London and South East England HEI Agreed Common Practice Learning Documents for Social Work: 2023-24


Practice Learning Agreement
Total number of placement days: 70 days/ 100 days (delete or amend as applicable)
This learning agreement is intended to record relevant agreements and arrangements. It should be completed within the first few weeks of placement commencing so that it may form the focus of a Practice Learning Agreement Meeting. The document may be revised and updated throughout the placement to reflect any changing priorities or emerging issues.

SECTION 1:
CONTACT DETAILS

	STUDENT: 


	Name:

Degree : BA, BSc, MA, MSc, MSW (Delete as applicable) 

Contact number(s) : 

Email:

Student’s University number:  

Enhanced DBS number and date of issue:

Emergency Contact Name and Number:



	AGENCY NAME
	

	AGENCY ADDRESS


	

	PRACTICE EDUCATOR


	Name:

Contact number(s): 

Email:

Onsite [  ] or Offsite: [  ]

Days of work: 

Social work registration number: 



	ONSITE
SUPERVISOR


	Name:

Contact number(s): 

Email: 

Days of work:

	UNIVERSITY PLACEMENT TUTOR


	Name:

Contact number(s): 

Email:

	ACADEMIC TUTOR

 (if applicable)
	Name:

Contact number(s): 

Email:

	ALTERNATIVE PRACTICE EDUCATOR or ONSITE SUPERVISOR (in case of prolonged absence)
	Name:

Contact number(s): 

Email:

	AGENCY MENTOR/ ASSESSOR for Practice Educator (only where PE is on a PEPS course) 
	Name:



	Where the student is an existing employee, please clarify change in role and responsibilities


	

	Please state if there are any prior personal or professional relationships or conflicts of interest between any parties involved in this placement.
	             YES [  ]                   NO  [  ]
If YES, please state details.


SECTION 2: STUDENT VERIFICATION OF STATUS

	I confirm that there have been no changes to my Disclosure and Barring Service (DBS) status (i.e. I have no criminal convictions, charges or disciplinary issues pending) since starting the social work degree programme.
	Yes/ No

	I confirm that I have not been subject to any adult-safeguarding or child-protection investigations / enquiries.
	Yes/ No

	I confirm that I have told the university, the placement provider and the practice educator about any existing health conditions in order for an assessment to be made as to whether this may put service users and carers or myself at risk in this placement setting.
	Yes/ No

	I confirm that neither I, nor any of my immediate family members, nor anyone with whom I have an intimate relationship have been or are receiving a service from the placement agency or associated partners.
	Yes/ No

	I understand that I must inform the university, the placement provider and the practice educator immediately if my status changes in any of the areas listed above
	Yes/ No

	There are changes to my status which I need to report now
	Please provide details: 


	Yes/ No

	Student’s signature and date
	
	


SECTION 3:  BRIEF DESCRIPTION / PROFILE OF AGENCY (To be completed by student)
	Key services provided, target service user profile(s), community profile, main funding sources, staffing profile. Include any statutory/legal interventions, multi-agency and inter-professional opportunities. 



SECTION 4:  INDUCTION CHECKLIST AND PRACTICAL ARRANGEMENTS

Practice Educator/Onsite Supervisor should ensure that the following checklists are completed before the learning agreement meeting takes place.

	ITEM
	Detail of agreements made

	1. Please state the title to be used by students (Student Social Worker, or Social Work Student or Social Worker in Training)
	

	2. Seating arrangements for student (hot-desking /own space etc)
	

	3. Dress code requirements
	

	4. Access to administrative support, office equipment:
	

	5. Arrangements for student to attend staff meetings:
	

	6. Procedure for notifying of any and all absences:
	

	7. Arrangements for incorporating exam / revision leave / return to university days/ study days (if applicable)
	

	8. Human Resources procedures e.g. agency ID card / email account /car usage /travel reimbursement
	

	9. Are there any specific vaccinations advised or required? Detail arrangements.
	

	10. Please list any other organisational induction requirements: (e.g. Covid-19 working arrangements if applicable)

	

	Induction Tasks

	Date Completed and Details if needed

	1. The student has received an induction timetable.

	

	2. The student has been introduced to all staff with whom s/he will be working with during the placement. 


	

	3. The role of the agency has been adequately explained to the student, and the student has been shown where/how to access the relevant agency policies and procedures and has been given time to read these.  


