4. Learning in work placements

What's in
this section?

4.1

4.2

4.3

44

4.5

Drafting the Placement Learning Plan (PLP) with the learner
and partners.

Using the learner profile flowchart to help design the PLP.

Using the PLP to agree SMART targets and complete the
E2E Passport Activities Plan.

Supporting the learner through the first few days.

Supporting learners and assessing learning during the work
placement.




4.1 Drafting the Placement Learning Plan
with the learner and partners

Your learners now have most of the important information they
need to plan their work experience programme:

e a self-assessment of the skills they have and those they need
to develop;

e an idea of the kind of work experience programme that will
benefit them based on their research;

e an understanding of their rights and responsibilities in relation to
health and safety and equality and diversity;

e key objectives for the E2E programme confirmed and ready to
draft SMART' targets for the next steps.

The next stage is to draft the PLP. The template in this resource is
based around the employability framework we introduced in
Planning and providing work experience for your learners. It also
indicates who is involved in supporting and assessing the learning.

The PLP on the next page shows Step 4 for Darren. He would like to
work in construction but is not yet completely sure about which
craft area he prefers. His learner profile is one of a clear vocational
interest, or ‘narrow focus'.

Darren’s work tasks have been broken down clearly to identify
specific tasks, Skills for Life and Key Skills, personal and social skills,
and vocational and employability skills learning components. He is
also thinking about his progression route after E2E. Remember that
the PLP is a working document that can be added to and amended
as necessary.

Notice that the level of detail here is now sufficient to develop
SMART learning targets for Darren’s Activity Plan at his learner
review, which we cover in Getting the most out of learner reviews
in this ring binder.

! Specific, Measurable, Achievable, Realistic, Time-related.
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4.1 Drafting the PLP with the learner and partners
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Getting the most out of work experience



The benefits
of a PLP

The PLP should support the E2E Passport, not replace it. It is useful
because it:

e emphasises the need to devise learning experiences across the
three E2E core curriculum areas;

e helps the learner to identify and talk about skills they will use on
the job;

e helps to maximise all the learning opportunities available in work
placements that may otherwise be overlooked;

e engages all partners in playing their part to support and assess
learning so that the learner benefits from an enriching and
integrated learning experience;

e records the shared understanding of all partners and helps
communication;

e provides a structure for reviewing progress and helping the
learner to develop the habit of reflecting upon skills learnt.

Remember to use the PLP template as a working document that
you and the learner can develop as you discuss the learning
opportunities the placement offers. Creating the plan should
involve the key people responsible for providing the learning
opportunities, and might include:

The employer or supervisor Work placement tutor
Work placement tutor

T~

THE LEARNER

Skills for Life/ / Connexions PA

key skills tutor

Other partners, for
example YOT? worker

2Youth Offender Team.

4.1 Drafting the PLP with the learner and partners 5




The learner should now be aware of the skills they need to develop
An effective PLP across the three E2E core curriculum areas and these should be
central to the planning conversation. However, it is your
professional skills that will ensure the PLP is robust. An effective
PLP will:

e set out the skills learners need to develop in order to progress in
their placement and how they will do this;

e setout the new skills they will be expected to learn during the
placement and how they will do this;

e indicate information about which professional person will
support the development and assessment of the skills in the
plan, for example, the Skills for Life tutor, the employer, the
placement tutor or key worker.

A well-planned work experience will help the learner make step
changes in their skills and abilities and so it is important to create a
PLP that is both challenging and realistic.

Learner review point \&R

At this stage you can ask your learner to prepare for a learner review. They can use the
template, Preparing for my learner review, on the Tutor resource CD-ROM. Ask them to
bring to the review their notes from the research activities they have done in this section.
You can also use this review to check their understanding of their rights and
responsibilities at work.

The E2E Passport

During this review you may:

e confirm the learner’s key vocational objectives;

e draft or confirm SMART targets for work experience in the Activity Plan.




