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1 Introduction and programme philosophy

Welcome to the Practice Learning Handbook. 

We have designed this handbook as the means of communicating about practice learning and practice assessment and how these relate to the rest of the programme of learning for the University of East London and Tavistock and Portman NHS Trust Qualifying MA in Social Work. 

In this Handbook:

· We set out the intended learning outcomes for the practice placements. 

· We identify the responsibilities of the University of East London with respect to practice placements.

· We identify the responsibilities and right of students when on placements. This includes the right to know what information and guidance they can expect and what support from UEL before, during and after their placement. 

· We identify the responsibilities for placement providers. 

· We present staff development opportunities relating to practice learning and assessment offered by the University of East London Tavistock and Portman NHS Trust. 

The various policies and codes of practice that relate to the provision of practice placements are included in the Appendices. 

· UEL Whistle-blowing Policy; 

· General Social Care Council’s, Code of Practice for Social Care Employees; 

· UEL Suitability Procedure for Professional Courses; 

· UEL Complaints and Appeals Policies; the UEL policy on SENDA (Special Educational Needs Discrimination Act)

· Skills for Care (formerly Training Organisation for Personal Social Services TOPSS) National Occupational Standards for Social Workers

· Quality Assurance Agency in Higher Education (QAAHE) Precepts for Practice Learning 

These are all included and are all relevant to the context for social work training and development.

1.1 Social Work Masters programme in conjunction with the Tavistock and Portman NHS Trust

The MA in Social Work programme is run on the basis of a partnership between the University of East London and the Tavistock and Portman NHS Trust. 

The MA is a two-year programme, which integrates practice learning into the curriculum right from the start. The practice learning runs alongside the academic for the majority of the programme, with some sessions based at the Docklands campus of the University of East London and others at the Tavistock Centre in Hampstead. Because the programme is structured this way it is not possible to undertake this MA on a part-time basis. There are two full-time routes

· a full time college-based route that runs over two years

· a full-time time work-based route that also runs over two years

The principal difference between the two routes is that the university takes responsibility for securing placements for college-based students MA, whereas work‑based students are sponsored and their employers are responsible for setting up their placements and providing suitable practice assessment arrangements. The overall integrated pattern — generally three days a week in practice learning and two days at the University or the Trust — applies to both groups of students.

Practice learning is of central importance to the MA Social Work programme. Students are unable to proceed with the learning from the first year to the final year until they have successfully completed the required days of assessed practice learning. In the first year the practice learning requirement is approximately 75 days. In the second year it is approximately 125 days, but must total 200 days by the end of the programme. 

note for new practice assessors

Detailed information about Practice Assessor workshops and training programmes for Practice Assessors on our programme will be supplied at various points during the practice placement. This handbook provides you with a guide through the process of practice learning, teaching and assessment. 

You do need to familiarise yourself with the contents of this handbook prior to the start of placement and you’ll find it very useful to refer to it regularly throughout the placement. 
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1.2 Programme philosophy

The social work teams at both UEL and the Tavistock and Portman NHS Trust recognise that the UK and especially the East London region is a multicultural society and as such are committed to training social workers who have a strong understanding of the contemporary social, political and cultural issues shaping the community. We seek to promote a psycho-social perspective on issues of poverty, inequality, discrimination and of the rights and duties of citizenship in a democratic society. Thus we aim to offer to our students a framework which

· emphasises social justice as a fundamental principle in work with individuals, groups, communities and a range of welfare institutions;

· acknowledges the crucial role of individual development in shaping the personal resources with which people respond to their life circumstances;

· reaffirms social work as a person centred enterprise, where the relationship between the worker and service user is of fundamental importance

The International Federation of Social Workers define social work as a profession that: 

Promotes social change, problem solving in human relationships and the empowerment and liberation of people to enhance well-being. Utilising theories of human behaviour and social systems, social work intervenes at the point where people interact with their environments. Principles of human rights and social justice are fundamental to social work. (IFSW 2000)

Both programmes reflect this definition of social work. All who teach and assess practice learning on these programmes are committed to social work principles and values that are reflected in this statement. 

Both programmes emphasise the integration of the full range of social work methods including work with individuals, families, groups and communities. We aim to lay a broad yet high quality foundation for competent and ethical professional practice which is generic at the point of qualification but which will facilitate the capacity to consider specialist developments following on from that point.

1.1 Student profile and selection

In keeping with the University’s commitment to broadening access to higher education, the student profile is varied in relation to age, life experience, cultural backgrounds, education and social work experience. We pride ourselves on this diversity and see it as a major asset for all involved in the programme. 

Both programmes select students according to the GSCC requirements. Our students:

· are literate and numerate with good spoken English

· have been found to have the personal and intellectual qualities appropriate to social work

· have expressed a commitment to the values of social work 

· have the potential to develop high-quality professional knowledge and skills that are essential to practice as a social worker

Our selection procedures involve a written entrance test, a group event in the presence of service users and tutors and individual interviews for all short-listed candidates. The interview panels are made up of stakeholder representatives and tutors. Police clearance forms and a signed declaration of health are a prerequisite for final enrolment onto the programme.
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2 Programme curriculum

2.1 Programme Aims and Expectations

At the completion of the social work Masters programme, students will have reflected on their personal values and faced the ethical dilemmas that occur in practice. They will be able to understand and meet the requirements of the General Social Care Council’s Code of Practice for Social Care Employees. They will have worked in relation to the key roles for professional practice, identified by Skills for Care as the National Occupational Standards for social Work. Students will be able to demonstrate their learning and evidence their ability to practice in these roles through the work that they present in their practice portfolios. They will incorporate in this work, feedback that they have sought and attained from service users with whom they are working. Their reflection on, and learning about, their professional identity through the supervisory relationship with their practice assessor will also be in evidence.

2.2 Academic modules

This programme curriculum is common to both college-based and work-based students. There are six academic modules, which are core compulsory modules for the professional qualification. There are no option modules. The sequencing is as follows:

	PSM 400
	Introduction to Social Work
	First month of Semester A Year 1

	PSM 401
	Values and Ethics in Social Work
	Remainder of Semester A Year 1

	PSM 402
	Law and Social Justice 
	Semester A Year 1

	PSM 403
	Human Growth And Development 
	Semester B Year 1

	PSM 404
	professional development 
	Semesters A and B Year 2

	PSM 405
	Dissertation 
	End of Semester B Year 1 and Semester A Year 2


2.3 Overall programme 

The overall programme combining taught academic modules and practice learning is as follows:

2.3.1 MA Social Work: YEAR 1

	SEMESTER A
	SEMESTER B

	PSM 400 INTRODUCTION TO SOCIAL WORK (pre-requisite for practice learning )

PSM 401 VALUES AND ETHICS IN SOCIAL WORK (30 credits) 

PSM 402 LAW AND SOCIAL JUSTICE (30 credits)
	PSM 403 HUMAN GROWTH AND DEVELOPMENT (30 credits) 

ASSESSED PRACTICE LEARNING

PREPARATION FOR PSM 405 DISSERTATION


2.3.2 MA Social Work: YEAR 2

	SEMESTER A
	SEMESTER B

	PSM 405 DISSERTATION (60 credits) 

	PSM 404 PROFESSIONAL DEVELOPMENT (30 credits) 

PSM 405 DISSERTATION (60 credits) concludes

	ASSESSED PRACTICE LEARNING 


2.4 Note on MA Social Work programme curriculum

For more details regarding the content of individual teaching modules, please refer to the UEL and Tavistock and Portman NHS Trust MA Social Work Student Handbook.
See also this Handbook’s Appendices for crucial information about the policies, procedures, requirements and codes of practice that underpin the design of the social work Masters programme.

3 The Practice Learning Placement
3.1 Critical role of practice learning

The learning that happens for students in practice placements is crucial to their success on the social work programmes as students spend roughly half their time on placement. Feedback from student and staff indicates that the experience of their practice learning is often the most powerful association that students have to their training following completion of the programme.
3.2 Placement Management and Co-ordination

The Social Work Practice Learning Manager has oversight of available practice learning opportunities. The Social Work Practice Manager plays a pivotal role in keeping up-to-date information about practice learning opportunities, and is the key point of reference for information about practice documentation. He/she is responsible for the administration of placements, including payment of fees to practice learning providers; in this task to the Social Work Practice Manager is assisted by a placement administrator.

The Social Work Practice Manager, Assistant, Practice Learning Assessment Tutor and Practice Development Tutors together work as a practice learning team to locate suitable placements, develop new placement opportunities, sustain working relationships with existing agency partners and carry out the considerable number of administrative tasks to ensure the smooth running of placements and the support of practice assessors. 

For work-based students, the employer arranges practice learning placements. 

See APPENDIX 1 for the policy underpinning the selection and development of placements.

3.3 Process of securing suitable practice learning opportunities

The notes that follow do not apply to work-based students for whom employers are responsible for locating suitable placements. 

The process for securing suitable practice learning opportunities is as follows:

The student completes a placement application form detailing their previous experience, particular interests, any special learning needs and considerations which they wish to be taken into account.

This information is then matched as closely as possible with placements that have been identified and secured by the University of East London as meeting our requirements and standards (See APPENDIX 1).

The selection and matching of student’s needs to placements is time consuming and requires significant organisation and placement availability is limited. If a student is offered a placement by an agency to which they have been referred by the Practice Placement Coordinator, they are expected to accept this offer, and ensure that they take full advantage of the opportunities offered.

If the offer of a placement is rejected by the student, UEL does not accept responsibility to seek an alternative placement within the timeframe for the established start of placement, which may result in the student’s progress through the course being delayed. The university is not then responsible for the student's action in rejecting a reasonable offer of a placement.

All placement arrangements must be made via the Practice Learning Manager to ensure quality and consistency in the learning opportunities and practice assessing available. Therefore, if a student is aware of alternative and new placement agencies and opportunities, this information should be passed on to the Practice Learning Manager as soon as possible, for formal contact to be made between the University and the placement agency.

3.4 Practical working arrangements for student, practice assessor and tutor during the placement

3.4.1 Hours of Work

It is required that students will work to an eight hour day including 1 hour for lunch. The General Social Care Council has laid down that an absolute minimum of six hours per day qualifies as a practice placement day.

Students are expected to engage with the range of practice experiences to be offered by the placement and to mirror the working pattern of the agency as closely as possible. For example, if an agency works to a shift pattern then we would expect the student to have some experience of the work relating to all shifts. We recognise that some students, particularly those with dependents may have difficulty in meeting this expectation. Where this is the case, we would expect practice assessor and student to address this matter when negotiating the placement. The working pattern for the student should take into account some time for induction, orientation and the reading of relevant documentation.

3.4.2 Health and Safety

When arriving at placement, it is expected that students familiarise themselves with the agency's Health and Safety policy and procedures. The learning agreement signed by student, practice assessor and tutor will attend to matters of the student’s health and safety. The student whilst on placement will be covered by the agency’s Employees Liability insurance policy. 

