeking a placement, but also during the placement itself. 
Once the Pre-PSA was assessed by PFG’s representative, Baker, they were able to find a suitable placement which met the intern’s specific needs and intended outcomes within 2-working days and the intern was put into contact with McCallum, Egni Cooperative’s managing director. This relieved the stress involved in seeking an internship and enabled the student to focus on additional assignments. 



2.3.2 The Job Role 
Subsequently, the Job Profile (JP) was received by the intern via email [Appendix C], granting the intern with the role title of ‘Marketing and Communications Developer’. Drawing from Section 2.1, it was made apparent that the student had a great level of knowledge surrounding the subject of social and ethical marketing, however, this was an opportunity to expand his own knowledge in a more practical way. 
In hindsight, the JP allowed the intern to assess the aims and objectives required for completing the internship, whilst also appraising whether he could fulfill them competently by contrasting the JP with the Pre-PSA – Within Appendix D, the cross evaluation is made by linking the relevant tasks with the intern’s strengths. Subsequently, the intern’s weaknesses will also be linked with the tasks that could be hindered. Drawing from the cross evaluation, the intern can be perceived to uphold suitable characteristics for the job role. 
However, the job role had many aims without clear instructive objectives, making the profile somewhat vague, thereby indicating that McCallum overestimated the intern’s capability. However, due to the intern’s previous knowledge surrounding marketing, along with the lack of clear instruction, the opportunity to be creative was made implicit.  
Furthermore, the JP allowed the intern to evaluate which resources were required [Appendix E]. For instance, since the placement is based in Carmarthen, the intern will need to commute, making transport a fundamental requirement needed to complete the placement. However, commuting from Pembrokeshire, 5-days a week, can be deemed as expensive, this is where paid internships present their advantages, as the hourly rate of £8.21 would enable the student to commute with less financial stress. 

2.4.3 SMART aims 
 Based upon the intern’s weaknesses identified within the Pre-PSA, the planning and implementation of the framework known as ‘SMART aims’ was assigned by the intern’s tutors in order to formulate Specific, Measurable, Achievable, Relevant and Timely intended outcomes used for personal purposes. These smart aims can be found below and within Appendix G. 
· [bookmark: _Toc23504969]Aim 1: Gaining Marketing Experience for Future Employment 
· [bookmark: _Toc23504970]Aim 2: Improving Communication Skills
· [bookmark: _Toc23504971]Aim 3: Improving Time-Management Skills

The use of planning and implementing SMART aims during placement, can be related to both Schunk (1989) and Zimmerman’s (2008) research, where it is implied that simple and broad goals such as “doing one’s best” can be perceived as unproductive; through undertaking tasks in a series of intervals, allows one to monitor and pursue personal growth. 
The Framework known as SMART aims were supposedly created by Doran (1991) and later extensively fostered by Drucker (1995). The approach has been adopted by mainstream business culture, applied by performance managers and team operators due to the strategy’s ability to aid in the formulation and underpinning of objectives (Moore, 2017). However, whilst SMART aims can also be utilised in order to enhance planning of business operations, the framework can serve the additional purpose of reflecting upon one’s own personal development (Fielding 1999; Schunk 1989; Zimmerman, 2008).

2.4.4 Gantt Chart 
The use of SMART has its shortcomings, as Murphy (2015) suggests that the framework can “lead to an overly ambitious approach”, which does not cater for those willing to adopt the strategy if limited time-restrictions are present. This was certainly relevant to the time restrictions of a 20-day placement, as 20-days can be assumed to be too short, minimising the amount of experience gained. Nevertheless, this limitation was neutralised by implementing suitable time-management and prioritising each task by implementing a Gantt Chart [Appendix F] (Shahin & Mahbod, 2007; Kirillov et al., 2015). The use of a Gantt chart was made mandatory by the intern’s lecturers, becoming a fundamental component for completing the first Internship and Volunteerism module. The creation of a Gantt chart can be perceived to enhance the student’s time-management skills by setting independent instructions and schedules.
Prior to creating the Gantt chart, SMART objectives were formulated, which correlates each task to each relative aim. This created a list of tasks that will be used when creating the Gantt chart, in order to simplify achieving the SMART aims [Appendix H]. However, the duration of the plan’s creation was extended due to the lack of coherent objectives from the placement provider, concluding with the Gantt chart becoming based upon the intern’s own hypothetical assumptions, meaning the chart became a waste of time (Geraldi, & Lechter, 2012). 



2.5 Performing as a Marketing and Communications Developer Intern
2.5.1 The Induction 
18th July 2019 – A Skype induction was held, where Egni’s director, McCallum, outlined the role of the Marketing and Communications Developer. At this time, the intern learned that he would be performing his role in cooperation with another intern from the same course. For the purposes of the study, he will be referred as ‘Kilgariff’. McCallum informed the interns that their true mission was to develop Egni’s social media presence, whilst formulating internal marketing frameworks. However, McCallum’s method of presenting the tasks involved in achieving these aims offered little-to-no clarity, signifying several concepts; so either McCallum did not know the role, or he had overestimated the intern’s capability, causing confusion within the group. This concluded in both interns interpreting the lack of information given as a legitimate management approach. At the time, it was thought by providing less objectives, McCallum had implicitly encouraged his interns to be creative, as empirical research confirms that creativity can improve employee intrinsic motivation and provide valuable learning curves (Harackiewicz & Sansone, 2000). Furthermore, fundamental documentation was discussed not only for ensuring evidential and safety purposes, but also to provide a clear understanding of both the student’s and placement provider’s expected and intended outcomes [Appendices I-M].
During the induction, McCallum had agreed that the intern could work remotely from home, as this allowed the intern to cut travel costs. However, throughout the placement, issues occurred which promptly outweighed the intended benefits, as the intern’s busy household became too much of a distraction, hindering the amount and standard of work completed, causing conflict with management.

