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HNC Social Care Placement Provider Pack

Student Placement/Work Based Learning Agreement

	Student's Name
	


	Student Address 


Telephone Number
	

	Personal Academic Tutor (PAT)/Name 
Address and Telephone Number
	Name:

Address:  Moray College, Moray Street Elgin, IV30 1JJ
Telephone Number: 01343 576000


	Placement/Work Setting Supervisor's  Details
	Name: 

Telephone Number:

	Placement/Work Setting Location
	Address:



	Placement Dates
	From:	To:

From:	To:


	Course Aims
	To provide an integrated course of practice and theory.
To equip candidates to work effectively in a range of social care settings.  It will provide underpinning knowledge, values and skills relevant to social care.
To provide evidence of competent practice in Social Care at SVQ Level 3.

	Confirmation of Enhanced PVG
	Placement Supervisor or PAT to sign that they have seen evidence of a satisfactory PVG.

Signature:  __________________________  Date:  _________

Title:  _____________________________________________



Placement Arrangements 

	Daily Start Time
	It is expected that students will work hours which are normal for the setting ((No less than a 6-7 hour day), but variations can be negotiated as appropriate with Placement Manager and Tutor). A total of 60 days placement must be completed across the academic year.

	Daily Finish Time
	


	Arrangements for Breaks in the Working Day
	





	Detail of any Special Support Required by Student, Including any Health Requirements
	




	Detail of Student Transport Arrangements (if appropriate)
	



	Procedure in Case of Student Being off Sick (or Unable to Attend Placement for any Reason)
	The student should inform Placement and College on day one of any absence and before start time if possible.
Absence may be authorised but for very specific reasons, eg hospital, clinic appointments.  However you must negotiate with supervisor and with college Tutor.


	Emergency Contact Person for Student
	Name:  

Address:  

Telephone Number:  

	PAT
	Name:  

Telephone Number:  

	SVQ Assessor
	Name: 

Telephone Number: 



Expectations of Student on Placement 

	It is expected that the student will:
	Work in accordance with the specifications set out in the Agreement.
Complete a minimum of 60 days on placement.
Negotiate supervision times and agree with the supervisor how the supervision session is to be recorded.
Take responsibility for organisation of their own learning.
Undertake duties in accordance with their role; contributing to the work of the staff team in relation to the meeting of client need and service provision.
Work without immediate supervision where placement staff considers it appropriate and advisable.
Uphold safe working practice in line with current health and safety legislation and placement policy and procedure.
Work with the SVQ Assessor towards completion of the SVQ Units, keeping arranged appointments and notifying the SVQ Assessor in advance should circumstances prevent their attendance.
Uphold confidentiality when collating information relating to clients for the purpose of course work.  
Report any concerns they may have about the welfare of service users or the practice in the setting to their workplace supervisor immediately.  
Notify their workplace supervisor and/or PAT of any problems that might prevent the progress or satisfactory completion of the course, including any problems experienced or complaints about the placement.
Complete accurate timesheet signed by supervisor


	Details of Required Projects and Assignments (Including Submission Dates)
	As detailed in Student's SVQ Portfolio (placement based) and Course Handbook.
Student must share Assessment Schedule with Placement supervisor.

	Arrangements for Extra Placement Time (if appropriate) ie Make up sickness absence, holidays etc.
	Student must negotiate this with placement supervisor and PAT.

	Arrangements for Post Placement Feedback
	Student to complete an end of placement evaluation issued by the college (attached as appendix).
A copy of the placement evaluation will be provided to the Placement Supervisor/Social Care Setting Manager.



Placement Provider 

	Agreed Support from Placement Supervisor 
	Provide a named supervisor who is appropriately qualified and experienced.
Provide appropriate induction into the setting for the student on placement, including health and safety information.
Provide a number of 'supervision' sessions throughout the course of the placement to gauge student learning; attitude and behaviour.
Provide a safe working environment that meets the requirements of Health and Safety Legislation.
Provide support for learning and the development of practice, and regular supervision appropriate to the needs of the student and needs of the service.
Enable student to make links between theory and practice.
Ensure the student has appropriate practice opportunities to meet the course evidence requirements.
Allow at least an hour within the student's placement for study time on a weekly basis.
Facilitate the student's access to material (e.g. case notes, work place procedures) appropriate to their course and within workplace policy.
Provide feedback to the student and comment on student's progress and evidence of competence. Provide an opportunity for an observed supervision session. 
 Complete the authentication document for the Graded Unit.
Raise any concerns about the student's practice or progress with the student as appropriate and the college Personal academic tutor (PAT)
Raise any problems or complaints concerning the conduct of the student with the College PAT and the student as appropriate.