3.4.3 Equal Opportunities and Anti-discriminatory Policies and Procedures

Students should be supplied with copies of these and other relevant agency documents.

3.4.4 Complaint Procedures

APPENDIX 9 of this Handbook contains information about complaint procedures as they relate to the University. Agencies and Practice assessors should also provide students with any grievance and complaint procedures relating to their role in the agency.
3.4.5 Placement visits

The student and Practice Assessor will jointly prepare a draft Learning Agreement (see Practice Documentation supplement, also available online or from Social Work Practice Manager) prior to the Tutor’s placement visit. This will usually occur in the first 4 weeks of placement and include the student, Practice Assessor and Tutor. In the event that an Off-Site or “Long Arm” Practice Assessor is used, these meetings will be carried out as a four way meeting.

A date will be set at the first meeting for the Midway Meeting, when the student and practice assessor will provide their written reports for assessment of the student’s progress.
3.5 Practice assessor qualifications 

The Practice Assessor should:

· hold a recognised social work qualification AND have two years post qualifying experience

OR

· and hold a professional qualification in one of the caring professions and have worked in a social care setting for at least two years post qualification and have developed knowledge, skills and values expected of a qualified social worker/probation officer.

OR

· hold the Practice Teaching Award accredited by GSCC.

AND

· have attended or be prepared to attend the University’s two or five day training prior to undertaking the Practice Assessor role for the first time.

· attend at least three University led practice learning workshops while undertaking the role of Practice Assessor

· consider wider participation in the design, implementation, assessment and review aspects of the social work Masters programme.

In some circumstances, an experienced worker who does not hold any professional qualifications may be suitable to undertake the role of Practice Assessor if they meet the following criteria:

· have at least 4 years experience in a social care setting under the supervision of a professionally qualified person

· have some experience in the role of supervisor / having supervisory responsibility.

· have attended or be prepared to attend the University’s five day training prior to undertaking the Practice Assessor role for the first time.

· have read and are confident in interpreting the requirements for the social work Masters degree and the relevant programme assessment schedule.

These criteria qualify the Practice Assessor to undertake the role of On Site Practice Assessor of Social Work Masters students in the first year of practice learning on the programme, having full responsibility for the student’s learning on placement and for completing the necessary assessment reports (see Practice Documentation supplement).

The assessment and reporting on students in their final placement must be undertaken by a professionally qualified social worker and in the situation where student does not have an assessor who is so qualified, the use of an Off-site / Long Arm Practice Assessor, qualified in social work, should be appointed to meet the requirements of the qualifying Masters programmes.

In the final placement, the Practice Assessor, qualified in social work, either on-site or long-arm, would have responsibility for drawing up the Learning Agreement with the student and will provide regular structured supervision for the student and meet regularly with the student – together with the on-site supervisor if appropriate.

In the event that an Off-site / Long Arm Practice Assessor is required – for whatever reason – they must be qualified in Social Work. This applies regardless of the level of the student being supervised.

The qualified Practice Assessor will have responsibility for providing the assessment reports in relation to the student’s practice, both at midway and at the end of placement (for full details of the role of the Practice Assessor see below).

Any fee for long arm practice assessment must be negotiated between the `long-arm' practice assessor and the agency where the student is based. It is customary that this fee be paid as a proportion of the daily placement fee.

The University has resources in the form of Practice Development Tutors to support new and developing practice assessors in their roles within placements. For information on this contact the Social Work Practice Manager or Practice Placement Coordinator at UEL.

3.6 The Role of the Practice Assessor

3.6.1 The Role of MA Practice Assessors 

The role of the MA practice assessor is to facilitate and enable the student to establish and develop knowledge, skills and values basic to good social work practice in relation to the key roles 1-4 for the first year of practice, and in relation to all key roles for the final placement (See APPENDIX 5). 

Particularly important in this process is helping the student to understand the transfer of skills and learning from one context to another. Another important aspect of the practice assessor's role is to help the student to understand the role of a learner on a professional vocational course, i.e. to enable students to see that their practice learning is a developmental process in which practice and reflection are essential elements. Students may be helped to realise that an important part of the learning process is to be able to tolerate and learn from making mistakes. Student preparation for practice needs to include direct work with service users from early on in the first placement having allowed for a period of observation.

The Practice Assessor is accountable for working with the student in drawing up the Learning Agreement and completing the required Practice Assessor Evaluation Reports at Midway and at the end of placement; also ensuring the Direct Observations of practice are carried out and their written comments on the student’s workbook are complete and signed. 

By the end of the first year the student needs to be able to reflect on their work with service users in the first five key roles for professional practice. In the second year the role of the practice assessor is to enable the student to build on the learning acquired in the first year. Particularly important in this process is helping the student to understand the transfer of skills from one or more social work context to another. The practice assessor's focus is on assisting the student to reach a level of competence required of qualified workers. By the end of the student's practice learning, the student needs to be able to reflect on their work in all six of the key roles, and thus needs to be ready for independent professional practice.
The Practice Assessor again is accountable for working with the student in drawing up the Learning Agreement and completing the required Practice Assessor Evaluation Reports midway through the first year and at the end of the year; also ensuring the Direct Observations of practice are carried out and their written comments on the student’s workbook are complete and signed.

The Practice Assessor and the student have the responsibility to contact the Tutor as soon as possible if there are difficulties emerging within a placement. This contact may be simply to seek information and guidance or to consider other intervention.

3.6.2 Respective responsibilities of Practice Assessor and On-Site Supervisor 

When an Off-site or Long Arm Practice Assessor is involved, the Off-site /Long Arm Practice Assessor will be responsible for: 

· ensuring the student has access to appropriate information and resources relevant to their learning needs within the placement.

· providing a minimum one and one half hours per week supervision / practice teaching including theory and reflection.

· assisting the student in the application of social work values and anti oppressive and anti discriminatory practice in the context of the agency.

· assessing the student’s practice in relation to the assessment requirements and providing relevant reports.

· attending relevant meetings as agreed with the college tutor.

 

The On site Supervisor will be responsible for:

· providing day to day management of the student’s time and work

· providing case work supervision weekly or as required by the agency policies.

· liaising with the Practice Assessor in relation to the students workload and progression

· attending meetings as agreed with college tutor.

In the event that the On-Site Supervisor is qualified to and undertakes the role of Practice Assessor, the combined above responsibilities will be their full responsibility.  

It is required that all first time onsite supervisors attend the two day induction course in order to qualify to undertake onsite roles/responsibilities.

3.7 Tutor support for the placement

The UEL and Tavistock and Portman NHS Trust social work Masters programme works in partnership with placement providers and practice assessors. We aim to provide support for all practice assessors in a variety of ways. 

The student's personal tutor is involved in a minimum of two meetings for each year of practice learning. These take the form of three way meetings with the student and practice assessor (and may be four way meetings where there is the involvement of an off-site or long arm practice assessor). These meetings take place at the point of finalising the learning agreement (within 4 weeks of the placement starting) and at the mid-way assessment report stage of the practice learning period. 

The tutor is involved in attending to any conflict that may arise within the placement and in facilitating the assessment process for the student’s practice learning whilst on placement. The tutor is also available to clarify University procedures and expectations. The tutor and practice assessor will, in some instances, be involved in co-marking assessed work written by the student. The tutor and student and practice assessor will each complete a written evaluation at the final stage of the placement. These evaluations will be analysed by the University staff, Practice Assessment Panel and the findings considered by the Programmes Management Board. They will be used as the basis for any adjustment and developments that might be needed for existing policies and procedures. 
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3.8 Practice Assessor Workshops

Throughout the period of the placements practice learning, teaching and assessment workshops may be organised at the University for practice assessors. In the case of MA students, these workshops will be arranged in conjunction with the Tavistock and Portman NHS Trust.

These workshops provide an important contact for practice assessors and the University. The workshops represent an opportunity to clarify issues and develop skills and understanding in relation to the practice teaching role. Practice assessors may wish to develop a network of support and to continue their own professional development. This could be by engaging with the formal accredited programmes offered at UEL for practice assessors as part of a PQSW award or with the Tavistock and Portman NHS Trust MA and Advanced Award (see separate brochure) as well as learning from each other in these sessions and their agencies.

Practice assessors are advised to book the dates and times in their diaries at the beginning of the placement. We will certainly try and ensure that you feel that these workshops are an interesting and worthwhile use of your precious time.

3.9 Practice Placement Aims

3.9.1 Aims for the first year of the MA in relation to practice learning

The first practice learning period is of approximately 80 days. By the end of the first year on the Programme, students must have successfully demonstrated their performance of key roles 1-4 (see also APPENDIX 5)

Key role 1:
Prepare for and work with individuals, families, carers, groups and communities to assess their needs and circumstances

Key role 2:
Plan, carry out, review and evaluate social work practice with individuals, families, carers, groups, communities and other professionals

Key role 3:
Support individuals to represent their needs and circumstances

Key role 4:
Manage risk to individuals, families, carers, groups, communities, self and others

With the support of the practice assessor and tutor, the student will be encouraged to reflect upon the relevant theories and approaches from University and Tavistock -based learning and teaching (as well as previous experience) to inform her/his relationships and interventions with agency service users. The student will work in relation to the GSCC Code of Practice, and the key roles for professional practice. They will seek feedback on their practice from a representative sample of their service users.

By the end of the first year, students should have progressed from a surface to a deeper understanding of the social work role. Students must have a real understanding of the first 4 Key Roles for Professional Practice and be able to demonstrate this in their own practice.
3.9.2 Aims for the final year of the MA in relation to practice learning

The aim of the second year's placement or placements is to extend and consolidate the knowledge of social work theory, practice, skills and values, acquired previously and in the first year, through continuing to develop the student's understanding of the transferable nature of previous learning and the provision of new learning opportunities. By the end of the year, the aim is to enable students to demonstrate a working understanding of all six key roles for professional practice to the extent that by the end of their practice learning those involved with their assessment are confident that they are ready to practice as autonomous social workers. As well as the first four key roles, students practice now needs to encompass:

Key role 5:
Manage and be accountable with supervision and support for your own social work practice within your organisation

Key role 6
Demonstrate professional competence in social work practice.

Thus, the student is required to show an increasing ability to integrate and apply effectively theory and knowledge to practice. The student should be able to draw from a range of sources of knowledge including teaching that they have received from college, life experience and practice. This will include application of theories and methods of social work intervention, relevant knowledge regarding human development and appropriate age related processes, knowledge of policy and/or legislation and an understanding of the effects of discrimination and power differentials in society and relating to social work practice.

During this year, students will be required to write a dissertation which links their practice to research. They will be required to demonstrate an ability to conduct research in order to employ and promote knowledge of their social work practice. This is an essential requirement designed to demonstrate that students can engage in evidence based practice, and also must be of a sufficiently high academic level to justify the award of a Masters degree.