2.5.2 Formulating the Marketing Plan
The intern’s first task was to devise a marketing plan based upon the activities scheduled within both of the intern’s Gantt charts. This task was formulated within Microsoft Excel, as data and task inputs were produced into simplified and comprehendible mediums of meaningful data. The task of creating an advanced Excel datasheet was second nature to the intern, as these skills were inherently learned from undertaking the ‘Generating Business Data & Analysis’ module (Quinlan, Babin, Carr & Griffin, 2019; Mullins, 2017). Likewise, the fundamental marketing framework known as 4Ps (Price, Promotion, Product and Place), learned within the ‘Social & Ethical Marketing’ module aided with the formulation of the objectives and stakeholder analysis (Shore, 2018; Kotler, Kartajaya & Setiawan, 2017).  
The plan displayed the intern’s development of marketing experience and time management skills, thus putting academic theory into work-based practice, which can be utilised for future development (Newton, 1992). However, the task of creating a marketing plan was time-costly, as it took four working days to conclude, due to the intern’s lack of instruction from management. This could indicate that the student still requires to improve upon these skills, or it may suggest that the duration of the task stems from the lack of direction from management (Grissom, Loeb & Mitani, 2015). The student’s confusion decreased their motivation for completing the task as they had become unsure if they were wasting their own efforts. 



2.5.3 Publishing Press Releases
The interns were requested to formulate articles to be later published by external news outlets; these were named ‘press releases’ within the marketing culture. Press releases are an effective method of gaining exposure for a project, through external promotion, promotional information is sent to a mutual audience or ‘digital tribe’ (Kotler, 2017). Throughout the duration of the placement, the intern had produced several separate press releases, each conveying a variety of stories/messages. Subjectively, each press release could be seen to fulfill its purpose as it resulted in strengthening the bond between both placement provider and consumer. The student’s competency in completing this task conveyed that the intern’s communication and marketing skills were progressively improving throughout the placement and could develop further with practice, in order to utilise these skills within further employment (Wells & Moriarty, 2011).
However, the initial complexity involved with writing a press release was overbearing for the student, as management had not contributed to the completion of the work, but only offering the interns vague instructions, whilst maintaining a stringent approach to management’s preferences concerning the press release’s format. Additionally, the motivation to create content was compromised by management when they decided to communicate in a passively aggressive manner if the interns requested clear instructions or feedback from the task; it is worth mentioning that this would occur frequently. Motivation was also hindered when McCallum provided the interns with minimal praise if the task was performed correctly (Pant & Baroudi, 2008). 
Nevertheless, McCallum’s lack of feedback and instruction towards the task could have stemmed from factors, such as, problems in his personal life which were conveyed within employment, carelessness, the over expectations of the intern’s capabilities, or he may have felt he was not obliged to instruct the interns. This conveys that McCallum’s management approach was unsuitable for an intern who required extensive acquisition and training for personal development (Conde et al., 2016; Gault et al., 2000; Divine et al., 2007). 

2.5.4 Email Marketing
As seen within Appendix E, the intern was required to formulate a company-based email address and email signature, as a professional email format portrays the intern’s legitimacy and professionalism (Gilmore, Gallagher & Henry, 2007).
After the completion of each press release, the search for suitable press outlets to publish the content began. The task was simplified by the intern’s own intuition, as the intern was aware that many press outlets displayed editorial contact information on their websites. The gained information was saved within a subsection within the Excel marketing plan. The data gained would prove to be an efficient method of storing stakeholder information for future marketing development purposes. Furthermore, by learning a correct and fundamental approach of how to communicate with marketing stakeholder this improved the intern’s written communication skills, which can be used within future employment (Stevens, 2005). 
However, difficulty occurred once the intern was required to operate the Microsoft attachment software known as ‘Mail Merge’ due to lack of experience. Mail Merge can be utilised to efficiently enhance time management skills for marketers in order to send mass email’s to multiple recipients. In essence. the software performs the purpose of minimising the time spent from emailing each recipient individually (Fariborzi & Zahedifard, 2012). Nevertheless, the interns had no instruction from management; this created stress within the group, as the time required to complete the task was lengthened throughout the full working-day. As the student was a paid intern, this created a sense of guilt, as working hours were spent unproductively at the cost of the placement provider. 
Subsequently, the interns were required to ‘follow-up’ each email, by phone calling each individual email-recipient. In hindsight, this was an optimal opportunity to develop oral communication skills (NHS, 2019). However, the recipients of the phone calls emphasised a sense of annoyance or avoided communication altogether; this may stem from the intern’s lack of charisma. Nevertheless, through a trial and error approach in an attempt to improve the intern’s charisma skills, this still proved unsuccessful (Spinello, 1999). In summary, although a positive outcome did not present itself, a valuable lesson was learned for future employment (Ulinski & O'callaghan, 2002). 


2.5.5 Social Media Marketing
Developing Egni’s social media presence was uncomplicated for the student, as he was born into and exposed to the digital age, being a ‘Digital Native’. A digital native is a generalised characteristic where the individual has inherited digital literacy skills, as opposed to these skills becoming adopted (Tuten & Soloman, 2018; Selber, 2010; Prenksy, 2001).
Performing marketing operations through content creation allowed the intern to engage with Egni’s stakeholders and potential consumers, forming relationships within their ‘digital tribe’ with measurable success, gaining approximately 250 followers daily (Tudor, 2009; Kotler & Armstrong, 1996). This was a positive outcome in the perception of the intern, as development to the intern’s communication and marketing experience was gained. Additionally, intrinsic motivations ensued as Egni’s content conveyed thematic context such as positivity relating to sustainability, a concept learned through the Globally Responsible Business module. Furthermore, the intern’s knowledge of the external software known as ‘Hootsuite’ allowed the intern to schedule content published within each of Egni’s social media platforms, becoming a fundamental tool when managing workhours efficiently (Geho & Dangelo, 2012).  
The success of the intern was quickly recognised by McCallum and was immediately governed. However, it was soon discovered that McCallum had minimal skills regarding the use of social media – this could be due to McCallum upholding characteristics of a ‘Digital Immigrant’ (Prenksy, 2001). The governance of McCallum resulted in a new task in requiring the interns to post 40 Twitter posts daily, thus forcing the interns to unwillingly use the path of spamming the newly established followers, rather than McCallum trusting the interns and learning from their already established relationship marketing approach. More so, a business’ practice of spamming can be deemed (subjectively) as unethical, due to the consequential harassment of content (Spinello, 1999). The consequence of ‘spamming’ Twitter was a decrease in the brand’s follower count and disengagement from its previously loyal followers. Although, this was a negative scenario, fundamental lessons were learned by the intern that can be carried in to future employment. For instance, the intern will in future advise employers to trust his marketing approaches. 



