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Policy Statement

1.1. (Name of organisation) is committed to a consistent and supportive approach to student placement that contributes to the development of a skilled workforce.  
1.2. (Name of organisation) also asserts that working with students can contribute to the development of a learning culture, and can raise the profile of the organisation.
2. Purpose
2.1. To provide guidance on all aspects of student placement within (Name of organisation).
2.2. To ensure that placements are mutually beneficial, that students are properly recruited and well managed, and that placement students are provided with meaningful learning opportunities.
2.3. To support management of risks and issues that may occur.  
3. Scope

3.1. This policy applies to all students on work placement within (Name of organisation).

3.2. All student placements will be over the age of ______________.
3.3. Student placements are considered to be a partnership of student, agency and placing body.
3.4. This policy should be read in conjunction with the Student, Intern and Volunteer handbook and all other policies relating to the operation of the organisation as outlined below.
4. Glossary of Terms and Definitions

4.1. Student Placement: A specified period of work experience undertaken as part of a course and / or qualification at college, university, other educational agency.  There may be specific aims and objectives associated with the placement which may require assessment.  

5. Principles

5.1. (Name of organisation) values the unique contribution students bring.
5.2. The purpose of student placements is to provide an opportunity for students to learn.  
5.3. Students will not be treated less favourably on the grounds of sex (gender), marital status, disability, age, religion, sexual orientation, race, colour, ethnic, or national origins.

5.4. Students must not be regarded in the same way as a paid staff member; they do not have the same responsibilities of a paid staff member.  However, they will be regarded as a member of the team and will be expected to uphold the same standards of behaviour/conduct as paid staff members.
5.5. This organisation has a responsibility for the health, safety and welfare of students on placement.  Students also have responsibility for their own safety and that of their team.  Students must follow the direction of their manager at all times.  
6. Roles and Responsibilities

6.1. College, University, other educational agency (heneforth referred to as the placing agency)
6.1.1. The placing agency should, in writing, introduce the placement student, giving (Name of organisation) a profile of the student, highlighting any specific needs and an outline of their course content.
6.1.2. The placing agency should ensure that they and the student are fully informed of the nature of the service provided by (Name of organisation) and as far as possible that the student is suited to the work of this service. 
6.1.3. In some occasions it may be necessary for the student to have a practice-based or clinical supervision (e.g. trainee counsellors, nurses etc.). It is the responsibility of the placing agency to ensure that a clinical supervisor is in place.  If there is someone within the staff of (Name of organisation) who is suitably qualified then we may be able to offer clinical supervision.
6.1.4. The placing agency must provide evidence of insurance and garda vetting before the student placement begins.  If the student is under 18 years of age they must have written consent of a parent or guardian before the placement begins.  This should be provided by the educational agency.
6.2. Students on Placement
6.2.1. Students will be required to read key operational policies as part of their induction.  They will be required to sign-off that they had read and understood the policies, as per the Quality Assurance Policy.
6.2.2. Students should be encouraged to interact fully within the duties s/he and academic tasks as agreed in the Student Agreement and assigned by their placing agency
6.2.3. The student may be given specific projects or roles by the organisation and should seek to complete these to the best of their ability.
6.2.4. The student commits to communicating any concerns, issues or questions with their supervisor both in supervision, and as issues arise.
6.3. Service
6.3.1. The manager/practice supervisor will be responsible for all student placements in (Name of organisation). 
6.3.2. The manager/practice supervisor is responsible for ensuring that the student receives a full induction, and that there are formal weekly supervisions.  Students must not work unsupervised.
6.3.3. As far as possible, it is the responsibility of (Name of organisation) to provide a real and rich learning environment for the student.
6.3.4. (Name of organisation) will provide clear information to the placing agency on the nature of the service provided and challenges therein to support a suitable match for the student and this service.
6.3.5. Students should be allocated a mentor.  This mentor should not be a manager, but should be an established member of staff.  The role of the mentor is to provide the student with an example of good practice and to ensure that any questions or concerns are appropriately addressed.
6.3.6. In relation to Garda vetting, it is the responsibility of the service to inform the College, University, other educational agency in regards to the services position on the level of Garda vetting necessary for a placement to be offered.  This will be done by providing the educational placement with the relevant Garda vetting policy; it should be noted that the organisation will deal with situations on a case by case basis where issues arise with Garda vetting.
6.4. Staff
6.4.1. The role of team members is to provide a supportive learning environment for the placement student, and to model professionalism.
7. Processes
7.1. While the organisation values student placements, there are limits to the number of student placements that the organisation is able to facilitate at any one time.  The maximum number is ______ (no).  This number may be renegotiated following discussion and agreement by (the manager / management team etc).
7.2. Currently (Name organisation) has placement agreements with (names of educational institutions and / or courses).  Students from other institutions will be considered on a case-by-case basis.
7.3. Placement:
7.3.1. The duration and timing of the placement will be agreed in advance of the placement between the manager, the student, and the placing agency.
7.3.2. Students on placement should have a clearly defined role, i.e. duties and responsibilities which will be documented in the Student Agreement.  A copy of this should be given to the student, kept on file in (Name organisation), and if requested a copy given to the placing agency.
7.4. Induction:

7.4.1. At the first meeting between the student and their supervisor / the manager the student and supervisor will complete the student agreement which will be signed and forwarded to the placing agency as required.

7.4.2. The student and supervisor will plan an induction (sample induction checklist appendixed below).

7.4.3. Placement students will complete a full induction process where they will receive the following information:
7.4.3.1. Student, Volunteer and Intern Handbook

7.4.3.2. Student Placement Guidelines
7.4.3.3. Confidentiality Policy
7.4.3.4. Child Protection Policy

7.4.3.5. Code of Practice Policy

7.4.3.6. List of Duties and Responsibilities
7.4.3.7. Health and Safety Information (emergency exits, evacuation procedures, first aid facilities, health and safety policy, accident reporting, specific hazards, policy on smoking), layout of the building, toilets, etc., security procedures, grievance procedure, and organisational culture and values (background, vision and mission statements, key strategies and objectives).
7.4.3.8. Other
7.5. Documentation:
7.5.1. A file will be maintained on all placement students containing information pertaining to the placement.  All information will be stored in line with Data Protection obligations as outlined in the Student, Intern and Volunteer Handbook and the Data Protection Policy
7.5.2. This should include:
7.5.2.1. Student Agreement

7.5.2.2. Induction Checklist

7.5.2.3. Supervision / appraisal / review records.
7.5.2.4. Special support needs e.g. diability, medical condition etc.
7.5.2.5. Information on next of kin and contact details for placing agency.
7.5.2.6. C.V/Application form.
7.5.2.7. An outline of their course content and relevant assignments to be completed.
7.5.2.8. Evidence of insurance.
7.5.2.9. Evidence of Garda vetting.
7.5.2.10. Written consent of a parent or guardian (provided by the college, university, or other educational agency).
7.5.2.11. Other
7.6. Disciplinary: 
7.6.1. It is the responsibility of managers to ensure that the performance and conduct of the student placement is monitored and corrected where necessary. Placement students who do not comply with expected codes of conduct / behaviour will be subject to disciplinary procedures.  
7.6.2. It will be made clear to the placement student and placing agency that the placement will cease in instances of gross misconduct (theft, incapacity through alcohol or drugs, assault, etc.).  On such occasions the placing agency will be informed of the termination of placement in writing.  
7.6.3. In instances of minor misconduct (reporting late without reasonable explanation, minor cases of insubordination, etc.), the first step will be informal supervision on a one–to-one basis to review and improve or change practice. However, if such incidences re-occur the manager should inform the placing agency to ensure a fair and timely removal of the student from the work placement.
7.6.4. Students have a right to appeal the decision through the organisations grievance policy.
7.6.5. The organisation will also comply with the placing agencies’ fitness to practice policies.  
7.6.6. Please see Student, Volunteer and Intern Handbook / Disciplinary policy for further information on this section.
7.7. Record Keeping
7.7.1. Students should keep records of their work in line with the requirements of their placing agency.
7.8. End of Student Placement
7.8.1. Dates for the end of the placement will be agreed prior to the placement beginning.  If this arrangement must be changed, students should inform their supervisors of an impending departure at least two weeks in advance.
7.8.2. Upon completion of the placement, (Name of organisation) agrees to comply with reporting mechanisms of the college, university, other educational agency agreed in advance.
7.8.3. Student placements should be given an exit interview to share their perspectives on the placement.  This should include an opportunity to share positive and / or negative experiences they encountered while on placement at (Name of organisation).
.

Appendix 1: Student Agreement

	Student Name /  Placing Agency
	

	Title of the student role
	

	Supervisor name and role 

(name organisation)
	

	Supervisor name and role 

(placing agency)
	

	Supervision arrangements
	

	Starting Date: ________________________  / Finishing Date: _______________________

	Place of Work:
	

	Hours of Work: (insert day and times below)

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	
	
	
	
	
	
	

	Arrangements regarding assignments (e.g. specific time to be put aside, supervision supports ):


	Tasks to be Undertaken in Agreement with Placing Agency

	1. 