	By the end of the final year of practice learning, students must have a real understanding of all key roles for professional practice and be able to demonstrate this in their own practice. In addition, students must demonstrate an understanding of working with more complex practice issues and fully recognise the value of, and use, supervision to further their own professional development.
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3.10 Practice Supervision while on placement

3.10.1 Importance of supervision

Regular supervision on placements gives students and practice assessors alike the chance to benefit from a structured time during which work with clients can be focussed on, learned from and developed. Supervision is at the centre of the practice placement. If a student has a good learning experience in supervision during their training, it is likely that they will carry the expectation of good supervision into their post qualifying practice. The social work profession and especially our service users will benefit from this.

The minimum period to be allotted to supervision of a student undertaking the Social Work Masters programme is one and a half hours (1 ½ hrs ) a week as stated by the General Social Care Council (GSCC).

The success of supervision sessions, also known as practice tutorials, is dependent on the commitment and participation of both the student and the practice assessor. Practice assessors will guard the space, time and structure for the weekly supervision. Students will take responsibility for bringing practice issues to these sessions. Students will also take responsibility for their own learning within and as a result of the supervision sessions and for linking this learning to their continuing professional development

3.10.2 Content of Supervision sessions

Practice assessors and students are likely to consistently attend to the following four themes:

· Issues of the student’s accountability for their practice with clients within the agency settings. This will involve awareness of the policy and legislative context of the work the agency is involved with.

· The details of the work that that the student undertakes with individuals, families, carers, groups and communities within the agency setting. The approaches taken will be analysed and the learning involved articulated and made explicit. 

· The student’s own professional development will also form a regular part of the supervision. This will include the extent to which the student is able to conceptualise what the social work role and task involves and to work through and arrive at an understanding of some of the ethical dilemmas involved in complex practice

· The timetables for submission of reports by student and practice assessor, making provision for the practice assessor to view the student’s reports prior to writing their own Midway and Final reports and feedback on Indicative Examples from Practice in student’s workbook. The timetable for submission of reports is established by the programme except for students who start late or whose end of placement is delayed for any reason. Dates for submission in this situation will be negotiated by the Tutor at the Midway stage.
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 Practice Assessment 
3.11 Key principles

The programme team views the assessment of practice as a process which combines the assessments and judgements of the practice assessor and tutor with the reflection of the student and the perspectives of the service user. The process of assessment is cumulative throughout all placements. At the end of each placement though, a student needs to have demonstrated sufficiently sound practice to qualify for a Pass before they can proceed to the next stage of the course. It is important to remember that the student social worker needs to achieve, by the end of the Social Work Masters programme, the practice level of a ‘beginning social worker’. The expectation is that a social worker, particularly in their first year of qualified practice, would receive further guidance, thorough induction and regular, good quality supervision. 

At the completion of each practice learning period, you are required to submit for assessment a portfolio which collects up and analyses your learning experiences from the placement(s) and gathers together the feedback and assessment recommendation from your practice assessor(s); the feedback on your work from a sample of your service users and your own reflections and evaluation on your learning.

3.12 The Practice Portfolio
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 The practice portfolio is the document through which the standard of the written work and practice evidence produced are assessed and monitored by the relevant individuals and the Practice Assessment Panel. The Practice Assessment Panel ultimately it makes recommendations to the Assessment Board as to whether student should become qualified social workers. The practice portfolio is important in determining whether, in relation to practice learning, students should be allowed to progress from one year to the next on the programme.
It is expected that the format presented here will be closely followed in the preparation and submission of all Portfolios.

Care therefore should be taken over the Practice Portfolio’s presentation and students should ensure that both the copies submitted contain all the materials required, in the format and order required. The presentation and compilation of the Portfolio will be considered an indication of the student’s ability to prepare and provide professional reports. A poorly assembled Portfolio will reflect badly on the student’s readiness for professional practice.

We suggest that discussion of the Indicative Examples from Practice Analyses for the Portfolio forms part of the weekly supervision sessions. In order to receive regular and constructive feedback on your practice and the demonstration of the practice requirements in their writing, you should produce these on a regular basis for the practice assessor’s comments.

Students who do not submit a complete and competent practice portfolio, with comments from their Practice Assessor regarding each Indicative Example from Practice analysis, and signed by both student and Practice Assessor, will not be entitled to progress onto the next stage of the programme.

Pro-formas for use by students and practice assessors are to be found in the Practice Documentation Supplemen and on UEL plus.

3.13 The Learning Agreement 

Practice learning agreements play a vital role in the introduction of social work students into their placement and their learning role. Student, practice assessor/s and tutor all contribute to the learning agreement. The student and practice assessor/s have the responsibility for preparing the document with the tutor offering a supportive and clarifying role.

Each student and their practice assessor and tutor will develop a Learning Agreement at the beginning of each placement. This will relate to the student’s identification of their own learning needs as explored in the Position Paper. In the first practice learning period, the Learning Agreement should take into account the pre course experience the student brings with them and the areas of learning that they would wish to develop / consolidate. In subsequent placements, the focus will include those areas for development identified by the end of the first placement as well as the themes of transferability of the student’s learning from one setting and client group to another. Then to the ‘areas for further development’ and the transferability of learning from the two previous placements is added the requirement that the student is expected to achieve sufficient autonomy in their grasp of professional practice by the end of the course to reach the standard of independent professional practice. The student’s learning needs and experience need to be matched against both the six key roles for professional practice (Skills for Care / TOPSS) and the learning opportunities which the agency can offer. 

The practice assessor will wish to scrutinise practice in all areas. For the first practice learning period the practice assessor(s) will assess the student’s practice in relation to the first 4 key roles. By the end of the final practice learning period, the student will have been assessed as competent in all 6 key roles and can be expected to have achieved a level of practice which satisfies all concerned that they are ready to work with some autonomy and individual authority and that their judgement is sufficiently sound for this to be warranted. 

The learning agreement should be regularly reviewed within practice placement tutorials and provide the baseline for evaluating progress and achievement for the mid way and final placement assessments. It empowers the student to maximise learning opportunities offered by the placement.

The student will normally have been in placement for two to four weeks (but not for longer) before the learning agreement is completed. This allows time for the student to establish her/him self in the placement, to become familiar with the agency and to identify what the placement has to offer and her/his role within the agency.

A draft learning agreement should provide the basis for the first meeting with the tutor and details should then be finalised at this meeting. If a `long arm’ practice assessor is involved they should be at this first meeting. 

In both years, the learning agreement will be finalised during the first placement meeting — usually around three weeks after the start of the placement. This provides an opportunity for student and practice assessor to agree priorities and to set realistic targets for the practice learning period. The learning agreement is a key document and forms the basis for the assessment of progress at the mid placement stage, and at the end of the practice learning period. The learning agreement will identify the ways in which learning may be enabled during the placement. It will detail all the arrangements for the placement including supervision arrangements and study time.

It is essential to note that a minimum of one 1.5 hour supervision session per week is required throughout the placement. While it is anticipated that occasionally, this may be changed because of emergencies this must be seen as exceptional.

Pro-formas for use by students and practice assessors are to be found in Practice Documentation Supplement which is also on UELplus or available from the Practice Learning Team..

The pro-forma is a work document and if followed it provides the relevant pages and sections for the portfolio. It specifies the conditions and expectations on the placement in the form of the learning agreement and provides a working agreement and reference point for the placement. Expectations are thus defined and made explicit, but it is important to acknowledge that it is not a legally binding document. 

3.14 What students need to produce in the portfolio

3.14.1 Indicative Examples from Practice analyses

Each incident chosen for the Indicative Example from Practice analysis will show what involvement you had with the service user(s), how you intervened, and with what effect. What did you learn as a result? How was the service user consulted in relation to your intervention and with what outcome? You are expected to apply your theoretical and conceptual knowledge and skills to your practice and to make reference to relevant literature, including practice theories. Each portfolio is expected to include a Bibliography referencing authors of all texts and concepts used throughout. You need to briefly convey your understanding of the characteristics of the setting in which the work was carried out. This will include evidence of your understanding of the legislative and policy context of the setting and the implications of this. Your portfolio will also include the identification of your future learning needs as defined by you with the help of your practice assessor, a sample of your service users and your tutor.

Indicative examples from practice are meant to demonstrate how student have

integrated theory and practice, how they have responded to a service user’s needs,

and how in doing so they have demonstrated the skills required of someone at their

particular level in training.  By the end of the final placement students should

demonstrate skills appropriate to the level of someone about to be qualified. 

Indicative examples are meant to be snapshots of the students practice, and it is

intended that all these extracts added together should demonstrate that the student

has attained the requisite National Occupational Standards. 

It is not essential for students to recount everything they have done in a particular

case, or with a particular service user. Indeed the examples should be presented in

an analytical, rather than narrative fashion. In this sense that they will go beyond

what agencies may require, but it is important remember that their purpose is to

demonstrate that the students have integrated all that they have learnt and are

effective practitioners.

As a general guide, Indicative Examples should not be more than 1,500 words long

and certainly not more than 2,000 words. They may well be shorter.

The choice of indicative example should therefore cover the full range of National

Occupational Standards. It may be helpful to indicate at the end of every indicative

example which aspects of the National Occupational Standards have been covered.

Inevitably direct practice covers a number of different aspects of the National

Occupational Standards, and it is quite conceivable that one example may cover

several.  However it is also advisable for students to indicate, on completion of all

their indicative examples of practice, how this relates to the National Occupational

Standards. The simplest way of doing this may by cross-referencing using a matrix . 

Demonstration of attainment of National Occupational Standards 

This is not obligatory but is one straightforward and perfectly acceptable way of complying with the requirement to demonstrate that the student has attained the National Occupational Standards.

	National Occupational Standard 1
	Prepare for social work contact and involvement
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	
	Work with individuals, families, cares , groups and communities to help them make informed decisions
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	
	Assess needs and options to recommend a course of action
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	National Occupational Standard 2
	Respond to crisis situations
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	
	Interact with individuals, families, carers, groups and communities to achieve change and development and to improve life opportunities
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	
	Prepare, produce, implement and evaluate plans with individuals, families, carers, groups, communities and professional colleagues
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	
	Support the development of networks to meet assessed needs and planned outcomes
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	
	Work with groups to promote individual growth, development and independence
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	
	Address behaviour which presents a risk to individuals, families, carers, groups and communities
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	National Occupational Standard 3
	Advocate with and on behalf of individuals, families, carers, groups and communities
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	
	Prepare for and participate in decision-making forums
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	National Occupational Standard 4
	Asses and manage risk to individuals, families, carers, groups and communities 
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	
	Assess, minimise and manage risk to self and colleagues
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	National Occupational Standard 5
	Manage and be accountable for your own work
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	
	Contribute to the management of resources and services
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	
	Manage, present and share records and reports
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	
	Work within multi-disciplinary and multi-organisational teams, networks and systems
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	National Occupational Standard 6
	Research, analyse, evaluate and use current knowledge of best social work practice
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	
	Work within agreed standards of social work practice and ensure own professional development
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	
	Manage complex ethical issues, dilemmas and conflicts
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where

	
	Contribute to the promotion of best social work practice
	where specific evidence is to be found, i.e. in which of the Indicative Examples from Practice and where


3.14.2 Performance in key roles and application of code of practice 

In each practice portfolio you need to illustrate through your written work how you have understood and taken up the key roles for professional practice. This includes key roles 1-4 by the end of the first year. By the end of the final placement you need to show that you are now ready for independent professional practice. 