2.5.6 Attending Events
University of Sheffield ‘Community Energy Conference’ 200
Firstly, the intern was offered the opportunity to attend the ‘Community Energy Conference’ at Sheffield University. In hindsight, the attending of conferences proved to be a prime method of developing communication skills, as the task involved the intern experiencing the marketing culture through networking with mutually minded businesses and potential stakeholders in a more tangible way, whilst broadening the intern’s knowledge of sustainable business.

Extinction Rebellion event
The second event which was offered was Swansea’s ‘Extinction Rebellion’ protest. This required each member of staff to participate in social activism. However, this seemed more of a ploy to promote Egni’s share offer package, causing conflict of the intern’s personal values. Additionally, McCallum explicitly stated that the opportunity may lead to the intern’s lawful arrest, as the practices required were deemed as illegal. The concept of being arrested caused a sense of internal anxiety for the intern consequentially leading to the intern resigning from the placement. 





3.0 Conclusions
Comparing both Pre-PSA [Appendix B] and Post-PSA [Appendix N] documents, it is made apparent that personal development has been achieved during the placement, gaining experience for future employment and an improvement in Communication and Time-Management Skills. 

3.1 Post Placement Review & Feedback
Subsequently after leaving the placement, the intern requested that McCallum completed a Post Placement Review & Feedback document [Found within Appendix O] in order to compare the Pre-PSA to the Post-PSA. This comparison would be used to measure the intern’s level of skill progression. The time took for the document to be completed by McCallum was longer than expected; only when the intern prompted him two-weeks before the relevant assignment was due, did McCallum complete it, signifying that McCallum did not perceive the intern’s academic outcome as important.  Nevertheless, McCallum provided the intern with a mostly positive review, stating that the intern had performed the role of a ‘Marketing and Communications Developer’ adequately. McCallum also goes on to mention how the limitation of anxiety may present itself as a problem within the future. Furthermore, he mentioned that the interns values were “more important than he thinks”, potentially indicating that McCallum had also learned something of value from the student; this could likely be linked to the competency differences between McCallum’s and the intern’s performance on social media.  


3.1 Personal Critical Reflection
Firstly, the effectiveness of the implementation plan will be discussed. The formulation of SMART aims can be perceived as an effective approach for my own personal development, identifying my own weaknesses which required further prioritising.
The Gantt chart was created too early and the formulation of the chart felt too hypothetical and was a waste of time, as each placement task was determined by management and not by my own ideologies. Marketing and sustainability studies are two significant passions of mine and becoming an intern for a sustainable enterprise seemed on the face of it, ideal. I feel as though my aims were achieved as I feel a lot more confident in my capability of becoming a marketer post-graduation. However, I did not appreciate the negativity portrayed from management, as I felt like just another number, rather than a valued member of the team. Although, McCallum portrayed me as valuable, I would have hoped that his management skills would reflect this, as throughout the placement, I felt unmotivated to help Egni, due to his negativity and lack of praise. 
However, whilst many negative events happened, a few positive scenarios also occurred from participating as an intern. For example, The Tenby Observer, a local Pembrokeshire newspaper, recognised my achievements and marketing profitability – This increase motivation to achieve a higher grade within university, in hopes of becoming successful in the local marketing culture. Additionally, from experiencing McCallum’s negative marketing approaches, I had learned how to be more independent and acknowledge how positive management approaches/soft human skills can improve the motivation of employees (Haslam, Powell & Turner, 2011). 

4.0 Recommendations
4.1 Future Recommendations for Egni
1. Reflecting upon Egni as an enterprise, I can see great potential, the brand portrays a positive ethos and the potential to do good (sustainably). However, the implementation of “soft human skills”, conveyed from management, could become beneficial and speaking from firsthand experience, by positively encouraging employee wellbeing, productivity is enhanced through greater motivation. I suggest McCallum starting this approach by respecting their employee’s life-long commitments. 

4.2 Future Recommendations for UWTSD 
1. Firstly, when the Pre-PSA completed independently, inaccurate information may present itself. Several factors can be liable for this, such as, assumptions can be made within the audit based on a singular perception, students may lower their initial scores, therefore lessening the effort required to develop. 
2. I recommend extending the amount of days needed to undertake placement. 20 days is not enough to notice much development. However, this may not be possible for many students, due to inflexibility of time. 
3. The Gantt Chart was deemed as an optimal tool for time-managing purposes. However, in this case was created based on purply hypothetical ideologies. This was a waste of time. I purpose that the Gantt chart is formulates after the intern is aware of the tasks required, during placement. 

4.3 Personal Skills Development 
1. In retrospect, assigning PFG with the task of searching for a placement can be perceived as somewhat counterproductive. Furthermore, Legg & Porter’s (2017) research implies that the task should have been carried out independently by the student himself, therefore practicing and creating structure, if an improvement to organisational skills was to be pursued. 
2. Although, the negative characteristics stemming from ADHD and GAD are both diagnosed disabilities, perhaps there are additional underlying reasons as to why the intern lacks in the said skills. Rather than the intern blaming their own disabilities for the lack of communication and organisational skills, the intern should assess beyond the disability by practicing self-development techniques; for instance, perhaps self-therapy techniques such as, cognitive behavioral or exposure therapy could be suggested. This is where the intern could experience scenarios outside of his ‘comfort zone’ in order to become desensitised and well-practiced; which reflects the same intended outcomes as the internship itself (NHS, 2019; Baert et al., 2019).
3. If the intern had requested an extensive directory of objectives, perhaps this would of displayed an improvements to both Time-management skills, as the time lost from formulating strategies would be lessened, and Communication skills, as the intern would display the ability to communicate efficiently by confidently/directly request extensive information. To avoid a similar scenario from occurring, whilst producing content in future, the intern should arrange an interview face-to-face with the employer if instructions are unclear, in order to reduce confusion (Noe, Hollenbeck, Gerhart & Wright, 2019). 
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Appendices
Appendix A – Preparations Though Higher Education
Social & Ethical Marketing 
Within this module, the student critically explored activities and trends in social and ethical marketing referring to the 4Ps (Price, Promotion, Product and Place) marketing-mix framework and how they can be applied to social problems. This allowed the student to critically assess marketing processes, concepts and techniques, whilst identifying stakeholders and their impacts on marketing activities, in order to create value in a social context (Shore, 2018; Kotler, Kartajaya & Setiawan, 2017). 

