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General Data Protection Regulations 2018

It is important to keep this Handbook, and the data contained within, safe and secure at all times. This handbook is the property of GIFHE and if found should be returned to HE Practice Learning Team, University Centre, Nuns Corner, Grimsby, DN34 5BQ. 

Under the General Data Protection Regulations (GDPR) 2018 it is important to protect the integrity of the information the Handbook contains by all persons including any third parties, contributing and using this data as part of the placement process.  

Please note: This booklet is required to be completed over the duration of your studies. Please ensure it is kept safe as you will need to submit this with your Action Research Report module.  
If you lose your handbook or if you choose to do more than one placement then further handbooks need to be reprinted at your own expense. These are available from the Practice Learning Page on Canvas. 
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1. Contact Details

	Role
	Name
	E-mail   (
	Tel No   (

	Curriculum Manager
	
	
	

	Programme Leader
	
	
	

	Module Tutor 
	
	
	

	Placement Team Manager
	
	
	


Practice Learning Office: Room 2H01
Drop- in Times: 12.00 noon–2.00pm, Monday to Friday (term time only)

Outside of these hours, if the team is out of the office on placement visits, 
you can contact us by 

Telephone: 01472 311222 ext 1487/1123/1217
or

email:  heplacements@grimsby.ac.uk 
Student Details

	Student Number:
	

	Student Name:
	

	Programme Title:
	

	Mode of Study:
	Full Time / Part Time
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2. Pre-Placement Checklist
Student name: …………………………………………………………………….

Placement setting: ………………………………………………………………..

PLEASE NOTE: This section must be completed and signed by a Placement Officer prior to commencement of placement. Failure to have this approved prior to commencing placement will result in any hours undertaken being invalidated and not counted towards your placement total. This is in accordance with the University Centre’s Health and Safety procedures.
	
	Placement Officer signature
	Date

	Enhanced DBS certificate checked
	
	

	Health screening complete
	
	

	Health & Safety check (Schedule 3) completed
	
	


Approved to commence placement by:
Print Name: ……………………………    Signed:………………………………….
Date: ………………………….
3. Introduction to  Practice Development

Practice learning is a fundamental requisite attached to specific programmes of study offered at the University Centre Grimsby (UCG).  The vocational qualification allows practice learning to be tailored to a particular profession or career path which is in line with the specified programme of study undertaken. Students need to be fully aware of the positive outcomes and attainments that can be acquired through practice learning. Personal, professional and practical skills can be enhanced through a variety of means while in an organisational setting.  

The focus of the placement is centred on appreciating the role of professionals within real contexts and the related aspects attached.  Therefore, critical reflection is a major component attached to practice learning, with an emphasis to incorporate and apply theoretical underpinning to professional working practice. Continual engagement of such reflection allows for future development and promotes students to become lifelong learners.

Within the sector of higher education the UCG actively promote students to seek their own placement, allowing for the development of communication and employability skills from the outset.  Students must inform the Practice Learning Team of placements sought and should not participate within placement hours until the Practice Learning Team has signed off your pre- placement checklist.
While undertaking work placement the UCG has an expectation that all students will act in accordance with professional standards and adhere to relevant codes of practice associated with their placement organisation.  Standards of appearance, punctuality, reliability, and confidentiality are requirements that should be maintained and adhered to throughout the process of work placement. 

Students need to be aware of the valuable opportunities that employers offer to allow them to gain essential sector experience which will enhance their career progression. They should use the opportunity to its full advantage for professional and career development.
4. Personal & Practice Development Rationale and Aims
Rationale

The rationale for this practice learning is for students to develop practice skills while enabling academic knowledge to transfer into practice. This placement is a requirement of the programme and is essential for the Action Research Project module which accounts for 40 credits of the Top Up. 
Aims and Distinctive Features
The aim of practice learning is to:

· Promote the development of skills relating to practice within relevant sector.
· Develop awareness of how theoretical perspectives align with practical application in service.
· Challenge students awareness of their own skills and target setting for improvement.
· Develop reflective skills in relation to learning and practice.
· Support the student in developing the practice portfolio.
· Develop skills in reflection on experience in practice.
· Develop students ability to apply theoretical knowledge to practice issues.
· Develop an understanding of the realities of a chosen career path.
5. Learning Outcomes
On completion of Practice Learning students will be able to:

LO1 Critically discuss the theoretical underpinnings for providing quality leadership and management in a children and young person’s setting.