You will present work that you have undertaken with a service user with a range of needs over a long period of time. In each of the practice portfolios, you are required to illustrate your understanding and application of the GSCC (General Social Care Council) Code of Practice for Social Care Employees. Your portfolio will give evidence of you having been directly observed in your work with service users on at least three occasions. This evidence will be in the form of brief written reports following the pro-forma in this handbook.

The practice portfolio is primarily a means for you to exemplify, through your Indicative Example from Practice analyses, the extent to which you have managed to integrate your classroom and practice learning knowledge, values and skills. The beginning of integration is expected in your first portfolio and considerable integration by the final practice portfolio. 

3.14.3 Evidence from Service Users 

Students are required to ask for feedback from a sample of service users, including at least two of those referred to in the Indicative Examples from Practice analysed in the portfolio. The comments from the service users need to be recorded by the student and co-signed by the student and the service user. The student will then reflect on the feedback the service user has given and consider its implications for their future learning and development

Students must also demonstrate that they can communicate with service users and proof of this is to be included in direct observations by practice assessors of students engaged in communication. These observations should normally be of direct work with service users; they should not take the form of meetings which only involve other professionals.

Students are also required to submit self-evaluations following the format set out in the accompanying Practice Placement Documentation Supplement.

3.14.4 Evaluation of own future learning needs

This is underpinned by the principle of continuous professional development. 

A statement of the student’s future learning needs, developed with their practice assessor, will appear at the end of each practice portfolio and will link to the next experience of learning and integration including the first job as a qualified social worker.

3.14.5 Bibliographic sources

This should include concepts, theories and authors referred to as well as legislation and policies cited within the portfolio.

The portfolio is your opportunity to show how you have reflected on what you have done within your practice learning experience to demonstrate your capability to perform the key roles for professional practice. Since every student's placement opportunities will vary in nature and emphasis, your work will demonstrate in your own way the components of the key roles and your understanding of the Code of Practice. 

We advise you to consult the following documents all of which are included in this handbook. 

· GSCC Code of Practice for Social Care Employees; 

· Quality Assurance Agency (QAA) Code of Practice for Practice Learning

· Key roles for Professional Practice (Skills for Care/TOPSS)

3.15 Sequence of portfolio submissions

3.15.1 Midway Portfolio

It is essential that the mid-way placement assessment documents detailed below, have been completed and are available at the mid way assessment meeting between student, practice assessor and tutor. The midway portfolio should include:

The learning agreement

The student’s mid-way self-evaluation (see pro-forma)

The student’s Indicative Examples from Practice analyses (see pro-forma). Two Indicative Examples from Practice analyses should be provide at mid-way showing a selection of work in any of the key roles 1-4 for professional practice. 

one written account of service user feedback about the student’s work accompanied by the student’s reflections on the feedback process.

a practice assessor’s mid- way assessment of the student providing a brief mid-way assessment of the student’s work and a commentary on the student’s choice and quality of Indicative Examples from Practice analysis.

two direct observation by the practice assessor of the student’s work 

All documents must be appropriately signed and countersigned by practice assessor and student. Should the documents be presented unsigned this could deem the portfolio as a fail.
3.15.2 Final Portfolio

The Final portfolio will include the documents submitted at the Midway plus the following: 

Student’s Final self evaluation

The remaining Indicative Examples from Practice analyses (the number will vary depending on whether it is a first or final placement)
two more written accounts of feedback from a sample of service users accompanied by the student’s reflections on each of them

a statement of the areas for further development as agreed with the practice assessor.

Quality Assurance Report by the student and by the Practice Assessor

Practice Assessor’s Final Report

two more direct observations of practice 

quality assurance report by the practice Assessor

All documents must be appropriately signed and countersigned by practice assessor and student. 

During the first placement students will complete Key roles 1-4 and during the final placement they are expected to complete Key roles 1-6 and to demonstrate attainment of NOS via the indicative examples from practice analyses. 

3.16 Practice related academic work 

For full information as to what written assignments are required for the programme, see the Student Handbook. There is an overview of the requirements in the Assessment Schedule in the Appendix.

This section offers additional information where, as part of a practice placement, students are required to submit a specific assignment. It is expected that work undertaken in practice placements will be used as part of the assessed requirements for most modules, but in particular for PSM 404 Professional Development and PSM 405, the Dissertation module. 

 

4 Rights and responsibilities of students, 
practice learning providers and UEL

Rights and responsibilities of students, the placements providers and UEL in relation to practice placements, developed with reference to the QAA Code of Practice for Practice Learning

4.1 Student social workers’ responsibilities with respect to their practice learning

UEL and Tavistock social work students will be aware, by the time they start their first placement, that whilst in their practice agency they are responsible for representing the University of East London and the Tavistock and Portman NHS Trust, their policies and programme philosophy. 

The Social Work Masters programme is a professional qualification and students are expected to conduct themselves in a professional and responsible manner at all times in relation to all aspects of their placement. 

4.1.1 Theory, practice and values

The programme is an integrated one and students are expected to work towards integrating both the theoretical and practice aspects throughout their course. By the end of the final placement, students are expected to show sustained integration of theory and practice and to achieve the practice competence of a beginning independent social worker. By then they need to be able to reflect on their work in all six of the key roles. 

4.1.2 Working appropriately with service users and employees of the placement agency

For student social workers this involves developing their practice understanding of the requirements contained in the GSCC Code of Practice for social care employees (See APPENDIX 7) Student social workers need to be aware of their rights and responsibilities with respect to ethical issues in practice including keeping the confidentiality of their clients and being careful about maintaining the anonymity of the agency setting in any academic or other discussions in which they may be involved. They need to read and understand the implications of the social work degree programme’s Whistle-blowing Policy (see APPENDIX 8).

4.1.3 Managing their learning and professional relationships

Student social workers as adult learners need to take responsibility for making optimum use of the learning opportunities that an agency setting affords them. They are entitled to structured supervision each week and this will be the central part of the placement for them in which other aspects of their practice experience can be reflected on and integrated.

4.1.4 Recording progress and achievements

The progress and achievements of each student will be gathered together in the practice portfolios which students submit at mid-way stage and at the end of the placement (see 3.14 above). The portfolio will include feedback about the student’s practice from service users and also the formal assessment reports that the practice assessor makes in relation to the student. These will incorporate the practice assessor’s view of the student’s practice as gained also from direct observation of their practice.
4.1.5 Alerting people of potential difficulties

Students have a responsibility to alert the placement provider and the University to problems that might impede the progress or satisfactory completion of the placement. In particular, students need to take responsibility for alerting practice assessor and tutor if something is getting in the way of their successful completion of the placement. They are required to be familiar with appropriate policies and procedures in this area including:

· the Whistle-blowing policy (APPENDIX 8)

· the Academic Appeals Procedures (see Student Handbook) 

· the GSCC Code of Practice for Social Care Employees (APPENDIX 7).

4.1.6 Students’ rights regarding placements

All students have the right to expect to be:

· provided with a safe placement environment 

· treated in accordance with applicable legislation including the Health and Safety at Work Act, the Disability Discrimination Acts (including the Special Education Need Discrimination Act, the Sex Discrimination Act and the Race Discrimination Act)

4.1.7 Students with disabilities

All students with disabilities have the right to: 

· access to support, advice and assistance appropriate to their individual needs

· placement facilities that meet individual access, learning, and assessment needs
· reasonable accommodation of assessment requirements to enable students to achieve their full potential
For contacts to the Disability Service see APPENDIX 4.

4.1.8 Quality of practice learning 

All placements offered have been monitored as meeting the requirements and quality standards of the programme. 

4.2 Placement Providers’ Responsibilities

Placement providers will take responsibility for:

· Providing appropriate learning opportunities

· Providing appropriate assessment of students’ practice learning

· Attending to the health and safety aspects of the placement and provide insurance cover for students on placement.

4.3 University of East London’s Responsibilities

UEL will take responsibility for ensuring it:

· has an appropriate policy for securing, approving and allocating placements and for informing students of the consequences of a failure to secure or complete a placement 

· has a procedure for the approval of individual learning opportunities (Appendix 1)

· considers Health and Safety requirements

· considers the requirements of the regulatory, professional or funding bodies 

· ensures there is clear information available about the allocation of placements where these involve collaborative agreements between institutions, employers and placement providers or students from more than one higher education institution (for example regional or trans national consortia)

 

5 Practice Assessment Panel

Practice competence is assessed separately from academic modules. The responsibility for assessing a student’s practice rests with the practice assessor under the overall direction of the Practice Assessment Panel.

Students should be aware that practice competence cannot be assessed in the same way as academic attainment. On all social work programmes responsibility for assessing practice lies primarily with the practice assessor, who is normally employed by a social work agency. At the next level, oversight of quality of the assessment process therefore lies with an into agency body, in this case the Practice Assessment Panel. The Practice Assessment Panel is not exclusively a university body, but draws membership more widely and is ultimately responsible for the quality of professional practice demonstrated by students, and assessed by practice assessors. 

In this context, certain special regulations and requirements relates to the process whereby practice is assessed. These principles are:

1. assessment is a collaborative exercise involving practice assessors, tutors and stakeholders 

2. it is not possible for students to appeal assessment recommendations by practice assessors regarding a student competence in practice, however progression recommendations made by practice assessors are subject to review and oversight of the Practice Assessment Panel 

3. it is the Practice Assessment Panel which makes a final decision as to whether or not a student has passed the practice learning period, and is to be allowed to continue with their programme 

4. where a student has not demonstrated the required key roles, or achieved the required level of competence, the Practice Assessment Panel has to consider whether or not to offer the student in the practice learning opportunity

5. in making its decisions, the Practice Assessment Panel may draw on evidence from a variety of sources, including from the students themselves if there is a dispute about practice assessors' recommendations

The Practice Assessment Panel comprises:

· one representative from each of the local authorities who work in partnership with UEL to provide practice learning opportunities — currently these are London Boroughs of Barking and Dagenham, Newham, Redbridge, Tower Hamlets, Waltham Forest

· one representative from each of the voluntary and independent sector social work agencies who work in partnership with UEL to provide practice learning opportunities

· one or more service users or carers

· the UEL Programme Leader and Tavistock and Portman NHS Trust Organising Tutor

· professional tutors, that is social work lecturers who are professionally qualified in social work and have responsibility for oversight of students' practice learning

· one external examiner appointed to the programme — although it is not normal for external examiners to attend, they have the right to do so if they wish, and arrangements will be made by the Programme Leader for them to see a sample of work submitted to the Panel

The Chair of the Practice Assessment Panel will be appointed by the Social Work Programmes Management Board (see section 6 below). The General Social Care Council requires stakeholders to be directly involved in assessment of students and therefore membership of the Practice Assessment Panel should be representative of both stakeholders and academic tutors. The precise membership of the Practice Assessment Panel will be determined by the Social Work Programmes Management Board. 