Generating Business Data & Analysis
Modern information systems are dependent on the development and creation of databases. The module allowed the student to comprehend how data systems perform. Furthermore, the practical aspect of the module involved the formulation of data bases. This allowed the student to critically evaluate trends in data generation and understand fundamental database principles. Understanding how to navigate and utilise data sheets will prove beneficial when formulating plans or consumer-related storing data (Quinlan, Babin, Carr & Griffin, 2019; Mullins, 2017). 

Globally Responsible Business
Within this module, the challenges involved in becoming an ethical, sustainable and globally responsible business were explored. The module encouraged the student to critically analyse and evaluate approaches to responsibility in business, in order to propose solutions to these global business challenges. The module was a fundamental benchmark, as it allowed the student to further develop his understanding of sustainable businesses (Emanuel, 2019; Gibson, Rimmington & Landwehr-Brown, 2008). 
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INTERNSHIP & VOLUNTEERISM
Assessment 1 – Pre-Placement Skills Audit
Name: Jordan John Coller

Placement Provider: Egni Co-operative

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: 2 years of working as a Team Leader in Tesco Express has granted me with semi-proficient skills in problem solving, whilst being aware that policies and regulations should be taken into account.  

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

	Example: I have knowledge of micro and macro environments, which are associated with an organisation’s agility. I have not had first-hand experience in this area; although, I have learned about it within my module assignments. 
However, it is apparent that I do have a creative mind-set, as I have won UWTSD’s Rethinking Business Awards 2017 & 2018 for designing innovative and sustainable products. 



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

	Example: During my undergraduate Business and Management degree, I have developed my skills to think critically and analyse information. Additionally, I feel that I am proficient with databases, which are used to visualise a range of data, which can then be analysed for problem solving. 


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

	Example: I have a theoretical background through the modules of my degree, so I am aware of the environment, social and economic factors which can affect businesses. Specifically, regarding my placement, social and ethical marketing is an area in which I wish to extensively develop my skills.


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

	Example: I am currently aware of my own barriers and limitations; although, I am consistently researching how to overcome them. As an example, during my time as Team Leader in Tesco Express, when handling logistical problems, I would often assess my own performance to analyse what was successful and which aspects could be improved. For instance, this kind of scenarios could include customer confrontation, handling reviews or meeting sales targets.


	I have a commitment to life-long 
	X
	
	
	

	Example: Fatherhood, as I aim to raise child at the best of my ability, putting the child at the highest of my priorities. Additionally, I aim to raise my child and teach him ethics, all whilst incorporating sustainability within our culture.  


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

	Example: As a former Team Leader in Tesco Express, I was continually influencing and teaching others to self-improve in order to develop their relevant skill-sets within the industry. I take satisfaction in witnessing other’s personal development; this is an aspect of business that I take pride in. 


	I am innovative and adaptable, proactive rather than reactive
	
	X
	
	

	Example: I have won UWTSD’s Rethinking Business Awards 2017 & 2018 for designing innovative and sustainable products; in which required myself to be innovative and adaptable. My prior knowledge of micro and macro environments learnt within my module assignments, has inspired me to be aware of the importance of being proactive rather than reactive.



	I am an engaging and dynamic communicator (written) 
	
	
	
	X

	Example: My ability to be an engaging and dynamic written communicator could be improved upon, as I write conversationally; and have little to no experience in formally communicating with authority figures. 


	I am an engaging and dynamic communicator (oral) 
	
	
	
	X

	Example: My ADHD and anxiety presents limitations within my oral communication. These limitations could be perceived as: Talking too extensively, the fast-paced speed of how I communicate, the inability to keep on topic, and my own struggles to portray a linear sentence with relevant context. 



	I am an effective networker
	
	X
	
	

	Example: I am an effective networker, because of my experience in the NUS. Social media is a catalyst to my networking skills, as I grew up in The Digital Age, and so I am sensitive to the way people network through the social media medium. 


	I am an effective facilitator 
	
	X
	
	

	Example: During my time as Team Leader in Tesco Express, I would simply tasks and projects so they could be executed efficiently. This was performed through a delegation process, where I would measure each colleague’s skills and decide which tasks would be optimal for them, to improve efficiency. 


	I work well in cooperation with others

	X
	
	
	

	Example: Team work is a practice which I believe is truly beneficial to a project’s success. My strong belief stems from my past experiences as a Tesco Express Team Leader, where I cooperation and communication would be a fundamental practice. 


	I am a well-practiced and effective active listener
	
	X
	
	

	Example: I comprehend instructions which are used to carry out tasks. An example of this could regard my undergraduate lectures. This is where we are taught information which can be used for not only future assignments, but knowledge that can be used for future life.


	I can organise myself and manage my time effectively
	
	
	
	X

	Example: Organizing and managing my time effectively would not be my strongest asset and will need addressing in the future. This can be conveyed within my undergraduate work, where I would not manage my time efficiently, therefore occasionally I would submit my course work late. However, with support, this is rectified.

Although during my time at Tesco, I would manage time effectively, as I was in a team; and the time utilised to perform tasks would be delegated. 


	I understand how to act as a responsible citizen
	X
	
	
	

	Example: I do I understand how to act as a responsible citizen. This is conveyed through my years at Tesco, as I was trained to be respectful, abide by rules and policy when performing tasks. I believe that when you work for a business, you are representing that business. 


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

	Example: Within my undergraduate studies, I am learning how to integrate sustainable harmony within the business culture; the modules within my course conveys how to apply theory into practice. 


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

	Example: Although I do not uphold an example of being competent in leading on change for social, environmental and/or economic benefit, an objective of mine is to be self-employed, with my own Social marketing firm. Within my own future self-employment role, I aim to employ those with a positive mindset regarding sustainability. I feel I uphold suitable knowledge and passion regarding sustainability and ethics, in order to implement sustainable harmony and ethics into future marketing projects.


	I feel comfortable speaking openly about my values
	
	
	
	X

	Example: Unfortunately, I am a diagnosed anxiety sufferer. My mental illness often results in self-exclusion in oral communications, thus, limiting my comfort when speaking openly about my values.

