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HNC working with communities

Student/Supervisor

Work Place Practice Guidelines
On behalf of the HNC Working with communities staff team I would like to begin by thanking all placement providers for the support the College receives from local partners in providing placement opportunities placement supervision and work practice experience essential in enabling the students to participate in a range of community learning and development activities to enhance their learning experience and skills development. 
We are very grateful for your invaluable commitment, time and support. 
Thank you.
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Introduction – about the course

The HNC Working with Communities provides learners with a nationally recognised qualification which aims to: -

· Meet the needs of current practitioners

· Provide a qualification of entry into the profession

· Integrate course theory and practice equipping students to work effectively

· Equip students with current and updated underpinning knowledge

The HNC Working with Communities follows a nationally devised framework from SQA.  The course is made up of 12 credits in total.  10 of the credits are made up of the following Community Learning and Development (CLD) Units: -

· Group work (2 credit) level 7
· Social Science Approaches (2 credits) level 8
· Principles and Practice (2 credits) level 7
· Learning Approaches (1 credit) level 7
· Workplace Practice (2 credits) level 7
· Graded Unit (1 credit) level 7
Two further credits are taken from one of the following units which will be selected by the college
· Adult Learning (1 credit) level 7
· Working with Young People (1 credit) level 7
· Capacity Building (1 credit) level 7
· Promoting Health in the community (1 credit) level 7

· Planning Resources (1 credit)

· Working with Asylum Seekers and Refugees: Professional skills development (1 credit) level 7
· Personal development planning (1 credit) level 7

· Dyslexia (Understanding and supporting individuals with Dyslexia

· Additional Support needs (lifelong learning) (1 credit) level 7
The course is appropriate for people who are already involved in a Community Learning and Development (CLD) setting, either as a volunteer, sessional worker, or in employment. All students applying for the course must show evidence of current or recent voluntary or community involvement. Applicants who do not have current or recent experience (but show understanding and potential at interview) may be offered a conditional place on the course. The applicant would then need to identify a suitable work placement opportunity in a CLD setting. 

Progression from the course is on to employment as a (CLD) assistant or in a range of voluntary organisations or to the degree programme BA Community Learning and Development.

The course is internally and externally verified to ensure quality of delivery.
Purpose of the Work Placement

The Workplace Practice element of the course makes up two of the twelve credits for the course. However, in order to fulfil CLD Standard council requirements, students must spend a minimum of 40% of their course in a relevant community learning and development workplace setting and have the opportunity to work with a group during this time.  Students are required to complete a minimum of 200hrs contact time on placement and a further 84hrs research, activity planning and workplace practice portfolio development.
The main purpose of the Workplace Practice is to provide students with opportunities to practice in a community learning and development setting in a structured, planned and supervised way. The Workplace Practice should also encourage students to develop the role of the reflective practitioner. 
Student will develop skills and underpinning knowledge to enable them to identify how they are applying the competencies and code of ethics in their practice.  The student will also be able to develop an understanding of collaborative and/or Partnership working as well as National and local policies that impact on practice.  

 The students will gain practical experience to enable them to make clear links between the theoretical aspects of the course and practice in a community based setting.
The Workplace Practice also supports the Graded Unit report which is based on a project or practical piece of CLD activity and the may also include the practical element of other mandatory and optional units.
When will placement start?
The workplace practice element of the course will commence after a “settling-in” period for the students in relation to the academic aspects of the course; and waiting for their PVG Disclosure to come through.  The aim is for students to be out on placement throughout the academic year (Oct – May) however, as some students undertake additional hours in the first semester; they may be in a position to negotiate reducing their hours to the equivalent of one day from March – May.  However, this greatly depending on the hours the student has generated as evidence by this point in time and project involvement).   By the end of the 2nd semester students should be able to make clear links between the theoretical elements and practice elements of the course, and will have evaluated their practice in their final placement summary.
How many days on placement are required?
Students need to undertake the equivalent of two days per week on placement (10 hours) it is recognised that this can mean day or evening sessions.  Students are required to ensure that their attendance log is complete for each session; this must be signed by the placement supervisor or the senior duty worker after each session.  
Absence from placement reporting responsibility

It is crucial that the student notifies the placement supervisor at the start of the day of any absence, student placement absence is also recorded at college.  This applies also for late arrival or requiring leave a session early.
What is expected of the workplace practice supervisor?
· The student is supported during their workplace practice by ensuring that they have sufficient and adequate induction into the establishment’s practices and procedures.

· Comply with current Health and Safety regulations and good practice, including Fire Evacuation, First Aid, Accident reporting, reporting of incidents and hazards and Manual Handling regulations. (There is a Health and Safety Check list that you will be provided with at the pre-placement meeting which will be used as part of the student’s induction – this will be signed by the placement supervisor and student on completion – usually at the first meeting after the pre-placement meeting).

