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[bookmark: _Toc203046119]Part One: Introduction

The Leeds & Wakefield Social Work Teaching Partnership (LWSWTP) is committed to providing two quality placement learning opportunity for all social work apprentices.  This will improve opportunities for apprentices to develop generic and transferable social work skills. It will enable apprentices to be more fully prepared for qualified practice. 

This PE Manual provides guidance for those social work apprentices from Leeds Beckett University on placement within statutory and voluntary placements.


[bookmark: _Toc203046120]Knowledge, Skills and Behaviours for the Social Worker Degree Apprenticeship 
The assessment of apprentices on placement is based on the nine domains of the PCF.  Indicators of capability may be accessed by clicking on each of the domains here:

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 a PE 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:
· Careers support
· Safeguarding
· British values
· 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. 


	
	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




[bookmark: _Toc203046121]Final (100 day) Social Work Placement
[bookmark: _Hlk44486447]
Where possible, all LWSWTP will be provided with a statutory final placement.

Definition
[bookmark: _Hlk44486757]Leeds and Wakefield Social Work Teaching Partnership defines statutory placements as those that: 
· take place in a Local Authority setting
[bookmark: _Hlk199938787]It requires apprentices to be afforded opportunity to become increasingly independent as the placement progresses including as appropriate:
· facilitate a caseload that reflects the placement setting
· experience of complex situations
· work on S17 and S47 cases (under the Children Act 1989)
· work on delivering requirements of the Care Act 2014 and Mental Capacity Act 2005
· case records 
· assessments
· inter-professional working
Assessment of final placement

Assessment of final placement is at qualifying level.  This is described as: newly qualified social workers should have demonstrated the knowledge, skills and values to work with a range of user groups, and the ability to undertake a range of tasks at a foundation level, the capacity to work with more complex situations; they should be able to work more autonomously, whilst recognising that the final decision will still rest with their supervisor; they will seek appropriate support and supervision. (BASW, 2018)

The assessment is based on the nine domains of the PCF.  Indicators of capability may be accessed by clicking on each of the domains here:

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



[bookmark: _Toc203046122]First (70 day) placement
Leeds and Wakefield Social Work Teaching Partnership defines first (70 day) placements as those that: 
· take place in a Local Authority setting
· take place in a PVI (voluntary agency) setting
[bookmark: _Hlk199425398]It requires apprentices to be afforded opportunity to undertake the following roles (under appropriate supervision):
· undertake varied work (independently or co-working) with a range of service users that reflect the placement setting
· complete case records to be updated
· undertake an assessment role
· undertake inter-professional working
· develop knowledge, skills and values to prepare them for engagement in a final statutory placement

Assessment of first (70 day) placement

Assessment of first (70 day) 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. (BASW, 2018)

The assessment is based on the nine domains of the Professional Capabilities Framework (PCF).  Indicators of capability may be accessed by clicking on each of the domains here:

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



[bookmark: _Toc203046123]Part Two: Roles and responsibilities

[bookmark: _Toc203046124]Role of the Practice Educator
The PE1 or 2 in training takes day-to-day responsibility for the apprentice and is required to:

a) provide clear learning experiences for the apprentice in placement
b) 
c) offer 1.5 hours’ supervision per week, underpinned by theory, reflection and values as appropriate
d) attend introductory, interim and action plan meetings
e) discuss with PE2 Mentor the apprentice’s progress
f) discuss case management with manager
g) write the Interim and Final Report
h) undertake two direct observations and provide timely constructive feedback to the apprentice
i) gather service user feedback.

Supervision records should include:
· Date, venue, time and length of session
· Confirmation of the agenda
· Review of work previously agreed
· Service users seen / tasks / visits or project work undertaken
· Review of apprentice's Reflective Blog entries and work for PebblePad 
· Detailed discussion of aspects of the apprentice's work, for example assessments and case records
· Evidence of progress against the domains of the PCF 
· Discussion about the application of theory to practice and relevant values issues and ethical dilemmas
· Actions agreed to be reviewed at next supervision and date for next session confirmed
Each apprentice is different and will arrive at the placement setting with varying levels of competence and experience.  Early planning, close observation and supervision of the apprentice will allow the PE to assess the apprentice's current level of ability in practice and to identify learning opportunities which will help in the development of practice.  It is as important to challenge a more experienced apprentice as it is to provide appropriate support to a more inexperienced apprentice.    
The supervision may be recorded using the organisation’s own recording methods. 

