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© The University of Leeds
BA2 70-day first placement

PLACEMENT DATES

28th October 2019 to 19th February 2020 subject to 70 days being completed (this time period includes 10 days holiday and 3 bank holidays)

HAND IN DATES

Interim Report 
Practice Educator – please send an electronic copy to the Practice Placement Unit on 16th December 2019
   

(  placements@healthcare.leeds.ac.uk
Portfolio
Student hand in Portfolio to Practice Educator on 5th February 2020
Portfolio due in to the University on 20th February 2020
Final Report
Signed copy due in with the Portfolio on 20th February 2020
Practice Educator – please email an electronic copy to the Practice Placement Unit by 19th February 2020 


 (  placements@healthcare.leeds.ac.uk
Practice Educator Placement Evaluation Form (QAPL)
Practice Educator – please email an electronic copy to the Practice Placement Unit by 19th February 2020  


 (  placements@healthcare.leeds.ac.uk
Professional Practice Assignment
3000 word essay due in to University on 22nd April 2020
Skills Days (prior to placement and do not count as placement days)
01/10/19
09.30-12.30, Baines 1.13

08/10/19
09.30-12.30, Baines 1.13

15/10/19
09.30-12.30, Baines 4.12

22/10/19
09.30-12.30, Baines 1.13 
Recall Days (during placement and do count as placement days)
03/12/19
10am -12 noon then 1pm – 3pm, Baines 2.08
21/01/20
10am -12 noon then 1pm – 3pm, Baines 2.10
Review day

TBC 
UNDERGRADUATE CELEBRATORY AND FEEDBACK EVENTS

We strongly encourage all final year students to attend these events.  It is an opportunity to give feedback on your degree course and your time at the University of Leeds.  These all take place in the Great Woodhouse Suite in University House from 5pm-8pm on the following dates: 

TBC

If you attend one of these events you will be able to count the hours towards your placement days.
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Welcome
This is the outline for the Professional Practice 2 Module.  The handbook covers the information that students will need to go on placement and to complete the placement portfolio.  Students will find the placement handbook on the VLE and will be able to download any of the information and forms from the handbook that are needed.  The placement handbook and forms are also now available on our new Social Work Placements website:

https://practiceplacements.leeds.ac.uk/   

The Practice Educator and Workplace Supervisor/Practice Supervisor can also access a copy of the handbook from the Social Work Placement website.  The placements are a compulsory element of social work training and students will have the opportunity to work with two different service user groups in two different settings. 

Most students find the placement a very positive learning experience and we would also like to acknowledge the very positive work and support provided by our Practice Educators and their commitment to training future social workers.

We are now working in a Social Work Teaching Partnership with Leeds City Council, Wakefield Metropolitan District Council and Leeds Beckett University. Some placements for our BA2, and all placements for our BA3, MA1 and MA2 students are now provided by the Leeds and Wakefield Social Work Teaching Partnership (LWSWTP).  The placements offer opportunities to develop practice in many ways; for example with families and individuals, assessment and decision making skills, balancing issues of risk with individual rights, safeguarding and protecting vulnerable service users, person centred practice and establishing outcomes with service users, understanding the role of carers and other partners in the overall practice of social work in a changing environment.  More information about the LWSWTP can be found at:

https://www.leedswakefieldteachingpartnership.org/
Important documents and where to find them

It is essential that students familiarise themselves with the following School handbooks which are referred to within this module handbook.

Assessment Handbook
Study Skills Handbook
Programme Handbook
These can be found on the School of Healthcare area of the Virtual Learning Environment (VLE) under documents. The VLE is available from the portal home page or by visiting https://minerva.leeds.ac.uk
1. Module Details:

Title:
Professional Practice 2
Code: HECS 2213

Credits:  30

Level: 2

Taught Hours:  32 (Lectures, Seminars, Tutorial hours)

Fieldwork hours – 70 days 
Private Study Hours: 230 Hours

Module Team
Module Leader

Ros Day
Social Work Lecturer

( r.s.n.day@leeds.ac.uk

( 0113 3439427
Practice Placement Unit                                     placements@healthcare.leeds.ac.uk
Module Team
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  ( i.j.moody@leeds.ac.uk
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Social Work Teaching Fellow
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  ( s.j.harding@leeds.ac.uk
June Morell

Part Time Tutor

  ( j.a.morell@leeds.ac.uk

Health Sciences Librarian
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Academic Support

Support for the module is available from the module manager and other members of the academic team.  Students should identify their needs early on during the course and inform the module manager or other facilitators if they need help or are struggling. 

Students will be allocated a tutor at the start of the first year.   They will hold individual and group tutorials and will also attend placement meetings and generally provide support through the placement process.  The tutor will also act as the student’s academic supervisor.

Learning Outcomes
Aims, Objectives, Outcomes and Skills
	Module objectives:
	· To develop professional assessment skills based on theoretical perspectives 

· To develop the student’s capacity for analysis and reflection on practice issues.

· To develop the student’s ability to actively contribute to the work of a social care agency.

· To complete a 70 day practice placement in line with the Professional Capabilities Framework and Standards of Proficiency at end of first level placement standards.

	Knowledge outcomes:

	1. Students will analytically apply assessment, planning and review methods to social work practice in adult and child settings.

2. Students will explore the concept of the reflective practitioner and demonstrate reflective writing about their practice.

3. Students will be able to analytically apply a variety of theories to practice settings including the cycle of change, motivational interviewing, conflict resolution and solution focused approaches.

4. Students will demonstrate an analytic approach to being a social work practitioner at first level in line with the Professional Capabilities Framework and Standards of Proficiency

5. Students will develop an analytic understanding of and application in practice of professional values and ethics including the HCPC guidance on conduct and ethics for students

	Outline syllabus:
	· Preparation for practice; use of reflective journals; models of supervision; constructive feedback; observation 

· Social Work theory and reflective practice

· Cycle of Change and motivational interviewing

· Solution focused practice

· Conflict resolution

· Understanding the Standards of Proficiency and Professional Capabilities Framework and their application to practice

· Managing self as a professional worker

· Understanding organisations. The structures of practice, the nature of teams and how they work

· 70 days of practice as a social worker with a Practice Educator

	Module summary:
(required for elective and SSE modules, otherwise optional)
	By the end of this module students should have knowledge and understanding of how to contribute to the work of organisations at a social work student end of first placement level.

	Subject specific skills:
	SOP; 

Working at an appropriate level towards all elements of the SoP

Note;
The HCPC Standards of Proficiency and the Professional Capabilities Framework; Given that this module includes a 70 day placement all of these will be worked towards at the appropriate level

PCF;

Professionalism 1.1 to 1.9

Values & ethics 2.1 to 2.6

Diversity 3.1, 3.2, 3.3

Rights etc 4.1, 4.2, 4.3, 4.4, 4.5

Knowledge 5.1, 5.2, 5.3, 5.4, 5.5

Reflection & analysis 6.1, 6.2, 6.3, 6.4, 6.5

Intervention & skills 7.1 to 7.13

Context/Organisation 8.1, 8.2, 8.3, 8.4, 8.5, 8.6

Prof leadership 9.1, 9.2
In addition the following skills will be developed;

Conflict resolution skills

Solution focused skills

Motivational interviewing skills


Leeds for Life Development of skills
	Analytical Skills
	
	
	

	Commercial Awareness
	
	Leadership
	

	Communication Skills
	X
	Planning and Organisation
	X

	Confidence
	X
	Professionalism
	X

	Creative Problem Solving
	
	Research Skills
	

	Critical Thinking
	
	Self-Awareness
	

	Ethical Awareness
	
	Social and Cultural Sensitivity
	

	Flexibility
	
	Team Working
	X

	Independent Working
	
	Time Management
	

	Initiative
	
	Use of Knowledge
	


Information Literacy

Within this module students will cover the following information literacy skills:

1. Awareness of a range of information sources (books, journals, e-journals, databases etc)

2. Ability to access range of sources and know how to retrieve suitable information, relevant for the purpose

3. Ability to search and use web-based information effectively

4. Ability to review the effectiveness of a literature search strategy and improve it

5. Ability to evaluate information e.g. quality, relevance, accuracy, bias, reliability, validity, comprehensiveness to ensure relevant for the purpose

6. Ability to carry out detailed critical appraisal of information

7. Understanding of issues of copyright

8. Understanding of issues of plagiarism

9. Ability to use the Harvard system to cite and reference all types of information correctly and construct a reference list

10. Awareness of how to access resource off-campus, includes use of passwords and accessing other libraries

Teaching Methods

See Programme Handbook which outlines the teaching methods that are used on the programme, including tutorials, seminars, workshops and lectures.

Attendance

Students are required to attend all taught sessions as they constitute material to assist their learning.  Failure to attend may have serious implications for the student’s ability to complete the module.  

Please refer to the Interruption to Studies section within the School Student Handbook for guidance on what to do should a student be ill or need to negotiate absence from a particular session.

Your Contribution

Please refer to the School Handbook for information regarding the University’s Partnership Agreement www.leeds.ac.uk/partnershipagreement and the School’s expectations regarding appropriate behaviour in the learning community.

Please also see the programme handbook for further information.
Assessment
For details on assessment procedures it is essential that you familiarise yourself with the school assessment handbook. 
This includes details on submission, extensions, mitigation, dangerous practice, service user and carer confidentiality, plagiarism, cheating, marking criteria, results and feedback.

Summative Assessment
Details of Assessment:

A. 70 Day Practice Placement Assessed as Pass or Fail

B. Practice Portfolio 

C. 3000 Word Essay

Electronic copy:

The electronic copy of the Practice Placement Assignment should be submitted on the VLE via Turnitin.  This will be used for archiving purposes and for checking for plagiarism.

1.
Essays should be saved as either a Word document or in Rich Text Format. 

2. 
As only one file can be uploaded, the file must contain the coursework, references and bibliography.
Marking Criteria

Marking criteria are in the School Assessment Handbook on the School of Healthcare area of the VLE. The VLE is available from the portal home page or by visiting https:minerva.leeds.ac.uk.
Levels of Expectation
	
	Structure and Presentation


	Content and Knowledge
	Analysis/Synthesis
	Reflection on Practice/Discipline (where appropriate within module assessment)

	Masters
	Excellent ability to structure coherent arguments and present a series of complex issues in a clear and concise manner. 

Literature used is of scholarly reviews and primary nature

	Display coherent and comprehensive subject knowledge. 

Demonstrate a conceptual understanding of a broad range of issues relating to the subject and drawing on relevant experience when appropriate 


	Analyse concepts and reframe arguments.  

Accurate analysis of data and information with some transfer of knowledge into new contexts including use of experience and personal ideas where appropriate 

Demonstrate excellent ability to critically review theories, processes, solutions and outcomes and considers validity and reliability of such evidence. 

Display mastery and original thought
	Critically reflect on the theories, practice and outcomes. Challenges received opinions and their implications for practice.   



	Level 3
	Good ability to structure a coherent presentation dealing with complex issues.  

Evidence of wide reading and application of the literature


	Display detailed knowledge and understanding of the subject area. 

Apply relevant conceptual frameworks, facts, principles and theory to practice accurately  


	Use current and contemporary evidence to support arguments. 

Review significance and limitation of evidence supporting conclusions/recommendations and investigate contradictory information.  

Reframe arguments and demonstrate some originality.


	Ability to reflect on and apply new insights to practice and demonstrate recognition of own limitations



	Level 2
	Well structured presentation.

Communicates in a written format which provides sound evidence of relevant reading.  


	Discuss key issues accurately and display detailed knowledge and understanding of theory and practice. 

Apply relevant theory to practice accurately  


	Clear discussion of a range of information, analysis of some issues and recognition of  the significance of findings


	Reflect on practice as appropriate and evaluate personal strengths and weaknesses to enhance future practice.  



	Level 1
	Clear, concise presentation which includes an introduction, main body and conclusion.

Adheres to academic writing style and grammatical accuracy.

Key reference sources used to support text and beginning to use relevant primary reference sources. 

Conforms to University of Leeds  modified Harvard style of referencing
	Describe key issues clearly and display understanding of knowledge base. 

Beginning to apply appropriate theory to practice  


	Evidence of accurate and relevant principles described with clarity. 

Simple argument presented. 

Able to develop ideas and discuss some relevant issues. 


	Begin to reflect on your own strengths and weaknesses  with reference to theory and practice 




School of Healthcare 0-100% grid: UG WRITTEN ASSESSMENTS

	Classification
	Module learning outcomes 
	Presentation/ Written communication/Academic referencing
	Argument, analysis, critical understanding and use of evidence

	80-100% 


	· Your work meets all the learning outcomes fully to an outstanding standard, showing creativity and innovation.

· You demonstrate a sound understanding of the link between theory and practice and practice- related issues and/or standards. 


	· You present a very coherent, effective and sustained argumentation of complex issues in a clear, concise and fluent manner. There is a skilled use of language, academic conventions and layout. 
· Your referencing is accurate and consistent with prescribed academic referencing conventions. 

· Your work is of publishable quality and detailed proof reading is evident.

	· You demonstrate an outstanding level of understanding of the topic and associated issues/debates and you challenge boundaries through originality of thought, synthesis of new ideas, creativity and diversity within the presented arguments. 

· You demonstrate outstanding understanding of data or literature, drawing on a very broad range of sources.
· You apply the relevant principles, concepts and theory appropriately supported by reference to an extensive selection of literature including primary studies and literature reviews 
· You provide a meticulous, well supported critical analysis demonstrating an outstanding sensitivity to the limits/limitations of evidence. 

· Your critical analysis of data and information considers the validity and reliability of evidence and provides a thorough investigation of contradictory information.

· You provide an insightful evaluation of the implications for practice.


	70-79%


	· Your work meets all or most learning outcomes to a high standard. 

· You demonstrate a very good understanding of the link between theory and practice and practice- related issues and/or standards. 
	· Your argumentation is of a high standard: clear and logical, with few errors. 
· You use a comprehensive range of sources, generally maintaining a high standard in your use of prescribed academic referencing conventions, although there may be some small errors/inconsistencies. 

· Your work is of publishable quality with some amendments/corrections.


	· You demonstrate a very good understanding of the topic and associated issues/debates.

· You demonstrate very good understanding of data or literature, drawing on a broad range of sources. 

· You use principles, concepts and theory appropriately   supported by reference to a broad selection of literature including primary studies and literature reviews.

· You provide a high standard of critical analysis demonstrating awareness of the limits/limitations of evidence.

· You provide a good evaluation of the implications for practice.

 

	60-69% 

	· Your work meets most learning outcomes to a good standard. 

· You demonstrate a good understanding of the link between theory and practice and practice- related issues and/or standards. 
	· Your argumentation is of a good standard: generally clear, mostly logical, and errors are mostly minor. 

· You use a comprehensive range of sources, although there are some errors/ inconsistencies in your use of prescribed academic referencing conventions. 


	· You demonstrate a good understanding of the topic and associated issues/debates.