	I can lead with integrity driven by my own values
	
	X
	
	

	Example: As written in the box’s above, 2 years of working as a Team Leader in Tesco Express has granted me with semi-proficient skills in problem solving, whilst being aware that policies and regulations should be taken into account.
As a Team Leader in Tesco Express, I was continually influencing and teaching others to self-improve in order to develop their relevant skill-sets within the industry. I take satisfaction in witnessing other’s personal development; this is an aspect of business that I take pride in. During my time as Team Leader in Tesco Express, I would simply tasks and projects so they could be executed efficiently. This was performed through a delegation process, where I would measure each colleague’s skills and decide which tasks would be optimal for them, to improve efficiency. My years at Tesco, as I was trained to be respectful, abide by rules and policy when performing tasks. I believe that when you work for a business, you are representing that business. I would manage time effectively, as I was in a team; and the time utilised to perform tasks would be delegated.
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Appendix D – Cross Evaluation of Appendix B & C
	
Strengths (‘Already there’ & ‘Well on the way’)
 

	Develop a communications and marketing plan
	Raise awareness of Egni rooftop offer
	Increase Egni’s social media presence
	Engage with stakeholders
	Develop case studies/stories

	I work well in cooperation with others.

I am an effective facilitator.

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


	I am an effective networker.

I work well in cooperation with others.

I feel competent in leading on change for social, environmental and/or economic benefit.
	I am innovative and adaptable, proactive rather than reactive.

I am an effective networker.

I work well in cooperation with others.


	I understand how to act as a responsible citizen.

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

I am an effective networker.

I work well in cooperation with others.

I am a well-practiced and effective active listener.

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

I work well in cooperation with others.

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












	
Weaknesses (‘Not currently’ & ‘Gathering speed’)
 

	Develop a communications and marketing plan
	Raise awareness of Egni rooftop offer
	Increase Egni’s social media presence
	Engage with stakeholders
	Develop case studies/stories

	I can organise myself and manage my time effectively.

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

I think about the whole system when working to solve problems and developing ways of doing things
	
	
	I feel comfortable speaking openly about my values.

I am an engaging and dynamic communicator (oral).

	I am an engaging and dynamic communicator (written). 

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

I am capable of engaging in self-reflection and analysis.
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Appendix I - Placement Provider Health and Safety Questionnaire
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Appendix N – Post-Placement Skills Audit 
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Appendix O - Post Placement Review & Feedback
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Role Profile

Placement Host Qrganisation: Awel Aman Tawe

Placement role: Communications and marketing development for
solar rooftop share for Egani Coop

Reports to: Dan - Director

Working pattern: 35 hours/ week Monday - Friday, normally 9am - 5pm for 8 weeks (some
weekends needed. Pro rata

Salary: Enrolled on Awe|, Aman Tawe PAYE @ £8.21/hour

Normal Place of work: Home or Carmarthen Office (room at Christian Aid, Water St
Carmarthen)

Expenses: Where the student is required to travel as part of their placement to an alternative
location to their normal place of work, they will have their travel expenses reimbursed.

Holiday entitlement: To be agreed with Egni but a minimum of statutory holiday will be
calculated based on total days worked. If this is 8 weeks worked, the statutory requirement is
4.6 days paid holiday.
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By promoting and developing the engagement strategy for Egni’s Solar rooftop share offer, the
placement student will be contributing towards efforts to reduce carbon emissions in a shift to
increased alternative energy systems in Wales.

Develop a communications and marketing plan for promoting Egni, Solar rooftop share offer in Wales

Raise awareness of Egni rooftop solar share offer through developed communications and marketing plan

1.
2.
3. Increase Egni social media presence and following.
4.

Identify opportunities to engage with a wide range of stakeholders for communicating the benefits of the
Egni solar rooftop share offer (online, face-to-face, at events, with community groups, through key

Qrganisations and institutions in the region)

5. Develop a series of case studies/stories to increase understanding and tell the story of participation in
renewable energy cooperatives

Expected Outcomes and outputs

Achievable communications and marketing plan
e Increased social media presence
e Increased social media following

e Enhanced communication and marketing materials - informative and action focused to
encourage take-up of solar share offer

e Attendance at a number of events or meetings to increase the profile and knowledge of
Eani Solar rooftop share offer (compile list of meetings/events/conferences with AAT staff)
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Internship and Volunteerism Gantt Chart Plan

Egni Co-operative
Director, Dan McCallum MBE
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fimits. For instance, the Gantt Chart enables one to yisulisg how many tasks they can balance and.

‘perform within a daily schedule.

‘SMART Aims & Objectives
My SMART aims & Objectives. Aim 2: Improving Communication Skills
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Measurable - The measorement of the aim can be monitred by selceflecting upon the
tasks completed within the Gantt Chart. As th inceeasing mumber of marketing fonctons e
e, it would b safe to assume that my knowledge and experieace sucrouading subject will
be developed throvghout

Achievable - belice tha the SMART sim is achievable. Refeiag to the Gaat Chart
within“Appeadix F, it i conveyed that the tasks ace balanced evealy throughout the placement;
even when consderin cecreational e, along with other commitments. Additionally, within the
‘i body of the plantled Placement Acrasgemests' the monetay cost ofatending is implied
25 30 nsignificant isue, when the contracted houey ate i applied.

Relevant - The rlatonship beweea the placement roe of being a “Marketing asistaat

‘and gaining marketing knowledge through experience is 2 key factor o its overall relevance.

1706820

Measurable — The way i which this SVART sin vill be measuced could concern the
Srequency i which  pracicecral aad writen commusicaton skill vithia the busines culuce.
Personal satisacton upon zeflection can aio be pesceived 2 3 vay in which [ can
‘measuremorito the progess of this SMART aim

Achievable - Attough the achievabiiy of this SMART sim s hindered by my own
pecsonal aaxiey, T fel that sisply exposing myself o the business cultce can improve my
cogaitive abilty to communicate more confideaty within the workplace. This is due to the
assumed frequent need tocommunicate with fher professional exteraalinteraal sakeholders

Relevant - Conversing with stakeholders and government oficals will be beneficil for
both my profssional and personal ife. Improving my oal and witen communication silswill

‘advance the way I perform within the marketing culture post-graduation.