· Ensure that the student does not use equipment without appropriate training or supervision.
· The student will be allocated to a named person as workplace supervisor.  As part of their role, it is expected that the named supervisor will engage the student in professional discussion and encourage reflective practice, as well as negotiating the Work Plan and associated targets to help them identify realist goals and timescales for work with particular community groups/projects. 
· Regular support and supervision sessions between the supervisor and the student are crucial to support them to develop their skills and qualities related to the work being undertaken.  (It is expected that the student will have 6 records of supervision in their portfolio of evidence. The record of supervision is written and signed by the placement supervisor, then signed and agreed by the student). 
In addition, the student, placement supervisor and/either the college placement coordinator and workplace practice tutor will meet on at least two occasions; this is reflected on by the student.  

· The first occasion is prior to starting placement where a pre-placement meeting is held, the student is expected to be prepared by preparing a draft SWOT that identifies what they hoping to learn and develop while on Placement.  The Placement provider will outline the opportunities available for the student, and the College placement coordinator will outline the requirements of the unit. The student will then write a reflective summary of the meeting.  After the pre-placement meeting the student will then meet with the placement supervisor to discuss and agree a learning plan.
· The 2nd occasion (final review meeting) is undertaken towards the end of the course where the student again reflects on their progress and relates how they feel they have applied the CLD competencies and are able to identify and explain local or National policies that have an impact on the work they are doing as well as getting feedback from their placement supervisor on the progress.  The student’s learning plan is reviewed and revised.  The student will write an in-depth reflective summary and evaluation their practice; they should refer in the CLD competencies and at least two local or national policies.
· There may be occasions where additional meetings are required; if for example the student’s progress is not of a satisfactory level or for other issues that may arise that need to be addressed and resolved This meeting will discuss what needs to be put into place and a date for the progress to be reviewed again within a specific timescale.  The student should be informed of this in the first instance. 
· The student is required to plan, deliver and evaluate two activities across the course of the placement one of the activities is for the graded unit.  Both activities need to be directly observed by the placement supervisor if they are not CLD qualified this can be done by someone else qualified in the field of CLD. (templates for this are contained in this booklet; the student can provide an electronic copy).
· The supervisor is required to approve the two activity plans in advance of the activities being delivered. The plans should be drawn up using the organisation activity plan (the student can then upload this document into their iportfolio.)
· At the end of the workplace practice placement the supervisor is required to write an end of placement report. (A template of this can be found in this booklet; the student can provide you with an electronic copy)

· It is expected that the placement supervisor will contact the placement co-ordinator as soon as possible if there are any concerns about the student; this includes poor attendance, commitment or code of conduct and failure to comply with placement guidelines and procedures.
Role and Expectations of the Student
During the Workplace Practice, the student is expected to participate in a range of activities using a community learning and development approach. These will provide opportunities for the student to further their learning and skills development.  One key aspect of this is to provide a forum which enables the student to continually link theory and practice and to develop reflective practice in the workplace.  The student is expected to complete a number of pieces of work as part of their placement assessment and this evidence is gathered together in a portfolio of evidence.

The Student will: -

· Take part in the pre-placement meeting with the Supervisor in the Workplace setting, also in attendance will be the college placement coordinator.  The student will bring their PVG disclosure and their draft SWOT; which they will talk through so that the placement supervisor has an understanding of the previous experiences and skills and what learning opportunities the student is hoping to gain while on placement.  The student will be able to gain information on what the placement can offer, and the college placement supervisor will discuss what is required for the student to complete this unit.  From this meeting student will write a reflective summary of the meeting and develop their learning plan for discussion and agreement, and finalise their SWOT.   This should be submitted to the placement tutor within 10 days of the meeting.
· Agree and complete a workplace practice contract in negotiation with the Supervisor which will detail key information about the placements such as hours of work, contact details as well as the placement forms (college placement supervisor will bring these to the pre-placement meeting) these include

1. Notification of placement

2. Employers liability

3. Student confidentiality declaration
4. Health & Safety check list
· Demonstrate appropriate professional standards at all times whilst on workplace practice including 

· Good time-keeping and attendance

· Accurate record-keeping ( this includes the weekly reflective blog; notes from supervision sessions, and full reflective accounts for the planned activities and graded unit)
· Effective communication

· Appropriate professional behaviour

It is the student’s responsibility to ensure that the Placement attendance Log is signed for every session (this is compulsory not only to verify placement hours for the portfolio of evidence but also as placement attendance is monitored weekly and a register kept; attendance cannot be registered without a signature.) Funding issues may arise if this is not adhered to.
· Participate in the induction process and ensure full awareness of the following elements 
· Expectations 
· Relevant health and safety information (including the H&S checklist this needs to be completed and returned to the college placement coordinator)
· Key administrative procedures of the placement organisation
· Aims, objectives and development plans of the organisation

· Relevant local and national policies

· Opportunities to meet/visit colleagues and partner organisations, as appropriate

· Participate fully in the organisation and work as an effective team member.