· You demonstrate understanding of data or literature, drawing on a range of sources.

· Your work contains some good examples of critical analysis with some originality and creativity in use of principles, concepts, theories etc. and you show some awareness of the limits of evidence. 

· You provide evaluation of the implications for practice.

	50-59%
	· Your work meets most learning outcomes to a fair standard. 

· You demonstrate a reasonable understanding of the link between theory and practice and practice- related issues and/or standards. 
	· Your argumentation is of a fair standard: mostly clear and logical, but with some errors. 

· You use a range of sources, but there are some errors/ inconsistencies in your use of prescribed academic referencing conventions. 


	· You demonstrate a reasonable understanding of the topic and associated issues/debates.

· You demonstrate some understanding of data or literature, drawing on a range of sources.

· Your work contains some examples of critical analysis but limited originality and creativity in use of principles, concepts, theories etc. and you show awareness of the limits of evidence. 

· You provide some evaluation of the implications for practice.

	40-49% 

Pass

	· You work meets the learning outcomes to the minimum required level. 

· You demonstrate minimal understanding of the link between theory and practice and practice- related issues and/or standards. 
	· Your argumentation is at a minimal standard: mostly clear, there is some evidence of logical progression and there are some inaccuracies/errors. 

· You use a limited range of sources and there are inconsistencies or instances of poor/limited citation in your use of prescribed academic referencing conventions. 


	· You demonstrate minimal understanding of the topic and associated issues, but you do not always examine them in sufficient detail.

· Your use of data or literature is basically sound but too narrow in scope and your understanding of the limits of evidence is not fully articulated or understood.

· Your work contains some assessment of evidence but is balanced more towards a descriptive rather than a critical, analytical approach showing little originality and only occasional insight. 

•
You show some application of theory to practice.  

.



	0-39% 

Fail
	· Your works fails to meet the learning outcomes.

· You demonstrate insufficient understanding of the link between theory and practice and practice-related issues and/or standards.
 
	· Your argumentation is of a very poor standard and lacks sufficient clarity and logical progression, with many errors/inaccuracies. The text lacks clarity in places and there is lack of proof reading prior to submission. 

· You use very limited or inappropriate sources and you have not followed the prescribed academic referencing conventions.

 
	· You demonstrate a minimal understanding of the topic, but it is very basic, and the grasp of key concepts is very weak, and/or you fail to meet the remit of the assignment.  

· Your work contains little/no evidence of critical or analytical engagement in the topic, lacks sustained argument(s) and is almost wholly descriptive. 

· You use a very limited range of sources and there appears to be a limited level of engagement in wider reading and little understanding of how to select and use evidence.

· You show minimal/no application of theory to practice.  

.



Submission Date

Please see front page of handbook for details of submissions and placement meetings.

Receiving Results and Feedback

Provisional marks and feedback on the strengths and weaknesses of your assignment will normally be available four weeks after submission. Your module leader will inform you if this will be available electronically and if not how you will be informed that it is available.

The provisional mark may change following the Module Assessment Board with any penalties applied at that stage. The final mark may therefore be different to that on the provisional feedback.

Results will normally be posted on the examination notice boards, which are located on the first floor of Baines Wing. The marks for the essay will be available from Turnitin.
Library help online

Go to http://www.leeds.ac.uk/library/subjects/healthcare/train.htm and http://skills.library.leeds.ac.uk  for a range of online guides, tutorials and workbooks to help you with your studies including:

· Online step by step guide to literature searching

· Online database workbooks and tutorials, e.g. Medline, CINAHL, Cochrane Library, Science Direct

· Online information literacy tutorials to help you develop skills in using electronic resources and searching for information. 

Need more help? If you need help using library resources or finding information, ask at the Library Enquiry Desk.
Module Evaluation
We are continually trying to improve the student experience and your opinion is therefore very important.  At the end of the module every student will be asked to complete a questionnaire.  There are set questions against which you are asked to indicate the extent of your satisfaction (or not) with various aspects of the module and an opportunity to add any written comments you may wish to make.  These forms are carefully considered by the Module Team and form part of the formal review of the module, which is considered by the School Learning and Teaching Committee. Your comments are borne in mind when planning the module delivery for the next session.
Placement evaluation is completed as part of the Quality Assurance in Practice Learning (QAPL) document which students complete as part of the portfolio.  The Practice Educator and Tutor also complete an evaluation.

School of Healthcare

Data Sharing and Confidentiality Policy

The University of Leeds Student Privacy Notice sets out the University policy on how student data is collected and used and the legal basis for sharing information: See here: http://www.leeds.ac.uk/secretariat/documents/student_privacy_notice.pdf


The School of Healthcare policy, which can be found on Minerva, explicitly sets out how the School may share student information both internally and with specific designated third parties. It is provided as an addition to the University of Leeds Student Privacy Notice and does not replace it.

For the purpose of this policy the following definitions in the University Student Privacy Notice are used:


“Personal data” – routine information such as name, address and telephone number

“Special Category personal data” – information relating to racial or ethnic origin, political opinions, religious beliefs, trade union membership, health, sex life and criminal convictions.

Confidentiality

The School will keep your personal data confidential subject to the data sharing information, from time to time you may disclose Special Category personal data in a number of ways, for example:

· To your Programme Leader

· To your personal tutor

· To the Healthcare Student Education Service (SES) team

· Through the mitigating circumstances process

· To other individual members of staff

This information will not routinely be shared outside of the immediate team and if there is no need to disclose it will remain confidential to the person and/or team who has received it.  Where necessary information, may be shared outside of the team to ensure your personal safety that you are appropriately supported on your programme of study and that service users and colleagues are not put at risk.

Social Work Placements

We will provide student information to placement providers in order to arrange and facilitate placements and to quality assure placement:

Student Surname

Student Forenames
Gender
Date of Birth
University email address
Term time address
Telephone contact details
Programme
Data Sharing and Confidentiality Policy – Placement Providers

To track social work student placements the School retains the following placement provider information where it is applicable:

Placement organisation
Placement team
Placement address
Placement contact details
Practice educator name
Practice educator contact details
Offsite practice educator name 
Offsite practice educator contact details 
Workplace Supervisor name 
Workplace Supervisor contact details 
Practice Educator 2 Mentor name 
Practice Supervisor name 
Practice Supervisor contact details 
Placement finance details
Offsite practice educator finance details 
Social Work - NHS Business Services Authority Returns

Student Data

In order to confirm social work student attendance on placements the School is required to send an annual return of the data to the NHS Business Services Authority.  Student information required on the return:

Student Surname

Student Forenames
Title
Date of Birth
Start date of course
End date of course
Placement Data

In order to confirm social work placement funding paid to our placement providers the School is required to send an annual return of the data to the NHS Business Services Authority.  The annual NHS Business Services Authority return will be sent encrypted to the NHS Business Services Authority.  Information required on the return for placement providers:

Agency name
Agency contact person
Agency telephone number or email address
Name of off-site practice educator if this assessment element is required
The School will only retain placement information in line with University policy, which is 6 years, unless there are exceptional circumstance.  We expect our placement providers to ensure that student data they hold is not retained after this period of time.
3. Procedures:
As a result of quality assurance processes of continual review and improvement in the light of student, staff, partner agency, professional body and university feedback, all of the processes outlined below are subject to change and improvement. Any changes will be notified prior to the start of practice placement.

Placement Requirements

There are two periods of practice, 70 days in Year 2 and 100 days in Year 3. This complies with the recommendations of the Social Work Reform Board of 170 days of practice placement. 

In line with the HCPC requirements placements will be;

‘Different in terms of practice experience for first and final placement’

And final year placements will have;

‘Tasks to prepare for statutory interventions’-

The Social Work Programme has robust quality assurance systems in place to review the quality of placements. This includes discussion at the Practice Assessment Panel in the light of student performance and progress and annual confidential returns from both students and Practice Educators as well as commentary from tutors. This may result in some placements no longer being used by the university or discussions with the placement about improvements that need to be made to ensure the placement fulfils the learning needs of the student. In the light of this cycle of continual review and improvement, the processes outlined below are subject to change and improvement. Any changes will be notified prior to the start of practice placement.

Context of Placement Provision

We offer a wide variety of placement settings appropriate to whether they are First or Final placements.  For a variety of structural reasons both national and local, placement opportunities are scarce. The University will do what it can to appropriately match students. However all placement opportunities will offer the appropriate work to fulfil the practice requirements of the Professional Capabilities Framework and the relevant Knowledge and Skills Statements. We therefore ask that students are flexible in accepting placements and concentrate on learning needs rather than placement preference.

70 Day Placement 

For the 2019-2020 academic year we are offering a mix of 70-day placements, some in the voluntary and community sector (VCS) and some in the LWSWTP in Leeds and Wakefield local authorities.  In this academic year, all children’s placements will be provided by either Leeds or Wakefield local authorities.  Some adults’ placements are being provided by the VCS and some adults’ placements are being provided by either Leeds or Wakefield local authorities.  All of these placements meet the LWSWTP statutory requirements for a 70-day placement.
100 Day Placement

All final year placements are provided by the LWSWTP with our local authority partners, Leeds and Wakefield, in either Adults or Children’s Services. These would include mental health teams, learning disability teams, older people’s teams, child protection teams, children with complex needs teams, children’s locality teams.

Students who fail a placement will be given the opportunity of a second attempt to make up any shortfall in placement through an extension of the current placement. Only in exceptional circumstances will students be given a further full placement opportunity. 

All placement organisation and development is done through the Placement Coordinator. Students may alert the Placement Coordinator to specific possible placement opportunities but they must not approach the placement themselves, as this would interfere with the carefully constructed agency partnerships that all universities have with placement providers.

In order to start on placement, students must have completed all of the necessary health and safety checks which include; occupational health clearance and an enhanced Disclosing and Barring Service (DBS) check, and either have a clear record or have an agreement that any records held are not considered to be a risk. Students must undertake a new enhanced DBS check in each academic year of the programme.  It is important that students declare everything on their DBS application form because if they fail to do so, and something shows up at a later date the student could be asked to leave the placement and the course.  Students may wish to discuss their DBS application with their tutor.
The placement learning agreement and induction will give clear information about how many hours students are expected to work, access to policies and procedures within the placement, daily work patterns and dress codes.  It is the students’ responsibility to make sure that they comply with these.  Students are expected to be punctual, and to tell both the University and the practice placement at the beginning of the working day if they are ill, or going to be absent. 

The Practice Educator, along with the Workplace/Practice Supervisor, if there is one, is responsible for supervising the placement experience. It is the responsibility of the organisation providing the placement to ensure that all health and safety checks have been completed, to monitor student safety and to tell the University if there is a risk.  It is the student’s responsibility to ensure that they have complied with the policies, procedures and codes of the organisation they are placed with, including health and safety.  

The Practice Educator will be responsible for ensuring that the placement is able to provide sufficient opportunity to allow the student to meet the learning objectives set for the placement and that the student practices within the limits of their competence with appropriate supervision.  If the Practice Educator is uncertain that these can be achieved the University should be informed.  Students must also take responsibility for their actions whilst on placement.  If a student feels that they have been placed in an unsafe situation, are working beyond their competence or are not adequately supervised, they should inform their Practice Educator and the University.  If in doubt students should politely decline to be involved in the activity and ask for advice. 

Both the University and the placement organisation have to comply with the Disability Discrimination Act (1995 and 2005) and the Equality Act (2010).  This means that if a student has declared a disability which could affect the safety of either themselves or others, the University must inform the placement area, and work together with them to ensure that everyone is safe. Any disability issues will be discussed at the placement agreement meeting. 

Students are expected to comply with the Data Protection Act 1998.

If there are concerns on a placement then in the first instance a meeting should take place between the Practice Educator, student and tutor to discuss an action plan to report to the Practice Assessment Panel (PAP). There may be circumstances that result in the early termination of a placement which may lead to disciplinary procedures as described in University documentation (see the School student handbook).
Placement Management

Placements are managed in the first instance by the Placement Coordinator who ensures they are of appropriate quality to fulfil the learning needs of students at each of the levels within the course. Details of all placements are kept with the Practice Placement Unit and the Placement Coordinator. Both students and Practice Educators are asked to reflect on the suitability of the placement in their quality assurance (QAPL) returns at the end of the placement. This information is fed back to the Placement Coordinator by the personal tutors and fulfils the purpose of annual audit of the placement. In addition the placements are managed through the Practice Assessment Panel (PAP) meetings (see below).

All payments for placement provision are dependent on the placement provider supplying all relevant documentation to the University.
The Practice Placement Curriculum 

1.
Introduction

Practice placements are a key component of the programme, providing experiential learning and opportunities to apply knowledge, skills and values in developing competence for social work practice.

For successful completion of the practice placement students will be required to:

Meet the practice requirements for the Professional Capabilities Framework at First and then Final Placement level and in addition by the end of the Final placement have met the requirements for the HCPC Standards of Proficiency.

This will include the acquisition of and application of social work knowledge and skills including critical reflection and analysis of practice and the application of values that demonstrate the student’s commitment to anti​-discriminatory practice. 

Students are supported in their orientation to practice placement by workshops before the start of placement and through the content and specific preparation sessions in the Professional Practice modules at each level.

2.
Readiness for Direct Practice

All social work students have to be assessed as ‘Ready to Practice’ before they undertake a practice learning placement. Prior to Year 2 fitness to practice is assessed through successful completion readiness to practice interview and satisfactory progress in academic work.

3.
Placement Process
a.
Placement Applications
All students are required to fill in a Placement Application Form (PAF)
First Placement (Year Two)

Students will be asked to complete a placement application form at the end of year 1 for the year 2 placement.

Students are allocated a placement and are expected to work within whatever service user group they are allocated.  An important principle of the social work qualification is that it is generic and as such students should be able to work with any service user group.

Final Placement (Year Three)

Students will be asked to complete a placement application form at the end of year 2 for the year 3 placement and identify specific areas of interest such as children and families or adults.  Final year students will be allocated initially by the Placement Co-ordinator and the Placement Unit, to a placement and geographical area.  The specific placement matching is then carried out by our local authority partners in the LWSWTP.  They will seek to match the student’s preference, but not everyone will necessarily be offered their first choice.  Students need to discuss any concerns about the placement allocation with their tutor in the first instance, and then with the Placement Coordinator, however students are normally only offered one placement.