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: _Toc203046125]Role of the PE2 Mentor

The PE1 or 2 in training will be supported by a PE2 Mentor who must be a registered social worker and qualified PE2. Their responsibilities include: 
1. To attend the PLA, interim and action plan (where appropriate) meetings 
2. To provide regular and ongoing mentoring support to the PE in training
3. To quality assure PE in training’s support of apprentice, including monitoring of sufficient knowledge discussions, reflective analysis and value discussion in supervision of the apprentice and undertaking of administrative tasks such as direct observation and interim and final report provision.
4. To give timely, constructive feedback to the PE in training
5. To provide support and advice to support the development of PE in training’s developmental needs in practice education
6. To share any concerns with PE in training’s manager
7. To undertake one direct observation of the apprentice’s practice
8. To directly observe (and complete proforma) the PE in training on one occasion leading a supervision session with a social work apprentice 
9. To confirm and sign off the apprentice’s Final Report which has been written by the PE in training
10.  To read all paperwork provided by PE in training at end of placement. To make written recommendation of PE in training’s suitability to proceed to qualified PE 1 or 2 (as appropriate)
11.  In the absence of PE in training (ie short term illness or annual leave), to provide weekly supervision.
12.  If this is prolonged to undertake on role of PE in training. If this is not viable to liaise with placement lead for replacement PE.


[bookmark: _Toc203046126]Responsibilities of the Off-Site Practice Educator (OSPE)
[bookmark: _Hlk74824718]Where the placement requires an off-site practice educator, their responsibilities are

· To provide theoretical and reflective learning experiences for the apprentice in supervision
· To offer 1.5 hours supervision per fortnight
· To attend initial, interim and action plan meetings
· To discuss with OSS and tutor the apprentice’s progress
· To undertake a minimum of two direct observation
· To provide timely constructive feedback to the apprentice
· To write the interim and final report
· To be responsible for the decision about placement outcome


[bookmark: _Toc203046127]Responsibilities of the On-Site Supervisor (OSS)
Where the placement requires an on-site supervisor, their responsibilities are

· To provide clear learning experiences for the apprentice in placement
· To offer 1.5 hours case management discussion per fortnight
· To attend initial, interim and action plan meetings
· To discuss with OSPE the apprentice’s progress
· To undertake a minimum of one direct observation
· To provide timely constructive feedback to the apprentice
· To gather service user feedback
· To contribute to the interim and final report

[bookmark: _Toc203046128]Supporting Apprentices
Practice Educators should support all apprentices to enable them to engage with appropriate learning opportunities, taking account of their individual learning needs and using their strengths to develop new knowledge, skills and values. However, experience tells us that where apprentices are ethnically diverse or have a reasonable adjustment, they may need additional support.