	

	4. The role and position of the student within the agency has been sufficiently explained to the staff group.

	

	5. The student understands the roles of the practice educator and practice supervisor.

	

	6. The student has had opportunity to meet with people with lived experience (PWLE) to learn about the experience of the service.


	

	7. The learning needs of the student have been explored and agreed.


	

	8. Support and supervision arrangements have been identified with all parties.


	

	9. Visits to partner agencies/networks or other relevant organisations have been undertaken or arranged.


	

	10. Opportunities for undertaking shadowing/ direct observations of relevant personnel and attending relevant meetings have been organised. 

	

	11. The on-site and off-site practice educator have seen a copy of the students previous End of First Placement Report (Where applicable)

	


	KEY AGENCY REQUIREMENTS, POLICIES AND PROCEDURES
	Date read by student

	Health and Safety (including guidance on managing aggressive behaviour of service-users)
	

	Equality, Diversity and Inclusion policies
	

	Agency Confidentiality Policy
	

	Data Management, Data Security and Data Protection policies
	

	Access to Records
	

	Agency and University Policies on Whistleblowing
	

	Agency Complaints, Harassment and Disciplinary Procedures
	

	Lone working policy
	

	Agency and/or University procedures for student activity during major incidents
	

	Covid-19 related work policies/procedures (if applicable) 
	

	Please list other policies as required by agency:
	

	
	

	
	

	The student and practice educator/ onsite supervisor are expected to have identified, discussed, and understood the relevant organisational policies and procedures. 
	Provide date policies by which were discussed:




	IT (please tick as necessary where completed)
	

	Availability of computers
	

	IT system explained 
	

	Expectations of computer use explained
	

	Date of IT system/ computer training
	


	FAMILIARISATION WITHIN AGENCY:
	

	Location of toilet facilities
	

	Location of break-out areas, canteen, staffroom (if applicable)
	

	Tea/ coffee and lunch arrangements
	

	How to answer telephone, make external calls, transfer calls etc
	

	Mail/post arrangements
	

	Car-parking
	


	STUDENT DOCUMENTATION

	Has the Practice Educator been provided with a copy of the Student’s Placement Application and most recent Personal and Professional Development Plan (PPDP)?


	Yes [   ]      No [    ]



	Has the Practice Educator been provided with a copy of the Student’s First Placement Portfolio (if this is a second or repeat placement)?


	Yes [    ]      No [    ]    N/A [   ]



	PLACEMENT HOURS


	Please record normal working hours student is expected to attend: [Note: Students are expected to work a normal agency working day (Minimum 7 hours plus 1 hour lunch break) and are not expected to work at home unless authorised by the Manager, Practice Educator and HEI e.g., in response to Covid-19 conditions) 



	Normal agency working hours start-time:
	

	Normal agency working hours end-time:
	

	Specify days of week on placement:
	

	Please outline any agreed Covid-19 specific work arrangements (if applicable): 



	Please also detail any additional arrangements for lunch breaks, flexibility arrangements, time off in lieu, reporting of sick leave or any other absences:


	Reflective Learning

It is essential that students on placements are allowed a minimum of the equivalent of half a day per 5 days on placement. This protected reflection time is for self-directed learning and reflection related to placement learning.   The use of this time should be subject to negotiation and agreement in practice tutorials/ supervision. Please detail below how and where ‘reflective learning time’ is to be organised, recorded, evidenced, shared and discussed with Practice Educator (and On-site Supervisor where relevant).