The Practice Assessment Panel will be quorate when there are at least two academic tutors and two practice assessors present. A professional tutor, usually the UEL Programme Leader, deputises for the Chair if they are not present.

The Practice Assessment Panel will determine whether a student has successfully completed a period of assessed practice learning. In making this decision, the Practice Assessment Panel will have available to it the practice assessor's report(s) which will be in a format laid down in this Practice Learning Handbook.

Assessed practice must meet the requirements of the General Social Care Council. As well as the general requirements, the professional body requires at least three pieces of directly observed practice, and involvement of service users or carers in assessing students' competence to practice. A student cannot pass their practice learning period unless these requirements are fulfilled.

Any decision made by the Practice Assessment Panel counts as an assessment decision, and therefore its decision is final. An appeal can only be considered on the grounds laid out in the university's regulations (see Student Handbook) which relate to the process of determination, not the decision itself. In terms of interpretation of the university's regulations, the Practice Assessment Panel will be guided by the Programme Leader.

Before making a final award of MA in Social Work, the Award Board must have before it evidence that the student has passed all their practice learning, and this must be confirmed by the social work external examiner. This complies with the General Social Care Council rule that a qualified social work external examiner must be present at the final award of a qualification in social work.

The purpose of the Practice Assessment Panel is both to determine the outcome of individual placements and to scrutinise the quality of the practice learning generally. The Practice Assessment Panel may make recommendations for changes and developments in the management of the programme’s practice learning opportunities. 

Where a practice assessor is involved in decisions regarding a student they themselves have supervised, or discussions regarding an agency in which they are employed, they will declare an interest and, if appropriate, absent themselves from the discussion.

Responsibility for conveying decisions of the Practice Assessment Panel to the relevant university assessment board will lie with the Programme Leader.

6 Social Work Programmes Management Board

The Social Work Programmes Management Board is the means whereby the university works in partnership with stakeholders in order to oversee the quality of the programme as a professional qualifying course. In this regard, it also oversees the work of the undergraduate professional qualifying course, the UEL BA in Social Work.

Quality assurance matters in relation to academic teaching are the responsibility of the University, and for this purpose the university’s quality assurance procedures would apply, as set out in the University's Quality Manual (http://www.uel.ac.uk/qa/qualityass_resp.htm) produced by the UEL Strategic Planning and Quality Enhancement Unit. 

In relation to the development of the programme, the Programmes Management Board has the following functions:

· ensuring that the views and interests of the programme’s stake-holders are represented at the various operational levels, and that appropriate liaison occurs

· monitoring and evaluating the effectiveness of the Programme in terms of its aims, with particular regard to anti-oppressive and service user-centred practice

· proposing or advising on any changes in curriculum, programme structure, or regulations which seem necessary

· monitoring the resource requirements of the programme and advising accordingly

· monitoring the admissions process 

· maintaining and enhancing the academic and professional standards of the programme

· monitoring and overseeing the operational workings of the Practice Assessment Panel, except that the Programmes Management Board has no authority to overrule or amend assessment decisions made by the Practice Assessment Panel

· relating these to other developments in social work practice, organisation and training — in this connection it will take into account reports of external examiners, the Practice Assessment Panel, and any other reports or documents which may have a bearing on the development of the programme.

The Programmes Management Board meets three times a year, once per academic term. Where occasional and specific developmental needs arise, the Programmes Management Board may meet more frequently, or strategically delegate such operational planning roles to its members or their representatives. 

7 Suitability Procedure and Termination of Training 

7.1 General explanation 

Suitability Procedure refers to decisions made concerning the suitability of a student to engage in social work. This procedure may be invoked any time if there is substantive cause to believe that a student ought not to continue on a professional training course.

In accordance with GSCC guidance, UEL has ratified a procedure to follow in relation to a student if their behaviour is confirmed to be damaging or dangerous to service users, other students or programme providers, or creates unacceptable risks to themselves or others or shows a failure to follow the General Social Care Council’s Code of Practice. 

Where the individual well-being of the student is a concern, the matter would be responded to in the first instance by the personal tutor and/or Programme Leader and where relevant the practice assessor. 

Termination of training refers to the decision to end a practice learning placement prematurely. This does not necessarily reflect on a student's suitability for social work practice, and premature termination of a placement should normally results in a new practice placement being offered. Where termination occurs because of well founded concerns about the student's practice, the suitability procedure should be invoked.

Where it appears that there are grounds for terminating a practice placement before the completion date, an urgent meeting of the personal tutor, practice assessor and student will take place to consider the decision. The Practice Development Tutor or in their absence the Programme Leader will be informed of the meeting. Following the meeting, the practice assessor shall supply a report of the student's progress up to the point of termination. 

The grounds for early termination of practice shall be as follows:

· Inadequacy of learning opportunities and /or

· An unacceptable level of risk within the agency to the student's own health and/or safety and/or the health and safety of others and /or

· Confirmation that the student's practice is damaging and/or dangerous to service users and/or colleagues and /or

· Confirmation that the practice of the student creates an unacceptable risk to themselves or others.

The termination of training and suitability to practice procedures shall be conducted so as to afford the student the right to challenge evidence against them and the right to be accompanied or represented at any hearing.

7.2 Procedures

Suitability for Practice procedures are set out in Part 14 of the University's Manual of General Regulations, which reads as follows:

7.2.1 Definition

1.1 These procedures apply to those programmes leading directly or indirectly to a professional qualification or the right to practise a particular profession or calling. 

1.2 They shall be invoked where the behaviour or action of a student renders them not fit to be admitted to and practise that profession or calling and thereby ineligible to gain the award for which they are enrolled. This is most likely to occur in one of the following circumstances: 

· where the behaviour of a student puts at risk their own health and safety or that of other students, staff or members of the public;

· where the behaviour of a student will debar them from receiving professional body recognition and thus from receiving the award for which they are enrolled. 

1.3 These procedures should only be used in those circumstances where it would not be appropriate to follow our University’s general student disciplinary regulations and procedures (Part 13) or where it is not appropriate to deal with the matter through the academic assessment process. 

1.4 Each programme leading to professional recognition should make clear the grounds which would render a student unsuitable for their chosen profession and which would be subject to these procedures. 

7.2.2 Referral procedure 

2.1 Any person who is concerned that a student’s current or past actions renders them unsuitable for professional practise should inform the course tutor/subject area coordinator in writing as soon as practicable. 

2.2 It shall be the responsibility of the course tutor/subject area coordinator to determine whether there is a prima facie case that the student’s behaviour would render them unsuitable for professional practice. 

2.3 If a prima facie case is found to exist the head of school should evaluate the information and determine what action should be taken: 

· proceed under these regulations; 

· address the matter through assessment procedures; 

· proceed under our University’s general student disciplinary regulations and procedures. 

2.4 The student should be notified of the outcome as soon as a decision is reached. 

2.5 At this stage the head of school may decide that it is necessary to exclude a student temporarily from our University teaching and/or practise placement until further investigations have taken place. This should only take place where it is considered possible that if the student continues on the programme they could put the safety of themselves and others at risk or in some other way adversely affect the experience of a client group. 

2.6 If this is the case the matter should be referred immediately to the Secretary and Registrar who shall be responsible for notifying the student in writing and stating the reasons for this decision. 

7.2.3 Stage one – detailed investigation 

3.1 The head of school shall be responsible for ensuring that a detailed investigation is carried out. 

3.2 The investigation may involve meetings with staff, students or members of the public. Where this is the case a formal record of the discussions shall be made. 

3.3 Discussions may also take place with the student under investigation. Where this is the case the student shall have the right to be accompanied by one friend (who may not be a paid legal representative). 

3.4 The report shall be completed within 15 working days. A copy of the report shall be sent to the student. On the basis of the report the head of school will determine whether the case can be dismissed at this stage or whether there is evidence to suggest that the student may be unsuitable for professional practise. 

3.5 If there is evidence to suggest that the student may be unsuitable for professional practise he or she should be asked whether they accept the findings of the report. If the student accepts the findings at this stage then the head of school should notify the Secretary and Registrar immediately. The Secretary and Registrar will notify the student formally of the outcome. 

3.6 There may be two possible outcomes at this stage: 

· the student is unsuitable for professional practise and should be excluded from the programme;

· the student is suspended until such time that evidence is produced that he or she is mentally and physically fit to resume studies. 

3.7 Exclusion from the programme under these procedures will not debar the student from transferring or enrolling on an alternative programme that does not lead to professional recognition. All students that are excluded from programmes on these grounds shall receive counselling from the school about any alternative options open to them. 

3.8 If the student does not accept the findings of the detailed investigation a formal hearing shall be conducted by an investigating panel. 

7.2.4 Stage two – investigating panel 

4.1 The investigating panel shall be chaired by a member of University staff at managerial grade or above. In addition to the chair there shall be three other members of University staff on the panel and a representative of the Students’ Union. Where appropriate, up to two further members of the panel may be drawn from partner bodies in the delivery of the professional training. The panel membership must be impartial. No member of staff involved in teaching the student or supervising practise should be involved. 

4.2 Where possible we shall seek to ensure that the composition of the panel reflects the character of our institution and/or at least one person has been trained in equality and diversity issues. 

4.3 A representative of the Secretary and Registrar will be in attendance at the panel hearing and shall be responsible for preparing a written record. 

4.4 The student shall have the right to call and to question witnesses and shall have the right to be accompanied by a friend (who may not be a paid legal representative). 

4.5 The investigating panel shall have the right to call and to question witnesses in the presence of the student (and friend if present). 

4.6 If the student does not appear at the date and time scheduled for the hearing the investigating panel shall consider whether any reasons advanced for non-attendance are valid and: 

• if members so judge, adjourn proceedings to a later meeting; 

• if no reasons are advanced, or if they are judged invalid, proceed in the respondent’s absence, regarding him or her (subject to any written account) as having admitted none of the allegations. 

4.7 The investigating panel shall consider its findings in private and shall submit a written report to the Secretary and Registrar as soon as is practicable following its deliberations. 

4.8 In determining whether the case has been proven, the panel must be satisfied on the balance of probabilities. 

4.9 There are three possible outcomes: 

· there are insufficient grounds to demonstrate that the student is unsuitable for professional practise; 

· there are sufficient grounds to conclude that the student is unsuitable for professional practise and that the student should be excluded from the programme; 

· the student is suspended until such time that evidence is produced that he or she is mentally and physically fit to resume studies. 

4.10 Where there are insufficient grounds to demonstrate that the student is unsuitable for professional practise, the student can continue on the programme and the school must make arrangements to ensure that the student has an opportunity to complete any learning that may have been missed. 