[bookmark: _Toc203046129]Supporting ethnically diverse apprentices
This is an incredibly sensitive subject and very difficult to navigate. There are a number of formal processes to follow for both you and your apprentice if you feel you have tried and been unable to resolve issues informally. The one exception to this is personal safety. 
This section is to look at some of the issues and potential resolutions outside of the formal processes. 
As a professional in the social work/social care fields we impose impossibly high standards on ourselves that means we think we should be aware of everything at all times and never make anyone else uncomfortable. All of us in the past and could continue to make mistakes and behave in a manner that makes others feel they are being treated unfairly. We all need the opportunity to rectify this as soon as possible. 
We are all very often fearful of calling something out in terms of diversity but the issues will not disappear, and potentially become a lot more difficult, unless we do name our feelings and responses to such behaviour. Your support person can listen and offer some solutions about how to address this situation. Sometimes a quick conversation is all that is required. At other times, a meeting facilitated by a third person may be beneficial. Ultimately, the person made to feel uncomfortable must feel like the matter has been addressed, acknowledged, and resolved as much as possible after the intervention. If they do not then the matter needs revisiting until we reach this goal.
This is not as easy for issues such as unconscious bias, where our own experiences and stereotypes are used to inform decisions, behaviours and potentially microaggressions such as microinsults and microinvalidations (usually unconscious). 
It is important to create a genuine space to discuss any issues as they arise, just asking apprentices about any issues they want you to consider at the beginning of any relationship is beneficial. By making sure you are aware of any needs or preferences and checking that this is going well can make all of the difference for issues that are easily identifiable. If this did not happen at the start of a placement, this discussion can take place at any time throughout the placement and together attempt to resolve issues. A genuine attempt can really make a difference. 
If you as the PE feel you are being treated unfairly by your apprentice, you need to reach out to the people listed in your support network for placements. These are the PE2 if there is one, the apprentice’s personal tutor, your team manager as well as the placement unit and any practice champions. 
If the apprentice feels they have been treated unfairly, then a similar approach is required. Apprentices need to have a genuine space and person to talk to about their experiences. With the added pressure of ‘not wanting to fail’ apprentices often do not raise issues until towards the end of or after their placement. There are times when PE’s/Supervisors are not aware of any issues. By having an ongoing open space where apprentices can raise matters and be fully listened to compassionately is a very important step in building your relationship.
As a person in a position of power as PE’s we must consider how that power dynamic and unconscious bias plays out in this relationship. The concept of ‘White Fragility’ (or any other characteristic of privilege can replace the term of white) is one to consider. This is where we feel defensive when challenged and behave in ways that are not best suited to resolve matters. The ACT acronym is helpful in these situations. It stands for Acknowledge, Challenge and Train. This can refer to our own actions or on a wider level. On an individual basis it allows for time to reflect after Acknowledging that whether you meant to or not you left the other person feeling at the very best uncomfortable and probably much more. If you cannot at that time go away and think about what you can do differently in future and come back to discuss this with the person affected. You can then Challenge yourself (or others) about such actions and offer a more positive and beneficial alternative strategy. The Training is not a magic course we attend to address our unconscious bias finally but the ongoing inner and reflective monologue we all have and can then turn into a dialogue with a trusted supervisor.
Finally, both the MANDELA model (Tedam, 2012) and the UBUNTU model (Obusa, 2023) taught in the PE training offer models to support apprentices proactively by taking an apprentice-centred approach.

[bookmark: _Toc203046130]Supporting apprentices with a reasonable adjustment
The Office for Apprentices (OfS) (2021) reported that apprentices with a disability in higher education has risen significantly between 2010 and 2020, with 14.3% of full-time apprentices now self-identifying as having a disability. However, as this was based on self-report at the start of the academic course, it may be that this statistic is not truly representative of apprentices with a disability within higher education. This number includes apprentices with a learning disability, such as dyslexia or dyspraxia, a mental health condition, a sensory or physical disability and a social or communication impairment (OfS, 2021). Disability is a protected characteristic under the Equality Act 2010, and placement providers have a duty to meet these needs where possible.
The practice educator should familiarise themself with the apprentice’s declared disability, both through discussion with the apprentice and listening to how it impacts on them individually, and through reading existing guidance. In addition, there may be physical adjustments that need to be made to facilitate the apprentice’s learning, for example specialist IT equipment, chair or desk, or access to disabled parking. Remember that these tasks may take some time, and that it is your responsibility to ensure the preparation for placement is undertaken. 
The social model of disability (Oliver, 1990) states that it is society’s norms, beliefs and oppressive practices that impair the apprentice, rather than their disability. It is therefore incumbent on the practice educator to provide a learning environment that facilitates the apprentice’s ability to engage with learning opportunities, rather than to expect the apprentice to conform to placement setting norms. Placement can have a higher emotional toil for apprentices with a disability because they find the workplace more tiring than others because of the extreme mental effort that is required to conform to societal expectations, may have low self-esteem and lack confidence in their abilities, and may feel isolated and think that other apprentices are learning procedures and tasks far more quickly than they are. However, apprentices with a disability often have a variety of strengths which they have developed throughout their personal, educational and professional experiences. 
During the placement period, the practice educator is responsible for ensuring that the apprentice is able to access learning opportunities equally. Strategies for practice educators to support apprentices with a disability include:
Induction
· Spending time to develop the supervisory relationship
· Give lots of opportunities for observation of practice 
· Demonstrate and explain procedures simply
· Provide the apprentice with a placement pack, setting out useful information and standard procedures for them to refer back to
· With the apprentice, draw up a plan for the placement at the beginning, highlighting important information and dates 
Planning 	
· Set clear, measurable learning outcomes
· Ask the apprentice to repeat/outline what s/he is going to do. 
· Do not give too many instructions at once, particularly if the instructions are only given verbally 
· Give instructions in both written and verbal form wherever possible 
· Explain tasks more than once
Supervision
· Understanding of their needs
· Provide materials in advance of their necessity to enable the apprentice to prepare 
· Consider more frequent but shorter supervision sessions, as processing information may take longer or too much information may be overwhelming for the apprentice
· Provide additional time in structured supervisory sessions to go through administrative procedures and routines for placement
· Encourage reflection
· Record the discussion so that they can concentrate on the discussion rather than taking notes and can access the discussion again afterwards
Reading
· Allow extra time for reading.
· Provide a quiet space/ room for the apprentice to read in.
· Present the apprentice with reading well in advance of meetings, highlighting important parts if appropriate 
· Provide opportunities to discuss reading 
· Allow apprentices to print documents using larger print or coloured paper, as per their RAP.
Writing
· Provide exemplar reports so the apprentice has a clear idea about the level and content required and the expected format 
· Discuss with the apprentice the main points that should be covered prior to writing the document
· Allow extra time for apprentices to write reports and other paperwork. Encourage them to diarise this time on a regular basis.
· Proofread and provide constructive feedback
· Where possible, allow the apprentice to submit draft reports with a font he/she finds easy to use
Apprentices may be impacted by a range of different disabilities, the commonality of practice educator role is a discussion with the apprentice to determine how it impacts them and what support they would like, combined with a non-judgemental response that accepts the apprentice for who they are and supports them as required. This collaborative approach to practice education is critical to reduce the power differential and engage the apprentice.
[bookmark: _Toc203046131]Practice Educator Support Groups
PESG are designed to supplement PE training and support PEs of all experience and qualification.
Please find dates and book through Workforce / Organisational Development.