· Undertake work activities in negotiation with the supervisor which reflect the approaches, principles and values of community learning and development and are recorded in a Work Plan.
· Participate in regular planned support and supervision sessions with the supervisor and use these sessions as an opportunity to review and evaluate performance, reflect on practice. Notes of these sessions are recorded by the placement supervisor and must be signed by you and your supervisor.  You should also use this information in your reflective blog as part of the reflective practitioner approach.

· Create and maintain a portfolio of evidence of knowledge and skills development that follows the guidelines in the Workplace Practice Pack, CLD competencies and code of ethics
· Complete the Portfolio Checklist and ask the Supervisor to verify evidence by signing the checklist which will confirm completion of the Workplace Practice.

· Inform the College placement coordinator at an early opportunity if there are any concerns or issues regarding the Workplace Practice to enable them to be resolved quickly and effectively. This is normally achieved through a meeting with the student, placement supervisor and college placement coordinator. A time for achieving the suggested solution is also set; a further date for reviewing that the conditions have been met will be set at the time of the meeting.
Role and Expectations of the College
The College supports the Workplace practice through various mechanisms before, during and after the workplace practice element of the course.  Supervisors are encouraged to contact the relevant college staff on an on-going basis to clarify any aspects of this element of the course.

The College will: -
· Undertake a health and safety visit to the organisation (for 1st time placement providers)
· Provide an information session for Workplace Supervisors aimed at clarification of roles and expectations and enable questions and discussion in relation to the Workplace Practice.

· Issue Workplace Practice Guidelines booklet to students and Supervisors to support the Workplace practice element of the HNC and provide other information, as appropriate, to support the placement.

· Visit the workplace to undertake support visits with the student and Supervisor on at least one occasion towards the end of the workplace practice placement.  At the meeting progress and development will be discussed. Further visits could be built in if issues arise. 

· Maintain regular contact by telephone with the Supervisor (at least once per Semester). 

· Gather feedback from Supervisors (e.g. through questionnaires/focus groups) regarding the Work Placement as part of the College’s self-evaluation and quality improvement process.

Support Mechanisms

Whilst every effort is made to ensure that expectations and responsibilities are clear for everyone, on occasions, things may go wrong. This could be a result of many things ranging from issues with timekeeping through to a failure to develop a professional relationship between the student and Supervisor. If difficulties do arise, then the following suggested steps should guide the process to resolve the issues.

· An initial informal meeting with the student and Supervisor to address the issue and agree a solution (the college placement coordinator should be kept informed.
· If this fails to produce a resolution, then a more formal meeting this will be recorded by the placement supervisor (the college placement coordinator should be kept informed).
· If the situation remains unresolved, then contact should be made with the College placement coordinator to participate in a three-way meeting to address the issues. 

· Supervisors may contact the appropriate College placement supervisor at any time for advice and information.
Contact Information

In the first instance with the College placement coordinator
Beth Cawsey       email:  bethcawsey@fife.ac.uk     or   Phone number:  01592 223445
If you are unable to contact the above-named person and you have a concern that you feel needs to be addressed quickly then contact the Curriculum Manager 

Diane Ritchie
email dianeritchie@fife.ac.uk
Practical Information

In case of absence
A placement record is kept monitoring placement hours this counts towards attendance for financial purposes.  Should you need to be absent from your work placement you are required to notify your Supervisor by 9am in the same way you would need to inform your employer.   You must also bring this to the attention of the College placement tutor for register purposes.
It is also important to let the organisation know of any meetings scheduled or other arrangements in place so they can make apologies/alternative arrangements on your behalf. 

Sickness absence of up to 7 days should be covered by a self-certificate and thereafter a medical certificate is required.

Travel costs

This is usually taken into account as part of your finance for the course; in exceptional circumstances funding may be available towards travel costs in relation to placement; this is dependent on a student’s individual circumstances.  

How is the evidence of work presented?