LO2 Undertake qualitative and/or quantitative research to support a clear rationale for the implementation of change.

LO3 Critically evaluate the key concepts required for effecting change within an organisation analysing the main priorities and appraising the different models and approaches used.

L04 Produce reasoned arguments around work based problems, justifying process and evaluating outcomes.

LO5 Critically reflect on their own and/or others management and leadership styles and skills in effecting organisational change.

6. Student Assessments and Indicative Content
Assessment: Action Research Project plus 125 placement hours.
The module aims to equip students with the ability to plan and implement an action research project. The knowledge and ability to collect and analyse primary and secondary data and use this to make changes in workplaces is a distinctive feature of this module.

The module aims to support students to focus on an independent and in-depth action research.

The student will be expected to identify areas for new initiatives or changes to working practices needed within the organisation. This will be done in collaboration with the manager.

The student will then plan, implement, analyse and reflect on the project with support from their placement mentor. They will be expected to show initiative and responsibility in this process and the capacity to reflect on evidence and make links with research, theory and practice.

Students will be guided through the research methods and report writing by their tutor through the bridging unit, additional workshops and through one-to-one supervision.

A student who has successfully completed this module will have the knowledge and skill set to implement new pieces of work or restructure work practices based on sound research. 
7. Roles and Responsibilities
The Role of the Student 
The student should:
· Seek out their own placement (the Practice Learning Team will give guidance and support with this).
· Inform the Practice Learning Team as soon as they find a placement. They should provide all contact details of the placement including mentor information.
· NOT commence placement until they have completed a Fitness to Practice form, provided a current and appropriate DBS certificate, and had the Pre-Placement Checklist approved and signed by a Placement Officer.
· Act appropriately at all times as a student representative of the University.
· Adhere to the requirements of the work place and professional expectations.
· Manage their learning and professional relationships within programme’s expectations.
· Set learning goals with your mentor at the beginning of placement and get these agreed with your module tutor.
· Keep a reflective learning log.
· Be aware of the learning outcomes and assessment criteria that link to the placement.
· Alert the placement provider of issues impeding or preventing professional development.

Mandatory Elements

Students should be aware that they must complete a minimum of 125 hours within a placement setting over the duration of the programme.   
Failure to complete placement hours will result in a failure of the course.
· Students are required to hold an up-to-date enhanced DBS certificate in order to access placement organisations. 

· Students will also complete and sign a Fitness to Practice/Health questionnaire.  
· Students will complete all other relevant paperwork with the placement handbook including the:

Contract of Commitment and Understanding (CCU)

Confidentiality agreement form 

Social Networking Sites agreement.
· All students are required to be in placement with all checks and forms completed within the first few weeks of the programme start.    
· Students should hold an initial meeting with their placement manager to gain written consent for the action research project to be undertaken and to identify specific areas for change.  
· Whilst on placement students should meet with their placement mentor to discuss and record progress and development.  
· In addition to the mentor meetings, students must attend a three-way meeting with the mentor and placement officer during a placement visit. It is the student’s responsibility to contact the placement team to organise this. The Placement Officer does not need to observe you in practice. 
· All students are required to inform their Tutor and the Practice Learning Team of any issues which will affect the completion of placement and placement hours.

· All students should discuss and inform the Practice Learning Team of any change of placement.
Attendance
Students are expected to attend all work placement hours as agreed with their mentor, unless there are extenuating circumstances at which point the mentor should be contacted without delay.