SECTION 5:
AWARENESS OF POLICIES and PROCEDURES
Please indicate that the student and Practice Educator/Onsite Supervisor have read and understand the relevant University procedures as outlined in the Module/Placement Handbook:
	Procedures for Dealing with General Concerns/ Disagreements/Complaints/ Areas of Conflict
	Read and discussed? [   ]



	Procedures for Dealing with Concerns About the Student’s Progress
	Read and discussed? [   ]



	Roles and Responsibilities of Student, Practice Educator, Onsite Supervisor (where appropriate), University Placement Tutor
	Read and discussed? [   ]

	The relevant University role statements as outlined in the Module/Placement Handbook

	Read and discussed? [   ]

	The student and Practice Educator/ Onsite Supervisor have identified, discussed, and understood the relevant placement-related policies, processes and procedures, consulting if necessary, for clarification with the student’s tutor. All policies will be/ have been discussed in supervision on:

	Provide date where Module Handbook information has been discussed between student and Practice Educator (and Onsite Supervisor where appropriate): 

Date discussed: _____________


	SAFETY
The Practice Educator/agency will ensure that the student’s safety is always considered.  The student’s concerns about any issue of safety in their work will always be taken seriously and appropriately addressed.



	Has the agency ensured that the student is fully aware of the agency’s policy and practice in relation to conducting work safety (e.g. position of panic buttons, logging in and out on visits, circumstances in which joint visits should be undertaken, guidance on managing aggressive behavior, Covid-19 related precautions etc.)? 
	Yes [   ]    No  [   ]


	INSURANCE & PLACEMENT RELATED TRAVEL
The student will be insured by the agency whilst on the agency premises and for work undertaken on behalf of the agency. Students pay for their travel to and from the placement however, it is expected that the practice learning organisation will pay for students to travel on all agency business. If a student is using their personal vehicle on placement, it is the student’s responsibility to ensure that their car is fully insured for such purposes, i.e. both social and business use. Where students are required to use a car whilst working for the agency, a business use certificate of insurance at the relevant level of cover must be shown to the HR/ practice educator and/or to an appropriate manager.



	Is the student covered under the agency’s public liability insurance?
	Yes [  ]  No [  ]



	Is the student required to use a car whilst on placement?
	Yes [  ]  No [  ]



	Will the student be required to transport service users or carers?             
	Yes [  ]  No [  ]



	Have the student’s car insurance details been seen by the Practice Educator and/or Onsite Supervisor?
	Yes [  ]  No [  ]



	How will the student be reimbursed for mileage/car parking/ public transport? (if appropriate – provide details below)

	


SECTION 6:
EQUALITY ARRANGEMENTS
(Special Educational Needs and Disability Act (2001) & Equality Act (2010))
	Does the student consider that he or she has any disability or specific needs that need to be taken into consideration during this placement?
	Yes [   ]   No  [    ]

	If yes, reasonable adjustments should be considered where appropriate. Please detail below any specific arrangements to be made.  If this includes the use of electronic equipment to record any meeting or conversation with PWLE and/or placement personnel (on-site or off-site), please specify arrangements for obtaining consent of relevant parties and secure storage of this material).  Please note if permission is given to use university recommended or provided learning support software and arrangements for return of equipment and removal of software/data provided by agency.

	

	Specify when these arrangements will be reviewed (e.g. at Mid-point Review, at the point of any changes in the placement)
	


SECTION 7:
WORKING TOGETHER

	The Practice Educator, Onsite Supervisor (if applicable) and student have had initial discussions about working relationships covering the power relationship and their approach to working with difference 
	Yes [   ]   No  [    ]

	Please detail below how these relationships will be discussed, managed and reviewed on the placement.

	


SECTION 8:  STUDENT CONFIDENTIALITY STATEMENT:
As a student, I must always be aware of the confidentiality of information gained during the course of my duties which, in many cases, includes access to personal information relating to PWLE. It is expected that I understand the importance of treating information in a discreet and confidential manner. I understand that:

a) Written and digital records and correspondence must be kept securely at all times when not in use. Any confidential material which is being discarded must be disposed of using agency confidential waste procedures. Agency confidential documents will only be seen by the practice supervisor and educator.

