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INTRODUCTION

This document provides the basic details for the formal agreement between the University and the Agency, and forms the basis for the student’s negotiated learning and professional development whilst in the agency setting.

The agreement should be drawn up by the student, the practice educator, work-based supervisor (where applicable) and the academic tutor at a meeting specifically convened for this purpose.  The meeting should not normally exceed 1.5 hours.
It is the responsibility of the student to convene this meeting in consultation with all those who need to be involved, to record the details of the meeting and to circulate the completed, word-processed agreement to everyone involved.  It is important that the completed agreement is signed and circulated to all parties within 3 working weeks of the commencement of the placement.  

An electronic version of this document may be down-loaded from the web site via the award Portal:
www.staffs.ac.uk/courses/gateway/social_work

If there are any queries about the completion of the Learning Agreement, they should be addressed in the first instance to the student’s academic tutor.

Students are encouraged to complete some of the practical details where possible before the meeting.  There are other details which may be completed after the meeting.  It is important that the meeting focuses on the key issues of student learning needs and how the agency and practice educator can facilitate this.
PLEASE NOTE THAT HONOURS LEVEL 6 STUDENTS MUST PROVIDE THE PRACTICE EDUCATOR WITH A COPY OF THEIR INTERMEDIATE LEVEL 5 PRACTICE EDUCATOR REPORT.
 PRACTICAL DETAILS

Student:



…………………………………………………..

Student Telephone Number:
…………………………………………………..
Student Mobile Number:

…………………………………………………..

Level:



Intermediate (Level 5) / Honours (Level 6)
Programme:


Staffordshire University
Duration:


70 days - Intermediate Level Part Time Route

90 days - Intermediate Level Full Time Route




110 days  - Honours Level Full Time Route




130 days - Honours Level Part Time Route

Dates:


from………………..

to………………
Type of Agency:


…………………………………………………






…………………………………………………

Agency Telephone Number (provided with the agreement of the agency):





………………………………………………….
Practice Educator:


…………………………………………………
On site / Off site:
Telephone:
……………………………….
Fax:
………………………….

Email:
……………………………….
Mobile:
………………….

Work-based Supervisor:
…………………………………………………………..
(where applicable)

Telephone:

……………………………
Fax:
…………………………..

Email:

……………………………….Mobile:
…………………..
Academic Tutor:

…………………………………………………………..
Contact Address:

Social Work and Advice Studies, 





Brindley Building, Leek Road,




Stoke on Trent, Staffs, ST4 2DF

Telephone:

……………………………
Mobile:
………………
Email:

……………………………….Fax:
………………………

	STATEMENT BY HONOURS LEVEL 6 STUDENTS ONLY:

I HAVE PROVIDED MY PRACTICE EDUCATOR WITH A COPY OF MY INTERMEDIATE LEVEL 5 PRACTICE EDUCATOR REPORT.

Signed:





Date:


CRIMINAL RECORDS BUREAU (ENHANCED DISCLOSURE)
All students will receive an enhanced CRB disclosure check in the first level of study (Level 4) at the University.  They will subsequently complete an annual self declaration (criminal record, good character and good health).
Does the student possess a current, enhanced CRB disclosure?
Yes / No

Can the student confirm that an annual self declaration has been completed?









Yes / No
Does the CRB original need to be seen by a designated officer 
Yes / No

within the agency before the student begins to work?

If YES, please give the following details of designated officer:
	Designated Officer:


	

	Title (position in agency):


	

	E-mail:


	

	Telephone:


	


Does the agency require an additional CRB check to 


Yes / No
be undertaken? 


If YES, please give details of how this will be achieved.
…………………………………………………………………………………………

…………………………………………………………………………………………

	STATEMENT BY DESIGNATED OFFICER (to be completed before the student begins any face-to-face work with service users)

I have discussed the CRB enhanced disclosure details with the student and agree to the student beginning to work with service users in this agency.

Signed
…………………………………….
Date
………………….……..