Although there is a degree of flexibility in terms of when and how placement hours are completed, this must be discussed and confirmed with the mentor. Students must be aware they should structure their placement hours to meet all module learning outcomes and placement requirements, whilst ensuring that they are gaining practice experience throughout the duration of the course.
The Role of the Mentor
The mentor will:
· Provide an effective placement learning opportunity.
· Appraise students of agency policies relating to health and safety and other relevant organisational procedures.
· Offer support to students to carry out their action research project. 
· Where possible, include students in learning opportunities that will broaden their experience. This can include but is not limited to; observation of professional practice, attending team meetings, planning and assessments, involvement in areas that may include work with other agencies and facilitation of groups.
· Assist students to develop the necessary personal and professional skills.
· Verify student Log of Hours.
· Provide regular formal review meetings with the student to assist with identifying opportunities for personal and professional development. The minimum requirement is for one formal meeting per month, which should be recorded and signed by both the student and mentor. The first meeting should be to identify learning and development goals with the student.
· Liaise with the Practice Learning Team in the first instance of any complaints or emerging issues.
· Meet with the Placement Officer and student for a three-way meeting during the placement visits (normally one per academic year of study).
· To complete a final report (1000) words on students professional practice, skills and ability. This will assist with the students own reflection and evaluation within their report.  
Role of Practice Learning Team/Placement Officer
The Practice Learning Team/Placement Officer will:

· Support students to find suitable placements.
· Ensure all placement health & safety checks and documentation are in place.
· Liaise with programme leaders/tutors regarding student placement issues or concerns.
· Liaise with employers and placement mentors on student placement progress.
· Undertake placement visits with the student and mentor. 
· Keep appropriate records regarding Health & Safety requirements and placement visits.
Role of the tutor 

The tutor will:
· Give guidance and support on specific research and practice related topics through one-to-one support and workshops. 
· Set out assessment tasks including formative and summative submission dates.

· Discuss with students appropriate placements relevant to the sector.
· Liaise with the Practice Learning Team regarding student issues relating to placement.
· Deal with issues regarding student behaviour and concerns regarding professional practice.

· Mark and grade student assessments and give timely feedback.
· Discuss and support students where appropriate with requests for extensions and through mitigating circumstance procedures.
· Present student grades to the examination boards.
8. Travel Letter
Dear Student

Re: Important information regarding travel to and from your placement 

It is a requirement of your programme of study that you complete a number of placement hours within organisations. It is assumed by the Institute that students will use public transport whilst travelling to and from placement venues. 
However, if you choose to use your own vehicle when travelling to and from placements, please be aware that you use your own vehicle entirely at your own risk; the Grimsby Institute Group can accept no liability in this regard.  In particular, you must ensure that you have appropriate insurance and that your car is roadworthy and taxed.   

Additionally if you choose to use your vehicle and travel with another student, the Grimsby Institute Group can accept no liability in this regard.

If you do not have a full driving licence and there is no easy public transport, please contact your Programme Tutor as soon as possible to discuss other options. The Placement Officers endeavour to support students to secure the most suitable placement and will always take into consideration individual circumstances. 

Yours sincerely

Practice Learning Team
Appendix 1                                                                                       
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PRACTICE  DEVELOPMENT

AGREEMENT

Working in Partnership

This agreement is between the GRIMSBY INSTITUTE GROUP (the education provider) and
……………………………………………………….(the placement provider)

All parties agree as follows:

1.1 The education provider shall allocate students to agreed placements only with the consent of the placement provider.

1.2 The placement provider shall co-operate with the education provider to provide students opportunities for supervised education and training in the workplace and within specified practice environments, except in so far as the placement provider deems such environments to be inappropriate or client objects.

1.3 The education provider and the placement provider shall each ensure in carrying out their respective obligations and to the end the education provider and the placement provider shall co-operate in undertaking semester, joint placement reviews.

1.4 The placement provider agrees to allow the educational provider staff (placement officer) access to all placement areas. The placement officer will regularly visit/contact the relevant placement environment (having first notified the person responsible for the placement environment and agreed a mutually convenient time) in order to provide support to the placement provider staff and students in the learning environment, and ensure that the placement areas meet the educational needs of the students.

