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Apprenticeship Lead
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Welcome to the On-Site Supervisor (OSS) Handbook.  This will outline the role that is required of an OSS 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. 

The apprentice is entitled to take up to 5 days leave plus bank holidays during the placement, which do not count as placement days. These will come out of their normal annual leave entitlement.

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.  
They 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
It is important here that the apprentice’s prior experience is taken into account to ensure that they are developing new knowledge and skills.
However, neither should they be used a member of staff or with assumed capability.
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

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.
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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

[bookmark: _Toc202354108]Role of the University Tutor

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 OSS is asked to prepare an apprentice Induction Guide & Timetable (see appendix 2) about their Agency and team to share with the apprentice

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

The OSS provides learning activities that develop from observation and modelling to supported interventions to independent interventions.

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.
[bookmark: _Toc202354110]Assessment

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

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 an 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.

[bookmark: _Toc202354112]Apprentice identity

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.

[bookmark: _Toc202354113]Placement Requirements

[bookmark: _Toc202354114]Health & Safety

The Agency must comply with current Health & Safety Regulations. Please complete and return form when requested.
[bookmark: _Toc202354115]Indemnity Insurance

The Agency must hold current Employer Liability Insurance. Please complete and return when requested. 
[bookmark: _Toc202354116]GDPR

The Agency must comply with current General Data Protection Regulations.
[bookmark: _Toc202354117]Confidentiality
 
Apprentices should be made aware of agency policies and procedures relating to their use of confidential records, reports and other information about service users and carers throughout their placement.  
Apprentices will follow agency policies and procedures regarding the storage and movement of agency documents. 
[bookmark: _Toc202354118]DBS

All Apprentices will have an accepted enhanced Disclosure and Barring Service (DBS), Character and Conduct check and occupational health assessment through the University Admissions process at the start of the course. As such, they are cleared for placement prior to the matching process.
If there is a legal reason that your agency requires a fresh DBS, please let our administrator know as soon as possible during the matching process.
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Williams and Rutter (2024) provide seven elements of organising work-based learning that can aid the OSS when supporting a social work apprentice on placement:
1. Effective planning and preparation
2. Setting clear expectations
3. Providing an effective learning environment
4. Ensuring effective communication
5. Providing appropriate support and monitoring progress
6. Undertaking regular reviews
7. Evaluating the learning experience
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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

[bookmark: _Toc202354122]6.3 	PebblePad 

This is an e-portfolio used by Leeds Beckett apprentices to share their placement documents with the PE. The OSS is not required to access it, but can on request.



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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