College SVQ Assessor

	Agreed Support from SVQ Assessor
	Arrange appropriate placement preparation including:

Basic First Aid Training.
Moving and Handling Training.
Basic infection control
Undertake SVQ assessment planning and provide support and advice to the student in relation to the work to be completed, providing supervision as appropriate.
Undertake observation of the student's practice in the social care setting, having due regard to the needs, wishes and rights of the service user/s.
Provide advice and support to the workplace practice supervisor as appropriate, with regard to their role in assisting the student.  

	Agreed Support from the PAT/College Staff
	
Advise and support to placement staff with regard to their role in the assistance of the student.
Liaise with the student to monitor their performance and progress.
Respond to any concerns expressed by the student/workplace practice supervisor regarding practice/placement arrangements.
Promote Equality and Diversity in all aspects of the placement.

	Responsibility of the Student whilst on Placement
	Turn up on time agreed.  Do not leave before your agreed time.
Carry out the duties allocated to you.  Only change when discussed with supervisor
Contact Placement and PAT if unable to attend placement as soon as practically possible.  Someone else can do this for you if you are unable to do this yourself on the day.
Work in accordance with the Aims and Objectives of the placement/Units.
Maintain and uphold professional and organisational values in line with the placement policies and procedures for best practice in line with SSSC Codes of Practice and National Occupational Standards (NCS).
Arrange formal/informal supervision or professional discussion as and when necessary depending on the nature of the work assigned and within agreed planned dates/times with supervisor.
Take responsibility for planning along with supervisor, their own professional learning and development within the placement.
Undertake duties in accordance with their role and responsibilities within the placement; contributing to the work of the staff team in relation to supporting client needs and service provision.
Work without immediate supervision where placement staff consider it appropriate and advisable.
Contact Placement supervisor if you witness any discriminatory practice or unusual challenging behaviour.

	Other Information


	



Confidentiality Agreement

	
I	(Student's Name) agree to adhere to the placement/work setting policy on confidentiality and the Data Protection Act (2018).  


	Signature:


	Date:

	
I	(Supervisor's Name) have discussed the work place policy on confidentiality and the Data Protection Act (2018) with the above student.  
   

	Signature:

	Date:





Scottish Social Services Council Codes of Practice

	
I	(Student's Name) has accessed a copy of the Scottish Social Services Council Codes of Practice and agree to abide by the standards of conduct required of social service workers.


	Signature:


	Date:




	Student's Name 


	Student's Signature



	Date

	Placement Mentor or Supervisors
Name

	Placement Supervisors
Signature


	Date

	PAT Name

	PAT's Signature



	Date

	SVQ Assessor's Name



	SVQ Assessor's Signature
	Date



College to provide a copy of the Student Placement Agreement to each person above.

Placement Health and Safety Checklist

Note:  This sheet is for office use only and MUST NOT be included in the portfolio.

Student Name:  	

Placement Provider:  	

Address:  	

Telephone:  		Email Address:  	

	
	
	Yes
	No

	1
	Does your organisation have a written Health and Safety policy?
	
	

	2
	Will your organisation provide all necessary health and safety training for the placement of students including an induction into your organisation's Fire, Health and Safety Policy?
	
	

	3
	Is your organisation registered with:
a	The Health and Safety Executive or
b	The Local Authority Environmental Health Department.
	


	



	4
	Insurance
a	Is Employer Liability insurance held?
	Is Public Liability Insurance held?
b	Will insurances cover any liability incurred by a placement student as a result of their duties as an employee?
	