1.5 The placement provider shall nominate a mentor for each placement area and the education provider will maintain regular contact with the appointed mentor.

1.6 The placement provider reserves the right to remove a student from a placement area without notice in any case in which it considers it appropriate to do so having regard to the student’s conduct or suitability. The placement provider shall inform the education provider immediately, within one working day. The education provider and the placement provider will co-operate in any disciplinary proceedings taken. The student will continue to be bound by the education provider’s disciplinary system.

2.1 The education provider shall be responsible for selecting and recruiting students for the appropriate educational course.

2.2 The education provider will ensure that all students have completed the enhanced DBS disclosure documents.

2.3 The education provider will complete a health and safety/risk assessment.

3.1 The placement provider shall take all steps for securing health, safety and welfare of all students while on agreed placement, in accordance with the relevant legislation.

3.2 The placement provider will ensure that the education provider is notified of any accident sustained by the student within an appropriate time scale.

3.3 The placement provider may instruct students to leave any placement area if, in the placement provider’s view, the student is at risk or the student’s health status is putting staff or children at risk.  The placement provider will immediately inform the education provider on any such decision.

3.4 The education provider will instruct students on confidentiality before the commencement of the placement.

3.5 The education provider will instruct students on appropriate dress for the duration of the placement.

3.6 The education provider will inform students of their obligations under the placement provider reporting procedures for sickness and absence.

4.1 The education provider and the placement provider shall maintain insurance necessary to meet their respective obligations.  

4.2 Where required the placement provider will carry out a risk assessment, make students fully aware of any special hazards or dangers and immediately report any accidents involving the student to the education provider.

5.1 The education provider and placement provider will review this agreement annually.
	Signed
	
	

	Print Name
	
	

	Designation
	
	Education Provider

	Date
	
	


	Signed
	
	

	Print Name
	
	

	Designation
	
	Placement Provider

	Date
	
	


	Signed
	
	

	Print Name
	
	

	Designation
	
	Student

	Date
	
	


Appendix 2
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School of Education 
Student Work Placement ~ Contract of Commitment and Understanding (CCU)

Effective placement is reliant upon all parties i.e. the Institute, placement organisations and students effectively managing their respective responsibilities. Participating sector organisations make a commitment to the School to provide dynamic and relevant placement opportunities to students and the School are committed to supporting students effectively in placement by ensuring, as far as reasonably practicable, that placement opportunities are relevant, safe and appropriate.  To this end the School adheres to the requirements of the Institute Work Placement Policy for Higher Education and ensures that appropriate Placement Agreements are in place with participating sector organisations.  

A similar commitment is required from students accessing placement opportunities to ensure that positive collaborative relationships are developed and maintained. Responsibilities of the student to the Institute and placement organisation are outlined within the Contract of Commitment and Understanding (CCU).  

The purpose of the CCU is to ensure that students and placement organisations benefit fully from the placement arrangement, therefore students are required to read, understand and sign the attached CCU to ensure that students are fully cognisant of the commitment and conduct required of them within any placement.

The Practice Learning Team
Student Work Placement

Contract of Commitment and Understanding (CCU)
	Student Name:
	

	Programme of Study:
	

	Year of Study 

(e.g. 1 of 2; 2 of 3 etc)
	
	MOA 

(Full/Part-time)
	


Prior to commencement of placement

The student:

· Must undergo Health Screening pertinent to placement – (NB: Full health screening is required for any placement which involves personal client care) Fitness to Practice for all others.
· Must have up-to-date enhanced DBS status.

· If applicable to placement, must purchase appropriate uniform and/or personal protective equipment.

· Must have a strong interest in the placement organisation and be enthusiastic about the prospect of the placement.

· Should undertake a placement relevant to their programme of study.

· Must, if necessary in conjunction with Placement Officer, carry out the necessary research and have access to all contextual information i.e. organisation code of practice, dress code etc.

· Must fully understand the placement work to be undertaken and  the context of the placement role 

· Should ensure that s/he is fully aware of their rights and responsibilities within the placement organisation/agency. 