1706820
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Appendix I~ SMART aims

The acronym ‘SMART" is more commonly known for, Specific: where the core im is
Socused, Measurable: where the volume ortime-leagth of the sim can be sualysed, Achievable:
whether th task is within one’s abiiy to accomplish, Relevance: where the plan states the

Refers to

relationship beween the task and the objectives used to achieve the said task. Timely

the time scale or limit one has i arder to complete or progress towards a goal (Day & Jasgy. 20110).

Aim 1 Gaining Marketing Experience for Future Employment

Specific - i to gain knowledge through experiencing the markeing cultue,a this can
tater contibute to the success of acquiring a carer which suzouads the subjec of traditional
digtal nd social macketing post-graduaton.

Measurable - The measorement of the aim can be monitred by selceflecting upon the
tasks completed within the Gantt Chart. As th inceeasing mumber of marketing fonctons e
e, it would b safe to assume that my knowledge and experieace sucrouading subject will
be developed throvghout

Achievable - belice tha the SMART sim is achievable. Refeiag to the Gaat Chart
within“Appeadix K. itis conteyed thatth tasks e balaaced evenly thoughout the placement;
even when consderin cecreational e, along with other commitments. Additionally, within the
‘i body of the plantled Placement Acrasgemests' the monetay cost ofatending is implied
25 30 nsignificant isue, when the contracted houey ate i applied.

Relevant - The rlatonship beweea the placement roe of being a “Marketing asistaat

‘and gaining marketing knowledge through experience is 2 key factor o its overall relevance.

1706820

Timely — The placement is shortfived,with oaly 20 days availabl to achiece this aim
However, through the utlization of a Gaatt Char, we can be more effecive when balancing
‘multipl and relevaat tasks. This s due o th abiliy o visually comprehend my own personal
timits. For instanc, the Gantt Chac enabes oneto il how manytasks they can balance zad

‘perform within a daily schedule.

Aim 2 Inproving Communication Skills

Specific - T aim to improve my oral aad written communication skills. Oral sills can
convey my confideace, professionalism and manner in which  orally communicate with, whist
writien communication can be conveyed as the way in which T will write pressrelesses or
communicatetostakeholders v email

Measurable — The way i which this SVART sin vill be measuced could concern the
Srequency i which  pracicecral aad writen commusicaton skill vithia the busines culuce.
Personal satisacton upon zeflection can aio be pesceived 2 3 vay in which [ can
‘measuremorito the progess of this SMART aim

Achievable - Attough the achievabiiy of this SMART sim s hindered by my own

personal ansiety,

1 fee that sinply exposiag myself to the business cultue can improve my
cogaitive abilty to communicate more confideaty within the workplace. This is due to the
assumed frequent need tocommunicate with fher professional exteraalinteraal sakeholders
Relevant - Conversing with stakeholders and government oficals will be beneficil for
both my profssional and personal ife. Improving my oal and witen communication silswill

‘advance the way I perform within the marketing culture post-graduation.

1706820
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Timely - The 20-day placement upholds it limitations, as I believe that 20 days is not
‘adequate time needed to fulfil this aim, however, the placement will act as 2 contribution towards

developing this skl

Aim 3: Inproving Time-Management Skill

Specific - The fnal SMART sim would concern improving my own time mazagement
kil withia the working cuftuc. Thiscan b i the form of Gatt Chact; which wasceeted rioe
1o the placement [Appendi K]. Alo, the peforming o the set tasks withia the Gaat Chart should
o portcayed tonvads the ovecll goal.

Measurable - Dusiagthe plassiag of th placement. asigaificant segment evolves srouad
creating a Gaut Chat: T belive the Gantt Chart to be & core influnce to this SMART sir's
measured success. Tt could be assumed that self efecting and monitoring the Gantt Chac's
success duringpost placement should convey themeasusemseat ofthe aar's uccess

Achievable - T believe the SMART sim to be achievable, as the sim isa't deemed too
cptimistic and s assumed to be the most zealistcally acievable. Additonaly, the plasning of
this SMART i is sveady being performed pricr o the placemen, therfor, 3 sigaificant
segment of the SMART aim s alceady been completed

Relevant - Tis is 2 crucial il used within the working. academic 2nd personal cultue.
The bl tobe puactualdisplays ones capability o b eficien aadresponsible when balancing
2 muaber of tasks. Addtonally, the use of a Gantt Chartconteys the releance to my v time
management sils

Tmely - The plaaning of this SMART s s already being performed prior to the

placement, therefore, a significant segment of the SMART aim has already been completed. The
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next stage would regard the 20-dhy timescal i which I need to manage my time withi; whilst
continuously refering o the Gants Chart to asses the lf-span and deadiine ofeach tak needing

to be performed in order to manage my time efficiently.

Potentallimitations - Altzongh the SMART s ar highly optimistc whea considering
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‘ Y Drindod Dewi Sant

Trinity Saint David

PLACEMENT PROVIDER HEALTH AND SAFETY QUESTIONNAIRE

Name of provider's
organisation:

Egni Co-op

Placement Site

76-78 Heol Gwilym, Cwmllynfell, Swansea SA92GN

Address(es):

Workplace Supervisor | Dan McCallum
Name (or other

provider contact):

Workplace Supervisor | Director

(or contact) Position:

Telephone: 01639830870
E-mail: dan@awel.coop

Name of student(s):

Matthew Kilgariff and Jordan Coller

Duration of Placement:

20 working days

Start Date:

18/06/2019)

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
Louise Emanuel

Placement Coordinator
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PLACEMENT PROVIDER HEALTH AND SAFETY QUESTIONNAIRE

Yes [ No

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

2. | Do you have a policy regarding health and safety training for people | X
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:

3. | Is the organisation registered with:

a) The Health and Safety Executive?

X|X

b) The Local Authority Environmental Health Department?

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

d) The relevant National Governing Body N/A
Registration number:

Last assessment date: //

4. | Insurance (UK Placements)

a) Is Employer Liability Insurance held?

b) Is Public Liability Insurance held?

XX ([x

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

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

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

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

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

6. | Risk Assessment

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

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

c) | Are risk assessments kept under regular review?

X([X|>x

d) | Are the results of risk assessment implemented?

e) | Will the student be undertaking any higher risk activities (i.e. X
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)

6. | Accidents and Incidents

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

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

c) | Please confirm that you will report to the University all recorded | X
accidents involving our students.
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d) | Will you report to the University any sickness involving our
students which may be attributable to the work?