[bookmark: _Toc203046132]Practice Champion
The Teaching Partnership has Practice Champions across the partners. The purpose of the Practice Champion is to embed high quality practice education in the four Local Authority service areas to ensure better support and ongoing quality assurance.

Roles:
· Co-deliver Practice Education training
· Co-facilitate Practice Educator Support Groups
· Sit on Validating Assessments Panels for PE2 certification
· Localised peer support / be point of contact as expert for any PE queries.

Criteria for role:
· Active PE2 qualified with experience in mentoring PE1 in training
· Have an interest in furthering Practice Education
· Indicative time – 2-3 sessions per year.

Please contact your workforce/ organisational development if you would be interested in being a Practice Champion.


[bookmark: _Toc203046133]Part Three: Placement processes

[bookmark: _Toc203046134]Pre- Placement
1.	Apprentice completes a Placement Application Form (PAF), approved by Tutor.

2.	University separates PAFs into preferences then distributes to placement providers.

3.	Placement providers allocate apprentices to placement, and share matches with University.

4.	Placement providers confirm allocations to PEs, PE mentors (where required) and/or OSS (On Site Supervisor). University allocates OSPE (Off Site Practice Educator) where required.

5.	University informs apprentice of placement match.

6.	PE in training makes contact with PE2 mentor (if appropriate) to arrange first support contact.

7.	Apprentice makes contact with PE or OSS.

8.	Apprentice and PE hold introductory meeting, using suggested topics for discussion. Please see introductory guidance.

9.	Apprentice meets Manager informally after Introductory Meeting where appropriate.

10.	Practice Learning Agreement (PLA) Meeting.  Apprentice, Tutor, PE, PE2 Mentor (if appropriate) and OSS (if appropriate) present, using PLA Form.

11.	Apprentice starts placement.


[bookmark: _Toc203046135]Refusing an Apprentice
The PE should not reject an apprentice based on their PAF unless there are mitigating circumstances e.g. personal relationship or other conflict. It is expected that an apprentice will be afforded the opportunity to address any concerns in the introductory meeting.

Within the introductory meeting, if the PE has concerns about a prospective apprentice, they should discuss this with the apprentice and their manager and (if appropriate) their PE2 Mentor immediately after the introductory meeting. These concerns would need to be substantive concerns about the apprentice’s ability to undertake and develop within the placement with appropriate levels of support. Any concerns should then be communicated back to the apprentice’s tutor, so that a discussion can take place about the concerns and appropriateness of the placement match.