It is vitally important that all placement application forms are appropriately filled in as soon as possible. These forms go to prospective placement settings. They are therefore equivalent to an application for a job and students need to take every care to ensure they are neat, free from spelling or grammar errors and that they do a good job of promoting themselves to the placement.  It is the responsibility of the student to inform the Practice Placement Unit, Placement Coordinator and their personal tutor of any changes to their personal details e.g. new phone number, being able to drive, having a car.
Once matched to a placement, students arrange an introductory visit to meet with the Practice Educator at the placement. This allows both the placement and the student to make a final decision as to suitability. If the placement is going ahead then the student will arrange a placement learning agreement (PLA) meeting with their Practice Educator, Workplace/Practice Supervisor (if applicable) and tutor.  A start date will be agreed and an induction programme drawn up by the placement that typically covers the first two weeks and covers such things as policies and procedures and meeting relevant staff in the organisation.
b. Placement Monitoring 

Having agreed to start a placement, students have two meetings with the Practice Educator, Workplace/Practice Supervisor (if applicable) and personal tutor. Students will be expected to take the lead in managing these meetings with the help of the personal tutor. Learning opportunities are discussed as part of the placement learning agreement meeting.  They are then reviewed at the interim point and if required a third placement meeting will be held at the end of the placement.

Where there are concerns about either the provision of sufficient learning opportunities or the student’s failure to fulfil the learning opportunities provided, these will be discussed, documented or an action plan developed. These may form part of the interim placement review and report or may be documented as a result of a meeting called at another point in the placement. It is imperative that any concerns are clearly documented and refer specifically to the Practice Educator’s evidence that the student is failing to provide evidence to support their claim to be fulfilling the Professional Capabilities Framework at either first or final level placement standards or to the placement’s failure to provide sufficient learning opportunities to allow the student to fulfil the requirements of the Professional Capabilities Framework at either first or final level placement standards. 

1.
Placement Learning Agreement (PLA) Meeting

This meeting is arranged by the student following confirmation that the placement will go ahead.  The purpose of this meeting is to draw up a placement learning agreement, using the format in the module handbook. This clarifies what the student will do and how the placement will be monitored. Careful attention to the headings in the pro forma should result in a clear agreement as to what will happen on the placement and how the student experience will be managed. 
Where there are disability issues these should be clearly stated here and the reasonable adjustments necessary to support the student in placement specifically identified.

As part of induction placements must ensure students are aware of all relevant procedures in relation to employment such as health and safety, whistle blowing, data protection, equality and diversity, use of social media and confidentiality as well as the particular professional procedures relevant to the organisation.

2.
Interim Placement Meeting and Report
This is followed by the second meeting held around mid-way through the placement. This meeting reviews the student's progress. This is a crucial meeting. It is imperative that any concerns about the student’s ability to pass the placement are identified by this point. It is also imperative that any concerns about the placement fulfilling the learning requirements for the student are identified and addressed.

Practice Educators are asked to ensure they use the format in the module handbook for their interim placement reports. This is also available on the Social Work Placement website:

https://practiceplacements.leeds.ac.uk/
The purpose of this meeting is to review progress and identify further work required to meet the student's learning and assessment needs. The meeting should address marginal performance and risks of failure and in these situations make recommendations in an action plan for consideration by the Practice Assessment Panel. The action plan should address in detail the Professional Capabilities Framework requirements for either first or final placement, stating where this has been met, the areas that are being developed and the areas that have been referred where there are specific issues about student competence. The action plan should specifically itemise how the student will be given the opportunity to demonstrate competence in those areas where there is a shortfall. 

Where there are concerns about the placement not providing sufficient learning opportunities these should be precisely identified along with the plan of action as to how opportunities will be made available.  Serious consideration must be given at this point to allowing an extension to the placement to fulfil these deficiencies.  Students may be allowed up to 30 days extension in each year of the programme.  Students who undertake an extension will be recorded as a fail at first attempt.

The Practice Assessment Panel will consider the action plan and where appropriate offer advice for modifications to the plan.

The results of the interim meeting will be recorded by the Practice Assessment Panel for presentation to the Module Assessment Board.
3
Final placement meeting (optional)

Final meetings do not happen as a matter of course at the end of the placement.  However a final meeting can be requested if need be by the placement or the student. The purpose of this meeting is:

· To establish that the student is passing / failing the placement 

· That the portfolio hand in date, Practice Educator report and any outstanding essays etc, are clear and have been done or are on track for timely completion. 

· To give an opportunity for the student and Practice Educator to reflect on the highlights and challenges of the placement. 

· The meeting can consider the following: how the placement works as a student placement, what could / should change to improve the placement or is it alright as it stands, what should students do to prepare themselves for this particular placement? 

· To look at the quality of the relationship with the University and how might it improve.

· Lastly, the meeting gives an opportunity for the student to be congratulated if they have passed and for the placement and student to be thanked for all their hard work.  

c.
Practice Assessment Panel (PAP)

The Practice Assessment Panel is the module team for the management of the practice elements of the Professional Practice modules in each year of the programme. The PAP is made up of tutors, Practice Educators, agency representatives, service users and carers.
The PAP meets regularly throughout the year to look at placement learning agreements, interim placement reports final reports, portfolios and to look at the development of practice placements in the University.  The PAP ensures that there is consistency of experience and assessment for students across the year and that placements provide adequate opportunities for the student to demonstrate competence.

The PAP moderates to check the consistency of the placement learning agreements, interim and final reports. In addition where appropriate, further material is requested from Practice Educators by the PAP to evidence the claims for competence or to clarify the claims being made.
The student portfolio is assessed as a pass or fail, against the content criteria in the module handbook.  Where necessary the PAP may request that the portfolio be modified to better fulfil the criteria, or for instance to ensure that the material is anonymised, as per guidance in the module handbook. This is only for minor modifications. Any substantive errors will go through as a fail and the work will have to be resubmitted.

All assessment of student competence on placement is done by the Practice Educator and is contained in the Practice Educator final report. The PAP does not mark the quality of a student’s ability to practice.
Portfolios are assessed in the first instance by the personal tutor who completes feedback forms to students concerning their portfolio and to the Practice Educator concerning their report. A sample of the portfolios is then moderated by other members of the PAP. Where service users and carers are involved they are always partnered with a tutor.
The portfolios are not graded. Portfolios are passed or failed on the basis of the student completing the documentation outlined in the module handbook and on their conforming to the requirement for confidentiality in all aspects of the portfolio.

In order to manage late submissions and other circumstances between PAP meetings, the Chair of the PAP may undertake to take Chair’s action in relation to processing the portfolios.

The PAP also has an investigative role in terms of failed or terminated placements. In these circumstances one or two members of the Panel will review relevant documents and reports and may meet or otherwise discuss with the Practice Educator, Workplace/Practice Supervisor (where applicable), and the student to develop an overview of the events that led to the fail or early termination. This ensures that there is a quality assured fair process investigating and clarifying the circumstances of the fail or termination.
The portfolios considered by the PAP members are signed off by the Chair of the PAP who collates the results from the interim and final reports and forwards the recommendations to the Module Assessment Board (MAB) – these recommendations may be: Pass, Fail with support for an exceptional further attempt, or Fail. The Module Assessment Board determines on pass and fail or further recommendations and makes their recommendations to the Exam Board which makes the final decision.
d.
Quality Assurance

The PAP quality assures the placement activity in a number of ways:

· An audit is made of any prospective practice placement setting as part of the Quality Assurance for Practice Learning (QAPL) process. The QAPL evaluation forms are collated by the Placement Coordinator. This establishes whether or not a placement can fulfil the learning needs for a first or final placement.
· The PAP then monitors the overall quality of the placement experience through its oversight of placement agreements, interim and final placement reports

· At the end of every placement Practice Educators, students and staff complete a QAPL evaluation form. These forms are reviewed by the Placement Coordinator and any concerns identified.
· In addition the PAP discusses placements at the end of the year and identifies placements where there have been concerns or where there have been particularly strong learning opportunities in order to assess whether the placement is sufficient for a first or final year learning experience in subsequent years.  If there are sufficient concerns around a placement then in the first instance this will be discussed with the placement, but where necessary a placement will no longer be used for future students.

· In addition individual placement providers monitor the quality of their own placements. Students may be asked by the placement agency to complete a monitoring form.
Practice Educators and Workplace/Practice Supervisors

All Practice Educators will meet the requirements of the Practice Educator Professional Standards (PEPS).  Practice Educators will be social work qualified and meet the requirements of Stage1 and Stage 2 level of Practice Education training, depending on whether they are supervising a first or a final placement.

Models of Student Practice Educator Supervision Arrangements

There are two models of placement organisation employed on the social work programme. The model employed depends on the type of placement and the availability of staff to undertake the roles of practice educator and workplace/practice supervisor, if applicable.  Practice Educators (and workplace/practice supervisors or practice educator mentors if applicable) will conform to the standards of competence set by the PEPS:

https://www.basw.co.uk/system/files/resources/181106_PEPS%20for%20Social%20Work_0.pdf
The following offers clear guidelines about roles and responsibilities:
MODEL 1 Practice Educator based at the placement
1. Develop a sound learning relationship with the student

2. Identify learning opportunities for the student to demonstrate competence as identified in the PCF at first or final level

3. Encourage students to observe, describe and analyse good social work practice and to evidence this within their portfolio

4. Offer guidance to the student on the development and completion of their portfolio

5. Help students relate theory to practice

6. Help students develop anti‑discriminatory practice and the capacity to work effectively within a diverse society

7. Liaise effectively with tutors and line managers

8. Ensure that Workplace/Practice Supervisors have appropriate documentation, guidance and support in fulfilling their role

9. Draw up an agreement with student, tutor (and Workplace/Practice Supervisor or Practice Educator Mentor, if applicable)  based on the student's learning needs
10. Provide weekly formal supervision for the student. Where the placement has a Workplace/Practice Supervisor then the weekly formal supervision would alternate between the Practice Educator and the Workplace/Practice Supervisor.
11. Take primary responsibility for the formal assessment of the student's practical and written work whilst on placement. This includes, direct observation of student's practice and the writing of interim and final assessment reports providing evidence, which is the basis for the pass / fail recommendation for the student's performance.

MODEL 2 Practice Educator not based at the placement, (usually referred to as ‘Off Site’ Practice Educator).

1. Develop a sound learning relationship with the student

2. Identify learning opportunities for the student to demonstrate competence as identified in the PCF at first or final level 

3. Encourage students to observe, describe and analyse good social work practice and to evidence this within their portfolio 

4. Offer guidance to the student on the development and completion of their portfolio

5. Help students relate theory to practice

6. Help students develop anti‑discriminatory practice and the capacity to work effectively within a diverse society

7. Liaise effectively with tutors and line managers

8. Ensure that Workplace/Practice Supervisors have appropriate documentation, guidance and support in fulfilling their role

9. Draw up an agreement with student, tutor (and Workplace/Practice Supervisor or Practice Educator Mentor if applicable) based on the student's learning needs
10. Provide weekly formal supervision for the student. Where the placement has a Workplace/Practice Supervisor then the weekly formal supervision would alternate between the Practice Educator and the Workplace/Practice Supervisor.
11. Take primary responsibility for the formal assessment of the student's practical and written work whilst on placement. This includes, direct observation of student's practice and the writing of interim and final assessment reports providing evidence, which is the basis for the pass / fail recommendation for the student's performance.

Workplace/Practice Supervisor (if applicable) responsibilities:

1. Develop a sound learning relationship with the student

2. Identify learning opportunities for the student to demonstrate competence as identified in the PCF at first or final level

3. Encourage students to observe, describe and analyse good social work practice

4. Help students relate theory to practice

5. Help students develop anti discriminatory practice and the capacity to work effectively within a diverse society

6. Liaise effectively with tutors and Practice Educators

7. Supervise student's practice as an accountable member of the agency staff

8. Contribute to the drawing up of an agreement with the student, Practice Educator and tutor, based on the student's learning needs

9. Provide formal supervision for the student every two weeks, with the Practice Educator providing formal supervision on alternate weeks.

10. Select work for the student appropriate to the placement agreement

11. Contribute to the overall assessment of student's practical and written work whilst on 

Placement

Student Responsibilities: 

1.
Develop a sound learning relationship with the Practice Educator and where applicable the Workplace/Practice Supervisor

2.
Respond to learning opportunities provided and look for further learning opportunities to demonstrate competence as identified in the Professional Capabilities framework

3.
Participate in the work of the organisation and develop sound working relationships with the team including contributing to team meetings

4.
Strive to relate theory to practice and make links with the Professional Capabilities Framework at first or final placement

5.
To make links between their own practice and that of the agency in relation to developing anti‑discriminatory practice and working effectively within a diverse society

6.
To seek support and advice from line managers as identified in the placement learning agreement in carrying out the work of the organisation. Where there is a Practice Educator on site this will normally be the first person to approach. Where there is a Workplace/Practice Supervisor then this will normally be the first person to approach. The arrangement for supervision and line management will be discussed at the placement learning agreement meeting
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To seek support and advice from Practice Educators with regards to any matters to do with theory 
and practice, portfolio and fulfilling the requirements of the Professional Capabilities Framework in relation to the placement learning opportunities

8.
To seek support and advice from tutors at the earliest opportunity wherever there are concerns about the placement in terms of it being able to fulfil learning opportunities to match the Professional Capabilities Framework

9.
Contribute to the drawing up of the placement learning agreement between student, tutor and Workplace/Practice Supervisor based on the student's learning needs

10.
To contribute to the formal assessment of their practical and written work whilst on placement. This includes making arrangements for direct observation of student's practice and contributing to the writing of mid-way and final assessment reports.
e. Terminated Student Placement Process
The University of Leeds acknowledges that a practice placement provider may have to suspend the student from placement if they are concerned about a student's conduct. They should arrange to meet with the university as soon as possible to discuss the events and to determine the next course of action.

The placement provider should endeavour to deal with professional practice issues of failing students through the normal processes of placement monitoring and evaluation. Students should not normally be asked to leave a placement solely because they are failing the placement unless such failure falls within one or more of the categories listed below.

The placement provider is entitled to call an additional placement meeting at any time during the course of the placement. The student and tutor are also entitled to call a meeting in order to sort out any difficulties and/or concerns. It is expected that these meetings would result in an action plan.

The grounds for considering early termination of a student placement occur if the student's practice or conduct falls within one or more of the following categories:

· Is confirmed to be damaging or dangerous to people who use services, other students or programme providers

· Creates unacceptable risk for themselves or others.

The placement provider should always consider whether or not it would be possible for the placement to continue and for their concerns to inform the Practice Educator’s recommendation for pass/fail at the end of the placement.  Clearly, where possible it is better for the student to remain in placement so it is clear that they have had the opportunities over time to demonstrate competence. 

In the event of early termination the placement provider must inform the student’s personal tutor and the Placement Coordinator that the placement has been terminated and the reasons why.  The tutor and / or the Placement Coordinator will ensure that the student is aware that the placement has been terminated and that they are suspended from practice.

The placement provider / Practice Educator will also be expected to make themselves available for meetings with the School of Healthcare staff who will be appointed to investigate the concerns.

Placement providers need to bear in mind that no payment for placements will be forthcoming without relevant documentation being provided to the University and without cooperation with the Schools Procedures. 

Students subject to termination on the grounds listed above will be subject to Professional Conduct procedures within the School of Healthcare. 

f. The Practice Assessment Panel process in the case of early termination of placement.