4.2 Using the learner profile flowchart to
help design the PLP

In planning the PLP, we need to be aware of the particular
characteristics of E2E learners who may:

not yet be ready for a placement that involves a commitment of
whole weeks of attendance;

lack confidence and self-esteem and are concerned about
relating to people in authority in the workplace;

need to develop the communication skills necessary to function
with confidence in the workplace;

be working towards the development of functionality in literacy
and/or numeracy;

experience external pressures on their time that interfere with
their commitments, such as housing issues or the need to liaise
with external agencies;

be working towards the development of employability skills that
will enable them to cope with the demands of the workplace.

The characteristics and personal circumstances of each individual
learner will help to shape and form the priorities they have on their
placement. By identifying the particular needs of the learner
through a robust process of initial assessment and planning and
preparation, a learning plan can be prepared that enables the
learner to:

feel safe and secure on their work placement;
be fully aware of their learning goals while on their placement;

feel that they have a clear structure and purpose for their
placement;

be confident in relating to employers and fellow employees.

Designing the PLP is easier if you use a structured approach. You
may want to remind yourself about the three learner profile case
studies in Section 2.5. Look at the three example flowcharts that
facilitate the learning journey for Naz (not yet focused), Gemma
(ready to find a focus) and Darren (narrow focus).




The flowcharts suggest prompts and questions, and support ideas
that need to be considered at different stages in the journey for
learners who fit these profiles. It is important to remember that we
must not categorise learners or lose sight of their individual needs.
However, using planning tools such as flowcharts or checklists
ensures we do not forget important matters such as the need to
offer choice, opportunities for ‘quick wins’ to build confidence, and
the need to build breadth as well as depth to the work experience
for each learner.

The PLP planned and negotiated by Naz with his tutor follows.
Before you look at it, see how the tutor used the learner profile
flowchart from Section 2.5 to plan and design the route for Naz.




Facilitating Naz's
learning journey

Starting profile

Entry Level 3 literacy skills, Level 1
numeracy skills.

Would like to work outdoors - likes
sports.

No particular occupational interests yet.
Lacks confidence in himself and others

after difficult family life and finds
relationships difficult.

Stimulus

e An outdoor placement would be ideal.

Could be sports centre, garden centre,
construction, ground maintenance?

e Numeracy is strong, so a chance to apply

this skill would build confidence and
self-respect.

Engagement

e Naz can research jobs with these

specifications in the local paper and Job
Centre.

e Check the jobs he finds on Connexions

website to find out the sort of work he
would be doing.

Needs to develop literacy and numeracy
skills.

Determined to succeed; he identified
persistence as his main strength.

Working in a well established, small
team would be supportive.

The right placement will motivate
learning in literacy and numeracy.

Short list two or three of particular
interest then rank them in order of
interest. Initially consider the first choice
job, keep the others for second or
alternative placements to widen
experience later.



Skills development

Naz will plot the skills needed for his first
choice job using centre tutors as
support. Use a grid to record them
under the E2E curriculum headings:
Skills for Life, personal and social skills,
vocational skills.

PLP will include learning targets relating
to these skills needs.

Building self esteem

Support Naz by checking out placement
possibilities with the employer for his
first choice job.

Support Naz to write up a CV
emphasising his achievements and
personal qualities.

Focus

Prepare for interview: prepare a list of
questions for the employer at initial visit,
including “What will | be doing?”.

Consider how he will relate to the
people he'll be working with.

Prepare PLP with learning targets for
his first work placement including
Skills for Life, personal and social skills
and vocational/employability skills.

e Practise job search skills: letter writing,
telephone skills, interview skills, learning
to analyse information and ask relevant
questions.

e Use Skills for Life Embedded Learning
Materials where context is relevant.

e Aim for Numeracy Level 1 National Test
in two months.

e Encourage Naz to write to his first choice
employer, including information he has
found out about the job he’s interested
in and his understanding of the skills
he'll need for the job, matched with his
own skill set and interests.

e With Naz, discuss learning targets with
employer and establish how they can
help him on his placement.