Matching will pay respect to any personal or professional clashes. If an unknown clash occurs, please contact the placement co-ordinator immediately.


[bookmark: _Toc203046136]Introductory Meeting guidance
This meeting is designed to support apprentices have a successful placement. It is the first opportunity to get to know each other and have an open, informal discussion.
Meeting arrangements
In the first instance the apprentice should contact the PE within a week of receiving their placement match to arrange a mutually convenient time for the introductory meeting. It should not be in a teaching time.
If the PE has not heard from the apprentice within two weeks, please contact your placement link in Workforce Development.
Ideally, the meeting should be held face to face, but we understand it may be on Teams where required
The introductory meeting should only consist of apprentice and PE, but where appropriate the wider team, including PE2 mentor and manager could meet them after the meeting.
The meeting should last about 45 minutes.
Introductions (10 mins)
The PE should facilitate a brief exchange of professional, social, cultural and educational experiences
Practice Educator outlines placement (10 mins)
Key information about the Team 
Workload
Working arrangements and team norms
Allow apprentices to ask questions about the placement
Apprentice orientated question (10 minutes)
Apprentices: please prepare answers in preparation for your introductory meeting
Practice Educators: please choose one of the questions 
1.	Can you tell me why you want to work in social work and what you hope to gain from this placement? 
2.	What preparation have you been carrying out to undertake a placement in this setting? 
3.	What are your skills, strengths and areas for development?

Discussion about individual learning needs (10 mins)
PEs please use your discretion to ask the relevant questions from below:
How do we promote your best learning?
	What is your preferred communication style?
Do you have a preferred learning style? (Visual, Aural, Oral, Written, Reading, Experiential)
	Is anything a trigger that would close you down to learning?
	Is there a good way to give you constructive feedback?
How do we support your cultural needs?
How do we support your health or disability needs? Do you have any reasonable adjustments that we need to think about now to support you?
Ending the meeting
PE to check if there is anything that apprentice is concerned about, that hasn’t been discussed so far or if there is anything else the apprentice wants to ask.


[bookmark: _Toc398631061][bookmark: _Toc399929529][bookmark: _Toc525631563][bookmark: _Toc203046137]Practice Learning Agreement (PLA) meeting guidance
Prior to placement commencement a meeting between relevant staff and the apprentice should take place.  The key aim of this meeting is to complete the Practice Learning Agreement (PLA).  A placement should not start without clear arrangements being in place.  It is important that the PLA meeting includes all relevant parties: apprentice, tutor and Practice Educator(s) (including PE, PE Mentor, OSPE and OSS as appropriate).
The PLA serves as the contractual basis of the apprentice placement.  It should take account of the Professional Capabilities Framework (PCF), the learning opportunities afforded by the placement, apprentice learning needs, supervision arrangements and finalise a range of practical information. 
The tutor chairs the meeting, apprentice minutes the meeting
The following inform discussion at the PLA meeting:
· Practical arrangements should be clearly stated and understood at the meeting e.g. travel required, provision of equipment such as mobile phones and general working arrangements.
· Absence arrangements should be discussed. 
The requirements of whom to inform when unable to attend on the day due to sickness should be agreed. Regular or prolonged periods of sickness should be discussed with the Tutor, by both apprentice and PE.
Holidays must be agreed and discussed at the PLA meeting.  A week is recommended.
· Any issues that may impact on the learning process should be shared. 
This is a further opportunity for the apprentice to discuss any reasonable adjustments that they might need to enable them to fully and equitably engage learning opportunities. 
A discussion should take place concerning how feedback will be given to apprentices both informally and formally. 
All parties should discuss how issues of conflict or regarding performance are managed within the assessment and learning process.
A discussion about power imbalances and identity should be held to ensure that the apprentice is afforded a fair assessment.
· Apprentices are expected to work normal agency hours over five days per week. Where an apprentice is unable to meet this requirement, it is expected that the apprentice will discuss with the tutor so that a reasonable adjustment can be considered.  
Where the agency hours are less than 7 hours per day, apprentices will need to extend days to reflect this. 
Meal breaks are not included in the hour calculations.
· Study time must be discussed and agreed at the PLA meeting, based on one study day a fortnight. 
· Apprentices MUST complete the full number of placement days (70 day first placement, 100 day final placement). 
The Attendance Sheet can assist in tracking days if required. 
For training events, apprentices should obtain a certificate of attendance which is then approved by their PE. It can be helpful for the apprentice to complete the training reflection to link training to practice and evidence development.
· Set the date of the interim meeting.
The PLA form should be completed by the apprentice in draft form at the PLA Meeting and the apprentice should ensure a completed version of the PLA is uploaded to PebblePad two weeks after placement commencement 