Where a student’s placement has been terminated and there do not appear to be sufficient grounds to move to Professional Conduct procedures within the School of Healthcare, the Practice Educator and the student will be invited separately to discuss with appointed member(s) of the Practice Assessment Panel who will look at the circumstances of the termination. 

The Practice Educator will be expected to provide a written report documenting the issues that are of concern. This must be specific and detailed, so that everyone is clear about exactly what the concerns are and how they can be evidenced as unsatisfactory practice.  It must be clear where there are concerns of competence and where there are concerns about professional conduct.

Where there is an Offsite Practice Educator an additional report may be requested from the placement organisation where this is necessary to clarify issues.
The student may submit a report to the Practice Assessment Panel prior to the discussion with the Panel member(s).
If a meeting is arranged the student will be able to bring a supporter to that meeting with the Panel member(s). The role of this person is solely to help the student present their views.
The appointed Panel member(s) will write up the outcome of their meetings with relevant parties and present this to the Practice Assessment Panel

The Practice Assessment Panel will then consider whether or not there are grounds for referring on to Professional Conduct procedures within the School of Healthcare where decisions concerning the student’s future will be determined.
Where there is a recommendation for a fail from the Practice Educator and the placement has finished before the 70-day period has elapsed the Practice Assessment Panel will pass on the recommendation of fail to the Module Assessment Board and forward the documentation collected to the School Special Circumstances Committee.
The student will have a right to make written representations to the School Special Circumstances Committee.
The Practice Assessment Panel will decide what it considers to be the most appropriate length of placement for any further attempt up to the maximum appropriate for the level (i.e. 70 or 100 days). The School Special Circumstances Committee will decide whether or not this further attempt will be considered as a first or second attempt and may choose to recommend the length of the subsequent placement.

Students will be required to step off the programme to complete a subsequent attempt at placement.
Any further placement opportunity will normally be arranged within the next academic year and the student will meet with the Placement Coordinator to discuss the arrangements.
The HCPC will be kept informed of any student who is subject to suitability, (i.e. professional conduct), procedures.

The HCPC will be informed about any student whose social work training is terminated.

RESUBMISSIONS
Failed assignments or portfolio:

· Students will have a maximum of two attempts at the Portfolio.
· Failure at first attempt at the portfolio will jeopardise the overall mark for the module.

· Students will have a maximum of two attempts at the assignment.

· All elements of the module have to be passed to complete the module.

Failed or Terminated Student Placements Process

· Placement resit will normally be via an extension to the placement, agreed at an Action Plan Meeting to determine the shortfall in PCF.
· Such an extension will be for a maximum of 30 days and will normally directly follow the placement

· Only in exceptional circumstances to be determined by the exam board will students be allowed to retake the whole placement
· The practice element must be passed.

· Placement performance will be managed and assessed by the Practice Educator
i. Terminated Student Placement Process

The University of Leeds acknowledges that a practice placement provider may have to suspend the student from placement if they are concerned about a student's conduct.
If at all possible, the placement provider should endeavour to deal with professional practice issues of failing students through the normal processes of placement monitoring and evaluation. Students should not normally be asked to leave a placement solely because they are failing the placement unless such failure falls within one or more of the categories listed below.

The placement provider is entitled to call an additional placement meeting at any time during the course of the placement. The student and tutor are also entitled to call a meeting in order to sort out any difficulties and/or concerns.

The grounds for considering early termination of a student placement occur if the student's practice or conduct falls within one or more of the following categories. That is if practice:-

· Is confirmed to be damaging or dangerous to people who use services, other students or programme providers

· Creates unacceptable risk for themselves or others.

The placement provider should always consider whether or not it would be possible for the placement to continue and for their concerns to inform the Practice Educator’s recommendation for pass/fail at the end of the placement.  Clearly, where possible it is better for the student to remain in placement so it is clear that they have had the opportunities over time to demonstrate competence. 
In the event of early termination the placement provider must inform the student’s personal tutor and the Placement Coordinator that the placement has been terminated and the reasons why.  The tutor and / or the Placement Coordinator will ensure that the student is aware that the placement has been terminated and that they are suspended from practice.

The placement provider / Practice Educator will also be expected to make themselves available for meetings with the School of Healthcare staff who will be appointed to investigate the concerns.

Placement providers need to bear in mind that no payment for placements will be forthcoming without relevant documentation being provided to the University and without cooperation with the Schools Procedures.
Students subject to termination on the grounds listed above will be subject to Professional Conduct procedures within the School of Healthcare.
The Practice Assessment Panel process in the case of early termination of placement.

Where a student’s placement has been terminated and there do not appear to be sufficient grounds to move to Professional Conduct procedures within the School of Healthcare, the Practice Educator and the student will be invited separately to meet with two members of the Practice Assessment Panel who will look at the circumstances of the termination.
The Practice Educator will be expected to provide a written report documenting the issues that are of concern. This must be specific and detailed, so that everyone is clear of exactly what the concerns are and how they can be evidenced as unsatisfactory practice.  It must be clear where there are concerns of competence and where there are concerns about professional conduct. This may be referred on to the School of Healthcare’s Professional Conduct procedure.

Where there is an Offsite Practice Educator an additional report may be requested from the placement organisation where this is necessary to clarify issues. The student may submit a report to the Practice Assessment Panel prior to the meeting with the Panel members. The student will be able to bring a supporter to the meeting with the Panel members. The role of this person is solely to help the student present their views. The Panel members will write up the outcome of their meetings with relevant parties and present this to the Practice Assessment Panel. The Panel will then consider whether or not there are grounds for referring on to Professional Conduct procedures within the School of Healthcare where decisions concerning the student’s future will be determined.
Where there is a recommendation for a fail from the Practice Educator and the placement has finished before the 70-day period has elapsed the Practice Assessment Panel will pass on the recommendation of fail to the Module Assessment Board and forward the documentation collected to the School Special Circumstances Committee.
The student will have a right to make written representations to the School Special Circumstances Committee.
The Practice Assessment Panel will decide what it considers to be the most appropriate length of placement for the further attempt up to the maximum appropriate for the level (i.e. 30 days). The School Special Circumstances Committee will decide whether or not this further attempt will be considered as a first or second attempt and may choose to recommend the length of the subsequent placement.

Students will be required to step off the programme to complete a subsequent attempt at placement.  Any further placement opportunity will normally be arranged within the next academic year and the student will meet with the Placement Coordinator to discuss the arrangements. The HCPC will be kept informed of any student who is subject to suitability, (i.e. professional conduct), procedures. The HCPC will be informed about any student whose social work training is terminated.

Raising concerns on placement
If students observe any conduct, behaviour or actions by colleagues whilst on placement they should refer to the School of Healthcare’s policy on raising concerns.  The policy can be found here:
https://practiceplacements.leeds.ac.uk/nursing-and-midwifery/information/managing-perceived-unsafe-or-dangerous-practice/
STUDENT PORTFOLIO FRONT SHEET

(to be inserted inside the portfolio)
Students Name: ______________________________________

In preparing this portfolio I have ensured that I have:

Maintained confidentiality in accordance with statement



Yes / No 

Used a plain (sans serif) font no smaller than size 12 (e.g. Arial)


Yes / No

Numbered the pages 








Yes / No

Presented the portfolio in a A4 folder and not in a box file 



Yes / No

Not used plastic wallets 




 


Yes / No

Labelled the portfolio








Yes / No
(this label is on page 88, to print off and attach to the front of your portfolio)
My portfolio contains the following:

1.   Portfolio Front Sheet


Yes / No
2.   Confidentiality Statement 





Yes / No

3.   Placement Learning Agreement





Yes / No

4.   Evidence Index Grid






Yes / No

5.   Supervision Notes






Yes / No

6.   Practice Educator’s Interim Report





Yes / No
7.   Three Direct Observations






Yes / No

8.   Practice Educator’s Final Report 





Yes / No

9.   Feedback from Service Users






Yes / No

10.  Additional evidence






Yes / No

11.  Grid of days attended






Yes / No

12.  Practice Placement Assignment 3000 words




Yes / No
13.  5 Extracts from your reflective journals




Yes / No
I confirm that I have submitted the following onto the VLE:
An electronic copy of my Placement Practice Assignment 3000 words

Yes / No

An electronic copy of my student Placement Evaluation Form (QAPL)

Yes / No

An electronic copy of all of my reflective journals, including the 5 in this portfolio 
Yes / No

If you answer No to any of the questions that the portfolio is not ready to be submitted, and if it is submitted, it will be returned to you.
Signed by the student:





Dated:
GUIDANCE ON COMPLETING THE PRACTICE PORTFOLIO

Students have to demonstrate they have matched the requirements of the Professional Capabilities Framework (PCF).

The 3000 word essay must demonstrate the student’s knowledge and understanding of their practice 

Students are required to complete a portfolio as follows:
1. A confidentiality statement. This establishes that information in the document cannot be traced back to individual service users 
2. A copy of the Placement Learning Agreement (PLA). This outlines the agreement for the work to be undertaken.
3. Interim Practice Educator’s Report. This assesses whether or not the student is on track to pass the placement and itemises areas for further development.
4. Final Practice Educator’s Report. This report must include sections on each of the nine aspects of the Professional Capabilities Framework that evidence the student’s competence in these areas
5. An evidence index grid with two examples of evidence to show how the student has fulfilled each of nine aspects of the Professional Capabilities Framework at end of first placement level (and thereby the Standards of Proficiency).  
6. Attendance grid signed by Practice Educator and student confirming the student’s attendance at the placement for the required 70-day period
7. A record of each of the compulsory three Direct Observations, two of which must be done by the Practice Educator and including comments on the observation by the student      
8. Records of all the Supervision sessions that took place whilst on placement, both with the Practice Educator and the Workplace/Practice Supervisor (where applicable).  These notes should be agreed and signed by all parties

9. Feedback from Service Users. Wherever possible students should obtain comments from Service Users about the student’s practice. Students may use the forms provided or devise one more suited to their practice setting. 

EVIDENCE OF STUDENT COMPETENCE
Guidance examples of evidence (evidence indicators), are given for each of the nine PCF elements to show how students may demonstrate their capability. Practice Educators may generate equivalent specific examples from their own area of practice for the particular student placement. These, along with reflective journals are meant to guide the student and Practice Educator in establishing that the requirements of the PCF have been met. Students must keep a weekly reflective journal that is available for discussion with the Practice Educator. Up to five extracts from the reflective journal can be included in the portfolio as evidence for the PCF.

Practice Educators need to ensure they use the following forms of evidence to support their statements about student competence:
1
Direct observation of practice. (A LWSWTP pro-forma is provided)

1.1 
The programme requires that students' practice must be directly observed in relation to the nine PCF elements. Direct observation of practice must take place at least three times in the first and final placements. 
1.2 One direct observation of the students’ practice should normally take place before the interim meeting of each placement, in order to inform judgements about student progress at that stage.

Three direct observations must be carried out during the placement. Where the placement has a qualified Stage Two Practice Educator, two of the three direct observations must be carried out by that Stage 2 PE and one direct observation may be carried out by an experienced colleague of the Stage 2 PE.  Where the placement has either a Stage 1 PE in training or a Stage 2 PE in training, the Practice Educator Mentor of the PE in training has to carry out one of the three direct observations and the PE in training carries out two.
1.3 In undertaking and writing up observations, Practice Educators should refer to the nine PCF requirements.

2.
Discussion, supervision records and feedback.
3.
Feedback from colleagues and service users, (a suggested pro forma is supplied but students and Practice Educators may prefer to develop ones more specific to the placement and the service user / carer group). We recognise that it may not always be possible to obtain service user / carer feedback, but students should always attempt to do so.

4.
Agency and process recording. Where the agency does not routinely make many records, students should consider making records for their own benefit of telephone and other contacts which can be used for supervision purposes and then be destroyed at the end of the placement. These records must be kept on agency premises in accordance with their policies on record keeping and storage of confidential information.

SUPERVISION NOTES

The supervision record is an essential part of the development process for students as well as providing information for the portfolio.  Clearly agencies may have their own supervision recording format and this is fine to use, the following is just an example of the areas that the student needs to cover both in the developmental process and to have information available as evidence for the portfolio. 

Students need to bring agenda items to supervision as do the Practice Educator and Workplace/Practice Supervisor (where applicable). The supervision record is also important in monitoring completion or shortfalls in meeting the PCF requirements. Where the Practice Educator feels the student is not meeting the PCF at the required level these records provide evidence of issues discussed in supervision and the difficulties that have arisen as well as a record of plans and tasks that have been discussed within this context.

The student, Practice Educator or Workplace/Practice Supervisor (where applicable) should agree, sign and date all supervision notes.

Key items that should be discussed within supervision although not necessarily in every session are:

a. Agenda  

b. Achievements, tasks completed since last supervision and current workload

c. Theory to practice links

d. Law/Legislation
e. Anti-oppressive practice

f. Personal impact of the work and development issues

g. Key notes from discussion

h. Actions agreed

i. How the student is meeting the PCF and SoPs

Supervision is one of the main means by which Practice Educators will gather evidence of students as a person and of their competence and abilities as a social worker. 

Students and Practice Educators may discuss who will write up the supervision notes.  Some Practice Educators may wish to alternate writing up supervision notes with the student.  Practice Educators should offer guidance and a template for students to do this and if alternating writing up the notes, the Practice Educator should write up the first and possibly second set of notes to enable the student to understand what is required in the notes. 

CONFIDENTIALITY

Service users, carers and agencies rights to confidentiality must be rigorously respected, at all times.

As a student working within a local authority you will be expected to abide by the placement’s policies and procedures in respect of confidentiality and data protection. Students are expected to maintain confidentiality in all aspects of their written work and portfolio development.

Basic Principles:

· No service user or carer should be identified by name nor any one connected with the placement including workers

· Specific place names (including the name of the local authority) and placement name should be removed or changed to protect service user confidentiality

· All specific features of service user and carers lives should be anonymised so that if a service user/carer read the document they would not be able to recognise themselves within the information
Further Guidance:

· Do not use service user or carer initials

· When anonymising documents if you use correction fluid make sure that you then photocopy the document otherwise the correction fluid can be removed to reveal names etc.

· If you use a marker pen you also need to photocopy the document otherwise it is usually possible to see through the document on the reverse side.

· Make sure that you destroy any notes or paperwork that you have used when preparing information for the portfolio or an assignment.

· If you are going to anonymise an agency document to use in the portfolio, discuss with the agency supervisor prior to placing within the portfolio.

Students are expected to prepare a confidentiality statement which states how they have adhered to confidentiality in preparing the portfolio and this need to be included within the portfolio.

IF STUDENTS DO NOT RESPECT CONFIDENTIALITY WORK WILL FAIL AND BE RETURNED TO THEM.