INSURANCE

a.
Car Insurance and driving licence
Is the student required to use a car whilst working for the agency?
Yes / No

If YES, a business use certificate of insurance and a full driving licence must be shown to the practice educator and / or to an appropriate manager.
	STATEMENT
I confirm that I have seen a valid certificate of car insurance and full driving licence that cover the student whilst working in this agency.

Signed:
…………………………………….
Date:
………………….……..

Position in agency:
…………………………………………………………



b.
General Insurance Issues
The programme handbook gives full details of insurance arrangements for students working in agencies.  The signing of this agreement signifies that all parties have noted and discussed these arrangements.

EXPENDITURE OF RESOURCES ON PLACEMENT BY STUDENT
The student must on no account commit the agency to the expenditure of resources without the express written permission of the manager who is accountable for the student’s work.

It is also essential that at all times the student makes clear to service users and other professionals that her / his status is that of a student or trainee social worker.  This should be done both verbally and on all appropriate documentation.  It is an important safeguard for the student, the agency and the service users.

MENTOR SCHEME

The university offers additional support to disabled students, Black and Asian students, and to gay and lesbian students.  This support is not part of the assessment of a student, but is intended to provide insightful and relevant additional support to students who are experiencing particular difficulties with oppression and discrimination, and who feel they would benefit from an additional level of support on top of what the university and the practice educator will provide.  Details of how to access this scheme is in the student handbook.

Is the student aware of the mentor scheme and how it 

YES / NO

can be accessed?


COMPLAINTS

The university complaints procedures are set out in the student handbook and should be familiar to all students on this award.

If a student wishes to make a complaint within the agency, the issue should be discussed in the first instance with the practice educator.  In the event of the complaint needing to be taken further, the student should contact the designated person.

Is the student aware of the university complaints procedure?

YES / NO

Designated agency representative:
…………………………………………

Telephone:
…………………………………………………………………………

E-mail:
…………………………………………………………………………
Students on their practice learning who are employed by the agency providing the placement retain all grievance rights as an employee.  Students on practice learning who are not employed by the agency providing the practice learning should refer to the Placement Agreement document signed at the beginning of the placement between student and agency for Complaints / Placement Termination Procedures.
WHISTLE BLOWING

The programme has a whistle-blowing policy which is outlined in the student handbook.  Students are encouraged to raise any such issues in supervision in the first instance and to deal with them in a responsible and sensitive manner.  Should a student decide to activate the whistle-blowing procedures, she / he should keep a careful record of what action was taken, and should provide a copy of this both to the practice educator and the academic tutor.
Is the student aware of the university whistle-blowing procedure?
YES / NO
TERMINATION PROCEDURES

Students should refer to the programme handbook for the termination procedures which are intended to protect the agency and service users from dangerous practice.  Students must recognise and accept that if they choose to leave and remain absent from an agency without proper consultation, they will normally be deemed to fail the placement.  Students who fail the placement will not normally be offered a repeat placement opportunity.  
Students and practice educators need to become familiar with the second opinion provision and procedures which are located on the electronic portal (see section later in this agreement entitled Second Opinion Procedures).

Is the student aware of the termination procedures?

YES / NO

Does the student agree to abide by these procedures?
YES / NO
CONTRACT OF PROFESSIONAL BEHAVIOUR
All students are expected to behave properly whilst on University premises or attendance elsewhere as a University student.  All students are also expected to uphold the good reputation of the University.  Students should refer to the Contract of Professional Behaviour and ensure that they comply with the standards described.

 Is the student aware of the Contract of Professional Behaviour?
YES / NO

Does the student agree to abide by the Contract of Professional Behaviour?









YES / NO
TRAINING OF PRACTICE EDUCATOR / WORK-BASED SUPERVISOR

Is the practice educator or work-based supervisor being assessed? YES / NO
N.B.
When practice educators or work-based supervisors are themselves being assessed, students are asked to complete the following section.

	STUDENT STATEMENT
I confirm that I have been informed that the Practice Educator / Work-based Supervisor is undergoing formal assessment and that issues of process and ownership of evidence generated by their own assessment process have been discussed fully.