The Workplace Practice Unit is composed of three Learning Outcomes. However, the unit is assessed holistically through the development of a structured portfolio. Students are required to build an iportfolio. Instructions and reflective practitioner learning material can be found on the Workplace Practice ilearn page. You will also find templates that you can download for use at placement.
All work placement evidence should be collated regularly.  Regular checks will be made on your iportfolio to ensure this is progressing and that evidence is of a satisfactory level.  
This booklet also provides student information on the relevant documentation and evidence which needs to be gathered to meet the performance criteria, knowledge and skills to achieve this unit.
Examples of portfolio evidence required include, but are not limited to the following:

· Authentication of own work

· Placement attendance log

· PVG disclosure

· Confidentiality agreement (signed during your pre-placement meeting)
· Associate member of CLD standards council (if you are a member

· Health and safety checklist (provided at your pre-placement meeting and should be part of your placement induction process)
· Reflective blog every week, (to show that you are working effectively and embed the competencies, values and code of ethics in your practice.)
· SWOT & Critical self-evaluations 

· placement contracts

· Reflective summary for the pre-placement, 
· Activity/work Plans reflective accounts to show that you are working effectively and embed the competencies and code of ethics in your practice as well as your ability to plan, deliver and evaluate activities. (This is for the 2 planned activities; both are directly observed.  One of the activities is for the graded unit)

· Supervision recordings (written and signed by the placement supervisor; signed and agreed by the student.

· direct observation reports
· witness testimonies this can be from community members or staff from other organisations 
· Community profile (this is undertaken as part of the Social Science unit) however an overview of the placement organisation is also required, this includes potential roles within the placement, and the importance of collaborative and/or partnership working. 
Additional evidence could include:

· minutes of meetings, 
· reports, 
· emails, 
· letters, 
· posters, 
· session evaluation forms, 
· photographs, (check consent requirements)

· publicity materials etc
Further suggestions relating to the evidence to support each of the Learning Outcomes is provided in the Portfolio Checklist.  You will find a copy in this booklet, on the ilearn page for workplace practice as well as in the iportfolio.
What are the learning outcomes for this unit?
The Workplace Practice Unit is composed of three Learning Outcomes; unlike other units this unit is assessed holistically through the development of a structured portfolio.  You will need evidence to cover the following requirements: -
Learning Outcome 1 
Plan workplace practice within a community context
Students will need evidence to demonstrate their knowledge and/or skills which include

· Personal learning planning
· Community placement profile

· Potential roles with colleagues, community groups, other organisations and agencies

· Partnership working

· Placement work planning
Learning Outcome 2 
Undertake workplace practice, embedding the CLD competencies
Students will need evidence to demonstrate their knowledge and/or skills by 
· Establishing and maintaining effective relationships within a community setting
· CLD competencies and Ethics

· Inclusive practice, equality, diversity, participation and self determination

· Safeguarding issues, policies and procedures, particularly in regard to young and vulnerable people
Learning Outcome 3 
Evaluate and review learning gained from the workplace practice

Students will need evidence to demonstrate their knowledge and/or skills by 
· Methods of evaluation
· Reflect on practice and self-awareness
· Identification of areas of strength and areas requiring further development
Graded Unit
About half way through the HNC programme, you (the student) will begin to work on the graded unit.  Similar to the workplace practice, this unit combines theory and practice.  Also similar to workplace practice, the graded unit requires you to undertake a practical exercise, which must be supported by documentation written by you.

The workplace practice and units are integrated.  That means they overlap in some sections, and some of the work you carry out during your work placement may be used as assessment tools for both units.
The graded unit is a substantial piece of work on its own right.  By completing the workplace practice unit, this does not mean you automatically achieve the graded unit, and vice versa.

The purpose of the graded unit is for you to demonstrate how to plan, develop and evaluate an activity.   You will then be awarded a grade on completion.  This will be one of the following:
A. 70 – 100%

B. 60 – 69%

C. 50 – 59%

When you start the graded unit, you will be provided with information and be given an introduction to the graded unit by your lecturer.  However, it is important that you are aware of its existence and importance right from the beginning so that you can begin to formulate ideas.   Some of the initial work you carry out on work placement will have an impact on your graded unit.

An example of what you will be expected to do is:
1. A practical assignment: plan, develop and evaluate an activity, event or process with a group in your placement.  The activity, event or process you choose should suit the concerns and aspirations of the learner or learners.
2. Write up a report in three sections describing your activity, event or process:
 (This is outlined in more detail – see Activity reflective account section in this booklet)

· Planning – what you planned

· Developing – what you actually did

· Evaluating – your view of how successful your project was and what you learned from it.
3. Blend theory and practice: What you learned from the units studied within the HNC Working with communities should influence the way your carry out your activity and how to write it.   This will include :

· Preparing to work with community groups

· Learning approaches

· Social science approaches

· Principles and practice etc
4. Each section, e.g. planning, developing and implementation will need to be passed in sequence before you move on to the next section.