b) [Unless authorised/ agreed to under agreed Covid-19 adjustments] Agency confidential documents (whether in physical form or electronically/ digitally) should not be removed from the placement. Students must not take any agency confidential material of any form to their homes or the university or hold these on any personal electronic or digital devices. Students must not communicate with PWLE using any form of private personal device (e.g. telephone) or any private personal or university email account 
c) Agency documentation must not be submitted as appendices to the Final Assessment Report or in the Placement Portfolio. During the placement students will gather sensitive information, and it is essential that all identifying features of PWLE, including names, addresses and dates of birth, are anonymised in the portfolio. Portfolios that are not fully anonymised will be returned as a fail or, depending on circumstances, for amending prior to being reviewed by the Practice Assessment Panel 

d) Information regarding PWLE (including any PWLE feedback/evaluation) must not be disclosed either orally or in writing to unauthorised persons. It is particularly important that the authenticity of telephone enquirers should be checked.

e) Conversation relating to confidential matters affecting PWLE should not take place in situations where they may be heard by passers-by e.g. in corridors, reception areas or lifts
f) The same confidentiality must also be preserved in dealing with matters relating to departmental personnel.

g) There may be occasions where the issues of risk override the need to maintain PWLE’s confidentiality e.g. child protection. However, any action taken will need to be within the framework described above and agency confidentiality policy must be followed.
h) Confidentiality applies to both written, tape recording and digital information stored on all forms of electronic devices. 
i) I must not use electronic equipment used for video, photographic or audio recording to record any meeting or conversation with PWLE or placement personnel (on-site or off-site) without the express permission and consent of all parties and my practice educator. If such permission is given, this data remains the property of the agency and must be securely stored.
j) I must adhere professional standards in relation to use of social media
k) I must not use private or university emails to conduct placement related work unless this is agreed by the agency
l) I must always act in accordance with the SWE Professional Standards (2020). 
	As a student I confirm that I have read and understand the agency’s confidentiality policy and that I have read, understand and will adhere to placement confidentiality requirements.
	Student Signature and Date



Please consult the Placement Handbook for further course-specific information and guidance regarding data-protection. 
.

SECTION 9: 
STUDENT’S SELF-IDENTIFIED SPECIFIC LEARNING NEEDS IN RELATION TO THIS PLACEMENT SETTING

[This section is to be completed by the student for discussion with the Practice Educator]

The student will have identified their learning needs at this stage in their professional development in both their Placement Application and their Personal and Professional Development Plan.  
This section should be used to identify specific and additional learning needs in relation to this placement setting.  Learning needs should be mapped to the ‘Professional Capabilities Framework’ (BASW) using the coding below and for Final placements only also include any relevant coding for DfE KSS and DH KSS. SWE Professional Standards should also be noted where appropriate. 
	PCF-TS PCF Threshold Statement for End of First Placement/ End of Final Placement

	PCFD1.  Professionalism

PCFD2.  Values & Ethics

PCFD3.  Diversity & Equalities
PCFD4.  Rights, Justice & Economic Wellbeing

PCFD5.  Knowledge
	PCFD6.  Critical Reflection &   Analysis

PCFD7.  Intervention & Skills

PCFD8.  Contexts & Organisations

PCFD9.  Professional Leadership


	SWE Professional Standards (2020)


	Social Work England Professional Standards (2020) 
	

	SWE1 Promote the Rights, Strengths and Wellbeing of people, families and communities.
SWE2 Establish and maintain the trust and confidence of people.
SWE3 Be accountable for the quality of my practice and the decisions I make
	SWE4 Maintain my continuing professional development.
SWE5 Act safely, respectfully and with professional integrity
SWE6 Promote ethical practice and report concerns.


	DfE KSS for Child and Family Social Work
	DH KSS for Social Work in Adult Services



	KSS-CF1. Relationships and effective direct work
KSS-CF2. Communication

KSS-CF3. Child development

KSS-CF4. Adult mental ill health, substance misuse, domestic abuse, physical ill health and disability

KSS-CF5. Abuse and neglect of children

KSS-CF6. Child and family assessment

KSS-CF7. Analysis, decision-making, planning and review

KSS-CF8. The law and family and youth justice services

KSS-CF9. The role of supervision

KSS-CF10. Organisational context
	KSS-A2. The role of SWs working with adults

KSS-A3Person centred practice

KSS-A4. Safeguarding

KSS-A5. Mental Capacity 

KSS-A6. Effective assessments and outcome-based support planning

KSS-A7. Direct work with individuals and families

KSS-A8. Supervision, critical reflection and analysis

KSS-A9. Organisational context

KSS-A10. Professional ethics and Leadership


	Self-identified specific learning needs for this placement

On this placement the student would like the opportunity to develop:

	


SECTION 10: 
LEARNING OPPORTUNITIES TO BE PROVIDED BY THE PLACEMENT to enable the student to meet the relevant level of the Professional Capabilities Framework (and SWE Professional Standards)
[PLEASE NOTE: This section is to be completed by the Practice Educator in liaison with the Onsite Supervisor (if applicable). It outlines the range of learning opportunities available in the placement setting and negotiated with the student to take into account her or his identified learning needs]. 
N.B. For a placement to be considered ‘statutory’, it is a requirement to identify opportunities for statutory tasks involving high-risk decision-making and legal interventions [for example on either s17 and s47 cases (under Children Act 1989) or on delivering requirements of the Care Act 2014 and Mental Capacity Act 2005].
	Placement Learning Opportunities

On this placement the student will have the opportunity to:
	PCF DOMAINS

While it is expected placement learning opportunities will address holistically all PCF domains, PEs should identify domains which may be particularly addressed by this learning opportunity
	SWE Prof. Standards 

(2020)

It is expected that students will demonstrate some progress against all of these.
	KSS

Please also note relevant Child & Family KSS domains and/or relevant Adults KSS domains

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Add rows as required
	
	
	

	Additional Learning Opportunities and Support Available for Students

Please record any additional learning opportunities and/or support that the student may access on placement (e.g. Access to training, student groups)


	
	

	
	
	


	Note.  Final placement students should have had opportunity to work in two different practice settings providing contrasting experiences before they qualify. They should also have had experience of statutory requirements and legal interventions and inter professional work. University Placement Tutors should check that these requirements can be fulfilled for final year students before proceeding with the placement.


SECTION 11:  
SUPERVISION ARRANGEMENTS
It is expected that students will be provided with one and a half hours supervision each week. Where there are a number of students in a placement and group supervision is offered it is important that students are also provided with individual sessions as per the HEI’s requirements.

The Practice Educator (On-site and/or Off-Site) will keep a written record of the supervision sessions indicating the issues that arose, decisions reached, action to be taken and by whom. These documents must be signed at the end of each supervision session by student and Practice Educator. Should any dispute arise tutors may require copies of these documents for clarity and assessment purposes.
	Please detail below specific supervision arrangements for this placement

	


SECTION 12:
ASSESSMENT METHODS
Practice educators are required to use a range of assessment methods and sources of evidence on which to base their assessment of the student’s developing capability. These may include:

· Direct formal observation of the student’s practice (required)

· Evidence of reflective learning 

· Practice documents (case recording, letters, referrals, emails etc.)

· Feedback from people with lived experience (required)

· Feedback from colleagues and other professionals with whom the student has had contact, including the practice supervisor where applicable

· Practice learning sessions/ supervision notes

	Please detail below any additional assessment methods to be used on this placement (including arrangements for joint Practice Educator/ University assessment of student’s reflective work, if applicable)

	


SECTION 13.
SIGNIFICANT DATES
Placement Dates

	Start Date


	
	Proposed End Date
	


Key Dates

	Practice Learning Agreement Meeting
	

	Midway Review Meeting
	

	Any final / additional assessment meeting 
	

	Planned University Recall Days 
	

	Planned Leave Dates 
	


Submission Dates

	Practice Learning Agreement to be forwarded to University Placement Tutor


	

	Student to submit midway evidence to all relevant parties.
	

	Student to submit Portfolio to Practice Educator


	

	Practice Educator’s Final Report to be provided to Student 


	

	Student to submit Portfolio to University 


	


SIGN–OFF OF LEARNING AGREEMENT 
	
	Signature
	Date

	Student
	
	

	Practice Educator
	
	

	Onsite Supervisor

(if applicable)
	
	

	University Tutor
	
	


	NB: All Universities using this form agree to not changing any of the substantive content. Changes to the format and content of this form may only be done with agreement of all parties via the agreed Change Control Process.


University Logo
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