SECURITY OF DOCUMENTS
Students must follow agency policies and procedures as regards the storage and movement of agency documents, and should take similar care of documents, such as portfolios, assignments and reports, to ensure that they are not lost or stolen e.g. on public transport or from cars.
COLLECTION OF MARKED PORTFOLIOS
Students have a responsibility to collect their portfolio from the University once this has been marked.  Students’ portfolios will be held at the University until the graduation ceremony in December 2021, after which time the University reserves the right to destroy these. 

CONFIDENTIALITY STATEMENT

This portfolio has been produced in complete consideration to issues of confidentiality. Names of persons, addresses, organisations, geographical areas and dates of birth have either been removed or changed to ensure anonymity.  Where initials have been used these do not correspond to the real initials of service user, professionals or agencies.

The names of my Practice Educator, Workplace/Practice Supervisor (if applicable) and Practice Educator Mentor (if applicable) have been included and all have signed to give their consent.  Any other names in the portfolio have been removed or a pseudonym has been used.

Students can add other colleagues to this confidentiality statement if need be.
Student name: 

Signed: 






Date: 

Practice Educator name:

Signed:






Date:

Practice Educator Mentor (if applicable) name:

Signed:






Date:

Workplace/Practice Supervisor (if applicable) name:

Signed: 






Date:

Guidance on completing the reflective journal

The reflective journal is one form of evidence and not the only form of evidence in establishing whether or not you have fulfilled the practice requirements. In placements where few records are routinely kept, it may be that students find themselves relying a lot on the reflective journal. In these situations, students should consider keeping a separate log of telephone and other contact with service users and carers, including records of meetings. This then allows the reflective journal to be more reflective and less descriptive and provides further sources of evidence for your PCF requirements. In placements where there is routinely a lot of record keeping students may well use their reflective journal in a more limited way for providing evidence of competence in PCF requirements.

The reflective journal must be word processed.

The reflective journal is a reflective critical account of the student’s practice.  Reflective means being able to think about what happened, how you felt, what you thought, what you did, whether or not you could have acted differently and what you might do next time.
The reflective journal is also about the student’s development and progress.  If the early journals are largely descriptive, too lengthy or too short, that is fine as it takes time (particularly in the first 70-day placement) for students to develop their reflective writing.  Journal entries should not be rewritten.  The Practice Educator is looking for evidence of development and progress and we all learn from our mistakes as well as our successes.
The reflective journal is used by the Practice Educator to provide evidence of the student’s practice. It is used by students to chart their progress and development of practice knowledge, skills and values as well as meeting the PCF.

The University of Leeds does not have a word limit for reflective journals however we suggest that one side of A4 typed is usually sufficient. Practice Educators may require students to write more than this for particular reasons.  Each reflective journal should be headed with the day on placement, e.g. Day 1 and the date, 28/10/19.  Students are required to write one journal per week however Practice Educators may ask for more regular journals particularly at the beginning of placement.  Students should try to record significant learning incidents rather than describe everything that happens each day.
Your Practice Educator will ask to look at your journal regularly and it may be used in your supervision with your Practice Educator so it is important to keep it up to date. Your Practice Educator will use it as an important source of evidence when writing your placement report. Your tutor will also want to see it. You will also need to use it as a source of evidence when showing how you have met the PCF while on placement.
You may have come across such reflective journals before – they have become an important tool for learning on many courses and writing reflectively is a skill you will need to develop, not just for this course but for the post qualifying training you will do in later years.

So, why do we ask you to keep such a journal? Why is it important? What does “reflection” mean? The piece of writing we have given you called What Is Reflective Writing?, should be read in conjunction with this.

Educators have increasingly come to understand that people usually learn best through doing things, thinking about what they have done and then trying out new (and hopefully better) ways of doing things. So it is important to try to work out, for example:
· what went well or not so well and why

· what knowledge/skills you used and what you realise you need to learn more about

· how you felt and how this affected what you did (for example, were you worried or

puzzled? did you feel confident? did other workers support you?)
· what you were thinking at the time and what informed the decisions you made
· what theories and ideas were useful (or not useful)
· how you might do something differently next time

· why do social workers do these kinds of things anyway: what is the purpose and role
of social work (this is something not everyone agrees about and social work can have many different roles so social workers in different agencies may have very different jobs but based on common skills and knowledge)
Asking these kinds of questions are what a writer called Donald Schon (1983) called reflection on action. Schon argued that we don’t learn by learning technical theories and then trying them out like cooking recipes (as in “here, let me try a little attachment theory on you…..”) but by action and experience and then thinking or reflecting on that experience. This does not mean theories are not important – without them we would have no idea what we were doing or why – but that there is a skill to learning how to use them to inform and develop your practice. You should have another piece of writing called A Model for Reflection which you may find useful in helping you think about the kinds of questions that aid reflection.

A key element of a good reflective journal is the reflection on the theories you’ve learned and how you have been guided by them in practice. A reflective journal is a vehicle for helping you to do this and to communicate about your learning, for whilst we can often reflect by ourselves it is often useful to do this through a dialogue with a friend, colleague or supervisor who can help us in this process of reflection.

Reflection is based on your experience. Jennifer Moon (2006) argues that reflection is often based on what we already know – it is a way of organising our thoughts, feelings and knowledge so that further learning can take place. We should distinguish between the common sense idea of reflection (generally thinking about things) and reflection in an academic context where it has a clear purpose, takes place within a clear structure and is assessed. Other people are going to read it. So it is not a purely private journal like a personal diary.
Moon (2006) lists the main learning benefits of journals as:

· “slowing down” the learning, making the learner stop and think. Having to write things    down makes you make time to think and reflect

· helping you to “own” your own learning. You are the writer and you are in charge. No one can tell you what to write about in your journal or how to write about it. Although other people will read it, you are in control of it and you decide what to put in, what to say and what to leave out (but journals can still be assessed in terms of quality of content).

· allowing learners to express emotions/feelings about their learning, making it more immediate and personal
· allowing the writer to structure what might seem like untidy, unstructured experiences

· helping learners to work out how they learn: what helps or hinders their learning.

A common experience for students is that they write lots of descriptive material early in the placement and then start describing more selectively and concentrating more on their reflections. We hope that by organising your reflective journal in the way we are suggesting here you can avoid writing too much purely descriptive material.

It is worth noting that a lot of people actually find it quite hard to write reflectively. Much supposedly reflective writing is over-descriptive, non-critical and superficial. So, to try and ensure you get the most out of your journal as a tool for reflection and for providing good evidence of your practice we have created a simple format which we encourage students must use for their reflective journals.
This format, which is available on the VLE to download and print, is designed so that you:
· briefly describe what happened
· consider what you thought, felt and did

· analyse and reflect on what happened  
· link to the PCF to show how evidence for these is being met. 

· include links to theory, research or legislation

Sometimes your Practice Educator may have a reflective journal template that they want you to use and as long as it includes the above areas, this is fine.

Moon (2004) suggests that reflective writing falls into four categories:

1. Descriptive writing: describes a story or situation with little or no reflection

2. Descriptive reflection: a descriptive piece of writing that begins to reflect in a limited way though description is still the main focus. There may be the beginning of thinking about what may be learned from the situation. Any reflection is from one perspective only

3. First-level reflection: any description is kept brief and is designed to facilitate reflection and analysis rather than describe for its own sake. Different perspectives or points of view are considered so that other peoples’ motives and situations are included. There is some self-analysis or self-criticism and some consideration of alternative possibilities

4. Second-level reflection goes deeper still. Description again is brief and designed as a vehicle for discussion and analysis. Not only are different perspectives considered but the cultural and social context is also analysed. The writer’s own motives, skills and cultural situation are examined critically.
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What Is Reflective Writing?

When students are asked to write conventional academic essays there are certain ground rules that have to be observed. Personal writing (the use of “I”, personal experience, personal feelings) is discouraged because what is being assessed is the ability to understand ideas or theories, critically evaluating and discussing them by referring to a range of different published perspectives. While to some degree this is a game with its own rules, it is a game with a purpose: it is to enable students to develop the skills to grasp abstract, sometimes complicated, ideas, evaluate them critically according to the available evidence and be able to communicate their thinking clearly so that others can understand them.

But when students are asked to write “reflectively” some of these rules change and this can be confusing, especially if the rules are not made clear by academic staff who perhaps assume everyone knows what those rules are. On the social work degree course you are asked to undertake several pieces of reflective writing: you keep a journal/diary on placement, you write case studies and reflective learning statements. In these pieces of writing you are expected to write in a personal way – discussing your own personal, practical experiences, your thoughts and feelings, your values, how you think you performed, what things you think you did well or not so well, what you might do differently next time. But you are not being asked to write in a purely personal way – you are expected to draw upon theories, models, ideas, skills that you have learned about (and written about in those conventional academic assignments) and show how they informed your practice. It is not enough to say “I did this because I felt like it”: as a social work practitioner you need to have a clear, well-informed basis for what you do, grounded in good evidence. What would service users and other professionals think of you if you could not explain why you have taken a particular decision other than to say you felt like it, or you did it because that is what you always do? So reflective writing is about integrating or bringing together theories, skills and values with your practical experiences and showing how they have underpinned and guided what the student has done.

One of the best definitions of “reflective practice” is that it is about a search for meaning whereas to act unreflectingly means acting according to custom or habit. So the reflective practitioner is always thinking about what they are doing and why and not taking anything for granted. David Boud (1999) describes reflection as involving “……..perplexity, hesitation, doubt……..inner discomforts…….dilemmas. It is associated with questioning, uncertainties, discrepancies and dissatisfactions” (p123) though it may also be prompted by having achieved something worthwhile and wanting to think about what went right. Fisher & Somerton (2000) discuss inviting students to reflect by encouraging them to feel puzzlement, to be curious about what they are doing and so develop a habit of questioning, of refusing to be complacent. Good reflective writing will be about this search for meaning and all the questions and doubts that go with it. As the writers cited above imply, you may well be writing about something that has gone wrong or that you felt could have been done better. We are not looking for examples of great practice, we are looking for evidence that you have been able to make sense of, and learn from, what you have done.

But why do we ask you to write like this? Because social work is not just an academic pursuit. It is also a practical activity, and you have come onto this course because you want to learn what you need to be able to practice as a social worker. So you do not only need to demonstrate your academic understanding of certain forms of knowledge, you also have to show how this knowledge helps you develop your practice. 

In the piece of writing you have called Keeping a Reflective Journal we discussed the work of Donald Schon. Schon (1983) argues that practice (Schon was not a social worker, he is discussing a range of professions such as engineering and architecture) is always unpredictable and unique and so it is not possible to apply theories to practice in some sort of technical or scientific way: the practitioner improvises creatively, constantly developing new ways of thinking (he likens this to the improvisations of a jazz musician). So reflection is the process whereby theories and models are creatively used in practice. In other words, reflective thinking turns theories from abstract academic ideas into tools that can be used in practice situations. One writer on reflective practice, Michael Eraut (1994) has described this as the difference between learning to ride a bicycle and riding the bike in heavy traffic.

Rai (2006) argues that the rules for reflective writing, and how they differ from the rules of conventional academic writing, must be made explicit. This is how she summarises them:

1. writing biographically: using the self as a source of reflection, discussion and evidence for a given topic;

2. integrating theory: using theory both to show how it has informed (students’) practice and as evidence of their understanding of the subject;

3. writing about skills: drawing upon both learning about skills development and reflecting evaluatively upon their own use of skills in practice; and

4. pulling it all together: developing the ability to integrate within a piece of writing the above stages, using both evidence drawn from theory and reflection on experience to evaluate practice.

(Rai, 2006, p795)
Placement Attendance Grid
Students should complete the grid to indicate the days they have attended placement.     Level 2 = 70 days ( + 30 potential additional days).
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Signed ………………………………………………………
Practice Educator or Workplace/Practice Supervisor

Date: …………………………………..
Placement Attendance Grid

Students should complete the grid to indicate the days that have attended 30 potential additional days.
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· This grid is to be used if the student has failed and it is agreed the placement will continue as a second attempt of 30 additional days for the student to demonstrate competence.

Signed ……………………………………………………….
Practice Educator or Workplace/Practice Supervisor

Date: ……………………………………..

EVIDENCE INDEX
An index to the PCF needs to be completed for the portfolio. This allows everyone to see where the student has provided material that supports a claim for competence in each of the practice requirements. You should include entries which the student and Practice Educator (and Workplace/Practice Supervisor where applicable) feel are good examples.  It is good practice to undertake this task as you go along in discussion with the Practice Educator and Workplace/Practice Supervisor where applicable.  It should not be left until the end of the placement.

Students are required to provide two examples of evidence for each PCF unit. Please note that quality of evidence is of more importance than quantity.  

Different sources of evidence should be used, e.g. service user interview, supervision notes, additional evidence, reports, direct observation, research, group planning sheets, reflective journals, colleague feedback etc.
PRACTICE PORTFOLIO EVIDENCE INDEX

Professional Capabilities Framework (PCF) – End of First Placement Level
The portfolio only requires two pieces of evidence in relation to each of the nine PCF domains and not two pieces for each of the bullet points within each domain
PCF 1 Professionalism:  Identify and behave as a professional social worker, committed to professional development
	PCF 1 : Professionalism
	Evidence, Sources, Location, References

	1.1  I recognise the role of the professional social worker in a range of contexts 
	

	1.2  I recognise the important role of supervision, and make an active contribution
	

	1.3  I demonstrate professionalism in terms of presentation, demeanour, reliability, honesty and respectfulness
	

	1.4  I, with guidance, take responsibility for managing my time and workload effectively 
	

	1.5  I am able to show awareness of personal and professional boundaries in all contexts and media
	

	1.6  I, with guidance, recognise my limitations, and how to seek advice
	

	1.7  I recognise and seek to meet my own learning needs in response to practice experience
	

	1.8   I show awareness of my own safety, health, well-being, self-care priorities and emotional resilience, and seek advice as necessary
	

	1.9  I identify concerns about practice, procedures or ethos in the workplace and how they might be questioned and/or improved
	


PCF 2 Values and Ethics: Apply social work ethical principles and values to guide professional practices
	PCF 2 : Values and  Ethics
	Evidence, Sources, Location, References

	2.1  I understand and, with support, apply the profession’s ethical principles form our Code of Ethics
	

	2.2  I recognise and with support, explore and manage the impact of my own values on professional practice
	

	2.3  I identify and, with guidance, manage potentially conflicting values and ethical dilemmas
	

	2.4  I elicit and respect the needs and views of service users, carers and families, and with support, promote their participation in decision-making wherever possible
	

	2.5  I recognise and, with support, promote individuals’ legal and ethical rights to autonomy and self-determination
	

	2.6  I promote and protect the privacy and confidentiality of individuals within and outside their families and networks, recognising the requirements of professional accountability and appropriate information sharing 
	


PCF 3 Diversity and Equality: Recognise diversity and apply anti-discriminatory and anti-oppressive principles in practice
	PCF 3 : Diversity
	Evidence, Sources, Location, References

	3.1  I understand how an individual’s identity is informed by factors such as culture, economic status, family composition, community, life experiences and characteristics – and the intersection of such factors - and take account of these to understand their experiences
	