Bringing it
all together

Now look at Naz's complete PLP. It relates to a two-week placement
in the Parks and Leisure Department of the local council. Notice that
not all the sections are totally complete. This is to allow Naz to add
any other essential learning tasks that happen during the
placement.

For guidance on how to manage this stage of the planning process
look at CPD Activity 5, Using learner profiles to develop Placement
Learning Plans, in Section 5.2, Messages for Subject Learning
Coaches: Developing tutors’ skills. There are templates on the
Tutor resource CD-ROM to help you draft flowcharts and for the
Placement Learning Plan.
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4.2 Using the learner profile flowchart to help design the PLP



Step 3

"d|9y ued | MOy pue 311UdD 3y} SN 01 S3I|IgesIp
yum ojdoad 1oy syuswabuesse [edads Inoge 1no pul4

~

"SWLI04 3Y3 1IN0 ||y 03 Pa103dXa W | JI SIY) op
0} MOY MOUy| 03 paau — Juswdinbs jo A19jes ayi buppayd

‘SIY1 1noge mouy 01 pasu — Juswdinbs buisn

*SIY3 INOCR MOUD| O} PI3U — spiezey il

sanss| A11S19A1p pue Ayjenb3

sanss| A1ajes pue yyeaH

"SIy} Op | 31043q 103N}

3417404 SIS Y1 wouy djoy awos 196 03 paau Aew | ysap
bupjooq ay1 uo bupjiom 1oy Ajje1dadss — pasedaid aq ued
| 1843 OS }29M YdeD 404 Bulop 9 ||IM | }IBYM MOUY 0} PaSN

isinoy /¢ Aw jo ped siyi si pue sbuiusana
10 91e| Y410M 0} Pa123dxa 3q | ||IMm OS|e — Ino peauds si Sy}
MOY MOU3| 3,UOp | INQ SINOY /€ 10} M40M 0} pasoddns wie |

{9sn ued | 1eyy Aglesu
doys e a1ay3 si Jo Aep A19A3 ul youn| payded e ayel 03 pasau
| Op — sjuswabuelle pue yeaiq ydun| IN0ge Mouy| 0} pasN

91| A]|B3J | 9S3Y1 JO SUO YdIym Sp1dap
01 3w d|ay p|nNoyYs SIY1 — 243U 3INSIS| Y1 Ul }JOM SWOS
pue sded syl Ul }I0M SWOS SAJOAUL [|IM JudWdde|d sy

"SI9)J0M J3Y30 33 JO Aue 19w Jou dAeyY | ybnoys
‘921U A[|eaJ SWI3s ays pue JosiaRdNs Y3 19w Apealje aaey |

‘Juswde(d

UO wWe | sY99M oM} Y3 bulnp sbuiyl may e 33inb uo yJom
0} 9duUeYd 3Y3 dARY [|IM | *[IDUNOD |EDO] 3Y3 JO JusWeda(
SUSpJeD pue Syied ‘2INsIaT Y1 YUM g ||Im Juswde|d sy

¢butop aq | [j1m yeym

{1uswade|d ay1 Inoge mouy| Apeadje | op ey

jyuswade|d A :g daas

AHOM HO4 AQV3IH .-uZ_._.._.m_O\

Getting the most out of work experience

14



Step 4

‘2op|d 1ybui a3

ui s1 buiyifiana 1oyl aw yum
}23Y> 0} Wiy ¥Sp pup 3day
s1juawdinba ay) a1aym 1no
puy 03 £ib9 yum xiop) ‘supojd
buiyopod yum djay |jim Lipo

