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	Practice Learning Administrator
	socialworkplacements@leedsbeckett.ac.uk


	Paula Beesley
Academic Placement Lead
	p.h.beesley@leedsbeckett.ac.uk


	Rebecca O’Keefe
Apprenticeship Lead
	r.okeefe@leedsbeckett.ac.uk 
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Welcome to the Off-Site Practice Educator (OSPE) Handbook.  This will outline the role that is required of an OSPE who has a Leeds Beckett University social work apprentice with them on their first placement.

First placement apprentices on the BA (Hons) Social Work course may undertake a placement in a statutory (predominately in a social work team in a Local Authority or Health Service) or in a non-statutory agency or organisation (PVI – Private, Voluntary or Independent).  

First placement is for 70 days, 5 days per week.

It is expected that the working day will be 7.5 hours from approx 8:30 am to 5 pm.  If the work pattern will be different, this must be agreed with the apprentice’s tutor in the PLA meeting. 

The apprentice is entitled to one day per fortnight study leave, by negotiation, which does count as a placement day. These will come out of their normal annual leave entitlement.

The apprentice is entitled to take up to 5 days leave plus bank holidays during the placement, which do not count as placement days.

The apprentice will have up to 2 recall days which do count as placement days.  

Any additional time off (ie sickness, bank holidays) do not count as placement days. They will need to follow the normal sickness procedures for their apprenticeship employer in addition to the placement requirements.
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Where an agency is offering a placement learning opportunity, but does not employ a PEPS qualified (BASW) Registered Social Worker (SWE), the apprentice will have both:

An On-Site Supervisor (OSS) who is located within the team the apprentice’s placement setting. 
They manage and support the apprentice in placement on a day-to-day basis. 
It is advisable that they attend the Leeds Beckett University OSS training before taking a social work apprentice. 

An Off-Site Practice Educator (OSPE) who is not located at the placement setting. They educate, support and assess the apprentice.  
The OSPE must be an RSW and PEPS2 qualified and will be appointed by the University.

Clarity of roles should be discussed at the pre-placement Placement Learning Agreement (PLA) meeting and reviewed at the interim meeting.

The placement will enable apprentices to:

· Assess need, plan interventions, intervene, and review interventions with service users. 
· Co-work and work independently as the placement progresses. 
· Undertake individual work with service users.
· Where viable facilitate groups and undertake projects.
· Work in an inter-professional setting.

If the placement is unable to provide sufficient work for the apprentice to develop their learning needs, it is imperative that the OSS, OSPE and/or placement provider contact the tutor to discuss.

Good communication is vital – between all parties: social work apprentice, OSS, OSPE and the University Tutor. 
It is vital to have regular opportunities available to have a discussion about how the apprentice is progressing, both informal with the OSPE (these meetings can of course include the apprentice) and the formal university meetings. 
If you feel that the apprentice is experiencing difficulties, please let the OSPE know. On most occasions, the OSPE can resolve the issues. However, it is essential to alert the tutor to any concerns, particularly where an Action Plan is being considered.  
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The role includes the following:

1. Hold the Introductory Meeting (IM) with the apprentice. Please see the Introductory Meeting Guidance.
2. Attend the Placement Learning Agreement (PLA) meeting arranged by the apprentice prior to the placement start date
3. Plan for the apprentice’s arrival before the placement starts, to include IT, desk, potential work to be undertaken, and an induction programme
4. Arrange a two-week induction programme, including shadowing, team meeting, Agency visits, policies and procedures and required training
5. Providing clear learning experiences for the apprentice in placement, including appropriate work allocation
6. Provide 1.5 hours case management discussion per fortnight, the minutes to be provided to the apprentice and OSPE
7. Attend PLA, interim and (where required) action plan meetings
8. Discuss with OSPE the apprentice’s progress 
9. Raise any concerns about the apprentice’s progress with the OSPE
10.  Undertake a minimum of one direct observation of the apprentice. Please see direct observation form
11.  Provide timely constructive feedback to the apprentice
12.  Gather service user feedback 
13.  Contribute to the interim and final reports
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The role includes the following:

1. Attend the Practice Learning Agreement (PLA) meeting organised by the apprentice prior to the placement start date
2. To offer 1.5 hours supervision per fortnight
3. To provide theoretical and reflective learning experiences for the apprentice in supervision
4. To attend interim and (where required) action plan meetings
5. To discuss with the OSS and tutor the apprentice’s progress
6. To undertake a minimum of two direct observations of the apprentice
7. To provide timely constructive feedback to the apprentice
8. To write the interim and final report
9. To be responsible for the decision about the placement outcome

If you are unavailable for anything over five placement days, be that of a planned or unplanned nature, it is your responsibility to ensure that the university tutor is informed of this fact.