	3.2  With reference to current legislative requirements, I recognise personal and organisational discrimination and oppression, and identify ways in which they might be challenged by me and by service users and families
	

	3.3  I recognise and, with support, manage the impact on people of the power invested in my role 
	


PCF 4 Rights, Justice and Economic Wellbeing: Advance human rights and promote social justice and economic wellbeing 

	PCF 4 : Rights, Justice  and  Economic Wellbeing
	Evidence, Sources, Location, References

	4.1 I understand and, with support, apply in practice the principles of human rights, social justice, inclusion and equality  
	

	4.2  I understand how legislation and policy can advance or constrain people’s rights 
	

	4.3  I work within the principles of human and civil rights and equalities legislation
	

	4.4  I recognise the impact of poverty and social exclusion and promote enhanced economic status, income and equal opportunities through access to education, work, housing, health services and welfare benefits 
	

	4.5  I recognise the value of independent advocacy
	


PCF 5 Knowledge: Develop and apply relevant knowledge from social work practice and research, social sciences, law, other professional and relevant fields, and from the experience of people who use services
	PCF 5 : Knowledge
	Evidence, Sources, Location, References

	5.1  I, with guidance, apply research, theory, evidence and knowledge from social work and other relevant fields (e.g. sociology, social policy, psychology, health, human growth and development, technological and digital spheres, and from the experience of people who use services) to social work practice
	

	5.2  I understand the legal and policy frameworks and guidance that inform and mandate social work practice, relevant to my placement setting
	

	5.3  I understand forms of harm, their impact on people, and the implications for practice
	

	5.4  I apply knowledge from a range of theories and models for social work intervention with individuals, families, groups and communities, and the methods derived from them
	

	5.5  I value and take account of the expertise of service users and carers and other professionals in my practice and judgement
	


PCF 6 Critical Reflection and Analysis: Apply critical reflection and analysis to inform and provide a rationale for professional decision-making

	PCF 6 : Critical Reflection and Analysis
	Evidence, Sources, Location, References

	6.1  I recognise the importance of applying imagination, creativity and curiosity to my practice
	

	6.2  I inform my decision-making through the identification and gathering of information from more than one source and, with support, question its reliability and validity
	

	6.3  I, with guidance use reflection and analysis in practice
	

	6.4  I, with guidance understand how to evaluate and review hypotheses in response to information available at the time and apply in practice
	

	6.5  I, with guidance use evidence to inform decisions
	


PCF 7 Intervention and Skills: Use judgement, knowledge and authority to intervene with individuals, families and communities to promote independence, provide support, prevent harm and enable progress
	PCF 7 : Intervention  and  Skills
	Evidence, Sources, Location, References

	7.1  I, with guidance, use a range of verbal, non-verbal and written methods of communication relevant to the placement
	

	7.2  I, with guidance, communicate information, advice, instruction and opinion to advocate, influence and persuade others
	

	7.3  I demonstrate the ability to build and conclude compassionate and effective relationships appropriate to the placement setting
	

	7.4  I, with guidance, demonstrate a holistic approach to the identification of needs, circumstances, rights, strengths and risks
	

	7.5  I identify and use appropriate frameworks to assess, give meaning to, plan, implement and review effective interventions and evaluate progress and outcomes
	

	7.6  I, with guidance, demonstrate the application of a planned and structured approach, informed by at least two relevant social work methods and models
	

	7.7  I recognise the importance of community resources, groups and networks for individuals
	

	7.8  I demonstrate skills in recording and report writing appropriate to the setting
	

	7.9  I, with guidance, demonstrate skills in sharing information appropriately and respectfully
	

	7.10  I demonstrate awareness of the impact of multiple factors, changing circumstances and uncertainty in people’s lives
	

	7.11  I, with guidance, understand the authority of the social work role
	

	7.12  I, with guidance, identify the factors that may create or exacerbate risk to individuals, their families or carers, to the public or to professionals, including yourself
	

	7.13  I, with guidance, identify appropriate responses to safeguard vulnerable people
	


PCF 8 Contexts and Organisations: Engage with, inform, and adapt to changing organisational contexts, and the social and policy environments that shape practice. Operate effectively within and contribute to the development of organisations and services, including multi-agency and inter-professional settings. 

	PCF 8 : Contexts  and  Organisations
	Evidence, Sources, Location, References

	8.1  I, with guidance, recognise that social work operates within, and responds to, changing economic, social, political and organisational contexts 
	

	8.2  I, with guidance, understand legal obligations, structures and behaviours within organisations and how these impact on policy, procedure and practice, and service user and carer experience
	

	8.3  I, with guidance, work within the organisational context of your placement setting and understand the lines of accountability
	

	8.4  I understand and respect the role of others within the organisation and work effectively with them
	

	8.5  I take responsibility for my role and impact within teams and with guidance contribute positively to team working
	

	8.6  I understand the inter-agency, multi-disciplinary and inter-professional dimensions to practice and, with guidance, demonstrate partnership working
	


PCF 9 Professional Leadership: Promote the profession and good social work practice. Take responsibility for the professional learning and development of others. Develop personal influence and be part of the collective leadership and impact of the profession.
	PCF 9 : Professional Leadership
	Evidence, Sources, Location, References

	9.1  I identify how professional leadership in social work can enhance practice
	

	9.2  I recognise the value of sharing and supporting the learning and development of others
	

	9.3  I understand my responsibility to develop individual and collective/collaborative professional leadership capabilities
	


NB The above version of the PCF for end of first placement level was downloaded on 13/09/19 from 

https://www.basw.co.uk/system/files/resources/Detailed%20level%20descriptors%20for%20all%20domains%20wi%20digital%20aug8.pdf
HCPC Guidance on conduct and ethics for students

1  Promote and protect the interests of service users and carers

– You should treat service users and carers as individuals, respecting their privacy and dignity.

– You should make sure that you have consent from service users or other appropriate authority before you provide any care, treatment or other services.

– You should follow your education provider’s or practice placement provider’s policy on consent.

– You should make sure that before you provide any care, treatment or other services, the service user is aware that you are a student.

– You should respect a person’s right to have their care, treatment or other services carried out by a professional and not a student.

– You should treat everyone equally and not discriminate against anyone because of your personal views.

– You should keep relationships with service users and carers professional.

2  Communicate appropriately and effectively

– You should be polite and considerate to service users, other students and staff at your education provider and practice placement provider.

– You should listen to service users and carers and take account of their needs and wishes when carrying out any care, treatment or other services.

– You should take all reasonable steps to make sure that you can communicate appropriately and effectively with service users and carers.

– You should communicate effectively and co-operate with members of staff at your education provider and practice placement provider to benefit service users    and carers.

– If you are experiencing any difficulties or other issues which may affect your learning or ability to successfully participate in your programme, you should tell your education provider and practice placement provider.

– You should use all forms of communication appropriately and responsibly, including social media and networking websites.

3  Work within the limits of your knowledge and skills

– You should make sure that you are appropriately supervised for any task that you are asked to carry out.

– You should ask for help when you need it.

– You should be aware of any restrictions which apply to you in carrying out certain tasks and follow any relevant policies of your education provider or practice placement provider.

– You should recognise that opportunities for carrying out any unsupervised tasks will vary during your programme and may depend on your knowledge, understanding, skills and experience.

– You should only carry out an unsupervised task if you feel that you have the appropriate knowledge and skills to do so safely and effectively.

– You should take responsibility for your own learning.

– You should be aware of and follow any guidance issued by your education provider or practice placement provider for working with service users and carers.

– You should ask for, listen to, think about and respond proactively to feedback you are given.

4  Delegate appropriately

– You should recognise that the opportunities for delegation will vary during your programme depending on your knowledge, understanding, skills and experience.

– You should discuss the delegation of tasks with an appropriate member of staff at your education provider or practice placement provider before you take any action.

– You should follow local policies or guidelines on delegation and working with others produced by your education provider or practice placement provider.

– If you give tasks to another person to carry out on your behalf, you should make sure that they have the knowledge, skills and experience to carry out the tasks safely and effectively. The education provider or practice placement provider should support your decision to delegate.

– If you give tasks to another person to carry out on your behalf, you should make sure that they have the appropriate information to carry out the tasks safely and effectively.

– You should explain to service users and carers when you have asked another person to provide any care, treatment or other services.

5  Respect confidentiality

– You should keep information about service users and carers confidential, and only use it for the purpose for which it was given.

– You should follow local policies or guidelines on confidentiality produced by your education provider or practice placement provider.

– You should remove anything that could be used to identify a service user or carer from information which you use in your assessments or other academic work related to your programme.

– If any confidential information raises concerns about the safety or wellbeing of someone, you should discuss this promptly with an appropriate member of staff at your education provider or practice placement provider.

6  Manage risk

– You should make sure that you take all appropriate steps to limit the risk of harm to service users, carers and others.

– You should not do anything that you think will put someone in danger or at unacceptable risk.

– You should follow your education provider’s or practice placement provider’s policy on managing risk.

– You should be aware that you may put your service users or yourself at risk if your performance or judgement is affected by your physical or mental health.

– You should ask for appropriate support and adapt your study or stop studying if your performance or judgement is affected by your physical or mental health and could put service users, yourself or others at risk.

– You should get advice from a doctor or other appropriate professional if you are worried about your physical or mental health.

7  Report concerns about safety

– If you are worried about the safety or wellbeing of service users, carers or others, you should speak to an appropriate member of staff at your education provider or practice placement provider promptly.

– You should put the safety and wellbeing of service users before any personal concerns, for example, about assessments, marks, other work related to your programme, employment prospects or other personal gain.

8  Be open when things go wrong

– You should tell an appropriate member of staff at your education provider or practice placement provider if something has gone wrong in any care, treatment or other services you have carried out involving a service user.

– You should co-operate with members of staff at your education provider and practice placement provider if something has gone wrong in any care, treatment or other services you have carried out involving a service user. You should learn from this experience.

– You should tell an appropriate member of staff at your education provider or practice placement provider if a service user or carer wants to raise concerns about any care, treatment or other services they have received.

9  Be honest and trustworthy

– You should make sure that your conduct and behaviour does not damage public trust and confidence in your profession.

– You should be aware that your conduct and behaviour outside of your programme may affect whether or not you are allowed to complete your programme or register with us.

– You should not claim that you have knowledge, skills, qualifications and experience which you do not.

– You should be honest about your role with service users, carers and others.

– You should make sure that your personal appearance is appropriate for your practice placement environment.

– You should follow your education provider’s or practice placement provider’s policy on attendance.

– You should follow your education provider’s policies on ethics when carrying out research.

– You should make sure that all attendance, achievement and assessment records are completed accurately and truthfully.

– You should reference other people’s work appropriately and not pass it off as your own.

– You should provide constructive feedback on the quality of your teaching and learning experience in both the education and practice placement setting.

– You should provide, as soon as possible, any important information about your conduct, competence or health to your education provider and practice placement provider.

– You should tell your education provider, as soon as possible, if you are charged with, convicted of, or accept a caution for, any offence.

– You should co-operate with any investigation into your conduct or competence.

10  Keep records of your work with service users and carers

– You should make sure that the records you keep are clear and accurate.

– You should help to protect records from being damaged, lost or accessed by someone without permission.

– You should follow your education provider’s or practice placement provider’s policy on record keeping.

NB The above version of the HCPC Guidance on conduct and ethics for students was downloaded on 31/05/18 from:

http://www.hpc-uk.org/assets/documents/10002C16Guidanceonconductandethicsforstudents.pdf
Service User / Carer Feedback Forms 

SERVICE USER/CARER FEEDBACK 

Practice Educators are required to attempt to obtain feedback from a service user or carer on at least one occasion when the Practice Educator is directly observing the student’s practice. This should be done without the student being present so that the service user or carer does not feel inhibited in expressing their views, though it is important to acknowledge that there may still be difficulties owing to the unequal power relationship.

The following proforma provides a list of broad headings to structure the feedback. Please feel free to design other formats that may be more accessible and relevant to your service user / carer group.

SERVICE USER/CARER FEEDBACK SHEET
	Name of student
	

	Name of observer
	

	Date of interview
	


	Did you feel listened to?  If so, in what ways?  If not, why was this?

	


	Even if there were disagreements, did you feel that you were respected?  If so, in what ways?  If not, why not?

	


	Did they help you to take control of your situation, as best you can?  If yes, how did they do this? If no, what could they have done to help you take more control of the situation?

	


	In general, was the student punctual and did they follow through and do what they said they would? If yes, can you give an example; if no, again please give an example.

	


	Do you think the student has understood how you have been feeling?  

What leads you to think this?

	


	Would you recommend the student to someone else in your situation?  If so, why?  If not, why not?

	


Assignment Information

3000 Word essay study – Professional Practice Assignment

The assignment is due in on the 22nd April 2020 and a photocopied example should be included within the portfolio. Please ensure that you keep a printed copy of the assignment for the portfolio.
Within the professional practice lectures there will be an opportunity to look in detail at the assignment.

Professional Practice Assignment

The 3000-word essay will provide evidence of student competence in analytic self-reflection on themselves as practitioners and learners. The essay will focus on the student’s placement and should feature the work undertaken within the context and role of the agency as a qualifying level competent student social work practitioner.  It must demonstrate the student’s knowledge and understanding of their practice in relation to the Professional Capabilities Framework, the Standards of Proficiency and the HCPC Guidance on Conduct and Ethics for students. Students will be expected to analyse their practice in relation to social work legislation, anti-oppressive practice, social work theory and reflective practice. 
Guidance:

· With the placement evidence grids you are being asked to provide examples, of each individual element, but this essay is about using some of these examples to illustrate the work you have done and your reflection on this work.

· You are expected evidence 5 out of the 9 PCF domains for this assignment.

· You are expected to not only describe how you met your chosen domains but also demonstrate this with practical examples from your practice.  Critically reflect upon these with particular emphasis around their impact on your learning and future development as a Social Worker.

· It is also important, where relevant, to evidence your knowledge and understanding of Standards of Proficiency and the HCPC Guidance on Conduct and Ethics for students.

· See the sections on writing a reflective journal, as there are similarities in terms of your ability to write reflectively within this assignment.

In the assignment you should show that you are able to:

· Demonstrate the you understand and have met your chosen 5 PCF and relevant Standards of Proficiency/HCPC Guidance on Conduct and Ethics
· Reflect critically on own learning and development

· Reflect critically on the policy and legislative frameworks of social work and relate them to your own practice and learning

· Demonstrate how academic/theoretical perspectives and practice are integrated

· Reflect critically on the values and ethics of social work and explore their relevance to your own future practice

Hand in Date:  22nd April 2020 via Turnitin                           Word Limit: 3000
Documents
Placement Learning Agreement (PLA)

This document should be used in preparation for, and during, the PLA meeting

	Leeds Beckett University students, the completed and signed PLA must be uploaded to PebblePad within four weeks of starting placement

University of Leeds students, the completed and signed PLA must be submitted to the Practice Placement Unit within two weeks following the date of the PLA meeting.