CLD Standards Council for Scotland – The Competencies and Values of CLD

Competent CLD workers will ensure that their work supports social change and social justice and is based on the values and competencies of CLD.  You should consider the values and competences of CLD to help you decide which areas you need to develop most.  This should be reflected in the personal learning plan and the work plan that follows.

The Values of CLD are:

· Self-determination - respecting the individual and valuing the right of people to make their own choices.

· Inclusion - valuing equality of both opportunity and outcome, and challenging discriminatory practice.

· Empowerment - increasing the ability of individuals and groups to influence issues that affect them and their communities through individual and/ or collective action.

· Working collaboratively – maximising collaborative working relationships with the many agencies which contribute to CLD and/or which CLD contributes to, including collaborative work with participants, learners and communities.

· Promotion of learning as a lifelong activity – ensuring that individuals are aware of a range of learning opportunities and are able to access relevant options at any stage of their life

The diagram below reflects the Competencies of CLD. These are the areas you should reflect on throughout to evaluate your own competence as a community practitioner.
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What to do and when to do it….

	What to do
	When to do it
	Comments

	SWOT as part of your Personal Learning Plan (PLP)
	SWOT draft for pre-placement meeting then revised within 10 days. It is recommended that you review and revised mid-way through your placement. You will discuss how you have revised this during your final placement review meeting. You will use the SWOT to help you prepare your PLP
	You will do this both on your own and with the college and placement supervisors.


	PLP
	This will be discussed as part of your work placement induction 
	You need to be specific about what you are aiming to learn and develop while on placement. How you are going to measure it, the timescale and how achievable this is.  You will discuss and evaluate your progress as part of the final review meeting.

	Placement work plan
	By the latest week 4 of the placement
	It is essential that you negotiate a potential work plan with your placement supervisor at the beginning of your placement.

	Attendance record log
	From the start to the end of your placement
	The log sheet must be signed by your workplace supervisor or senior staff member if the supervisor is not in attendance.  Your log sheet must be presented weekly to the college placement supervisor.  Failure to do so will result in you being marked on the college placement register as absent; which could result in funding issues.

	Reflective practice blog
	Once weekly for the duration of your work placement
	All entries should be an honest account of the session and how you felt afterwards.  You will be also able to identify competencies in the significant learning section of the blog

	CLD Competencies Log
separate booklet of the competencies will be provided by your workplace practice tutor
	Updated by you each time you refer to CLD competencies accurately being applied in practice in either your reflective blog or reflective accounts. 
	Update your competencies log at the time of writing your blog. 

	Placement organisation profile

Community profile
	Start work on this document at the start of your work placement.  It should be completed by week 5 of your placement

Towards the end of semester one you will start on your community profile for the social science unit.  Once you have been resulted for this you can upload the community profile into your iportfolio
Community profile should be completed by the end of 2nd semester (Social Science lecturer will confirm the date for submission)
	Provide as much information as you can in your profile.  You will probably require the support of your work place supervisor to offer advice and sign-post you to information.

You will get guidance, advice and support for your social science lecturer to help you with this.  You can also add the information you generated for the placement organisation profile into your social science community profile. 

	Supervision Sessions
	Record of the meeting written up as soon after the meeting as possible and no later than 2 weeks after.
	All Records of supervision should be agreed and signed by the placement supervisor and yourself.  

	Activity plan 
	Written at least two weeks in advance; more time may be required if resources need to be purchased. You should aim to carry out an activity in semester 1 and 2 
	Plans should be discussed and agreed by your placement supervisor.  Plans need to be signed by your placement supervisor. Use the organisation’s plan template then on completion upload this into your iportfolio

	Activity reflective Account
	Written within one week after the delivery of the activity.
	The reflective account should include reflecting on the plan, the delivery and the evaluation of the activity, and what you have learned by undertaking it. You should also reflect on any feedback you have been given.

	placement supervisor observation 1

	Workplace supervisor should observe you working with a group for your first activity which should take place Nov/Dec

	You are required to be observed facilitating at least 2 group work activities whilst on placement.  Ideally your first activity and your graded unit.  These will be observed by your placement supervisor who should provide you with verbal feedback as soon after the activity as possible and a written report provided within 2 weeks

	Graded unit activity
	Usually semester 3 Mar/April
	Your plan will be approved by your placement supervisor and discussed and approved by your graded unit lecturer.