	2. 

	3. 

	4. 

	5. 

	6. 

	7. 

	Signed (student): 

	Signed (name organisation supervisor):

	Signed (placing agency supervisor):


Appendix 2: Induction Checklist for Students and supervisors

	INDUCTION CHECKLIST FOR STUDENTS


	Name of Student:


	Date started:

	Name of Supervisor:
	Project completion date for induction:


The organisation will aim to ensure that all the items on this list are discussed with you within the first [time] of commencing your placement.   Please tick each subject as you have been informed about it and have had a chance to ask questions.  Once all the information has been covered to your satisfaction, please sign the form with your supervisor.  The supervisor will keep this form throughout your induction and will file it in your student file following its completion.

	Items to be covered with each new student

	Completed / Discussed

	Category
	Description
	Yes
	No

	Health and Safety


	Emergency exits and evacuation procedures
	
	

	
	First aid facilities
	
	

	
	Health and safety policy (including sharps disposal etc)
	
	

	
	Accident / incident reporting
	
	

	
	Policy on smoking
	
	

	Policies and procedures
	Core policy  & agreed timeframe for sign off
	
	

	
	Core policy & agreed timeframe for sign off
	
	

	
	Core policy & agreed timeframe for sign off
	
	

	
	Core policy & agreed timeframe for sign off
	
	

	
	Core policy & agreed timeframe for sign off
	
	

	
	Location of policies for future reference
	
	

	The Building
	Layout of the building, toilets, etc.
	
	

	
	Introduction to colleagues / organisation chart
	
	

	
	Telephone system / phone list
	
	

	
	Computer / photocopier / fax
	
	

	
	Car parking arrangements
	
	

	
	Security procedures
	
	

	Time and hours
	Absence/sickness reporting procedures
	
	

	
	Supervision and appraisal arrangements
	
	

	
	Discipline and grievance procedures
	
	

	
	Working hours / notification of change of hours
	
	

	
	Probationary period
	
	

	Training
	Agreed training plans
	
	

	
	Learning and development opportunities 
	
	

	Culture and values
	Background
Vision and mission statements
Key strategies and objectives
	
	


I have been informed about and understand the above items.

Signature of student: 





 Date: 

I confirm that this Induction Programme has been completed for the named volunteer.

Signature of supervisor





 Date: 

	INDUCTION CHECKLIST FOR SUPERVISOR


	Name of student:


	Date started:

	Name of Supervisor:
	Project completion date for induction:


· Each item on this list should be discussed with the new student.  

· Please ensure that the student has adequate time to ask questions and understand each item appropriately.

· Try to adhere to agreed completion date.
· Ensure a copy of the signed form is given to the manager / stored in the volunteers file.

	Items to be covered with each new employee


	Completed / Discussed

	Category
	Description
	Yes
	No

	Health and Safety


	Emergency exits and evacuation procedures
	
	

	
	First aid facilities
	
	

	
	Health and safety policy (including sharps disposal etc)
	
	

	
	Accident / incident reporting
	
	

	
	Policy on smoking
	
	

	Policies and procedures
	Core policy  & agreed timeframe for sign off
	
	

	
	Core policy & agreed timeframe for sign off
	
	

	
	Core policy & agreed timeframe for sign off
	
	

	
	Core policy & agreed timeframe for sign off
	
	

	
	Core policy & agreed timeframe for sign off
	
	

	
	Location of policies for future reference
	
	

	The Building
	Layout of the building, toilets, etc.
	
	

	
	Introduction to colleagues / organisation chart
	
	

	
	Telephone system / phone list
	
	

	
	Computer / photocopier / fax
	
	

	
	Car parking arrangements
	
	

	
	Security procedures
	
	

	Time and hours
	Absence/sickness reporting procedures
	
	

	
	Supervision and appraisal arrangements
	
	

	
	Discipline and grievance procedures
	
	

	
	Working hours / notification of change of hours
	
	

	
	Probationary period
	
	

	Financial
	Reimbursements for out of pocket expenses and payment arrangements of same
	
	

	Training
	Agreed training plans
	
	

	
	Learning and development opportunities 
	
	

	Culture and values
	Background
Vision and mission statements
Key strategies and objectives
	
	