JjosAw 1no buifi}

uayj pup 3siy 3o buimoppys
‘s1y3 uo 2afojdwa Jayroup
yum bupiiom aq [jipm

slinis Aujiqedojdws
pue jeuoiledop

"abipyd uraq [jim |
ybnoyj ‘suoissas buiuipii ay3
yum djay apinoud [jim Aipo

"saypISIW
buijjads ou 24p 2123 0S 1ISIA
SIY uo up|d uoiIssas ay} ¥2ay>
djay Jjim ony A “Abpsaupa
pup Abpsan ] uo juawdinba
Jo bupydayd pup dn buinyas
ay1 buimoppys aq Jim |

¢buluiba ay;
burojuow pup buipiroid ioj
a|qisuodsal aq [|Im oym

"SUOISSas Buluana Ajiea
Kepsiny] pue Aepsaupap
Uo SG |-Iapun 3y} 10} ||eq100}
pue ||eqiaseq J0) A1eD yum
Suolssas bulules} syl uny

‘buiydeod syods

Aw 10} SUOISSSS OM] INO ue|d
Jusawdinba

9y1 buppayd pue dn buimss

1oy Aj1ep punoJ ay3 319jdwiod)

Z 19am - Bujop aq ||Im | Jeym

‘awoy }p Jo jiodsup.y
yim swiajqoid Aup aip 213y}
J1awi djay Jjim 1ax10Mm A3y

JJ1s sburyooq moppys o3 aw
10§ abuDLID [[IM JOSINIdANS
Aw pup sj1ys a213004d 03

aw djay Jjim Jaxiom A3y

;buiuipa|
ay1 bunoyiuow pup buipinoid
10§ 31qisuodsal aq [|IM OYyM

*dw uo buif|a1 aq 1ybiw
9|doad usym swiy uo dn
Buiuiny Aq y40m jo suididsip
9y3 01 pasn buinaon

"SUOIIeAIDSD
bunjel pue s1axdn
Buinssi ‘syuswAed bupje]

S|IIS |eIDOS pue [euosiad

7404 SIS

L }93m — BuIop 3q [[1M | oYM

ued buiuiea Jusawaded AW iy dois

A4OM OL wz_Ow\

15

4.2 Using the learner profile flowchart to help design the PLP



4.3 Using the PLP to agree SMART
targets and complete the E2E Passport
Activities Plan

Setting SMART targets is an important and challenging final step
when preparing the learner for the work place.

Effective targets are:

e ‘bite-sized’ steps that build up to achieve the learner’s overall
objectives;

e relevant and achievable to provide positive reinforcement and
build confidence;

e sufficiently challenging to encourage the learner to
move forward;

e decided, set and written down by the learner.

The last of these essential features is arguably the most critical to
success. Learners need to decide and set their own targets to be
fully motivated but it takes time and practice to be able to do this
well, and many learners will need support. If you and your learners
have been following the steps to creating a PLP, your learners
should be engaged, well motivated, keen to do well in their work
placement and ready to create and record their SMART targets in
their E2E Passport Activity Plan.

Below you will find Activity Plans for the two weeks of Naz's
placement, relating to the PLP in Section 4.2 above. He has now
recorded the learning targets that will structure and guide his
learning at work. This is the document that Naz will take to work to
remind himself and his employer or supervisor what he needs to
cover each week. He can also use it to record and reflect daily on the
learning outcomes and the staff supporting him can add feedback.

The PLP and the Activity Plans will form a structured and detailed
record of what has been achieved on the placement, of which skills
need practice or reinforcement and where attention needs to be
focused in the next learning cycle. The learner will bring their
completed PLP and their Activity Plans to their next learner review.

To help you and your learners develop SMART targets, see Section
5.2, CPD Activity 6, Getting better at target setting. This activity
can be adapted to use with learners.




Activity Plan

Plan Number: Week 1

Date of week
beginning

Monday

Tuesday

Wednesday

Thursday

Friday

What am | going to do today to
help me achieve the targets
agreed at my last progress
review?

Turn up for work every day at
9.00am. If there are any problem:s,
phone my key worker first and
then the placement by 9.30am.
Get to know the routine for
cleaning the areas and facilities
and do two shifts on this by
myself in the first week. Make a
checklist to help me.