· Should be aware that the good reputation of the School and the Institute rests on the performance and behaviour of the student throughout the course of the placement (see Appendix A).

On commencement of placement

The student has a responsibility to the placement organisation, to:

1. Work the agreed placement dates and hours. Any changes must be agreed in advance by the placement organisation and/or placement tutor. 

2. Never walk out, or leave a placement, without prior discussion with the placement organisation and/or placement tutor. 

3. Ensure conduct is both professional and in accordance with the standards of respect identified in Institute policies and guidance. 

4. Abide by the placement organisation’s employment rules; 

5. Abide by the placement organisations sickness absence policy in relation to informing the relevant department of absence due to illness as outlined in the organisation policy.

6. Maintain confidentiality concerning the organisation’s work; 

7. Carry out the work programme specified by the organisation under the guidance of the identified placement mentor, with professionalism. 

The student has a responsibility to the Institute, to:

1. Ensure completion of all relevant placement records as specified within the placement portfolio guidance and, where appropriate, documentation is returned to the placement officer; 

2. Complete the assessment criteria of learning outcomes as identified by the relevant programme documentation e.g. programme and module handbooks. 

3. Maintain appearance, timekeeping, integrity and confidentiality appropriate to the placement role.

4. Inform the placement team/tutor of any absence from placement and provide copies of related documentary evidence (e.g. medical certificate).

5. Inform the placement team/tutor immediately of any changes related to health that may impact upon safe working practice within placement.

6. Inform the placement team/tutor immediately of any instance or occurrence that may breach the integrity of enhanced DBS status.

I have read, understood and agree to abide by the above conditions.  I understand that failure to abide by the conditions could impact upon my eligibility for placement and/or programme of study.

	Student Signature:
	

	Date:
	


	Mentor Signature:
	

	Date:
	


	Tutor Signature:
	

	Date:
	


Appendix 3
CONFIDENTIALITY STATEMENT

Whilst working within the placement organisation or context the student will respect the rights of service users and carers, the placement organisation and any other agency s/he may come into contact with during the course of the placement.  The student will abide by the placement organisation policies in relation to confidentiality and professional ethics and will ensure protection of service users confidentiality with regard to any evidence used within the practice portfolio.  To this end the student will ensure that all identifying features of service users are made anonymous; this includes names, addresses, dates of birth and any individual features that may lead to the service user being identified.  Appropriate permission will always be sought before using or presenting any evidence based on agency documentation
I have read and understand the above confidentiality statement:

Student Signature…………………………………….. Date……………………….

I confirm that to my knowledge the above student has abided by agency policy in relation to confidentiality in compiling their portfolio and that no service user can be identified:

Practice Mentor Signature………………………………… Date…………………….

Appendix 4
Student Practice & Development Safety Review Report – Orientation to Placement (to be authenticated by the student)

	Name
	

	Programme
	

	Name of Placement
	

	Start Date
	


As part of any induction process you should be given a guided tour of the placement.  This ideally, should happen at the beginning of the first day.  At the end of the first week, if any of the following are not completed, please inform your programme leader.

	
	Yes
	No
	Date

	Health and Safety:

· Emergency procedures (including evacuation)

· Fire procedures and evacuation

· Location of fire extinguishers

· First aid procedures

· Location of first aid box

· Location of first aiders on duty

· Accident reporting procedures

· Absence procedures

· Manual handling procedures

· COSHH regulations

· Instructions on any equipment student will be using
	
	
	

	Practice Placement Related Tasks:

· Introduced to key members of staff

· Dress code/uniform explained

· Practice development duties explained

· Location of changing and toilet facilities

· Hours of work explained

· Break times explained

· Location of canteen, refectory, staff room etc

· Have you been made aware of any overtime you may be called to do
	
	
	


The answers above are a correct record to the best of my knowledge and belief.

	Student signature
	
	Date
	

	Mentor Signature
	
	Date
	


Appendix 5
Social Networking Sites

Although it is recognised that social networking sites and online communication have an important role in education the sharing of content relevant to your placement or work role infringes on these personal and professional boundaries.