[bookmark: _Toc203046138]Attendance Procedure

During placement, the apprentice will count study days and recall days as placement days. However, sick days, annual leave and bank holidays do not count as placement days. This will be part of their normal employment procedures.
The apprentice is entitled to time off sick from placement if required. Apprentices would usually be expected to ring the PE and the office before 8.30am, however the specific arrangements for reporting sickness absence will be agreed at the PLA Meeting. 
Apprentices are also required to follow sickness absence reporting procedures for their University. 
If apprentices have a health appointment, this should be facilitated within placement hours, however the time should be made up. If apprentices have an emergency childcare situation or an emergency regarding other caring responsibilities, normal agency flexibility should be applied. However, this time needs to be made up.

If the apprentice has more than a week off placement or frequent (more than two) unplanned periods of absence from the placement, the PE should first discuss informally with the apprentice; next contact the tutor; and then follow procedure as necessary. A return to placement meeting to ensure that the apprentice’s return is both appropriate and supported should be considered. This would also be the case for habitual lateness in arriving at placement.

Apprentices should not undertake paid work on a placement day. where possible. It is recognised that apprentices need to work, but it is recommended that this is undertaken on a different day as it limits apprentices’ ability to engage robustly with learning opportunities when they are stretched. 


[bookmark: _Toc525631570][bookmark: _Toc203046139]Interim Meeting 
This meeting takes place halfway through the placement and involves the Tutor, PE and apprentice. At least one Direct Observation must have been completed by this meeting, and a draft of the interim report provided in advance. The apprentice should provide relevant work undertaken for their practice assessment to the PE prior to the meeting – this should include evidence of the apprentice’s progress in meeting the PCF. 
The purpose of the meeting is:
· To discuss and finalise the Interim Report.
· To review the apprentice’s learning needs identified in the PLA meeting 
· To evaluate the apprentice’s performance to date
· To consider placement learning opportunities in the second half of placement
· Consider if an action plan is required to support potential gaps in the learning opportunities provided in the placement and to explore strategies which allow the apprentice to demonstrate their ability in all the PCF domains.



[bookmark: _Toc203046140]Action Plan 

Where required, an action plan meeting can be held that includes apprentice, tutor, PE (and PE mentor/ OSS as required). This can be where the placement provision requires changing or where there are significant areas for development.

It is expected that PE will raise any areas for development with the apprentice in supervision as soon as possible after they become apparent, since the sooner they are discussed the more chance the apprentice has to work on these. The PE should offer support and guidance to facilitate apprentice development.

Where the areas for development persist, discussion needs to take place between the apprentice, PE and tutor (and PE mentor/ OSS as required) in an Action Plan meeting.  addressing the areas for development and an action should be drawn up. Any Action Plan needs to specifically outline what is expected of the apprentice, areas for development, achievable goals, timescales and what support the apprentice may need and will receive to support them to achieve these goals. 

Where required, it may be possible to extend placement beyond the required number of placement days. Any planned extension must be discussed with the PE and tutor. An extension will only be considered where there have been significant difficulties in providing the appropriate learning opportunities within the normal placement period or where an extension could enable progress in relation to a particular area of development. 