4.11 Where there are sufficient grounds to exclude the student from the programme this will not debar the student from transferring or enrolling on an alternative programme that does not lead to professional recognition. The student shall be offered counselling by the school about any alternative options open to them. 

7.2.5 Stage three – appeals against the decision of the investigating panel 

5.1 A student may only appeal against the decision of the investigating panel on two grounds: 

· that due process had not been followed;

· that there was supporting evidence of which the panel was unaware and which the student was unable to bring to the attention of the investigating panel. 

5.2 An appeal must be submitted in writing to the Secretary and Registrar within 14 working days of the date of the letter notifying the student of the outcome of the investigating panel. The appeal letter must explain the grounds for appeal and/or include any new evidence. 

5.3 Within 10 working days of receipt of the complaint, the Secretary and Registrar or nominee will decide that there is a prima facie case to convene a review panel comprising staff not previously involved in the case. 

5.4 The composition of the review panel and the procedures followed will be the same as for an investigating panel. 

5.5 The review panel shall review the case and any new evidence that has been presented to determine whether or not this materially alters the finding of the original investigating panel. 

5.6 A representative of the Secretary and Registrar shall be in attendance at each meeting of the panel. 

7.2.6 Independent Review 

6.1 If the appellant has exhausted the internal procedures set out above and is not satisfied with the outcome he/she may request that the case is reviewed by the Office of the Independent Adjudicator which is a body independent of our university. 

6.2 The grounds and eligibility for review shall be determined by the Office of the Independent Adjudicator. 

6.3 The findings of any case considered by the Independent Adjudicator shall be considered directly by the Board of Governors. The Board of Governors shall take the recommendations of the Independent Adjudicator into account in reaching a final decision about any action that should be taken in response to the appeal. 

6.4 The decision of the Board of Governors is final and there shall be no further appeal against this decision. 
 

APPENDIX 1 Procedure for Approving an Individual placement

In addition to the many diverse and interesting placements that the University of East London and Tavistock and Portman NHS Trust has offered to student social workers over the years, we are continually seeking to develop our pool of practice learning opportunities. Our placement development work is underpinned by the following principles:

1.
The views of Service User groups with whom we are involved have told us that they would like our students to understand what it is like to be a client and to get close to the lives of their clients as a way of building up this understanding. The implications of this is that we need to extend our placements to include those settings where service users can be closely engaged with including community centres, day and residential facilities, user-led organisations and carer’s groups.

2.
Appointing experienced and qualified social workers as practice assessors. Those with a practice teaching qualification and/or experience in the role are invited to attend practice learning workshops at UEL(x 3). Those new to the role of practice assessor are required to register for a five day training programme. This will include the following components:
adult learning theories and the implication of these approaches for the design of teaching, learning and assessment opportunities

anti-oppressive approaches to practice teaching and assessment

supervision and professional development

involving service users in practice learning and assessment including seeking and making use of feedback

direct observation of practice, writing assessment reports and (co-) marking academic and practice assignments

Other related developmental opportunities are offered as Level 3 Units linked to the Post Qualifying Award in Social Work; and/or as a UEL and Tavistock and Portman NHS Trust MA and Advanced Award in Social Work (Advanced Educator pathway)

3.
Stake-holder involvement in the social work degree programme. Where possible we endeavour to involve placement providers (and practice assessors) with other stake-holders including service users in the design, implementation and evaluation of the programme. We seek the active involvement of our placement providers at meetings of the Programmes Management Board. Practice Assessors active with our programme are invited to become involved in the Practice Assessment Panel (to assess and moderate practice standards and the quality of placement learning opportunities). 

4.
Promoting opportunities for shared learning with other professions. Part of our placement development work will involve identifying those opportunities that offer students the chance to learn along side other professions in community mental health settings, primary and secondary health settings, social care and education settings, youth justice settings and in all kinds of relevant multi-disciplinary teams. 

5.
Providing opportunities for students to offer a service over an extended period of time to people with a range of needs. There are 75 practice learning days in the first practice learning period and 125 in the second.

6.
Making sure that all graduates are fit for social work practice involves placement providers recognising that students have signed a Declaration of their (Good) Health at the start of the course. They have had police clearance to work in the field of social care. They understand the selection criteria for student social workers. Placement providers need to commit to the programme polices that ensure that students are fit for practice. These include the Whistle-blowing Policy (see appendix 2) and the Suitability procedure (see Appendix 2); 

7.
Complaints and Appeals procedures are part of the University’s quality assurance process. All involved in placement provision: employers, practice assessors, tutors and students need to be aware of these polices and procedures and how to access them to ensure that problems that might arise can be addressed and sorted out.

8.
Auditing practice learning opportunities. The University is required to audit placements to ensure that they meet the academic standards required in the Social Work Benchmark statement from the Quality Assurance Agency for Higher Education (QAAHE) along with the curriculum requirements of the Department of Health and the national occupational standards for social workers prepared by the Training Organisation for the Personal Social Services (TOPSS now Skills for Care). In addition, the QAAHE Code of Practice for Placement Learning requires that placement providers are audited in relation to their ability to:

-
Provide learning opportunities to enable students to meet the learning outcomes to be achieved

-
Support students on placement

-
Fulfil their health and safety responsibilities with regard to the level of each student’s skills and experience 

 9.
 Publishing regular quality reports on the programme. Stakeholders including employers who are placement providers will have the benefit of regular quality reports on the programme. The reports will be one outcome for a dynamic process of programme monitoring and envelopments to which all stakeholders will be invited to contribute.

 

APPENDIX 2 Exceptional Circumstances within the Placement

Placement breakdown

Within the overall framework for assessment there are a number of safeguards which are designed to ensure that any difficulties arising during a placement can be dealt with promptly and, wherever possible, that these will not interfere with the progress and successful outcome of the placement. However we recognise that from time to time, situations will arise where the placement ceases to be viable. This could be because of a practice assessor or a student being unable to complete the placement for personal or health reasons. It could be because unforeseen external constraints affecting the agency prevent the completion of the placement. It might also be that the relationship between practice assessor and student makes the continuation of practice learning inappropriate. The following procedures have been designed to deal with various aspects of these situations.

Where reports are not submitted because of circumstances beyond the student’s control in a first placement (e.g. sickness or other absence of practice assessor), the student should be required to provide a final self-evaluation report which details all items of work undertaken, the learning outcomes for each piece of work and the student’s assessment of their learning. This should be presented, together with the completed placement portfolio, to the Practice Assessment panel, which will then make a decision about this. 

In the event that assessment reports are not submitted for a student in their second year or subsequent year, but where the student has met all other placement requirements, the self evaluation and placement portfolio should be completed (together with any supporting evidence from relevant placement staff) and an oral examination will be arranged. The panel for this examination will include a tutor from the course other than the personal tutor, an external examiner and an independent practice assessor. The student’s personal tutor should be asked to submit a detailed report and if necessary to speak to it at the oral examination board. The report of this panel will be submitted to the Practice Assessment Panel, which will then make a decision.

Where the student is unable to complete the placement, an interim report must be submitted to the tutor as soon as possible so that appropriate arrangements for a new placement may be made and practice learning may be completed or repeated. Where completion of the placement in another setting is appropriate, the information from the previous report will be considered at the practice assessment panel, together with subsequent assessments.

Placement extensions

Where there is clear agreement at the midway stage or later, that a student has not yet reached the required level of competence, but shows the likelihood of being able to do so within a reasonable length of time, an extension to the existing placement should be considered. Where this requires a deferral of consideration of student progression, it should first be reported to the Practice Assessment Panel to determine what action to take.

APPENDIX 3 Students who are not meeting practice learning requirements

By the midway meeting with the tutor it should be clear if the student 'is not on target' to be passing the placement. 

If, at the mid way stage of the practice learning period, the student is deemed to be in danger of failing, the practice assessor needs to provide clear, specific evidence about the student's work. This assessment will be both in the comments on the student's Indicative Examples from Practice submission and in the midway report and direct observation reports. The mid way feedback to the student should be part of the ongoing assessment process in supervision and include what the student needs to do in order to use the time left to improve practice to a standard required to pass. 

At the final stage of the practice learning period, if the student is deemed to have failed then again there needs to be clear, specific evidence about the reasons for this in the feedback comments on the Indicative Examples from Practice in the portfolio and in the practice assessor’s final report. If the student has failed to adequately reflect on their work in one or more of the key roles, then they must be deemed to have failed the placement. It is expected that practice assessor and student will work together on these matters in their regular supervision sessions.

The tutor will be included in the assessment process. There should be clarity about whether the fail recommendation should be “fail discontinue" in other words that it is not considered appropriate to offer the student another attempt at completing a placement at this level in which case the student would not be eligible for a social work award, or if the recommendation should be fail but the student be offered another (‘repeat’) placement. The student should be made aware of what the recommendation is and why this is being made. 

The practice assessor makes a recommendation as above, which the Practice Panel then ratifies, and in turn makes a final recommendation to the Award Board in the case of a final placement. The Practice Assessment Panel bases its decisions on the recommendations by practice assessors, tutors and can invite the practice assessor to the Practice Assessment Panel if this is deemed necessary.

University regulations mean that the Award Board makes the final decision as to whether the student passes or fails the degree programme. 

If the student has failed the placement this is a 'referral'. Practice assessors can also recommend a ‘deferral'. In this case it is felt that the student has not yet reached a stage in terms of the competences of passing the placement but should not fail the placement but that the student would benefit from further time on placement either in the same placement or elsewhere. If the recommendation is that the student retakes the placement in a different agency, they will usually be required to complete the full number of placement days in their new setting. Any recommendation needs to be backed with a clear rationale and indication of what needs to change or improve in order for the student to meet the requirements. 

In the event of an assessment disagreement between the practice assessor and tutor which cannot be resolved and which precludes the student’s progression either to the second year or third year of the programme, or to the award of the degree, in addition to the standard documentation required of the student and practice, the tutor is required to provide a full report to the External Examiners. If the External Examiners believe more evidence is required in order to form their recommendation, they may suggest an oral examination be arranged. This should take place before the Practice Assessment Panel, preferably prior to the sitting of the Board, which would normally consider the student’s progression.

The panel for the oral examination will consist of a tutor from the course other than the personal tutor, an external examiner and an independent practice assessor. The student’s personal tutor should be asked to submit a detailed report and if necessary to speak to it to the oral examination panel. The practice assessor may also be asked to attend this panel. The report of this panel will be submitted to the next meeting of the Practice Assessment Panel who will make recommendations to the Assessment Board. In all such cases, the final decision regarding student progression must be made at a full meeting of the Board.

APPENDIX 4 Information for Disabled Students

If you are a disabled student, it is important to seek support that will enable you to get the very best out of your time at UEL. Please let the Programme Leader or Module Leader know if there is anything that would help your learning and studying on the module or if you need assistance of any sort during assessment.