	




	5
	Risk Assessment
Will any student working in your premises or otherwise under your control be covered by:
a	Generic risk assessment for the work, and/or
b	Specific risk assessment for the work?
Will these be required to be reviewed?
	





	






	6
	Accidents and Incidents
a	Is there a formal procedure for reporting and recording accidents and incidents in accordance with Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995?
b	Has your organisation procedures to be followed in the event of serious and imminent danger to people at work in your undertaking?
c	Will your organisation report to the College all accidents involving placement students?
d	Will your organisation report to the College any sickness involving placement students which may be attributable to the work?
	










	











	7
	Does your organisation have competent advice on health and safety?
	
	

	8
	Are there any specific requirements for workers eg immunisation?
If yes, please specify:
	

	




The above statements are true to the best of my knowledge and belief.

Signed:  		 (must be an authorised signatory)

Position:  	   Date:  	

Please upload to your SVQ portfolio
Student Health and Safety Induction Checklist

Note:  This sheet is for office use only and MUST NOT be included in the portfolio.

Student Name:  		Start Date:  	

Placement Provider:  			

The following items should be included in your induction into the organisation, preferably on your first day.  Please check off the items below when they occur.  It may be that not all of the items below are applicable, for example, your work placement may not involve any manual handling.  This list is not exhaustive and other topics may be covered, which you may note if you wish:

	Number
	Health and Safety Issues
	Date

	1
	Emergency Procedures*
	

	2
	First Aid Arrangements*
	

	3
	Fire Procedures*
	

	4
	Accident Reporting and Location of Accident Book*
	

	5
	Safety Policy Received and Location Known*
	

	6
	COSHH Regulations/Risk Assessment
	

	7
	Display Screen Equipment Regulations/Risk Assessment
	

	8
	Manual Handling Regulations/Risk Assessment
	

	9
	Other Appropriate Risk Assessments
	

	10
	Protective Clothing Arrangements
	

	11
	Instruction on Equipment You will be Using
	

	12
	Lone Worker Policy*
	

	13
	Other
	




	14
	Agreed number of supervision times throughout placement will be: (ie 2 weekly; 3 weekly)
	



*These items must be included in any induction training.

Student Signature:  		Date:  	

Please return to:

SVQ assessor
Health and Social Care Team
Moray College UHI
Moray Street
Elgin
IV30 1ST

Thank you for agreeing to provide a practice placement to

Student:  	
The dates of the placement are as follows:

This will be preceded by a pre placement visit to be negotiated between student and supervisor.  Every student has an enhanced PVG completed prior to commencing placement.  Supervisors must see a copy and retain a copy for administrative purposes.

The student's course:

The HNC in Social Services is an accredited qualification with SQA which provides eligibility for registration with the Scottish Social Services Council.  

The HNC Social Services Group Award is comprised of 12 credits and contains a number of HNC units and 3 SVQ Units.  In order for students to achieve the qualification every unit must be successfully completed.

HN Units

Care in Contemporary Society 
Leadership Starts with Me
Health Wellbeing and Safeguarding
Lifespan Development Theoretical Approaches
Care Practice
Collaborative Working
Social Services: Graded Unit 1
Plus, 2 of the optional units from a given selection.

SVQ Units

Promote Effective Communication 
Promote, Health, Safety and Security in the Work Setting
Develop your Practice through Reflection and Learning

Assessment of the student whilst on placement involves Placement/Work Based Supervisors, College Tutors and SVQ Assessors – with feedback being an integral part of the assessment process in placement.

To reflect the requirement of Scottish Quality Authority, work based supervisors input in validating and authenticating students' work is greatly appreciated.

The Role of the Student

The requirements of the placement may be most usefully met if the student is allowed to learn by both observation and participation.  It is anticipated that the student will be able to observe the day to day running of the work place, roles of staff, facilities and services, needs of the specific client group, and develop knowledge and understanding of the philosophy and objectives of the work place.  The student is expected to develop practical and communication skills in working with individuals and the capacity to critically evaluate their practice.  The student will be expected to be able to plan and implement activities with a client or clients with appropriate support and supervision.

You will find attached a more detailed outline of the learning and development opportunities provided by placement that will enable the student to acquire evidence to meet the HNC course requirements.