YES, I HAVE BEEN INFORMED / NOT APPLICABLE (PLEASE INDICATE)
Signed…………………………………………………
Date…………………….




SIGNIFICANT DATES

Study time arrangements

Students are entitled to study time as outlined below:

· 7 days for a 70 day placement

· 9 days for a 90 day placement

· 11 days for a 110 day placement

· 13 days for a 130 day placement

All study time must be practice-related.  Please keep a note of your confirmed arrangements.  
Throughout the duration of a student’s involvement with an agency, there will be support from the university, principally from the academic personal tutor.  This will be given at designated meetings when the practice educator, work-based supervisor (where applicable), the student and the tutor meet to set up, review and conclude the period of work undertaken by the student in the agency.  Support is also offered through individual tutorials and Learning Consolidation Days.
Dates of Meetings

Learning Agreement meeting:
………………………………………

Mid point review meeting:

………………………………………

Final meeting:


………………………………………

N.B.  The tutor will routinely attend only the pre-placement and the mid point review meetings but if required additional meetings can be arranged.  The tutor must attend the mid point review meeting if the student is encountering difficulties on the placement.
Leave
Practice Educator leave dates:
…………………………………………………
…………………………………………………………………………………………
Work-based Supervisor leave dates:
…………………………………………
…………………………………………………………………………………………

Tutor leave dates:
…………………………………………………………………
…………………………………………………………………………………………

Student leave dates: (see handbook for guidelines):
…………………………
…………………………………………………………………………………………

Portfolio submission date:

………………………………………

Learning Consolidation Days at University
2 at Intermediate Level 5 Part Time Route 

4 at Intermediate Level 5 Full Time

4 at Honours Level 6 Part Time 

4 at Honours Level 6 Full Time.

Learning Consolidation Days count towards the total number of placement days and must be attended unless permission is given by the Level Tutor.
1

2

3

4

Teaching days for Current Themes and Issues 

N.B. Only applies to Honours Level 6 Part Time students and does NOT count towards total number of placement days.
1

2

3

4

5
COVER ARRANGEMENTS

In case of sick leave or prolonged absence

Cover Practice Educator:

…………………………………………………
Telephone:



…………………………………………………..
Email:




…………………………………………………..
Mobile
:



…………………………………………………..
Cover Work-Based Supervisor:
…………………………………………..
Telephone:



…………………………………………………..
Email:




…………………………………………………..
Mobile:



…………………………………………………..
Cover Personal Tutor:

…………………………………………………..
Telephone:



…………………………………………………..
Email:




…………………………………………………..
Mobile by agreement:………………………………………………………………...
 PRACTICAL, PROFESSIONAL AND SUPPORT 

ARRANGEMENTS

This section covers essential arrangements to help the student participate fully in the agency and its work.  Primary support will be through regular meetings with the practice educator.  If the practice educator is not based at the same site as the student, an identified work-based supervisor will provide the initial point of advice and guidance.  The student’s tutor will provide additional support, as required, but normally this will take place at two formally scheduled meetings.  Additional support from the university may also be provided by individual tutorials or recall days held at Staffordshire University.
	Hours of work

	

	Lunch break duration

	

	Agency policy with respect to dress code

	

	Location and access to desk if applicable
	

	Use of office equipment


	

	I.D. card/letter of introduction


	

	Access to administrative and secretarial support


	

	Day and time of staff meetings

	

	Location of agency policy documents


	

	Arrangements for keys / access to building etc


	

	Car parking arrangements


	

	Agency system in place for claiming placement mileage

	

	Action required in relation to sick leave

	

	Details of lone working policy arrangements for personal safety i.e. named person to whom student should report ‘after hours’ to confirm safety and arrival at home


	


SUPERVISION ARRANGEMENTS
All practice educators will have their own supervision agreement upon which they will base the work they do with the student.  A copy of this supervision agreement should be attached to this Learning Agreement.  Please note that Honours Level 6 students must provide their Practice Educator with a copy of their Intermediate Level 5 Practice Educator report.  The GSCC requires that students are provided with supervision equivalent to 1.5 hours per 5 days of placement.
	Regularity of supervision
	

	Venue
	

	Time
	

	Agenda - standing items
	

	Who will record the supervision notes?
	