At UEL, there is a Disability Service which provides advice, support and assistance in seeking financial assistance which may be available to you. Details can be found on the following page of the University intranet:

http://www.uel.ac.uk/disability/index.htm
Services offered by the university are comprehensive and include:

· Arrangements for specialist software use with the IT Department
· Dyslexia screening service (for people who may be dyslexic) 

· One-to-one study skills support where your disability / dyslexia requires this 

· Exam modifications / special arrangements for assessment and marking

· Use of equipment in the special needs rooms in the libraries (the key can be obtained from the library staff) 

· Advice to tutors on the nature of your disability/ dyslexia and what impact this will have on your study. We will help liaise with staff if you feel it necessary. Your tutors can be asked to provide modified teaching materials or handouts, e.g. copies of OHP's; seating at the front of the lecture theatre 

· If you have mobility problems you can request a car-park pass 

· We can offer advocacy, advice and support on your behalf in any liaison between you and other staff and services at UEL 

· Guidance, advice and support in finding personal assistants, e.g. scribes in exams, note-takers, BSL Communication Support Workers, mentors, readers, library assistants, etc. 

· Some assistance is available from a small annual budget if you need items which cannot be provided from other sources, such as the Disabled Students' Allowances.
In addition the university employs a number of disability advisors and dyslexia advisors, with facilities for assessment at Stratford. Full contact details can be found at the end of the student advice page which is at:

http://www.uel.ac.uk/disability/booklets/students.htm
 

APPENDIX 5 National Occupational Standards for Social Work

The National Occupational Standards aim to provide a baseline for identifying standards of practice which should be reached by a newly qualified social worker. The full version of the Occupational Standards is available on the Training Organisation for the Personal Social Services (TOPSS) / Skills For Care website. These are the Key roles for professional practice:

Key Role 1

Prepare for and work with individuals, families, carers, groups and communities to assess their needs and circumstances

· Prepare for social work contact and involvement

· Work with individuals, families, cares , groups and communities to help them make informed decisions

· Assess needs and options to recommend a course of action

Key Role 2

Plan, carry out, review and evaluate social work practice with individuals, families, carers, groups, communities and other professionals

· Respond to crisis situations

· Interact with individuals, families, carers, groups and communities to achieve change and development and to improve life opportunities

· Prepare, produce, implement and evaluate plans with individuals, families, carers, groups, communities and professional colleagues

· Support the development of networks to meet assessed needs and planned outcomes

· Work with groups to promote individual growth, development and independence

· Address behaviour which presents a risk to individuals, families, carers, groups and communities

Key Role 3

Support individuals to represent their needs, views and circumstances.

· Advocate with and on behalf of individuals, families, carers, groups and communities

· Prepare for and participate in decision-making forums

Key Role 4

Manage risk to individuals, families, carers, groups, communities, self and colleagues

· Asses and manage risk to individuals, families, carers, groups and communities 

· Assess, minimise and manage risk to self and colleagues

Key Role 5

Manage and be accountable, with supervision and support, for your own social work practice within your organisation 

· Manage and be accountable for your own work

· Contribute to the management of resources and services

· Manage, present and share records and reports

· Work within multi-disciplinary and multi-organisational teams, networks and systems

Key Role 6

Demonstrate professional competence in social work practice 

· Research, analyse, evaluate and use current knowledge of best social work practice

· Work within agreed standards of social work practice and ensure own professional development

· Manage complex ethical issues, dilemmas and conflicts

· Contribute to the promotion of best social work practice

APPENDIX 6 QAA Core Statements for Social Work

The Quality Assurance Agency (QAA) Benchmark statement for social work sets out, in outcome terms, the requirements for the achievement of an academic award at degree level. Students would be expected to reach this level before being awarded a degree. The Full Benchmark statement is available on the QAA website on: www.qaa.ac.uk
These are the 5 Core areas of Subject Knowledge and understanding that the QAA identifies:

· Social Work Services and Service Users

· The Service Delivery Context

· Values and Ethics

· Social Work Theory

· The Nature of Social Work

There are also 5 QAA Areas of Subject Skills and Other skills for Social Work Masters Students:

· Information Technology and Numerical Skills

· Problem Solving skills including:

· Managing problem-solving activities

· Gathering information

· Analysis and synthesis

· Intervention and evaluation

· Communication skills 

· Skills in Working with Others

· Skills in Personal and Professional Development

APPENDIX 7 General Social Care Council Code of Practice for Social Care Employees

As a social care worker you must protect the rights and promote the interests of service users and carers. This includes:

· Treating each person as an individual;

· Respecting and, where appropriate promoting the individual views and wishes of both service users and carers;


· Supporting service users rights to control their lives and make choices about the services they receive;

· Respecting and maintaining the dignity and privacy of service users;

· Promoting equal opportunities for service users and carers ; and

· Respecting diversity and different cultures and values.

As a social care worker, you must strive to establish and maintain the trust and confidence of service users and carers. This includes:

· Being honest and trustworthy;

· Communicating in an appropriate, open, accurate and straightforward way;

· Respecting confidential information and clearly explaining agency policies about confidentiality to service users and carers;

· Being reliable and dependable;

· Honouring work commitments, agreements and arrangements and, when it is not possible to do so, explaining why to service users and carers ;

· Declaring issues that might create conflicts of interest and making sure they do not influence your judgement or practice; and

· Adhering to policies and procedures about accepting gifts and money from service users and carers.

As a social care worker, you must promote the independence of service users while protecting them as far as possible from danger and harm. This includes:

· Promoting the independence of service users and assisting them to understand and exercise their rights;

· Using established processes and procedures to challenge and report dangerous, abusive discriminatory or exploitive behaviour and practice;

· Following practice and procedures designed to keep you and other people safe from violent and abusive behaviour at work;

· Bringing to the attention of your employer or the appropriate authority resource or operational difficulties that might get in the way of the delivery of safe care;

· Informing your employer or an appropriate authority where the practice of colleagues may be unsafe or adversely affecting standards of care;

· Complying with employers’ health and safety policies, including those relating to substance abuse;

· Helping service users and carers to make complaints, taking complaints seriously and responding to them or to the appropriate person; and

· Recognising and using responsibly the power that comes from your work with service users and carers

As a social care worker you must respect the rights of service users while seeking to ensure that the behaviour does not harm themselves or other people. This includes:

· Recognising that service users have the right to take risks and helping them to identify and manage potential and actual risks to themselves and others;

· Following risk assessment policies and procedures to assess whether the behaviour of service users presents a risk of harm to themselves or others;

· Taking necessary steps to minimise the risks of service users from doing actual or potential harm to themselves or other people; and

· Ensuring that relevant colleagues and agencies are informed about the outcomes and implications of risk assessments

As a social care worker, you must uphold public trust and confidence in social care services. In particular you must not:

· Abuse, neglect or harm service users, carers or colleagues;

· exploit service users, carers or colleagues in any way;

· Abuse the trust of service users or carers or the access you have to personal information about them or to their property, home or workplace;

· Form inappropriate personal relationships with service users

· Discriminate unlawfully or unjustifiably against service uses, carers or colleagues

· Condone any unlawful or unjustifiable discrimination by service users, carers or colleagues;

· Put yourself or other people at unnecessary risk;

· Behave in a way, in work or outside work, which would call into question your suitability to work in social care services.

As a social care worker, you must be accountable for the quality of your work and take responsibility for maintaining and improving your knowledge and skills. This includes:

· Meeting relevant standards of practice and working in a lawful, safe and effective way;

· Maintaining clear and accurate records as required by procedures established for your work;

· Informing your employer or the appropriate authority about any personal difficulties that might affect your ability to do your job competently and safely;

· Seeking assistance from your employer or the appropriate if you do not feel able or adequately prepared to carry put any aspect of your work, or you are not user about how to proceed in a work matter;

· Working openly and cooperatively with colleagues and treating them with respect;

· Recognising that you remain responsible for the work that you have delegated to other workers;

· Recognising and respecting the roles and expertise of workers from other agencies and working in partnership with them; and

· Undertaking relevant training to maintain and improve knowledge and skills and contributing to the learning and development of others.

APPENDIX 8 Whistle-blowing (Disclosure of Public Interest) 

Whistle-blowing refers to making disclosures which are deemed to be in the public interest. The whistle-blowing policy and procedures for use by students on the UEL Social Work programmes are set out below. 

Where

The Student Handbook alerts students to the existence of the Whistle-blowing policy from the start of their programme of learning at UEL. This Placement Handbook alerts students and their practice teachers to the existence of the Whistle-blowing policy and to its relevance to the placement context. This policy is available to all students registered for the social work Masters.

Why

The University of East London’s policy for implementing the Public Interest Disclosure Act (see UEL Policy on Disclosure of Public Interest, UEL Manual of General Regulations and Policies, 2002) extends to all students enrolled at the University, including when they are on the practice placements. The policy states:

“All staff (and students) should be aware that it is a fundamental term of every contract of employment that an employee will faithfully serve his or her employer, and will not disclose confidential information about the employer’s operation, which is calculated or likely to destroy the mutual trust and confidence on which the employment is based. However, where an individual discovers prima facie evidence of serious malpractice, impropriety or wrongdoing within the organisation, then the information should be disclosed without fear of reprisal”
What

The UEL whistle-blowing policy has been constructed in the context of the Public Interest Disclosure Act 1998 (PIDA). This legislation requires that those responsible for the care and protection of vulnerable people are protected by law if/when making ‘qualifying’ disclosures about their concerns regarding the care of the client group. The Act covers the rights of all levels of staff and trainees (such as student social workers) involved with client care. The terms of the Act render “gagging clauses” that may exist in employment or student contracts, unenforceable.

Our policy asserts that UEL will assume responsibility for undertaking an investigation should this be deemed necessary in the event of serious malpractice, impropriety or wrongdoing in matters related to the educational process in the University or placement agency. The University recognises that where a concern unrelated to the learning experience is raised about an external body the Universities own powers to investigate may be limited both by practical considerations and legal constraint. 

When

The occasions when staff and students are protected by the legislation are when they are making what is referred to as qualifying disclosures. Disclosures that qualify for protection under the Act include the following situations:

a) a criminal offence has been committed, is being committed or is likely to be committed. 

b) a person has failed, is failing or is likely to fail to comply with any legal obligation to which s/he is subject

c) a miscarriage of justice has occurred, is occurring or is likely to

d) the health or safety of an individual has been, is being or is likely to be endangered

e) the environment has been, is being or is likely to be damaged

f) Academic or professional malpractice

g) Improper conduct or unethical behaviour

h) attempts to conceal any of the above.

The term any legal obligation in b) includes a breach of a statutory, or regulatory requirement, contractual obligations and common law obligations such as negligence.