[bookmark: _Toc203046141]End of placement
When apprentice placements are coming to an end, the following should be done prior to the apprentice’s last day.  PEs should not sign off the apprentice’s Final Report until all of the tasks below are completed:
· Apprentices to give clear and timely information to service users, colleagues and other professionals (if applicable) about their forthcoming end of placement
· Where appropriate apprentices to arrange an ‘ending’ with service users
· PE and apprentice to organise a final supervision meeting to review placement, to offer feedback to each other and to agree on any future contact
· Apprentices to update and complete all their placement paperwork, case recording and follow agency handover procedures
· Apprentices to return ID cards, laptops, mobile phones and any other equipment
· Apprentices to surrender their log-in / password for the placement computer system
· Apprentices to take away any personal possessions with them


[bookmark: _Toc525631572][bookmark: _Toc203046142]Final Report
A final meeting is only necessary when an apprentice has experienced difficulties in placement or the tutor, PE(s) and apprentice feel it is appropriate.
The PE’s Final Report is a concise assessment summary of the progress of the apprentice within the placement based on the evidence of the apprentice’s capability. The report is intended to provide examples of evidence of the apprentice’s capability against the nine domains of the PCF. Please see the Practice Curriculum guidance and the PCF guidance on what should be expected of apprentices by the end of the placement. 
The Final Report needs to indicate clearly that the apprentice has passed or failed the placement, and if the apprentice has demonstrated capability against each domain. We would normally recommend at least two examples of how you know that the apprentice is capable against each domain.
Where a fail decision is recommended, a chronology is helpful. 
Any differences of view between PE and apprentice in relation to the assessment of the apprentice’s performance must be clearly recorded by the PE. 
It is important to note that the final report will be shared with future placement providers where appropriate, so personal information should not be included in the final report.
Where an apprentice’s placement ends before the expected days are completed for whatever reason, even if early in the placement, the Practice Educator should still complete and submit a report. 
An exemplar report is available to support practice educators with this task. Additionally, the Practice Educator Support Groups provide support with report writing and where the PE is in training the PE mentor will be available to offer support and advice.

[bookmark: _Toc203046143]Suspension of placement

If the PE feels that at this point that the placement is not viable, due to the apprentice’s health or personal circumstances, or due to an incident that placed the apprentice, a service user, or colleague at risk, then the PE should consult with the tutor and agree a temporary suspension of placement with the apprentice. 

A meeting should be held before the placement is resumed, so that an Action Plan can be formulated that offers support and required actions (as required). If appropriate, this will be investigated under the apprentice’s University’s relevant procedure.


[bookmark: _Toc203046144]Termination of placement

If a PE considers that, in their professional judgement, the practice of the apprentice:
· Is damaging and dangerous to service users and/or colleagues.
· Creates an unacceptable risk to themselves or others.
· Shows a serious failure to follow the SWE Professional Standards.
· In any way gives rise to questions regarding an apprentice’s professional suitability, fitness to practise or conduct.

The PE should consult with the tutor and a decision to terminate the placement should be considered. The matter should be referred to the Course Leader Director and may then be investigated subject to the apprentice’s University’s procedure.

Evidence detailing the fail needs to be provided in the Final Report, as well as recommendations for the future, to enable the apprentice and the programme to clarify options available.



[bookmark: _Toc203046145]Part Four: Apprentices who are experiencing difficulties on placement