STUDENT & UNIVERSITY INFORMATION

	STUDENT

	Full Name


	

	University
	Leeds Beckett University
	

	
	University of Leeds
	

	Course
	BA
	

	
	MA
	

	Placement
	First (70 days)
	

	
	Final (100 days)
	

	Contact / Mobile Number 
	

	Email (university)
	

	TUTOR

	Full Name
	

	Contact / Mobile Number
	

	Email
	


PLACEMENT & SUPERVISION INFORMATION

	PLACEMENT SETTING

	Name of Local Authority / Agency
	Leeds Adult
	
	Leeds Children
	

	
	Wakefield Adult
	
	Wakefield Children
	

	
	Agency (please add)
	

	Team Name


	

	Placement Address & Postcode


	

	Address of Spoke placement (if applicable)


	


	PRACTICE EDUCATOR (PE) – complete as applicable

	PE1 / PE2 in Training
	

	Contact / Mobile No
	

	Email
	

	PE2 / PE2 Mentor
	

	Contact / Mobile No
	

	Email
	

	Workplace/Practice Supervisor
	

	Contact / Mobile No
	

	Email
	


	BACK-UP Arrangements if away / off sick for a prolonged period

	PE1 / PE2 in training


	

	PE2 / PE2 Mentor


	

	Practice Supervisor


	

	If the University Tutor is away for a prolonged period, cover will be arranged by:

Leeds Beckett University - David Mercer (BA and MA) d.mercer@leedsbeckett.ac.uk 

University of Leeds – Iain Moody (BA) i.j.moody@leeds.ac.uk or David Saltiel (MA) d.saltiel@leeds.ac.uk


DAYS, DATES and AVAILABILITY

	PRACTICE LEARNING DATES

Complete relevant details for your practice learning opportunity

	BA2 and MA1 (70 days)
☐
BA3 and MA2 (100 days)
☐
	From
	

	
	To
	

	OTHER DATES

	Dates students required to be in University
	

	Student Holidays 

(Leeds Beckett University – 5 days)

(University of Leeds – 10 days)
	

	Agency Holidays


	

	PE1 / PE2 in training holidays and / or availability
	

	PE2 / PE2 Mentor holidays and / or availability
	

	Practice Supervisor holidays and / or availability
	

	Tutor holidays and / or availability


	


INDIVIDUAL LEARNING NEEDS

	FAIR ASSESSMENT

Every effort should be made to ensure that each student has an equal learning opportunity.  Whilst power dynamics are unavoidable, it is the PE’s responsibility to work with the student in a fair and open way, providing timely, constructive feedback throughout the placement; just as it is the student’s responsibility to work with the service user in an open and honest way that both respects and values the service user. PE should be aware of similarities and difference with the student, and provide a personalised and safe learning environment. Differences in opinion should be aired and negotiated as appropriate.

	OTHER REQUIREMENTS

Please note below any other requirements relating to the student which have not been covered in the discussion of equal opportunities above.

Reasonable Adjustment Plan.  If you have a RAP please detail requirements below.  Failure to disclose a disability that requires reasonable adjustments to be made in order to access the placement fully may limit the support available and the student’s ability to participate fully in the placement.

	

	Health issues and any related requirements

	

	Personal or exceptional caring needs which may be taken into account

	

	Transport arrangements.  Please indicate with a cross. Please also discuss any relevant issues re student travel costs and detail here

	Car
	
	Bicycle
	
	Public transport
	
	Other (specify)
	

	Does the agency contribute to the student’s travel expenses?
	


DBS, INSURANCE & POLICIES

	DBS CHECK

All students have undertaken an Enhanced DBS

Leeds Beckett University students: Where students have an issue highlighted relating to DBS, this will have already been shared with the relevant staff at the agency.  If it is professionally relevant to the placement, then the PE would be informed.

University of Leeds students: Student to show DBS Form to the PE and discuss any relevant issues.  A copy must not be taken. 

	CAR INSURANCE

If the student has indicated that they will be using their own car on placement they must ensure that they have adequate insurance and provide details to the agency. 

	Student to arrange and provide details to agency at start of placement
	

	Already in place and provided to agency
	

	Not applicable
	

	AGENCY POLICIES

Students are subject to all agency policies and procedures unless otherwise stated.  Student to have access to all agency policies in induction.


PRACTICAL AND PROFESSIONAL ARRANGEMENTS

	ARRANGEMENT DETAILS

	Agency hours


	

	Time off in lieu


	

	Location and access to desk, computer and telephone
	

	Arrangements for keys / access to building; agency ID card
	

	Car parking arrangements


	

	Dress code/policy


	

	Action required in relation to sick leave 

	

	Action required in terms of letting staff know about student's movements etc
	

	Disability / Special Educational Needs and Disability Act 2001 requirements 
	

	Arrangements for study / academic development time:

Leeds Beckett University – I day per fortnight

University of Leeds – 4 hours per week. This can be taken as half a day each week or as one day every two weeks, in agreement with the PE
	


STUDENT'S PREVIOUS EXPERIENCE AND INTERESTS 

	Pre course and previous placements

	

	For final placements only, has the PE seen the final report from the previous 70 day placement?
	Yes
	

	
	No
	


COURSE WORK AND RELEVANCE TO PRACTICE

	Modules previously studied

	

	Modules currently being studied (and dates of assessments)

	


STUDENT LEARNING NEEDS

	GENERAL AIMS OF THIS PERIOD OF PRACTICE LEARNING

To provide practice and learning opportunities to enable the student to achieve the levels of capability appropriate to the period of Practice Learning and as set out in the Professional Capabilities Framework and as detailed in the Placement Handbook.

	Specific learning needs of student (eg knowledge and skills etc)

	


	Work to be undertaken by student during practice learning. This will be appropriate to the level of the student’s placement, first or final. 

	

	Learning opportunities relating to values and diversity

	


SUPERVISION ARRANGEMENTS

	Please refer to the Placement Handbook regarding frequency of supervision, recording and standard agenda items.  Please detail how assessors will communicate regarding supervision

	

	How will problems and concerns be addressed?

	


ARRANGEMENTS FOR ASSESSMENT AND EVALUATION

	SOURCES OF EVIDENCE FOR ASSESSMENT 

	· Direct observation of student's work (a minimum of three are required, with at least two undertaken by the Practice Educator) 

· Supervision

· Case recording, other documentation and work products

· Feedback from service users and carers

· Feedback from colleagues within and beyond the agency

· Reflective blog/reflective journal (Extracts from the blog/journal should be made available to the Practice Educator prior to supervision sessions)



	Other (please specify)


	

	Date of Interim Meeting / Date when Interim Report is due
	

	Date when Final Report is due


	

	Dates when Student’s practice work/portfolio will be completed and made available to PE prior to Interim and Final Report deadlines


	

	EVALUATION OF PRACTICE LEARNING 

	Feedback and evaluation between Practice Educators and students should be ongoing from the outset of placement.

Placements are formally evaluated using the Quality Assurance of Practice Learning (QAPL) Evaluation Form.  Students and Practice Educators are required to complete an evaluation at the end of placement.  Details will be provided by the University. 




STATEMENTS, DECLARATIONS & SIGNATURES
	STATEMENTS

	STATEMENT BY THE AGENCY (as applicable) 

In my view this agreement meets the learning needs of the student and the requirements of the programme.

	STATEMENT BY THE HEI (TUTOR)

In my view this agreement meets the learning needs of the student and the requirements of the programme.

	STATEMENT BY THE STUDENT

I have read and understood the University’s procedure and the relevant policies concerning when placements are withdrawn, suspended or failed.

	DECLARATION: ACCEPTANCE OF THE PRACTICE LEARNING AGREEMENT & ACCEPTANCE OF THE STATEMENTS

	Role
	Signature
	Date

	Student


	
	

	PE1 / PE2 in training


	
	

	PE2 / PE2 Mentor


	
	

	Workplace/Practice Supervisor


	
	

	University Tutor


	
	


Leeds Beckett students - please scan the completed and signed form and upload this to the appropriate domain on the PCF Development page of your placement workbook on PebblePad.

University of Leeds students – please scan and email the completed and signed form to the Practice Placement Unit on: placements@healthcare.leeds.ac.uk.  Please also print off a copy to include in your portfolio.

NB This form only requires completion if students are in a VCS placement.
Students, please send this page as a separate document from the Placement Learning Agreement form, to the Practice Placement Unit

CONFIRMATION OF STUDENT PLACEMENT DETAILS
Student Name:…………………………………………………………………….........
Name of Placement:………………………………………………………………........
Address of Placement:………………………………………………………................
.
……………………………………………………………………………………..............
………………………………………………………Post Code:…………………..........
Placement Tel No:…………………………………

Email:………………………………………………..

Practice Educator’s Name:…………………………………………………………........
Practice Educator contact address  (if not based at placement)……………………..

(*not for University off site Practice Educators) 
…………………………………………………………...................................................
………………………………………………………….Post Code:………………….......
Practice Educator Tel No:…………………………….

Email:……………………………………………………
**if applicable

Name of Workplace/Practice Supervisor:…………………………………………………….........
Workplace/Practice Supervisor Tel No:………………………

Email:…………………………………………………..

It is the student’s responsibility to return this form after the placement agreement meeting to:

Practice Placement Unit  ( placements@healthcare.leeds.ac.uk
Interim Report for First (70-day) and Final (100-day) Placement 

Please complete all the relevant boxes

	Student Full Name


	

	University
	Leeds Beckett University
	

	
	University of Leeds
	

	Course
	BA
	
	MA
	

	Placement
	First
	
	Final
	

	Local Authority / Agency
	Leeds Adult
	
	Leeds Children
	

	
	Wakefield Adult
	
	Wakefield Children
	

	
	Agency (please add)
	

	Team Name
	

	PE1 / PE2 in Training
	

	PE2 / PE2 Mentor


	

	Workplace/Practice Supervisor


	

	Tutor
	

	Date of Meeting
	

	Number of days the student has completed at the interim meeting date
	


Brief summary of student’s work to date

	Has the Practice Learning Agreement (PLA) been completed and signed?
	Yes
	

	
	No
	

	Date PLA signed
	


	Has weekly supervision taken place?
	Yes
	

	
	No
	

	Include dates of supervision

	

	Any action to be taken?
	Yes
	

	
	No
	

	


	Has the first direct observation taken place?
	Yes
	

	
	No
	

	Include date and brief details:

	

	Any action to be taken?
	Yes
	

	
	No
	

	


	Has the PE or student been able to obtain service user feedback?
	Yes
	

	
	No
	

	Any action to be taken?
	Yes
	

	
	No
	

	


	Has the student produced regular reflective blogs / journals? (LBU every two weeks, UoL weekly)
	Yes
	

	
	No
	

	Has the PE seen and commented on these?
	Yes
	

	
	No
	

	Any action to be taken?
	Yes
	

	
	No
	

	


Please use the following grids to assess the student’s progress at the interim stage.  Mark with a tick against the relevant box for each PCF using the guide below.

On track to Meet – is meeting interim level expectations

Expected to meet - Partially met and continuing to develop or where the student has not yet had the opportunity to achieve this

Refer - Where there are concerns about the student demonstrating capability in this area.  This should then be highlighted and discussed at the interim meeting

Please also write 50 – 150 words of commentary under each heading to support your assessment on the grid.

PCF 1 Professionalism – End of First Placement

	Professionalism - Identify and behave as a professional social worker, committed to professional development.
	M
	E
	R

	Social workers are members of an internationally recognised profession, a title protected in UK law. Social workers demonstrate professional commitment by taking responsibility for their conduct, practice and learning, with support through supervision. As representatives of the social work profession they safeguard its reputation and are accountable to the professional regulator. 
	
	
	

	Comments

	


PCF 2 Values and Ethics – End of First Placement
	Values and Ethics - Apply social work ethical principles and values to guide professional practice.
	M
	E
	R

	Social workers have an obligation to conduct themselves ethically and to engage in ethical decision-making, including through partnership with people who use their services. Social workers are knowledgeable about the value base of their profession, its ethical standards and relevant law. 
	
	
	

	Comments

	


PCF 3 Diversity – End of First Placement

	Diversity - Recognise diversity and apply anti-discriminatory and anti-oppressive principles in practice.
	M
	E
	R

	Social workers understand that diversity characterises and shapes human experience and is critical to the formation of identity. Diversity is multi- dimensional and includes race, disability, class, economic status, age, sexuality, gender and transgender, faith and belief. Social workers appreciate that, as a consequence of difference, a person’s life experience may include oppression, marginalisation and alienation as well as privilege, power and acclaim, and are able to challenge appropriately. 
	
	
	

	Comments

	


PCF 4 Rights, Justice and Economic Wellbeing - End of First Placement
	Rights, Justice and Economic Wellbeing - Advance human rights and promote social justice and economic well-being.
	M
	E
	R

	Social workers recognise the fundamental principles of human rights and equality, and that these are protected in national and international law, conventions and policies. They ensure these principles underpin their practice. Social workers understand the importance of using and contributing to case law and applying these rights in their own practice. They understand the effects of oppression, discrimination and poverty. 

	
	
	

	Comments

	


PCF 5 Knowledge - End of First Placement

	Knowledge - Apply knowledge of social sciences, law and social work practice theory.
	M
	E
	R

	Social workers understand psychological, social, cultural, spiritual and physical influences on people; human development throughout the life span and the legal framework for practice. They apply this knowledge in their work with individuals, families and communities. They know and use theories and methods of social work practice. 
	
	
	

	Comments

	


PCF 6 Critical Reflection and Analysis - End of First Placement

	Critical Reflection and Analysis - Apply critical reflection and analysis to inform and provide a rationale for professional decision-making.
	M
	E
	R

	Social workers are knowledgeable about and apply the principles of critical thinking and reasoned discernment. They identify, distinguish, evaluate and integrate multiple sources of knowledge and evidence. These include practice evidence, their own practice experience, service user and carer experience together with research-based, organisational, policy and legal knowledge. They use critical thinking augmented by creativity and curiosity. 
	
	
	

	Comments

	


PCF 7 Intervention and Skills - End of First Placement

	Intervention and Skills - Use judgement and authority to intervene with individuals, families and communities to promote independence, provide support and prevent harm, neglect and abuse.
	M
	E
	R

	Social workers engage with individuals, families, groups and communities, working alongside people to assess and intervene. They enable effective relationships and are effective communicators, using appropriate skills. Using their professional judgement, they employ a range of interventions: promoting independence, providing support and protection, taking preventative action and ensuring safety whilst balancing rights and risks. They understand and take account of differentials in power, and are able to use authority appropriately. They evaluate their own practice and the outcomes for those they work with. 
	