	Preparation for supervision by both parties
	

	Development and recording of competence
	

	Feedback from direct observations and other work
	

	Confidentiality
	

	Health and safety at work issues
	

	Any academic work outstanding
	

	Other issues
	


N.B. Please submit a list of supervision dates with the portfolio.
STUDENT LEARNING REQUIREMENTS
All students must address the following in order to achieve competence in the National Occupation Standards for Social Work:
1. Develop a clear understanding and appreciation of the role of the agency in which they are working and its place and contribution to the wider field of social work and social care.
2. Develop a clear understanding of the legal framework for all work within the agency, together with an increasing confidence in both applying this framework to their own work and in recognising its complexities and sometimes anomalies.
3. Explore comprehensively and critically the issues of equal opportunities, the celebration of diversity, and the challenge to discrimination and oppression in their own practice, in the agency’s work and in the wider community and society.
4. Develop reflective practice skills by demonstrating their capacity to apply relevant theoretical perspectives to the social work tasks.
5. Manage an increasingly complex work load with individual service users, by demonstrating assessment, intervention and evaluation skills as a practitioner.
6. Demonstrate a core commitment to social work values in all aspects of their work.
7. Demonstrate a commitment to their learning and professional development through their attitude to supervision, and their willingness to provide evidence for the competence document.
8. Demonstrate a developing confidence and skill in communicating effectively with a wide range of people.

The learning agreement meeting and early supervision sessions must give careful consideration of how students will be able to meet the National Occupational Standards / Key Roles and Units.  
	STATEMENT
I am satisfied that this placement will offer the student opportunities to meet the National Occupational Standards / Key Roles and Units.

Tutor’s signature:
………………………………..             Date: ………………



STUDENT LEARNING NEEDS
A formal supervision / learning curriculum should be drawn up by the practice educator and student and the work-based supervisor (where applicable) within the first three weeks and should be attached to this document.  

	Placement - Specific Learning Needs
	How the agency will meet Learning Needs



INTERPROFESSIONAL LEARNING

Please summarise below opportunities for inter-professional learning:  

ASSESSMENT METHODS
All students will be assessed on the basis of evidence derived from:

· Direct observation of practice (minimum of 3 satisfactory observations at pass level)
· Supervision discussion and notes 

· Agency records and documentation

· Student analyses of practice (intermediate level only) or practice learning commentary (honours level only)

· Feedback from service users and carers.  N.B. It is helpful to discuss how agency procedures will help to obtain this feedback in appropriate ways
· Feedback from colleagues
· Feedback from other agencies
· Observational visit reports
· Joint interviewing / working
· Other

There may be opportunities for students to use audio or video recording as part of their work with service users which may also provide valuable evidence.  This must only be done after careful discussion with the practice educator and service user.  Care must be taken to keep the tape safe and to have agreed procedures for its deletion.
SPECIFIC ISSUES FOR THE STUDENT
Disability issues

It is a requirement of the programme that the needs of disabled students are fully acknowledged and discussed before work begins in the agency.  Every effort must be made to ensure that all students have a fair learning opportunity.  This is an important aspect of the learning agreement meeting.

If relevant, have disability issues been discussed?


Yes / No
Please record any issues below:

Other issues
Please note any other issues relating to the student which have not been covered in the discussion of the general issues outlined above.  

	Personal or caring needs that might impact on the student’s work


	

	Transport issues

	

	Issues arising from earlier practice learning opportunities (if applicable)


	

	Other

	


SECOND OPINION PROCEDURES

Students and practice educators need to become familiar with the second opinion provision and procedures which are located on the electronic portal.