[bookmark: _Toc30153724][bookmark: _Toc191388491]Role of the University Tutor

[bookmark: _Toc119072328]The apprentice’s tutor is their first point of contact for academic and pastoral matters. In placement the role includes the following:

1. Attending the PLA, interim and (where required) action plan meetings
2. Discussing the apprentice’s progress with the OSS and OSPE
3. Support apprentice

If you have any concerns about the apprentice’s welfare, please contact their tutor. 
A sample placement agreement form is provided in the Appendices for you to consider using with the placement provider.  Its use is entirely discretionary, but it does have the advantage of clarifying many of the important practical details essential to the process.
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The social work apprentice completes a Placement Application Form (PAF). 

Leeds Beckett University allocates the apprentice to placement and then sends the PAF to the agency.

Leeds Beckett University releases the agency details to the apprentice

The apprentice contacts agency to arrange an introductory meeting.  
* If this does not happen please contact the university to let them know this.

The introductory meeting takes place. 

The placement is confirmed.  

The apprentice arranges the Placement Learning Agreement (PLA) meeting between the apprentice, the OSS, the OSPE and the apprentice’s tutor 
*The PLA must take place before the placement start date. 

The Placement starts on agreed date. 
The first placement is for 70 days (usually 7.5 hours per day)

The interim meeting reviews the apprentice’s progress against the PCF domains.

A minimum of three direct observations are carried, usually one is undertaken by the OSS and two by the OSPE.

The OSPE completes the apprentice’s interim and final reports.  A copy of the final report must also be emailed to socialworkplacements@leedsbeckett.ac.uk 

Leeds Beckett University will issue the Quality Assurance Practice Learning (QAPL) Evaluation Form at the end of the placement for OSS and OSPE to complete

On receipt of the Final Report Leeds Beckett will issue a Purchase Order to the agency.  This number must be quoted on your Invoice which must be on headed paper.  Please do not send your invoice until you receive this number.
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As the OSPE you will provide a minimum of fortnightly supervision. This should be in person where possible, particularly in the first half of placement.

Supervision should reflect on work undertaken by the apprentice on placement, although OSPEs are not responsible for case management. 
Supervision should be reflective and collaborative, and we encourage the use of the Collaborative Experiential Learning model (Beesley, 2024) to facilitate this.
Supervision should enable the apprentice’s development of social work values and theory.
Supervision should assess the apprentices development against the PCF domains (BASW, 2018).

This may be supplemented by email or phone communication between OSPE and apprentice as required. 
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The OSPE is responsible for the assessment of the apprentice, but this is most effective when undertaken through liaison with the OSS.

Assessment of the first placement is at intermediate level.  This is described as: 

By the end of the first placement apprentices should demonstrate effective use of knowledge, skills and commitment to core values in social work in a given setting in predominantly less complex situations, with supervision and support.  They will have demonstrated capacity to work with people and situations where there may not be simple clear-cut solutions. 

The assessment is based on the nine domains of the Professional Capabilities Framework (PCF).  By the end of the first placement the apprentice should have demonstrated capability as set out in the BASW Student to ASYE guide: End of placement 1:

https://www.basw.co.uk/resources/student-pcf-level-descriptors-pre-qualifying-levels-and-asye

In addition, apprentices are assessed against the Knowledge, Skills and Behaviours (KSBs) (appendix three). As an OSPE you are not asked to assess these individually, but it is helpful to know about them as apprentices may discuss them in supervision or reference them in their reflections.

Alongside the knowledge, skills and behaviours, all apprenticeships must also cover the following key areas, which are known as the ‘apprentice core curriculum’ throughout the programme. This includes:
1. Careers support
1. Safeguarding
1. British values
1. Prevent
These areas are recognised as an important part of all our lives and job roles, and they reflect positive values within apprenticeships. We encourage apprentices to reflect on how these areas are relevant to their on-the-job roles and placement learning and consider practice examples for their tripartite reviews. 