Contact Personnel

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

Name: Carl Richards

Position: Finance Officer

ROLE SPECIFIC CHECKLIST

Yes

No

N/A

Safeguarding

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

b) Is a DBS/police check required?

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

d) Will the student be working alone i.e. unsupervised? If

yes, please specify the extent:
Working from home is a key part of the placement duties.

Accommodation

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

Hotels will be booked for any overnight stays at exhibitions
and events.

Health checks

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

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

c) If yes, will you fund these?

Travel

a) Does the student have to undertake any travel as part of
the work role? If yes, please specify:

Commuting to our offices in Swansea/Carmarthen.

Events across the country.

b) To what extent will you fund this, if any?
We will fund any travel not to our offices.

Work permits and visas

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

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

Please specify any other specific pre-employment
requirements:
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' CONFIRMATION

| confirm that the preceding information is correct to the best of my knowledge. | confirm also
that the student will receive:

e Induction briefing on their first day of attendance.
* Appropriate training and supervision in relation to their placement.

D McCallum

Dan McCallum

Director - 20/6/19
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\ University of Wales

APPENDIX PL1E
Trinity Saint David
PLACEMENT RISK ASSESSMENT
Placement Provider Student (or student Start Date | End Date
group if risk factors the
same)
Company: Egnj Co-op Matthew Kilgariff 18/6/2019 23/08/2019
Location: Swansea Jordan Coller
General Control Measures Yes / No Actions Necessary? Action
Completed
Has the student received sufficient briefing? Yes No Yes
Has the student submitted a signed PL1C Yes No Yes
Student Placement Agreement?
Has the placement provider returned a Yes No Yes
signed PL1A Placement Provider Agreement
and PV1B Health and Safety Questionnaire?
Has this provider been used before and been No No N/A
reviewed?
If yes, do any concerns remain unresolved? No
Risk Profiling & Further Actions Required | Risk Profile | Actions Necessary? Action
High, Med, Completed
Low
Individual Student Factors - Skills, abilities, Low No Yes
pre-existing medical conditions, disability,
efc.
Work Factors - Risks associated with Low No Yes
student’s expected work activities.
Location and/or Region - Crime, civil Low No Yes
disorder, remote working, etc.
Insurance limitations - Provider has Low No Yes
adequate insurance in place to cover student
on placement. Student has agreed to take
out additional cover if required
General / Environmental Health Factors - Low No Yes
Very hot or cold working conditions,
inoculations required, etc
Travel & Transportation - Commuting to/from Medium Briefing on location and Yes
work & driving for work purposes. transport options
Safeguarding - Work with children, young Low No Yes
persons, or vulnerable adults. A copy of the
DBS has been received and the outcome
deemed acceptable
Conclusion Yes / No Action Necessary? Action
Completed
Is a site safety visit required before a No No Yes
decision can be made as regards placement
approval?
Are risks acceptable / tolerable such that the Yes No Yes
placement can be approved?
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PLACEMENT APPROVAL
As the University's Placement Co-ordinator | approve this placement.

Signed: L Emanuel

Name in block | Louise Emanuel
capitals:

Position: University Representative [ Date: [ 20/6/19
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University of Wales APPENDIX PL1C

Trinity Saint David

STUDENT PLACEMENT AGREEMENT
STUDENT CONTACT INFORMATION

Student Name: Jordan John Coller Student 1706820
number:

Mobile Telephone:
07958 979645

Home Telephone: 01834 845276

University e-mail: 1706820@student.uwtsd.ac.uk

Personal e-mail: -

Emergency contact Poppy-jo Purcell Tel: 07856670525
and relationship:

CONFIDENTIAL STUDENT HEALTH INFORMATION:

YES NO

1. Do you currently have or have you previously had any form of X
asthma; diabetes; epilepsy; heart disease; nervous or mental iliness;
rheumatic fever; stroke; tuberculosis?

x

2. 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?

Are you currently receiving medical treatment and/or medication?

Are you visually impaired/blind?

Are you hard of hearing/deaf?

oo |w
<[> ||

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?

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.
General anxiety

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

St. Thomas Surgery

Rifleman Lane, St Thomas Green
Haverfordwest,

SA61 1QX

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.
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PLACEMENT PROVIDER CONTACT INFORMATION

Name of
organisation:

Awel Aman Tawe

Placement Site
Address:

76-78 Gwilym Road, Cwmllynfell, Swansea, SA9 2GN

Workplace
Supervisor (or
provider contact)
Name:

Dan McCallum

Workplace
Supervisor (or
contact) Position:

Telephone:
E-mail:
dan@awel.coop
PLACEMENT DETAILS
Start Date: 18/06/2019 End date: 08/07/2019
Duration of 8 Weeks Normal Working 35hrs per week
Placement: Hours:
Please tick to confirm that you have current DBS YES NO N/A
approval (if applicable) O [m] X

UNIVERSITY PLACEMENT COORDINATOR CONTACT INFORMATION

Name of Placement
Coordinator:

Louise Emanuel

Telephone:

01267 676752

E-mail:

l.emanuel@uwtsd.ac.uk
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Dear Student

Re: Work Experience Placement

Welcome to the UWTSD Placement! Quality work experience is vital to equip you for your
future career and will enhance your employability. We hope you will 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:

a) Identify a suitable placement (with the exception of students following a professionally
accredited programme).

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

c) 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.

d) Complete the ethics approval processes, where relevant.

e) Have a dialogue with the Placement Coordinator or Placement Tutor to clarify
placement requirements, expected learning outcomes and assessment requirements.

f) 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.

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

h) Confirm acceptance of the arrangements and responsibilities set out in Appendix PL1C
Student Placement Agreement.

During the placement the student is required to:

a) Comply with all rules regarding health and safety requirements, and other practices
and procedures of the placement organisation.

b) Report to the University any incidents in which 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.