Signing this agreement signifies that all parties understand these procedures.
	STATEMENT
I confirm that I am familiar with the second opinion procedures:

Practice Educator:……………………………………………………………………………..
Date:……………………………………………………………………………………
Student::………………………………………………………………………………
Date:…………………………………………………………………………………..
Tutor:…………………………………………………………………………………..

Date:……………………………………………………………………………………



RESPONSIBILITIES OF ………………………..………………… as Student
1. To become familiar with the contents of the Award and Practice Learning Handbooks and to ensure that all parties can locate the up-to-date placement documentation on the portal.

2. To complete the required number of practice learning days.  There must not be an extension to the number of agreed placement days.   
3. To provide the Honours Level 6 practice educator with a copy of the Intermediate Level 5 Practice Educator Report (Honours Level students only).
4. To take joint responsibility for preparation of the supervision sessions.  Supervision notes should be comprehensible to third parties and signed by both the practice educator and the student. The supervision notes should contain explicitly reference to the student’s progress or lack of it at regular intervals, reviewed monthly if appropriate.  Responsibilities for taking notes of supervision can be shared with the Practice Educator.

5. To attend all Learning Consolidation Days, additional teaching and support days at the university.
6. To advise all parties where there are changes to the arrangements for formal placement meetings.  
7. To initiate individual tutorial sessions by arrangement with the Tutor.
8. To ensure confidentiality is not breached and that all service user information remains anonymous. 
9. To operate within agency policies / procedures.  The student must on no account commit the agency to the expenditure of resources without the express written permission of the practice educator or appropriate manager who is accountable for the student’s work.
10. To introduce self as a student social worker to service users, other professionals etc.
11. To negotiate an appropriate involvement with service users in consultation with the practice educator.  

12. To maintain appropriate professional conduct at all times in all contacts within the placement.
13. To terminate all contact with the agency and its service users at the end of the placement. (NB: if students make arrangements to continue as a worker or volunteer with the agreement of the agency, this is an agreement between the person and the agency. Such arrangements are not part of the programme and do not form part of this agreement with the University).
10.
To provide evidence of competence to the practice educator.

11.
To complete documentation, as required, for assessment of practice.
12.
To produce a student profile to attach to this agreement.
13. To request confirmation of cover arrangements made in the absence of the appointed Practice Educator / Work-based Supervisor.
14. To return the completed health and safety checklist to the university within 3 working weeks.
15. To complete the Student Evaluation of Placement form and to ensure that all QAPL evaluation forms are submitted by the deadline.  

To ensure that changes to the learning agreement are recorded as an addendum to this document and notified to all parties at the mid point review.  

16. RESPONSIBILITIES OF ……….…………..……… as Practice Educator
1. To become familiar with the contents of the programme award handbook and the practice learning handbook. 

2. To use the up-to-date placement documentation which can be downloaded from the portal.  

3. To provide formal supervision equivalent to 1.5 hours per 5 working days, as outlined in the practice learning handbook.  To be available for informal consultation as and when necessary.
4. To complete the supervision / learning curriculum that identifies learning opportunities in relation to the Key Roles of the National Occupational Standards for Social Work within the first three weeks of the placement.  To draw up a programme of work / cases in consultation with the student and work-based supervisor (where applicable) which will be discussed in supervision.  
5. To observe directly some of the student’s work.  The student must achieve a minimum of three satisfactory direct observations of practice out of a maximum of four attempts in each assessed period of practice.  The practice educator must directly observe the student working with service users.   One direct observation of practice should normally take place before the mid-point meeting in order to inform judgements about student progress at that stage.  One of the direct observations can be undertaken by a nominated person.  
6. To keep notes of the supervision meetings, signed by both parties.  The supervision notes should be comprehensible to third parties and should contain explicitly reference to the student’s progress or lack of it at regular intervals, reviewed monthly if appropriate.  Responsibilities for taking notes of supervision can be shared with the student.

7. To become familiar with the circumstances under which a Second Opinion Practice Educator may be involved in the placement and to ensure that the personal tutor is invited to the mid point meeting where the student is experiencing difficulties in completing the placement successfully.