It is important that every apprentice is afforded a fair assessment.
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Some apprentices will have identified that they will require additional support on placement. 
This reasonable adjustment may apply to disability and/or health status such as dyslexia, dyspraxia, a mental health condition, a long-term health condition, autism, a physical or a sensory condition or other circumstances.

Where the apprentice has agreed to share this with placement, they will complete section 5 of the Placement Application Form (PAF).

Placements should provide reasonable adjustments to enable apprentices to engage in learning activities and workload. 
If the placement feels that they would benefit from a pre- or in- placement discussion about an apprentice’s requested reasonable adjustment, please contact the placement team who will advise accordingly.
Where additional equipment is assessed as required by Disability Support, LBU will liaise with the apprentice and placement to provide where appropriate.  

Please note that this may change during placement due to a new issue arising or a apprentice disclosing a new request. Whilst they cannot retrospectively apply this request as mitigation against identified areas for development, it should be considered urgently once made. Please contact tutor for support.
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Leeds Beckett University works in an inclusive manner and has a strong commitment to widening access and participation. We recognise the diverse needs of our apprentices and promote inclusivity to ensure apprentice-centred social work education, which we see as extending to placement provision.

This means that social work apprentices will represent a wide range of identities including age, gender, ethnicity, ability, disability, sexuality, and faith-bases. Whilst we understand that not every individual need may initially be understood, we expect social work apprentices to be treated with respect and dignity, and to be heard.

It is helpful to be aware of the Social Ggrraaacceeesss (Burnham, 2018), Mandela model (Tedam, 2011) and UBUNTU (Olusa, 2023) models when working with any social work apprentice.
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Acting as an OSPE gives rise to a number of additional considerations.

[bookmark: _Toc191388498]Role and fee payment

You receive a set fee for doing the work, regardless of how many hours are worked to meet the requirements of the role.  
It is important not to underestimate how much time may be needed to complete the process.
Where regular supervision or placement documentation is not provided in an appropriately timely fashion, Leeds Beckett University reserve the right to review the agreement.

The fee for acting as an OSPE is calculated as part of the daily placement fee (currently £12 per day) multiplied by the number of days the apprentice attends their placement.
OSPE payments will be made by Leeds Beckett University, see appendices for the processes.  
You will not receive payment until the apprentice has finished placement and the final report and QAPL evaluation form have been received by the University. 
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1. You are responsible for maintaining your professional registration (Social Work England)
2. You must ensure that you have professional indemnity insurance.
3. You are responsible for maintaining your PEPS currency (BASW).
4. You are responsible for maintaining current evidence of a clear DBS.

[bookmark: _Toc191388500]Confidentiality 

The OSPE must abide by confidentiality throughout and after their work with the apprentice and placement.
This is in relation to any agency details and caseload discussion.
This is in relation to the apprentice’s personal information and professional development. 

When writing the final report, please be aware that this is shared with future placement providers, and personal information about the apprentice or service users should not be included in the report.  The apprentice signs the report to consent to sharing the report.
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The placement handbooks and forms can be found on the University website 
https://www.leedsbeckett.ac.uk/studenthub/placement-information/health-and-social-care-practice-learning-team/social-work/ 

The forms include:
· Introductory Meeting guidance
· Practice Learning Agreement (PLA) form
· Interim Report form
· Final Report form
· Action Plan form
· Direct Observation form
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This a is e-portfolio used by Leeds Beckett apprentices to share their placement documents with the PE. 

The apprentice will share their workbook with you through a link.  See more at: http://libanswers.leedsbeckett.ac.uk/faq/179546



THANK YOU ONCE AGAIN FOR PROVIDING THIS OPPORTUNITY FOR OUR APPRENTICES
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The Agency may want to formalise their agreement with the OSPE.  Below is an example of what might be included. 

	Off-Site Practice Educator Name
	

	Telephone

	

	Email

	



	Agency Name

	

	On-Site Supervisor Name
	

	Address

	

	Telephone

	

	Email

	



This agreement concerns the provision of Practice Education and Assessment as follows:

	Apprentice Name

	

	Anticipated Placement Start Date

	

	No of Placement Days

	



Off-Site Practice Educator

I understand that in agreeing to act as an Off-Site Practice Educator I agree to:
* provide regular supervision and practice education, averaging 1.5 hours per fortnight.
* personally undertake a minimum of two direct observations and arrange for a third to be carried out, 
* attend PLA, interim and (where required) action plan meetings
* submit Interim and Final reports in the required format.