As a student you have a responsibility to ensure that professional conduct is always maintained. High standards of conduct online must be maintained at all times and this includes sharing information about placements or colleagues even when anonymised.

Failure to do this could jeopardise your placement and continuation on the programme.

I have read and understand the above in relation to the use of social networking sites

	Student Name
	
	(please print)

	Student signature
	
	Date
	


Appendix 6 

Placement and Mentor Details

Provide details of your placements and mentors. Including Mentor contact details, job title,        qualifications and brief outline of their experience.
	
	Placement One
	Placement Two

	Organisation and Address
	
	

	Contact Details
	
	

	Working Hours
	
	

	Mentor Details
	
	


Appendix 7
Student Personal Statement

Use this space to write a description of your achievements. Such as, your work experience, training and qualifications relevant to the sector of study. Include personal attributes that you feel will support you in your work placement. 
	


Appendix 8
Practice and Development Goal setting

Before you start you Practice and Development placement you will be required to discuss the aims of the placement with your tutor and placement mentor.  Ideally, this should be completed prior to going into placement and signed by your tutor and placement mentor.  You will need to refer to these aims when you are reflecting and evaluating your placement experience.  (This agreement is in addition to the agreement made between the Institute and the placement provider)

	Aims for Placement:

	1.



	2.



	3.



	4.



	5.



	6.




	Student signature
	
	Date
	

	Mentor Signature
	
	Date
	

	Tutor Signature
	
	Date
	


Appendix 9
Practice and Development

Placement Log of Hours Completed

Practice and Development Log Sheet for _____________________________________________
	Placement
	Date
	Signature of Mentor
	Number of Hours
	Total Completed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total number of hours completed
	


Appendix 10
Practice and Development Mentor Meetings Record

	Student
	
	
	

	Placement Provider
	
	
	

	Mentor
	
	Position
	


	Date
	Mentor

Signature
	Student

Signature

	Mentor Comments: Topics Discussed/Recommendations:



	Student Reflections:




Practice and Development Mentor Meetings Record

	Student
	
	
	

	Placement Provider
	
	
	

	Mentor
	
	Position
	


	Date
	Mentor

Signature
	Student

Signature

	Mentor Comments: Topics Discussed/Recommendations:



	Student Reflections:




Practice and Development Mentor Meetings Record

	Student
	
	
	

	Placement Provider
	
	
	

	Mentor
	
	Position
	


	Date
	Mentor

Signature
	Student

Signature

	Mentor Comments: Topics Discussed/Recommendations:



	Student Reflections:




Practice and Development Mentor Meetings Record

	Student
	
	
	

	Placement Provider
	
	
	

	Mentor
	
	Position
	


	Date
	Mentor

Signature
	Student

Signature

	Mentor Comments: Topics Discussed/Recommendations:



	Student Reflections:




Practice and Development Mentor Meetings Record

	Student
	
	
	

	Placement Provider
	
	
	

	Mentor
	
	Position
	


	Date
	Mentor

Signature
	Student

Signature

	Mentor Comments: Topics Discussed/Recommendations:



	Student Reflections:




Practice and Development Mentor Meetings Record

	Student
	
	
	

	Placement Provider
	
	
	

	Mentor
	
	Position
	


	Date
	Mentor

Signature
	Student

Signature

	Mentor Comments: Topics Discussed/Recommendations:



	Student Reflections:




Appendix 11
WORKPLACE MENTOR’S EVALUATION for ___________________________________________

This is a generic list of criteria.  Please refer only to those aspects which are relevant to your student.  Please evaluate their performance relative to effectiveness in the placement role

	
	Room to improve
	At expected

level
	above expected level
	COMMENTS

	GENERAL: appearance, reliability, timekeeping, attendance, integrity
	
	
	
	

	UNDERSTANDING of work procedures and role in organisation
	
	
	
	

	MOTIVATION, energy, enthusiasm
	
	
	
	

	COMMUNICATION SKILLS: 


a) verbal 


b) written 


c) listening
	
	
	
	