8. To become familiar with the ways in which the student’s competence will be assessed and recorded at an early point and to use it to provide a focus in supervision.  Reasonably detailed notes of the evidence demonstrating competence should be recorded as the work progresses, including specific references to where evidence is located.

9. To make every effort to provide the student with an equal opportunities environment for learning within supervision and the work setting.  Anti-racist, anti-discriminatory and anti-oppressive theory and practice should be encouraged and explored, including the development of appropriate ways and styles of challenging poor practice and behaviour, if need be using the whistle blowing procedures.
10. At mid-way review to prepare a brief written report on the student’s progress to date, using the pro forma provided on the electronic portal.  The student needs a clear message about whether s/he is on course to pass, and if not, what steps need to be taken to demonstrate competence.  Consideration must be given to asking for a second opinion if the student is deemed to be marginal or failing.  Please see guidance pro forma on the portal.  The personal tutor must be invited to the mid-point review where the student is experiencing difficulties in terms of successfully completing the placement.
11. At the end of the placement, the Competence Record and Final Report should be typed for the final meeting, using the pro forma provided.  The report must state clearly whether or not the practice educator assesses the student to have passed.  Service user and carer feedback must be included, as appropriate.  The report must clearly identify the student’s future learning needs.
12. Liaise with the work-based supervisor (where applicable) and any other interested parties e.g. team members, other work settings / observation visits.

13. Hold meetings with the work-based supervisor (where applicable) and the student at the beginning, during and at the end of the work period, and as needs arise.  An initial meeting should be held within the first three weeks.
14. Obtain feedback from the work-based supervisor on student performance either verbally or in a written report.

15. To mark the Analyses of Practice at Intermediate Level or the Written Commentary for the Critical Incident component of the Practice Learning module at Honours level jointly with the tutor.
17.
To confirm and verify the accuracy of the student’s contribution to the portfolio.

18.
To produce a practice educator profile to attach to this agreement.
19.
To commit to attend the Practice Assessment Panel on the agreed 
dates.
20.
To ensure that information is given to the student if the practice educator is undergoing formal assessment (student to confirm this by signing section 13 above).
21.
To ensure that any changes to the learning agreement are recorded as an addendum to this document and notified to all parties at the mid point review.
22.
To complete the practice educator evaluation of placement form.
RESPONSIBILITIES OF ………………………………. as WORK-BASED SUPERVISOR (working in partnership with the Off Site Practice Educator)
1. To be responsible for the day-to-day supervision of the student, for example in relation to cases/group work/projects.

2. To be responsible for the workload of the student in the student’s absence.

3. To give feedback on the student’s performance in relation to work, team relationships, administration, direct observation and evaluation.

4. To liaise with the practice educator on student performance, either verbally or in writing.

5. To provide experience and practice opportunities for the student, relevant to the Award requirements.

6. To allow the student reasonable access to records, in keeping with the agency’s policy of such access and confidentiality.

7. To provide the student with an induction pack / and to arrange an induction programme in conjunction with the practice educator.
8. To ensure that a private venue is available for the supervision sessions between the practice educator and student.
9.
To prepare a brief written contribution, using the template on the portal, at the end of the placement for inclusion in the portfolio.  
10.
To verify, by signature, the student’s description of the agency, the account of the work undertaken and the work-based supervisor’s report.  

11.
To complete the work-based supervisor evaluation of placement form.  
RESPONSIBILITIES OF ………………………….……………. as Tutor
1. To be satisfied that the placement setting provides opportunities for the student to meet the National Occupational Standards / Key Roles and Units.

2. To review and attend the pre-placement and mid point review meetings.

3. To provide and clarify information regarding academic input, and academic requirements if appropriate prior to work commencing.

4. To make extra visits to agencies if difficulties arise.  Such visits can be requested by the student, practice educator, and / or tutor.  Attempts should normally be made to resolve any difficulties between practice educator and student within the agency and practice teaching arrangements.  Personal issues may be discussed in tutorials which have a significant bearing upon the student’s work.  In such instances, the tutor will encourage the student to share these with the practice educator, if necessary, in a specially convened meeting.
5. To make self available for tutorials in accordance with student request.  
6.
To produce a tutor profile to attach to this agreement.