I understand that I may have privileged access to information about service users, carers and the agency. I agree to maintain confidentiality unless I have concerns about the safety of service user(s), carer(s) or staff member(s), or poor or dangerous practice by individuals or the agency.  I undertake to discuss such concerns first with an appropriate person within the agency. 

I confirm that I am a SWE registered social worker (insert registration number) 
I have a current, clear DBS Certificate.
I have met Stage 2 of the Practice Educator Professional Standards.
I am a member of the British Association of Social Workers which provides Professional Indemnity Insurance in respect of my freelance work 
OR
I am not a member of BASW. My Public Indemnity Insurance policy number is provided by (insert name of insurance company and policy number).

Agency

We agree to provide the apprentice with a suitable induction to the work and methods of the agency.
We agree to regularly make OSS staff time available to discuss the apprentice’s progress and any issues arising.
The OSS will attend PLA, interim and (where required) action plan meetings and contribute to interim and final reports, written by OSPE.
We understand our responsibility to afford suitable learning opportunities and to contribute to the processes of assessment, day-to-day supervision, observation and feedback.
We agree to ensure that service users are aware that the apprentice is receiving supervision and that certain details may be shared with the OSPE but that this information will be treated confidentially.


SIGNED BY:

	Off-Site Practice Educator Name
	

	Signature
	

	Date
	

	OSS Name
	

	Position
	

	Signature
	

	Date
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	1. Practical arrangements 

	Supervision frequency

	

	Duration of sessions

	

	Venue

	

	Arrangements if either party needs to cancel a supervision

	

	Availability of OSPE for support in between supervisions

	

	2. Content of supervision

	Standard agenda items might include theory, values, ethical dilemmas, caseload discussion, PCF domains

	

	3. Expectations 

	What does are the apprentice’s expectations of supervision and the OSPE 

	

	What does the OSPE expect from the apprentice

	

	How will we recognise the supervisory relationship is not working?  

	

	What methods will be used to resolve any difficulties in working together? 

	





	4. Recording

	Formal supervision will be recorded and agreed by both parties. Please state arrangements for recording 

	

	5. Any other relevant issues for this agreement

	



Signed:
	Apprentice
	
	Date
	

	OSPE
	
	Date
	





Appendix three: Knowledge, Skills and Behaviours for the Social Worker Degree Apprenticeship 

	
	KNOWLEDGE
	
	SKILLS

	K1
	The importance of rights, responsibilities, freedom, authority and use of power
	S1
	Ensure professional ethical standards are developed, maintained and promoted

	K2
	The importance of maintaining, and the limits of, confidentiality
	S2
	Take responsibility for your decisions and recommendations

	K3
	That relationships with individuals and their carers should be based on respect, honesty and integrity
	S3
	Be aware of the impact of your own values on practice

	K4
	How to develop relationships appropriately
	S4
	Exercise authority as a Social Worker within the appropriate legal and ethical frameworks 

	K5
	The impact of different cultures and communities and how this affects social work
	S5
	Ensure the highest standard of person centred approach, so that people are treated with dignity and their rights, values and autonomy are respected

	K6
	Current legal and ethical frameworks
	S6
	Practise in a non-discriminatory manner

	K7
	The concepts of participation, advocacy, co-production, involvement and empowerment
	S7
	Hear the views of people who use services, carers, their families and communities, recognise their expertise, and enable their views to have validity and influence

	K8
	The contribution that peoples’ own resources and strengths can bring to social work
	S8
	Promote the best interests of people who use services, carers, their families and communities

	K9
	The impact of different societies’ views on human behaviour
	S9
	Work with people to enable them to make informed decisions and exercise their rights

	K10
	The value of research and analysis and be able to evaluate evidence to inform practice
	S10
	Work to promote individual growth, development and independence

	K11
	That experiences and feelings affect behaviour in interactions
	S11
	Undertake assessments of need and/or capacity 

	K12
	Social work theory, models and interventions; human growth and development across the lifespan and the impact of key developmental stages and transitions
	S12
	Initiate resolution of issues and use initiative

	K13
	The impact of injustice, demography, social inequality, policies and other issues which affect the demand for social work services
	S13
	Gather, analyse, critically evaluate and use research information and knowledge in your practice to develop an understanding of the individual’s situation 