	Final placement review
	College placement supervisor will organise the meeting early May.  You are required to evaluate your placement practice progress; you should bring your SWOT and Plans to assist you.  A reflective summary should be written within two weeks of the meeting and should include reflecting on the verbal feedback provided by your placement supervisor.
	You should write a critical in-depth reflective summary of your experience, practice progress which should include an evaluation how you have applied the competence and code of ethics in your practice. You should explain also how you understand how 2 local or National policies have impacted on the work you have been involved in while on placement.
(In preparation, you could Read the PowerPoint which covers Gibb’s model of reflection as a tool to assist you.) 

	Workplace supervisor observation 2 graded unit
	Workplace supervisor should observe you facilitating a group work activity/project as part of your graded unit
	You are required to be observed for your graded unit activity/project.  You will be observed by your placement supervisor who should provide you with verbal feedback as soon after the activity as possible and a written report provided within 2 weeks

	Workplace Supervisor’s End of placement report
	One week prior to the end of your work placement (No later than the end of May)
	Your final placement report should be signed by you and your placement supervisor and uploaded into your iportfolio by the end of May.

	Completed iportfolio
	By the end of May.
	Your iportfolio progress will be monitored throughout the year and feedback provided


Workplace Practice Portfolio Checklist

	Student Evidence

	Completed (please tick)

	Workplace Contract
	(

	PVG and where applicable associate member of CLD standards council
	(

	Personal Learning Plan, SWOT Analysis & Smart Objectives
	(

	Organisation profile
	(

	weekly reflective blog

	(

	Activity/Work Plan  & activity reflective account

	(

	Completed Graded unit with record of pass

	(

	End of Placement critical evaluation Reflection Summary

	(

	Community Profile 

	(

	Supervisor Reports


	

	Support & Supervision record of meetings 
	(

	Direct Observation Report 1 

	(

	Direct Observation Report graded unit


	(

	End of Placement Report

	(


Supervisor Signature:  




     Date:




Student Signature:




     Date:




Placement Contract

The placement contract should be completed jointly by the Supervisor and the student. This should be done early on in the placement.

	Student Name

	

	Student contact details


	

	College placement coordinator

	

	Placement Supervisor


	

	Placement supervisor’s job title


	

	Name of Placement Agency


	

	Address


	

	Telephone number

	

	Email


	

	Person to whom you will report to if your placement supervisor is unavailable on the day you attend

	

	CLD qualified person to undertake direct observations if not the placement supervisor
	


	Placement Days


	

	Placement Hours


	

	Additional Information


	

	Induction meeting


	

	Support and Supervision Arrangements


	

	Accommodation and resource requirements


	

	Any other requirements/Comments


	


Supervisor Signature:  




  Date:




Student Signature:




  Date:




Once you have agreed the placement opportunity you should then clearly explain the role of the organisation within the community and identify potential areas for development.  
Complete the following sections on identification of your placement 

	Background of Placement Organisation


	Current Role of Organisation within the community


	Potential areas for development 


	Potential for collaborative working and/or partnership working



SWOT Analysis and Personal Learning Plan
Students need to identify and articulate their learning needs in relation to the workplace practice. Various self-evaluation techniques can be undertaken by the student to begin this thinking process including SWOT analysis and other analytical self-diagnosis tools of your choosing. 

The personal learning plan also provides a focus for negotiation with the supervisor to identify actions or activities which will help to promote the students learning. The supervisor and the student should discuss personal development opportunities in relation to agency needs and identify opportunities for the development of a realistic Work Plan within the placement timescale. The questions below may help to stimulate discussion. The Personal Learning Plan should encompass at least two opportunities for development.  (These should be agreed and signed by your placement supervisor)
Please explore and discuss your completed SWOT analysis with your workplace supervisor beginning with the already identified Strengths and Opportunities.

Reflect on your identified Weaknesses and Threats and use these in the headings on the next pace to type up your PLP (use the online work template.)
SWOT analysis
The placement should be planned to meet and benefit local/community needs as well as your own learning requirements.  Identifying areas for interpersonal and professional development will help with the creation of your personal learning plan.  When reflecting on professional development please refer to the areas within the CLD competencies wheel

Complete the SWOT analysis grid online, and then move on to developing your PLP
	Strengths (what personal, interpersonal and professional skills/knowledge/understanding do you bring to placement?
	Weaknesses (What personal, interpersonal and professional skills/knowledge/understanding do you feel you need to develop?