[bookmark: _Toc203046146]Supervisory Relationship
No-one going in wants to have a difficult time with their apprentices. Apprentices usually want to please their PE and demonstrate their skills. PE’s welcome the opportunity to help an apprentice develop their practice, knowledge and skills. But what do we do when this is not happening with your apprentice and other PE’s around us appear to be managing their apprentices brilliantly and getting along really well?
What is difficult is separating out the relationship you have with your apprentice and the ability for them to pass the placement. They do usually go hand in hand but they are separate issues. By following the plan detailed here, you can separate them out and move forward constructively, no matter the outcome of the apprentice’s placement.
There is a lot of support available. It is important that PE’s raise this issue earlier rather than later and remember every PE has had struggles at different times with different apprentices. Just having a sounding board person, as well as someone who can make a few suggestions or options for you to try can be helpful and can resolve issues. It does not always have to be a complete breakdown of a relationship, that is why it is better to reach out for support earlier on rather than ‘sitting it out’ or let’s ‘wait and see’.
The people to speak to at the start can be: your PE2, a practice champion, your team manager, the apprentice’s tutor and you can also attend a PESG support group to get different ideas from a range of people. If your organisation has a separate placements unit, these are always a great resource for support as well.
Sometimes going back to the beginning of the relationship building stage can be of benefit. The relationship is between the two of you. As PE you are the person with the most authority but you and the apprentice have equal responsibility in making this relationship work well.
One idea is to use an on-line learning style inventory, where both you and the apprentice go through it together and discuss the different or similar responses. This can often lead to understanding what type of communication you both prefer and when to schedule it. 
One PE realised after working out differing learning styles with an apprentice that the apprentice’s reluctance to engage in a debrief in the car after a visit, did not mean the apprentice was disinterested but that the apprentice needed some time to quietly reflect before they could then engage in the debrief. 
Another PE realised that having a few mobile supervision sessions in the park, made a lot of difference and the apprentice opened up more about the difficulties they were experiencing. The time pressures all PE’s face can make creative sessions difficult to manage but there is usually something that can be changed around to enhance communication and understanding whilst making it feasible in your schedule.
Nevertheless, what if you have tried to have an open discussion and feel that nothing is making a difference? Indeed, you believe the relationship is becoming increasingly more difficult. That would be the time to have a meeting facilitated by someone else mentioned above as a potential support. You want someone who can be impartial and does not have his or her own agenda. You want someone who can listen and summarise for both of you as well as help you find an informal plan and record that plan as a set of supervision minutes. You also want to let the apprentice’s tutor know (even if they are not the third person in the meeting) this is happening so they are up to speed about any potential difficulties. As part of the supervision minutes, it is important that you also review the discussion and any agreements in your subsequent supervision sessions to be able to have a better understanding of where both of you think you are.
If this step of an informal, albeit recorded supervision session, does not address matters, you need to ask the tutor for a formal concerns meeting where all will consider if an action plan is needed. This is when there are significant concerns about the apprentice’s progress in the placement. Action plans are not there to punish an apprentice but for all parties to work together to resolve the issues. All parties will have tasks from an action plan and it will need to be drawn up by the tutor after hearing everyone’s contribution. It will be reviewed in another meeting after a set period of time (usually no more than 3-4 weeks but sometimes earlier). Action plan meetings need to be held in person.
Usually, as we all know from working with people, it is the relationships where we have worked through difficulties that are stronger and more effective. By working through difficulties, you create a lot more trust and confidence which then becomes one that is more responsive and constructive.

[bookmark: _Toc203046147][bookmark: _Toc242090407][bookmark: _Toc242677533][bookmark: _Toc242677992][bookmark: _Toc242678446][bookmark: _Toc242678597][bookmark: _Toc242678749][bookmark: _Toc242678900][bookmark: _Toc242685551][bookmark: _Toc432673252]Complaints Procedure

Apprentices should always seek to resolve any concern(s) in relation to the placement with their PE in the first instance or with their tutor if they feel that it has not been addressed after discussing it with the PE. 
As such, PEs should respond non-judgementally and proactively to apprentice’s concerns and seek support in addressing concerns.
[bookmark: _Hlk200976158]If the PE has a complaint about the tutor or the university, please seek guidance from the workforce development placement lead.


[bookmark: _Toc203046148]Raising Concerns

Practice educators have a duty to report any breaches of the SWE Professional Standards. This includes any conduct, behaviour, or actions by practice educators or colleagues. 
Any concerns should be reported to the mentor, manager or the workforce development placement lead, as appropriate.








[bookmark: _Toc203046149]Part five: Placement documents

[bookmark: _Toc191384930][bookmark: _Toc191388502][bookmark: _Toc203046150]Placement documents
All of the apprentice placement documents are held centrally and can be accessed via:

https://www.leedsbeckett.ac.uk/health-practice-learning-hub/social-work/ 


These will be reviewed annually and updated as required, so it is helpful to access the forms, guidances and handbooks each year.

Please ensure that you use the most recent version of the documents each year.

They consist of:

Apprentice welcome and introduction form
Introductory meeting guidance
PLA meeting guidance
PLA form
Induction guidance
Induction discussion
Direct observation form
Interim report
Review of apprentice development (optional)
Final report
Action Plan 
Practice Curriculum 
Training reflection (optional for apprentices)
Supervision template (optional)
Attendance grid (optional)
Feedback forms (optional)


Please be aware that if you have an apprentice placed with you, that they have slightly different forms that are on the student placement documents.

Please be aware that if you have an apprentice from outside the LWSWTP that they will have different forms  
[bookmark: _Toc203046151]Recommended Reading
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