How and to whom

The Act offers protection if (but not otherwise):

the disclosure is made in good faith

the disclosure is made in the reasonable belief of the person making the disclosure the information made available tends to show malpractice

the disclosure is made to an appropriate person or body. (At UEL the person is the Social Work Masters Leader who will in turn inform the Clerk of the Board of Governors)

The intention of the Act is to encourage all staff, including student social workers, to raise any serious concern they may have about the organisation in which they are working/training. Our students are required to report their concerns to the University. In the first instance this will be to the Social Work Masters Leader. The Masters Leader will advise the student on the preparation of a Statement about the matter. The Masters Leader will also advise the student on the possible limits of any investigation and on what might be considered normal practice and how this differs from malpractice. The Statement will be submitted by the Social Work Masters Leader to the Clerk of the Board of Governors on the student’s behalf. The student’s name will be disclosed to the Clerk. The Clerk will consider the information available and decide if there is a case to answer. Before concluding, the Clerk will decide whether an investigation should be conducted and if so who should undertake it. The appropriate body to conduct the investigation will depend on the nature of the matter raised. Where it is appropriate, placement providing organisations will need to conduct an internal investigation 

All organisations providing placements to UEL are required to identify a contact person for these purposes who is competent to lead such an investigation. This will normally be via the organisation’s own whistle-blowing procedure. All placement providers are required to put a whistle-blowing procedure in place as part of their contract with UEL. The UEL Policy on Public Interest Disclosure may be used as the basis for this. 

A placement providing organisation concluding its investigation will submit a report setting out the findings to the Clerk of the Board of Governors who will forward the finds to the Social Work Masters Leader and the student. 

APPENDIX 9 Complaints Procedure

If you feel that the University has not delivered the standard of service which it would be reasonable to expect, you may be entitled to lodge a complaint, in accordance with section Part 17 of the Manual of General Regulations and Policies. The Complaints Procedure should be used for serious matters, and not for minor things such as occasional lapses of good manners or disputes of a private nature between staff and students. Complaints can be lodged by students, prospective students and members of the general public, but cannot be made by a third party.

Separate procedures exist for the following, which therefore cannot form the substance of a complaint:

· appeals against the decisions of Assessment Boards;

· complaints against the Students' Union;

· appeals against decisions taken under disciplinary proceedings; complaints about businesses operating on University premises, but not owned by the University;

· complaints relating to personal harassment or discrimination on sexual, religious, racial or other grounds.

The procedure has three possible stages: 

· Complaint raised informally with the staff concerned at the local level (Stage 1)

· Complaint to Head of School/Department or other line manager (Stage 2)

· Appeal to a Complaints Review Panel (Stage 3)

Every reasonable effort should be made to raise the complaint informally. If no satisfactory outcome is reached, you can lodge a formal complaint with the Complaints Liaison Officer, based in the Quality Assurance Department. You are also advised at this point to discuss the matter with a member of the Students’ Union Welfare team.

A complaint must normally be lodged within two calendar months of the incident giving rise to the complaint; this ensures that the people involved still remember the case, and the facts can be established.

Further information about the University’s complaints procedure, including copies of the formal Complaints Form, are available for view at www.uel.ac.uk/qa.

APPENDIX 10 Social Work Staff Contact List

	School of Social Sciences, Media & Cultural Studies

	University of East London

Docklands Campus 

4-6 University Way

LONDON E16 2RD
	 Telephone 020 8223 6238

Field Fax No. 020 8223 2808

	Role
	Name
	Tel: UEL = 020 8223followed by extension no.
	e-mail

	Acting Head of School
	Judith Burnet
	2771
	j.burnett@uel.ac.uk

	Field Leader

MA Programme Leader
	Robert Johns
	2241
	r.g.johns@uel.ac.uk

	Senior Lecturer

BA Programme Leader
	Clare Parkinson
	2240
	c.p.parkinson@uel.ac.uk

	Professor of Social work Tavistock and Portman NHS Trust
	Professor Andrew Cooper
	020 7435 7111
	acooper@tavi-port.nhs.uk

	Senior Lecturer

Practice Assessment
	Marie Joseph
	2115
	m.joseph@uel.ac.uk

	Reader in Social Work / Senior Lecturer Tavistock and Portman NHS Trust
	Steve Briggs
	 
	sbriggs@tavi-port.nhs.uk

	Practice Learning Manager
	Careen Hanson
	2688
	c.a.hanson@uel.ac.uk

	Placement Development Tutor/Lecturer
	Ellen Rabinowicz
	2932
	e.rabinowicz@uel.ac.uk

	Placement Development Tutor/Lecturer
	Christina Pomeroy
	2981
	c.pomeroy@uel.ac.uk

	Senior Lecturer
	Simon Lynn
	2775
	s.b.lynn@uel.ac.uk

	Senior Lecturer
	Robin Mutter
	7826
	r.mutter@uel.ac.uk

	Senior Lecturer (International Social Work)
	Darrell Fox
	7178
	d.j.fox@uel.ac.uk

	Field Administrator
	Sylvie Hudson
	2768
	s.j.hudson@uel.ac.uk

	Placement Administrator
	Jennie Phelan
	6238
	j.phelan@uel.ac.uk

	Placement Assistant/Administrator
	Kathy Dale
	7711
	k.m.dale@uel.ac.uk

	Senior Lecturer
	Kurshid Meehan
	020 7435 7111
	kmeehan@tavi-port.nhs.uk

	Senior Lecturer
	Dawn Luddick
	2777
	d.ludick@uel.ac.uk


	Organising Tutor
	Angela Foster
	020 7435 7111
	afoster@tavi-port.nhs.uk

	Librarian
	Robin Stinson
	2625
	 


APPENDIX 11:  Calendar – 2007/08 Taught modules and practice learning days
YEAR ONE for STUDENTS enrolled in September 2007
	Week beginning
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY

	17 September 2007
	INDUCTION
	PSM 400
	PSM 400
	PSM 402
	ENROLMENT

	24 September 2007
	PSM 400
	PSM 400
	PSM 400
	PSM 402
	PSM 400

	01 October 2007
	PSM 400
	PSM 400
	PSM 400
	PSM 402
	PSM 400

	08 October 2007
	PSM 400
	PSM 400
	PSM 400
	PSM 402
	PSM 400

	15 October 2007
	PSM 400
	PSM 400
	PSM 400
	PSM 402
	PSM 400

	22 October 2007
	READING WEEK

	29 October 2007
	STUDY
	PSM 401
	STUDY
	PSM 402
	PSM 401

	05 November 2007
	STUDY
	PSM 401
	STUDY
	PSM 402
	PSM 401

	12 November 2007
	STUDY
	PSM 401
	STUDY
	PSM 402
	PSM 401

	 19 November 2007
	STUDY
	PSM 401
	STUDY
	PSM 402
	PSM 401

	26 November 2007
	STUDY
	PSM 401
	STUDY
	PSM 402
	PSM 401

	03 December 2007
	STUDY
	PSM 401
	STUDY
	PSM 402
	 PSM 401

	10 December 2007
	STUDY
	 STUDY
	STUDY
	PSM 402
	STUDY

	17 December 2007
	university vacation

	24 December 2007
	university vacation

	31 December 2007
	HOLIDAY
	HOLIDAY
	STUDY
	STUDY
	STUDY

	07 January 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	STUDY

	14 January 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 403

	21 January 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 403

	28 January 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 403

	04 February 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 403

	11 February 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 403

	18 February 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 403

	25 February 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 403

	03 March 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 403

	10 March 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 403

	17 March 2008
	PRACTICE
	PRACTICE
	STUDY
	HOLIDAY
	HOLIDAY

	24 March 2008
	HOLIDAY
	PRACTICE
	STUDY
	PRACTICE
	STUDY

	31 March 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 403

	07 April 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 403

	14 April 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 403

	21 April 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 405

	28 April 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 405

	05 May 2008
	HOLIDAY
	PRACTICE
	STUDY
	PRACTICE
	PSM 405

	12 May 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 405

	19 May 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 405

	26 May 2008
	HOLIDAY
	PRACTICE
	STUDY
	PRACTICE
	PSM 405

	02 June 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 405

	09 June 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 405

	16 June 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 405

	23 June 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 405

	30 June 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	PSM 405

	07 July 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	STUDY

	14 July 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	STUDY

	21 July 2008
	PRACTICE
	PRACTICE
	STUDY
	PRACTICE
	STUDY

	28 July 2008
	university vacation
	 work in own agency for sponsored students

	04 August 2008
	university vacation

	11 August 2008
	university vacation

	18 August 2008
	university vacation

	25 August 2008
	university vacation

	Target total number of practice days = 80-100


2007-2008: 
YEAR TWO: for STUDENTS enrolled in September 2006

	Week beginning
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY

	03 September 2007
	PRACTICE  and DISSERTATION PREPARATION (days negotiable)

	10 September 2007
	PRACTICE  and DISSERTATION PREPARATION (days negotiable)

	17 September 2007
	PRACTICE  and DISSERTATION PREPARATION (days negotiable)

	24 September 2007
	PRACTICE  and DISSERTATION PREPARATION (days negotiable)

	01 October 2007
	PRACTICE  and DISSERTATION PREPARATION (days negotiable)

	08 October 2007
	STUDY
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	15 October 2007
	STUDY
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	22 October 2007
	STUDY
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	29 October 2007
	STUDY
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	05 November 2007
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	12 November 2007
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	19 November 2007
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	26 November 2007
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	03 December 2007
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	10 December 2007
	 GROUP RELATIONS EVENT

	17 December 2007
	PRACTICE  or STUDY (days negotiable)

	24 December 2007
	university vacation

	31 December 2007
	university vacation

	07 January 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	14 January 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	21 January 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	28 January 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	04 February 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	11 February 2008
	STUDY
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	18 February 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	25 February 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	03 March 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	10 March 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	17 March 2008
	PRACTICE
	PRACTICE
	STUDY
	HOLIDAY
	HOLIDAY

	24 March 2008
	HOLIDAY
	PRACTICE
	STUDY
	PRACTICE
	STUDY

	31 March 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	07 April 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	14 April 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	21 April 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	28 April 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	05 May 2008
	HOLIDAY
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	12 May 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	19 May 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	26 May 2008
	HOLIDAY
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	02 June 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	09 June 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	16 June 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	23 June 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	30 June 2008
	PSM 404
	PRACTICE
	STUDY
	PRACTICE
	PRACTICE

	07 July 2008
	PSM 404
	PRACTICE
	PRACTICE
	PRACTICE
	PRACTICE

	14 July 2008
	PRACTICE
	PRACTICE
	PRACTICE
	PRACTICE
	PRACTICE

	21 July 2008
	PRACTICE
	PRACTICE
	PRACTICE
	PRACTICE
	ENDS

	Target total number of practice days = 100-120 depending on how many completed in Year One


APPENDIX 12:  PAP/Programme Management Board Meetings
	20th February,  2008       10am - 2pm
	Year 2 Midway Panel

	14th April, 2008              10am - 2pm
	Year 1 Midway Panel

	4th July 2008                  10am - 4pm
	Year 1 & 2 Final Panel

	24th January 2008            2pm - 4pm
	Programme Management Board

	22nd May 2008                 2pm - 4pm
	Programme Management Board
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