7.
To liaise with the practice educator about the grade for the Analyses of Practice at Intermediate Level 5 or the Written Commentary for the Critical Incident component of the Practice Learning module at Honours Level 6. 
8.
To comment, provide feedback and sign the appropriate sections of the student evaluation of placement.
EVALUATION

It is the student’s responsibility to ensure that all parties are able to access the evaluation of placement documentation on the portal.  Evaluations of placement must be completed by the student, the practice educator, the work-based supervisor (where applicable) and the tutor.  These should be submitted within the student’s portfolio.  The evaluation will be used for quality monitoring purposes and will normally be removed prior to the practice assessment panel.  
Date of final meeting by which this evaluation should be completed:
…………………………………………………………………………………………
ANY OTHER ISSUES
Please detail any other issues, discussed at the learning agreement meeting, which have not yet been recorded in this agreement.  Refer to addendum sheet if the space here is insufficient.

ATTACHMENTS TO THIS AGREEMENT:
1.
Description / profile of practice setting


2.
Student profile





3.
Practice Educator profile




4.
Academic / Personal Tutor profile


5.
Work-based Supervisor profile



6.
Supervision agreement and dates

7.
Learning curriculum



	SIGNATURES







DATE
Student:……………………………………………….…


………..
Practice Educator:…………………………



…..……

Tutor:…………………………………………………….


………..
Work-based Supervisor:………………………………


………..



CHANGES TO THIS AGREEMENT
Changes to this agreement should be clearly negotiated between the Practice Educator, Student, Work-based Supervisor and Tutor, and recorded as an addendum to this Learning Agreement.  
APPENDIX
AGENCY HEALTH AND SAFETY CHECKLIST

In order to uphold University Health and Safety requirements for students whilst in the agency, please complete the following questionnaire.

To the agency - Please try to answer all of the questions.  If you are unable to do this during the Learning Agreement meeting, please detach and pass to the person responsible for Health and Safety issues within your organisation, to complete on your behalf.  This must then be returned to the student who will ensure that it is sent to the University at the address below within the 3 working weeks deadline period.  
Agency

_________________________________________

Student

_________________________________________

Address

_________________________________________

Telephone

__________________
Date  ___________________












YES

NO
	1.
	Do you have a written Health and Safety Policy?  
	
	
	


	2.
	Will you provide a health and safety induction and all necessary health and safety training for the student?
	
	
	


	3.
	Do you hold Employer and Public Liability Insurance?

Will your insurances cover any liability incurred by a 

placement student as a result of carrying out tasks / duties

on behalf of your agency?  
	
	
	


	4.
	Risk Assessment

Do you carry out risk assessment of your work practices that identify possible risks to employees and others within your undertaking (ie: students)?

Are the risk assessments kept under regular review?
Are the results of risk assessments implemented?
	
	
	


	5.
	Is there a formal procedure for reporting and recording accidents and incidents in accordance with RIDDOR?

Have you procedures to be followed in the event of serious and imminent danger to people at work in your undertaking?

Will you report to the University Tutor all recorded accidents involving students?

Will you report to the university any sickness involving placement students which may be attributable to the work?


	
	
	


	5
	Contact Personnel
	
	
	

	
	Who is your nominated contact person for health and safety issues?

Name: ______________  
Tel:
_______________

Position ___________________


	
	
	


SIGNATURE:
	SIGNATURE BY PERSON WITH RESPONSIBILITY FOR HEALTH AND SAFETY

	The above statements are true to the best of my knowledge and belief.

Name: ______________  

Date:
_____________

Position ___________________




Thank you for completing the questionnaire.  Please return it as soon as possible to the placement student who must send a copy within 3 weeks of the commencement of placement to:
Practice Development Tutor, Programme Area of Social Work and Advice Studies, Staffordshire University, Brindley Building, Leek Road, Stoke-on-Trent, ST4 2DF
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