	K14
	How to update knowledge to ensure evidence informed practice
	S14
	Make and receive referrals appropriately

	K15
	The scope and limits of practice and when/how to seek advice from a range of sources
	S15
	Use social work methods, theories and models to enable individuals to identify actions to achieve change and improve life opportunities

	K16
	Models of supervision, critical reflection and self-reflection to enhance/change practice
	S16
	Manage and weigh up competing /conflicting values or interests to make reasoned professional judgement

	K17
	Your employer’s organisational context and systems and the impact on your practice
	S17
	Work within scope of practice as an autonomous professional

	K18
	The concept of leadership and its application to practice
	S18
	Maintain high standards of personal and professional conduct

	K19
	The requirements of the relevant professional body
	S19
	Manage the physical and emotional impact of your practice

	K20
	Applicable safeguarding/health and safety legislation, policies and procedures
	S20
	Identify and apply strategies to build professional and emotional resilience

	K21
	How to maintain your own personal safety and that of others in complex situations
	S21
	Use supervision to support and enhance the quality of your practice

	K22
	Signs of harm, abuse and neglect and the importance of professional curiosity when these are observed and the appropriate risk assessment tools and processes to use
	S22
	Maintain your own health and well-being  

	K23
	The role of the Social Worker and roles of others within safeguarding, appropriate to levels of skills and experience
	S23
	Recognise the need to manage workloads and resources effectively

	K24
	The range of communication methods available to meet specific needs (both verbal and non-verbal)
	S24
	Keep your skills, knowledge and ongoing professional development up to date

	K25
	The importance of the impact of verbal and non-verbal communication
	S25
	Show an awareness of current and relevant legislation

	K26
	How communication skills affect the assessment of, and engagement with, individuals and their families/carers
	S26
	Use a range of research methodologies to inform your practice

	K27
	The range of factors that affect effective communication e.g. age, capacity, learning ability and physical ability
	S27
	Work in partnership with others

	K28
	The full range of interpersonal skills required to work with other professionals and agencies
	S28
	Balance appropriate levels of autonomy within a complex system of accountability

	K29
	The different social and organisational contexts within which social work operates
	S29
	Respond appropriately to unexpected situations, identify and challenge practices which present a risk to, or from, people you are working with, their carers or others in order to uphold professional requirements

	K30
	The applicable legislation, policies and procedures
	S30
	Respond appropriately to signs of harm, abuse and neglect

	K31
	The principles of good recording and record keeping
	S31
	Establish and maintain personal and professional boundaries

	K32
	The types, and benefits, of assistive technology
	S32
	Follow health and safety policies and procedures

	K33
	How to use relevant software applications
	S33
	Communicate in English at the level required by Social Work England

	K34
	Data sharing protocols
	S34
	Communicate your role and purpose sensitively and clearly, using appropriate language and methods

	K35
	The potential misuses of technology eg social media

	S35
	Communicate in a way which is engaging, respectful, motivating and effective, even when dealing with conflict or resistance to change

	
	
	S36
	Exercise professional curiosity

	
	
	S37
	Have difficult conversations with empathy

	
	BEHAVIOURS
	S38
	Demonstrate effective interpersonal skills

	B1
	Communicate openly, honestly and accurately. They listen to people and apply professional curiosity to evaluate and assess what information they need to gather, to provide quality advice, support or care
	S39
	Engage with individuals and their families/carers and sustain effective relationships in order to effect change

	B2
	Treat people with compassion, dignity and respect and work together to empower positive change
	S40
	Engage effectively in inter-professional and inter-agency working to achieve positive outcomes

	B3
	Adapt their approach according to the situation and context
	S41
	Support networks, groups and communities to meet needs and outcomes

	B4
	Commit to continuous learning within social work, with curiosity and critical reflection
	S42
	Maintain accurate and complete records in accordance with applicable legislation, protocols and guidelines

	B5
	Adhere to the Social Work England Standards of Conduct
	S43
	Prepare formal reports in line with legislation, policies and procedures

	
	
	S44
	Critically reflect on/review practice and record the outcomes of reflection appropriately

	
	
	S45
	Present reports in formal settings

	
	
	S46
	Use technology to manage your work

	
	
	S47
	Use technology to communicate appropriately

	
	
	S48
	Maintain individuals’ information security and protect data

	
	
	S49
	Advise people on how to use assistive technology

	
	
	S50
	Promote the use of technology to achieve better outcomes
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