	
	

	Comments

	


PCF 8 Contexts and Organisations - End of First Placement

	Contexts and Organisations - Engage with, inform, and adapt to changing contexts that shape practice. Operate effectively within own organisational frameworks and contribute to the development of services and organisations. Operate effectively within multi-agency and inter-professional partnerships and settings.
	M
	E
	R

	Social workers are informed about and pro-actively responsive to the challenges and opportunities that come with changing social contexts and constructs. They fulfil this responsibility in accordance with their professional values and ethics, both as individual professionals and as members of the organisation in which they work. They collaborate, inform and are informed by their work with others, inter-professionally and with communities. 
	
	
	

	Comments

	


PCF 9 Professional Leadership - End of First Placement

	Professional Leadership - Take responsibility for the professional learning and development of others through supervision, mentoring, assessing, research, teaching, leadership and management.
	M
	E
	R

	The social work profession evolves through the contribution of its members in activities such as practice research, supervision, assessment of practice, teaching and management. An individual’s contribution will gain influence when undertaken as part of a learning, practice-focused organisation. Learning may be facilitated with a wide range of people including social work colleagues, service users and carers, volunteers, foster carers and other professionals. 
	
	
	

	Comments

	


	Overall capability at interim stage (maximum 300 words)



	


	Any issues or circumstances to be taken into account? 

(Placement, e.g. PE, PE changes or organisational factors 

Student, e.g. health, personal circumstances)
	Yes
	

	
	No
	

	Any action to be taken?
	Yes
	

	
	No
	

	Include brief details

	


	Are there any concerns about the student’s development?
	Yes
	

	
	No
	

	Any action to be taken?
	Yes
	

	
	No
	

	Include brief details

	


	Is the student on track to pass the placement?
	Yes
	

	
	No
	

	Any action to be taken?
	Yes
	

	
	No
	

	Include brief details

	


	Service User Feedback (if available) 



	


	PE2 Mentor’s comments (if applicable, maximum 200 words)



	


	Workplace/Practice Supervisor Comments (if applicable, maximum 200 words)



	


	Student’s Comments (maximum 200 words)



	


	Tutor’s Comments (maximum 200 words)



	Additional Tutor Checklist
	Yes
	No

	Are student’s learning needs being met, against PLA and ongoing
	
	

	Is the student’s caseload/workload allocation varied, at the appropriate level and in line with the PLA?
	
	

	Has the tutor provided feedback on 1-2 Pebblepad reflective blogs (LBU only)

Has the PE provided feedback on LBU Pebblepad reflective blogs/UoL reflective journals?
	
	

	Has one piece of evidence per domain been collated by the student?

Has advice been given by the PE on evidence/domain match?
	
	

	Has the PE seen a selection of assessments/case notes/case recordings?

Are there any areas for development?
	
	

	Is a concerns meeting or an action plan appropriate?
	
	

	Proposed final date of placement agreed? (subject to change if time off taken)
	
	

	If the answer is no to any of these questions, please provide detail of discussion and actions agreed 

	


	Plans and continuing/additional learning opportunities for second half of placement. Please refer to domain assessments as appropriate (maximum 200 words) 



	


Signatures of all parties (as applicable)
	Role
	Signature
	Date

	Student


	
	

	PE1 / PE2 in training


	
	

	PE2 / PE2 Mentor


	
	

	Workplace/Practice Supervisor


	
	

	Tutor


	
	


Leeds Beckett University

Student, please scan the completed and signed report and upload this to the appropriate domain on the PCF Development page of your placement workbook on PebblePad.

University of Leeds

Practice Educator, please scan and email this completed and signed report to 

placements@healthcare.leeds.ac.uk     Student, please print off a copy of this completed and signed report to be placed in your portfolio. 

Final Report for First (70-day) and Final (100-day) Placement

	Recommendation of PASS or FAIL


	


	Placement Dates
	Start date
	
	End date
	

	Number of days the student has completed on placement
	


	Student Full Name


	

	University
	Leeds Beckett University


	

	
	University of Leeds


	

	Programme
	BA
	
	MA
	

	Placement
	First
	
	Final
	


	Local Authority / Agency
	Leeds Adult
	
	Leeds Children
	

	
	Wakefield Adult
	
	Wakefield Children
	

	
	Agency (please add)
	

	Team Name
	


	Role
	Signature (as applicable)
	Date

	PE1 / PE2 in training


	
	

	PE2 / PE2 Mentor


	
	

	Workplace/Practice Supervisor


	
	

	Student


	
	

	Tutor


	
	


Practice Educator - Please email a copy of the completed report to: 

Leeds Beckett University socialworkplacements@leedsbeckett.ac.uk
University of Leeds placements@healthcare.leeds.ac.uk
	Brief summary of student workload



	


	Evidence of three direct observations



	


	Evidence of Service User feedback



	


	Any issues or circumstances to be taken into account? 

(Placement, e.g. PE, PE changes or organisational factors 

Student, e.g. health, personal circumstances)
	Yes
	

	
	No
	

	Any action to be taken?
	Yes
	

	
	No
	

	Include brief details

	


Assessment of student’s ability to evidence the PCF.  Please comment on how the student has met the nine domains of the PCF to the required level for end of first or final placement.
Guideline – a maximum of 250 words for each PCF domain and 500 words for the overall holistic assessment.  NB There may be particular circumstances where the Practice Educator needs to write more.

PCF 1 Professionalism

	Assessment 

	

	Evidence used to support judgement

	

	Capability at level for this placement 

	Demonstrated
	
	Not demonstrated 
	


PCF 2 Values & Ethics 

	Assessment 

	

	Evidence used to support judgement

	

	Capability at level for this placement 

	Demonstrated
	
	Not demonstrated 
	


PCF 3 Diversity

	Assessment 

	

	Evidence used to support judgement

	

	Capability at level for this placement 

	Demonstrated
	
	Not demonstrated 
	


PCF 4 Rights, Justice and Economic Wellbeing

	Assessment 

	

	Evidence used to support judgement

	

	Capability at level for this placement 

	Demonstrated
	
	Not demonstrated 
	


PCF 5 Knowledge

	Assessment 

	

	Evidence used to support judgement

	

	Capability at level for this placement 

	Demonstrated
	
	Not demonstrated 
	


PCF 6 Critical Reflection and Analysis

	Assessment 

	

	Evidence used to support judgement

	

	Capability at level for this placement 

	Demonstrated
	
	Not demonstrated 
	


PCF 7 Intervention and Skills 

	Assessment 

	

	Evidence used to support judgement

	

	Capability at level for this placement 

	Demonstrated
	
	Not demonstrated 
	


PCF 8 Contexts and Organisations

	Assessment 

	

	Evidence used to support judgement

	

	Capability at level for this placement 

	Demonstrated
	
	Not demonstrated 
	


PCF 9 Professional Leadership 

	Assessment 

	

	Evidence used to support judgement

	

	Capability at level for this placement 

	Demonstrated
	
	Not demonstrated 
	


	Overall Summary of the Holistic Assessment (maximum 500 words)



	


	Please provide clear learning needs and objectives for future development.

Please refer to PCF at first placement and PCF and KSS at final placement.



	


	PE1 / PE2 in training; PE2 / PE2 Mentor; Workplace/Practice Supervisor comments on report (as applicable, maximum 200 words)

	


	Student’s comments (maximum 200 words)



	


	Tutor comments (maximum 200 words)



	


For Final (100-day) placements only
	Permission to share this report with potential employers

I agree to Leeds Beckett University or the University of Leeds sharing the contents of this report with potential employers to whom the student may apply for employment

	Role
	Signature
	Date

	Practice Educator


	
	

	Student


	
	


Leeds Beckett University

Practice Educator, please scan and submit this completed and signed report to

socialworkplacements@leedsbeckett.ac.uk
Student, please scan the completed and signed report and upload this to the appropriate domain on the PCF Development page of your placement workbook on PebblePad

University of Leeds

Practice Educator, please scan and email this completed and signed report to  

placements@healthcare.leeds.ac.uk
Student, please print off a copy of this completed and signed report to be placed in your portfolio
 Action Plan Template
To be used where there are concerns about a student’s progress on placement
	Student Full Name
	

	University
	Leeds Beckett University
	

	
	University of Leeds
	

	Programme
	BA
	
	MA
	

	Placement
	First
	
	Final
	

	Local Authority / Agency
	Leeds Adult
	
	Leeds Children
	

	
	Wakefield Adult
	
	Wakefield Children
	

	
	Agency (add name)
	

	PE1 / PE2 in training
	

	PE2 / PE2 Mentor
	

	Workplace/Practice Supervisor
	

	University Tutor
	

	Placement Start date
	

	Number of days the student has completed on placement so far
	

	Key issues to address (based on PCF domains)

This should be task centred and address both areas that the student will address and support that will be offered to the student to do so

	

	Date form completed
	
	Review date
	

	Summary of review meeting and actions to be taken (e.g. student to continue on placement or fail recommendation)

	

	Signatures (as applicable)

	Student
	

	PE1 / PE2 in training
	

	PE2 / PE2 Mentor
	

	Workplace/Practice Supervisor
	

	University Tutor
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Guidance Notes for Direct Observations
Direct observation of practice must take place a minimum of three times each in the 70 and in the 100 day placements.  One direct observation of the students’ practice should normally take place before the interim meeting of each placement, in order to inform judgements about student progress at that stage.

Three direct observations must be carried out during the placement. Where the placement has a qualified Stage 2 Practice Educator, two of the three direct observations must be carried out by that Stage 2 PE and one direct observation may be carried out by the Workplace /Practice Supervisor (where applicable) or by an experienced colleague of the Stage 2 PE.  Where the placement has either a Stage 1 PE in training or a Stage 2 PE in training, the Practice Educator 2 Mentor of the PE in training has to carry out one of the three direct observations and the PE in training carries out two. 

1.
Planning in advance
1.1 Observations can provoke anxieties for both student and practitioner. It is important to discuss these early on so that they don’t get in the way of the observation. Good preparation and creating 'ground rules' with the student beforehand helps to reduce anxiety and clarify roles. You should discuss how you are thinking of going about the observation. It is helpful to acknowledge that you will be open to suggestions from the student, of situations they feel would be suitable for you to observe, helping them to take responsibility for their own learning.

1.2 There are many situations where observation of student's practice is already occurring naturally, if not by the Practice Educator, then certainly with colleagues. It is helpful to recognise these and make full use of them. They could include opportunities in the following;

a) Home visits.
b) Meeting with service users at placement.
c) Day Care and residential setting activities.

d) Group work.

e) Working in an office involves interactions with other workers, discussions and contact with service users and other agencies on the telephone.

f) Participation in team meetings and other meetings or discussions.

g) Joint or co‑working arrangements with service users ‑ where this is used as a method of working it is particularly beneficial for observation of practice and worth developing wherever possible.

1.3 As you may be involving colleagues or other workers in direct observation, it is advisable to arrange a discussion with your team, or the team where the student will be placed, to look at the requirements. Are they prepared to help you by observing and providing you with evidence? How will they provide you with evidence ‑ will it be by discussion or something in writing, etc. If expectations are shared early on, a more open approach can be achieved, which is beneficial to all, especially the student.
2.
Planning a specific direct observation

2.1
Establish if it is a situation the student feels comfortable with.

2.2
The service user’s agreement is necessary, along with discussions about aspects of confidentiality and the purpose of observation. Some suggestion and guidance initially on how the student can prepare the service user is both necessary and helpful.

2.3
Ask the student to plan the observation ahead and be clear about their aims. Apart from being a good learning tool in itself, it provides a good basis for discussion and evaluation after the interview.

2.4
Allow some time for a pre‑observation discussion with the student to plan specifics such as:

a)
Clarifying whether the observation is purely observational, being used for 'live supervision' purposes or whether it has any co‑working elements.


b)
Who is in charge of the interview? If you are an observer it clearly should be the student who is in charge.


c)
The student may worry about getting stuck. Can they ask you for help? Would the Practice Educator ever intervene? How will you feedback to the student, after help has been given?

d)
If something unexpected crops up, can the student ask for a break to have a discussion with you? How can they do this? Who will explain this possibility to the service user?

e)
Although initially discussing these ground rules can be time‑consuming, it does start to create a working model which, once established, makes it a little easier for subsequent observations!

2.5
Discussions after the observation. It is helpful to make this as positive a learning experience as possible for the student. It is worth reminding ourselves about the self‑evaluation in the learning process. An excellent starting point, 
therefore, is to ask the student how they have perceived their work, experienced their interactions and, if so, how they felt they had achieved their aims. From this starting point, your own observations can be shared and a useful learning process established.

2.6
It is possible to use the same direct observation to obtain service user feedback on the student's practice at the same time. This would, however, need to be planned and agreed in advance and the service user’s permission sought.

3.
How to use Direct Observations in Assessment
3.1
Link what has been covered in observations to the practice requirements.

3.2
Record your observations, using the Direct Observation form to give feedback to your student and to be included in the Practice Portfolio as formal evidence.

3.3
Advise colleagues also involved in observing practice of the above requirements.

3.4
Ensure the student refers to the direct observations in their journal.




Please use this template below when observing the student's practice, noting relevant examples of how a student does/does not demonstrate her/his skills in the required areas. Clearly, not all of these areas may be covered or evidenced in any one observation, so do not worry if there are gaps in the form.  Over the required three direct observations together, all the areas should be covered. 
Direct Observation of Student’s Practice

	Name of student 


	

	Name and role of observer


	

	Date of observation 


	
	1st, 2nd or 3rd direct observation
	

	Brief description of session/work/situation/objectives and the context to be observed


	

	Observers comments



	How did the student plan and prepare for the session?


	

	How did the student demonstrate they are meeting the nine domains of the PCF? N.B. Only complete the relevant domains

	PCF 1
	

	PCF 2
	

	PCF 3
	

	PCF 4
	

	PCF 5
	

	PCF 6
	

	PCF 7
	

	PCF 8
	

	PCF 9
	

	How did the student respond to unanticipated issues or opportunities?


	

	Overall comments on student’s performance, including strengths and suggestions for development of future practice


	

	Feedback from service users.

Where possible observers should aim to gather feedback from service users about the student and their practice.  This should take place without the student being present so that service users do not feel inhibited from expressing their views.


	

	Student’s reflection on direct observation and response to feedback


	


Quality Assurance of Practice Learning (QAPL)/Placement Evaluation Forms
We are required by the Social Work professional body the Health and Care Professions Council (HCPC) to gather feedback from Practice Educators, Practice Supervisors, Tutors and Students from each practice learning opportunity.  

The QAPL / placement evaluation forms are available on the following links below:
Practice Educators and Practice Supervisors

QAPL 2019/20 BA2 Practice Educator Form

https://leeds.onlinesurveys.ac.uk/qapl-ba2-practice-educator-form-2019-2020-3
Students

QAPL 2019/20 BA2 Student Form
https://leeds.onlinesurveys.ac.uk/qapl-ba2-student-placement-form-2019-2020
School of Healthcare HealthHealthcare
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