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

d) Keep a log of hours worked.

e) Monitor his/her progress in achieving the identified learning outcomes and discuss
these regularly with the Workplace Supervisor and Placement Tutor, as appropriate.
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f) Conduct him/herself in an appropriate manner within the relevant ethical framework,
ensuring confidentiality and treating others with respect and dignity.

g) Act in a professional manner, including notifying the Placement Provider in a timely
fashion in the event that he/she is unable to attend their placement due to iliness etc.

h) Respect any other requirements of the workplace such as dress codes.
i) Notify their Placement Coordinator or Tutor should any issues of concern arise.

j) Consult with the Placement Coordinator or Tutor prior to seeking any changes in the
terms and duration of the placement.

k) Complete all relevant academic coursework relating to the placement experience.

The Placement Provider will:

a) Confirm acceptance of the arrangements and responsibilities set out in Appendix PL1A
Placement Provider Agreement.

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. See Appendix PL1B Placement Provider Health and
Safety Questionnaire.

c) Work within the student-facing policy framework for the University (especially in
relation to the student disciplinary policy, the fitness to study policy, the fitness to
practise policy, the harassment and bullying policy, and the safeguarding policy).

d) Provide a designated Workplace Supervisor who will:

a. 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;

b. 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;

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

e) 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.

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

g) Provide the student with appropriate instruction and training in working practices to
enable him/her to carry out his/her duties efficiently and safely.

h) Work with the student to identify appropriate learning outcomes for the placement
(these must be agreed by the student, the Workplace Supervisor and the University).

i) Facilitate access to the student for visits by the Placement Tutor, where appropriate.
j) Ensure that the student is treated with respect.

k) During and on completion of the placement, provide feedback to the University on the
student’s performance and confirmation of the hours in practice, where required.
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The University of Wales Trinity Saint David will:

a)

b)

d)

)}

h)

)]

k)

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:

i.  Mechanisms for the Placement Provider to raise concerns or complaints about
any aspect of the placement, including an individual student's performance or
conduct.

i.  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.
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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

| confirm that | accept and will fully comply with the responsibilities as detailed above.

Signed: Jordan John Coller
Name in block JORDAN JOHN COLLER
capitals:

Programme of study: BA Business and Management

Date: 10/06/2019
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PLACEMENT PROVIDER AGREEMENT

PLACEMENT PROVIDER CONTACT INFORMATION

Name of Awel Aman Tawe
organisation:

Placement Site 76 — 78 Gwilym Road, Cwmllynfell, Swansea, SA9 2GN
Address(es):

Workplace Dan McCallum
Supervisor Name
(or other provider
contact):

Workplace
Supervisor (or
contact) Position:

Telephone: 01639 830870

E-mail:

UNIVERSITY PLACEMENT COORDINATOR CONTACT INFORMATION

Name of Placement | Louise Emanuel
Coordinator:

Address: Carmarthen Campus,
Carmarthen,
SA31 3EP
Telephone: 01267 676752

E-mail: l.emanuel@uwtsd.ac.uk
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+STUDENT AND PLACEMENT DETAILS

Name of student(s):

Jordan John Chller

(Please attach a
jobl/role outline if
available, otherwise
please summarise
the key duties to be
undertaken here):

Start Date: 18/06/2019 End date: 13/08/2019
Duration of 8 weeks Normal Working 35hrs per week
Placement: Hours:

Outline of See Attached Job Description

Placement

Activity/Duties
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University of Wales APPENDIX PL1F

Trinity Saint David

STUDENT PLACEMENT INDUCTION CHECKLIST

Student Name: Jordan John Coller

Name of Placement | Egni Co-op
Provider
organisation:

Placement Site 76-78 Heol Gwilym, Cwmllynfell, Swansea SA92GN
Address:
Health & Safety Issues No | Yes | N/A Date
1. Introduction to key staff members and their roles explained X 18/6/19
2. Location of welfare facilities (e.g. toilets, kitchen, rest room, X 18/6/19
showers, etc.)
3. Emergency procedures X 18/6/19
4. Copy of safety policy received or location known X 18/6/19
5. Location of first aid facilities and contact for first aiders X 18/6/19
6. Fire procedures and location of fire-fighting equipment X 18/6/19
7. Accident/incident reporting and location of accident book X 18/6/19
8. Use/control measures for hazardous substances in the X
workplace (e.g. COSHH) — if applicable
9. Display Screen Equipment Regulations and associated X 19/6/19
procedures — if applicable
10. Manual handling procedures — if applicable X
11. Protective clothing/equipment arrangements — if applicable X
12. Instruction on equipment you will be using (list equipment) X 19/6/19
13. Specific training for tasks to be undertaken X 19/6/19
14. Specific information relating to risk assessments covering tasks X
to be undertaken
15. Location of health and safety information and advice X 18/6/19
16. Specific disability related induction issues X 19/6/19
17. Other issues covered/to be covered please state X 19/6/19
Attendance and absence reporting procedures.

PLACEMENT PROVIDER CONFIRMATION

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

Signed: D McCallum

Print Name: Dan McCallum

Position: Director Date: 20/6/19
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STUDENT CONFIRMATION

5! confirm that | have been provided with an appropriate induction as specified above:

Signed: J. Coller,

Print Name: Jordan Coller

Position: Marketing Intern Date: 20/0B/19
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2.4 Implementation Plan

Fistly, a Pre-PSA was completed by the intern [Appendix A]. Gibbings & Brodic’s (2006)
research explains that the method of utilising an initial skills audit offers the student several
fandamental advantages. Some of which involve, the tailoring of assessment to individual
encouraging learning and skills development, opposed to only meeting a minimum standard. By
auditing one’s self strengths and weaknesses, improvements can be independently, and life-long
learning can be achieved; these outcomes alone are desired graduate attributes. However, as the

PrePSA is comnleted indenandenthy_inacenrate infarmation may nresent itself Several factars

TSection... TNolndent Emphasis Heading1 Heading2 |5

5 Edting Voice

y

5 Focus

Prna - |

<] | & Replce

1% Share & Comments

Dictate.

B seects |

sensitivty | A

Thesaurus ~ %

< | pursued el

4 followed (v)
followed
chased
hunted
trailed
tracked
tailed
shadowed
dogged
hounded
4 practiced (v)
practiced
engage in (Dictionary Form)
work at (Dictionary Form)
goin for (Dictionary Form)
take up (Dictionary Form)
carry out (Dictionary Form)

pursued 4
We're having trouble
connecting to the Office Store
to help you get afree or
premium dictionary. Please try
agan later.

| [English (United States)  ~

B - [ - o0