	
	

	Opportunities (What openings/areas to assist with your development are available to you?)
	Threats (What might challenge/get in the way of your progress – Personal/Professional/Academic etc)

	
	


PLP (Personal Learning Plan)
	1
	Personal and interpersonal development goal/s



	2
	Professional development goals (please make reference to the CLD competencies)


	3
	Planned steps to achieve your goals (What opportunities exist?  What could you do/actions you could undertake in order to meet the goals identified in 1 and 2 above)


	4
	Plan for overcoming identified threats/Challenges for achieving your goals.


	5
	Plan for review and evaluation of your progress (dates agreed for supervisor support meetings, self-reflection plans, review of weekly blog, discussion with workplace practice tutor etc)


	Evaluation of Progress 1



	Evaluation of Progress 2



	Student signature

	Placement supervisor signature
	date


Placement Work Plan
This placement work plan forms the basis of your work and should reflect the aims of community organisation and/or the local community plan themes, or issues, as well as your own learning requirements.

Discuss and negotiate the following with your placement supervisor then use the headings below to type your Placement work plan (using online word template)
	1
	Name of placement organisation


	

	2
	Timescale? (what date will you begin/end placement?  What days/times will you attend? Any specific dates of activities/events you will undertake? ( if known at this stage)


	

	3
	Identify two opportunities you will have to undertake group work.

	

	4
	Identify a general theme/issue for development and the overall aim/benefit to the community.

	

	5
	Describe your role on placement and the main aim of your work in developing the theme/issue.

	

	6
	Describe how your work will support the development of your PLP learning requirements.

	

	7
	Methods you will use to achieve your aim (in what way could you do this?)

	


	8
	Identify how you will monitor and evaluate your learning/progress on placement

	

	9
	Identify at least 2 local or national policies which influence the current work of your placement organisation.

	

	10
	Identify safeguarding / Equality issues you will need to be aware of.

	

	11
	List Specific 
Objectives

Outputs, 

Outcomes and Timescales


	

	12
	List specific inputs – resources required

	

	Student signature



	Workplace supervisor signature

	date


· NEED – identify the need(s) to be addressed

· OUTCOMES - what needs to change?

· OUTCOME INDICATORS – how will we know it has changed?

· INPUTS – what resources will we use?

· PROCESSES – what methods will we adopt?

· OUTPUT TARGETS – what specific activities will we undertake – where, when and with whom?

· OUTPUT INDICATORS – how will we know we’re doing it according to the plan?

· EVALUATION – were outputs delivered as planned, did these produce intended outcomes, what else happened, what will we need to do next?

Attendance and Timesheet

	Date 
	Hours Worked
	Workplace Supervisor Signature
	Time keeping (please tick)

	
	
	
	On-Time
	Arrived 

Late  
	Left Early

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Reflective blog
An integral element of the course is the development of the student as a reflective practitioner.  To encourage this development, the student is required to provide weekly reflective blogs as evidence over the period of the workplace practice.  

Students find this aspect of the course fairly challenging as they are often not accustomed to this type of reflection and recording.  Students are encouraged to develop these skills to analyse learning and to make links between the theoretical aspects of the course and the workplace practice experience.

A reflective blog should include the following elements. 

1. Description - briefly describe the situation/event/activity/ incident in factual terms.

2. Action – describe particularly your role/involvement in it.

3. Reflection  - in terms of your role, what went well, what could have gone better and why, what were your feelings at the time, any barriers, examples of good practice

4. Future Action – what have you learned, how this will impact on what you do in the future, would you do anything differently, what would you change, what does this mean in relation to future practice.

5. Significant Learning – what have you learned, links to your PLP/CLD competencies/work plan.
The reflective blogs may form part of the discussion in supervision sessions with the placement supervisor, where appropriate.
These recordings are required for assessment purposes and as such are seen by college tutors and possibly by SQA verifiers so should respect client confidentiality.

Activity reflective account
Although the headings are the same as the blog, in the reflection section you will critically evaluate your plan, delivery and evaluation.  You will also reflect on the feedback given by others and through the direct observation process. 
Others can be

· Member users

· Colleagues

· People from other organisations and agencies

End of Placement Summary Report and competencies evaluation
After the final placement review meeting the student should provide a critical reflective evaluation summary of 500-750 words briefly describing the key activities undertaken and/or critical incidents during the placement. The student should identify knowledge, skills and learning gained. They should also provide evidence of reflection on their practice and analysis of the impact of their work.  You are also required to complete the Competencies evaluation form (you will find this in the templates section of this booklet and as a word document on iportfolio.)
Observation of Practice
Within the placement you (the student) should play a key role in facilitating at least two group work inputs. Both should be observed by your work place supervisor or someone CLD qualified who will record their observations on the appropriate template (this is provided in this booklet and an electronic version can be provided by the student).  The second observation is of the graded unit activity.
The supervisor will identify engagement skills and how the input was negotiated with the group.  Understanding the areas to be observed will give you some guidelines on how to prepare your participation with the group.