	INTERPERSONAL SKILLS: team working, social skills, integration into work group, influencing others
	
	
	
	

	ORGANISATIONAL SKILLS:  time management and planning; attention to detail; adaptability and flexibility
	
	
	
	

	APPLICATION of prior knowledge e.g. academic knowledge, research skills, IT skills
	
	
	
	

	WILLINGNESS to take responsibility, demonstrate initiative
	
	
	
	

	PROBLEM solving and analytical skills
	
	
	
	

	SELF-CONFIDENCE and personal development
	
	
	
	


Are you able to accept any placements next academic year?
Yes / No
Places available?______

ADDITIONAL COMMENTS including recommendations for future development

	Signed Tutor……………….…………………………………
	Date…………………

	Signed Mentor……………………………………………….
	Date…………………

	Signed Student………………………………………………
	Date…………………


Appendix 12
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PROFESSIONAL PLACEMENT REPORT

	Student Start Date:

	
	Hours completed:

	
	
	Hours verified to date:

	Proposed End Date:
	
	On track to achieve hours: 

	Date/time of Visit:
	Date:

	Time:

	Visiting Placement Officer:
	
	


	1
	Organisation overview
	Yes
	No

	a.
	Have you received an induction at placement? (Covered Health & Safety, Fire Risk Assessments, Data Protection, Confidentiality, Equality and Diversity, Safeguarding if necessary - Link to handbook)
	
	

	b.
	Can you explain what the organisation does?  
	
	

	
c.
	Is there anything you could do to improve your understanding?
	
	

	Comments /discussion (for placement visit)



	2
	Mentor
	Yes
	No

	a.
	Has mentor received an ‘Employer Handbook’? 
	
	

	b.
	Does the mentor have a clear understanding of their roles and responsibilities?
	
	

	c.
	Do they understand your learning outcomes?
	
	

	d.
	Has your mentor signed and verified your placement hours in your handbook so far?
	
	

	e.
	Do they know who to contact at UCG if they have any concerns?
	
	

	f.
	Does your mentor need to facilitate anything specific to support your goals?
	
	

	Comments / discussion (for placement visit)



	3
	Job Description / role
	Yes
	No

	a.
	Do you understand your own responsibilities and the responsibilities of colleagues? i.e. Job description/organization chart
	
	

	b.
	Do you feel comfortable with the level of responsibility you have been given? i.e. adequate training/experience,  no lone working
	
	

	c.
	Do you feel safe and comfortable within your placement?
	
	

	d.
	Do you know where to locate the organisations policies and procedures?
	
	

	e.
	Do you know your placement procedure for absences etc?
	
	

	f.
	Good relationships with Mentor and staff? Supportive/accessible
	
	

	Comments / discussion (for placement visit)




	4
	Skills being Used
	Yes
	No

	a.
	Do you have the opportunity to develop existing skills?
	
	

	b.
	Do you have opportunities to acquire new skills? 
	
	

	c.
	Have you undertaken any additional training? : (training you undertake in placement can be counted towards your hours)
	
	

	d.
	Are you able to link theory to practice?
	
	

	Comments / discussion (for placement visit)



	5
	Own evaluation of quality and level of work you are doing
	Yes
	No

	a.
	Can you see the value of the placement to your course, career and personal development?
	
	

	b.
	Does the placement engage your abilities sufficiently or could it be more demanding?
	
	

	c.
	Are you asking relevant questions about your practice?
	
	

	d.
	Do you have plans and goals for the remainder of the placement?
	
	

	Comments / discussion (for placement visit)




	Additional Comments 




Appendix 13

Placement Visit Confirmation
	Date of visit 
	

	Signed by Placement Officer 
	

	Signed by student 
	

	
	

	Reflection / Way Forward



	Date of visit 
	

	Signed by Placement Officer 
	

	Signed by student 
	

	
	

	Reflection / Way Forward



	Date of visit 
	

	Signed by Placement Officer 
	

	Signed by student 
	

	
	

	Reflection / Way Forward (this section will only be used where an additional visit is required)
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