It is the responsibility of the student to collate information and evidence for their SVQ units and information for future assignments whilst on placement with you.

The Structure of the Placement

1	Pre-placement visit  arranged by the student.

2	Student to negotiate placement hours with you (should not exceed 6-7 hours per day)

3	Student will inform workplace supervisor of any planned visit from SVQ assessor.

4.        Students are expected to be supernumerary and not expected to be included within the staffing ratio.

When collating information relating to clients for the purpose of course work students are advised that confidentiality must be observed at all time.  Names and places contained within any written work must be anonymised.

If you have any questions, doubts or suggestions about the placement please do not hesitate to get in touch with College Tutor/PAT.

Where possible the student may be able to acquire evidence to meet HNC course evidence requirements through the following learning and development opportunities.

	Development Opportunities
	Identify chosen opportunities and how they will be met.

	
	

	Undertake a full Induction programme covering all aspects of the organisations aims and objectives; disciplines; housekeeping.

	At beginning of placement and ongoing.



	Access and spend time reading and understanding the policies and procedures and care plans 

	Minimum of 1 hour per week


	Structured formal supervision sessions as well as informal.  

	How often?  To be discussed and agreed.
A minimum of 2 formal supervision sessions 

	Being part of team meetings and discussions to further develop knowledge of the needs of service users.

	


	Introduction to service user files, care/support plans.
Understand organisations Confidentiality Policy and Procedure for accessing/storing and recording of sensitive information.  
	


	Health and Social Care Standards and SSSC Codes of Practice for Social Service Workers should be discussed and applied by the student throughout the time of the placement.
This should be monitored through supervision, direct observation and feedback from staff, service users and carers.
	To be discussed through supervision; observed through direct observation with service users and carers.

Observed through staff meetings/discussions
Feedback from service users; carers and staff members.

	Shadowing staff within and out with the organisation when supporting service users.

	


	Join group work activities and other activities carried out by the organisation.  These should be identified at the onset of the placement and agreed.
	






	Introduction to working across agencies.  Who and why?
Introduction to other professional staff out with the organisation, their roles and responsibilities and relationship to the service user/carer.
	


	Lone Working – once student feels confident and competent at carrying out specifically agreed tasks.  Monitoring strategies should be put in place (ie daily discussions at the end of sessions to discuss any anxieties, issues and outcomes.
	




	Access to any relevant and appropriate training if the opportunity arises.

	


	Care Management and Assessment process should be explained and developed.  

Opportunities to observe qualified staff undertaking an assessment of service user needs, developing a care/support plan and reviewing/evaluation of the plan.

	Shadow staff out on assessment of client needs.



	Student to undertake through supervision and guidance.

Needs-Led Assessment of client's needs.
Putting in place up a Support/
Care Plan to meet identified needs.
Review the Support/Care Plan.
Evaluate the Support/Care Plan.
	All areas of Care Planning will be undertaken prior to and during the Graded Unit assignment.
Students to be involved in writing and updating care plans.
Be involved in the client review with client and others permission.







Student Placement Evaluation Questionnaire

As part of the course appraisal process, all students are asked to complete the following questionnaire with reference to their practice placement experience.  A copy will be sent to your Placement Supervisor.

Course:  	
Student Name:  		Date:  	
Placement Location:  	
Please tick the appropriate box on the scale for each question.


1	Did you have sufficient briefing prior to the practice placement?

	Sufficient
	
	
	
	
	
	Insufficient



Comments:







2 Did you have sufficient support from colleagues and supervisor during the placement?

	Sufficient
	
	
	
	
	
	Insufficient



Comments:





3 How well have you been able to integrate the theory you have learned at college with the practice you have undertaken?

	Very Well
	
	
	
	
	
	Not at All



Comments:




4 How suitable was the practice placement in relation to the stage you have reached on the course?
	Very Suitable
	
	
	
	
	
	Completely Unsuitable






Comments:






5 Overall, how satisfied are you that the practice placement met your learning needs?

	Completely Satisfied
	
	
	
	
	
	Completely Dissatisfied



Comments:







Have you any other comments with regards to your practice placement?
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