Activities could include:
· The facilitation of a training session

· The facilitation of an issue based or information session

· *group led event/visit or trip

· The facilitation of a group discussion or meeting

· Group led fundraising activity

· Group led environmental activity
*Group led = the group leads in the decision making progress and are involved in every possible stage in the development/organisation of the input

Support and Supervision Record of Meeting

The following is a suggested record for regular support and supervision meetings between the student and the Supervisor.  (The record of supervision is written and signed by the placement supervisor; then signed by the student as agreed by the student.)
Students Name_________________________________________________

Supervisors Name______________________________________________

	Review Work Plan
	

	Reflect on what has went well and why
	

	Reflect on what hasn’t been going well and why
	

	Identify and reflect on key learning
	

	Identify next steps in relation to Work Plan
	

	Identify next steps in relation to learning
	

	Date of Next Meeting
	


Student _______________________________________ Date___________

Supervisor_____________________________________ Date___________

Direct Observations record
Group Work Observation 1 
Please use the following form to record your comments regarding your placement students practice for their first observed activity. (Your student can email you a template word document) 

	Student Name:
	

	Student Activity:


	

	Engagement skills:


	

	Planning and preparation:


	

	Methods used:


	

	Values and attitudes:


	

	Effectiveness:


	

	Overall comment:


	

	Supervisor Signature:
	
	Date:


Group Work Observation 2 – Graded Unit 
Please use the following form to record your comments regarding your placement students practice for their first observed activity. (Your student can email you a template word document) 

	Student Name:
	

	Student Activity:


	

	Engagement skills:


	

	Planning and preparation:


	

	Methods used:


	

	Values and attitudes:


	

	Effectiveness:


	

	Areas for development/Overall comment:


	

	Supervisor Signature:
	
	Date:


Students should tick the boxes below to self-evaluate competence within each area.

	Competencies of CLD
	Excellent
	Very Good
	Good
	Fair

	Know and understand the community in which we work
	
	
	
	

	Build and maintain relationships with individuals and groups
	
	
	
	

	Provide learning and development opportunities in a range of contexts
	
	
	
	

	Facilitate and promote community empowerment
	
	
	
	

	Organise and manage resources


	
	
	
	

	Develop and support collaborative working


	
	
	
	

	Evaluate and inform practice


	
	
	
	

	
	
	
	
	

	Managing Ethical Practice
	
	
	
	

	Encouraging Self determination
	
	
	
	

	Promoting Inclusion 
	
	
	
	

	Promoting lifelong learning 
	
	
	
	

	Student Comments:

 Student Signature:                                                 Date:

Tutor Signature:                                                     Date:




Supervisor End of Placement Report

Thank you for the opportunity and support you have provided to your placement student throughout the academic year. Your professional input and guidance is both essential and valued with regards to the overall learning experience of the student through their application of theoretical concepts to professional practice. 

Please complete the end of placement report, providing full comments on the student’s ability and strengths in the following areas.  (This report is required to be completed by the end of the 2nd week in May to allow the student to complete their portfolio of evidence and submit it for assessment.)
1. In relation to the Personal Learning Plan and the negotiated Work Plan, what work has been completed successfully by the student?

2. How effective was the students approaches to working with groups and individuals? Please give examples.

3. How did the student respond to feedback and how did this impact on their subsequent work?
4. What progress has the student has made in the development of skills, knowledge and reflective practice? 

5. Please comment on the student’s attitude and values in relation to working with communities?

6. Final Comments and Overall Assessment.

Supervisor___________________________________ Date__________________

Student______________________________________ Date__________________

Useful Websites for Engagement, Planning, Evaluation and Learning

Education Scotland (CLD)            https://www.education.gov.scot/scottish-education system/Community%20learning%20and%20development 

Education Scotland

http://www.educationscotland.gov.uk/ 

CLD Standards Council

http://www.cldstandardscouncil.org.uk/ 

i-develop


http://www.i-develop-cld.org.uk/ 

Community Engagement: How to guide:

http://www.gov.scot/Topics/People/engage/HowToGuide
National Standards for Community Engagement

http://www.scdc.org.uk/what/national-standards/
http://www.gov.scot/Topics/People/engage/NationalStandards
Visioning Outcomes in Community Engagement (VOICE Online Engagement Tool)

http://www.scdc.org.uk/what/voice/
LEAP – Learning Evaluation and Planning Framework

http://www.scdc.org.uk/what/LEAP/
Scottish Government: Community Empowerment Scotland Act 

http://www.scdc.org.uk/what/community-empowerment-scotland-act/
http://www.gov.scot/Topics/People/engage 

For further information, help or advice, please contact:-

Placement Co-ordinator
Beth Cawsey 
bethcawsey@fife.ac.uk 
    

College direct line 01592 223442
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