Observe three afternoons of
booking on Tuesday, Wednesday
and Thursday. Includes taking
payments, giving change, issuing
tickets, taking reservations.

Do a cleaning shift by myself to
make sure all areas are clean and
tidy. Use the checklist to help me.
Ask supervisor to check my work
and give me feedback.

Do a cleaning shift by myself to
make sure all areas are clean and
tidy. Use the checklist to help me.
Ask supervisor to check my work
and give me feedback.

Run my own booking session with
a colleague helping and checking
my work on Friday afternoon.

Comments from my Key Worker, trainer and employer

Learner's comments, for example:
What skills have | learnt and used?
What have | enjoyed/not enjoyed?
What have | done well in?
What do | need help with?



Activity Plan

Plan Number: Week 2

Date of week
beginning

Monday

Tuesday

Wednesday

Thursday

Friday

What am | going to do today to help
me achieve the targets agreed at my
last progress review?

Complete at least one round of
checking and setting up the
equipment this week. Use the centre
folder and make my own checklist of
activities and equipment to help.
Complete two session plans
(basketball and football for under-15s)
with no spelling mistakes using the
template in the Sports Leadership

(SfL Embedded Learning) materials.

Find out where equipment is

kept for training sessions and make
sure it is put back in the correct place.
Shadow the setting up and checking
of equipment on Tuesday and
Wednesday. Use my checklist.

Run the two training sessions on
Wednesday and Thursday and get
feedback from Gary on at least one
of the sessions.

Check that under-15s are able to put
equipment away properly.

Run training sessions and get
feedback from Gary.

Check that under-15s are able to put
equipment away properly.

Complete a round of checking and
setting up the equipment on my own.
Use my checklist of activities and
equipment to help. Get feedback
from Gary.

Comments from my Key Worker, trainer and employer

Learner's comments, for example:
What skills have | learnt and used?
What have | enjoyed/not enjoyed?
What have | done well in?
What do | need help with?



4.4 Supporting the learner through the
first few days

Learners need to feel safe and secure at work before they can think
about what they need to do next and how to be successful. The first
few days of a placement can be an anxious time for many,
particularly those who lack confidence or have experienced failure
in previous placements or those who have set themselves
particularly high aspirations.

Some of the Standards Unit pilot centres helped their learners
overcome initial worries by creating work placement log books
which included some simple but re-assuring ‘what to do if ...’
information. You might adopt this idea to create a Frequently Asked
Questions (FAQs) leaflet for your own organisation.

Section 5.5, Messages for Subject Learning Coaches: Working
with employers, has more ideas for building communication
between learner, employer and E2E provider, and maintaining a
supportive environment in the workplace.

Here is some of the essential information your learners will need.
You can probably add more.



Young person

contact details

Key Worker
contact details

Personal Adviser
contact details.

Employer contact
details

The workplace

People at work to
support you (and
their roles).

Health and safety

Equal
opportunities

name, address, date of birth, emergency contact, telephone
numbers. National Insurance number. Email address, E2E start
date.

Name, address, telephone number, email address.

Name, address, telephone number, email address.

Name, address, telephone number, email address.

Start date of placement.

Days and dates to attend.

Start and finish times.

What to do if you can’t go to work, or you are late.
Break times.

Eating arrangements.

Supervisor or line manager — who to report to?
Work colleagues in the team.
Personal mentor or ‘buddy’.

Work place health and safety rules.

What to do if you notice something unsafe at work.

What to do if you are asked to do something unsafe or for which
you are not trained.

First aid officer.

First aid arrangements, for example first aid box or first aid room.

What to do if you:

e feel you have been unfairly treated or discriminated against;
e feel uncomfortable or upset;

e see others being unfairly treated.




4.5 Supporting learners and assessing
learning during the work placement

Receiving and acting on feedback is an important part of the
learning process and one that E2E learners sometime find difficult
to cope with.

Research?® shows that while learners with high self-esteem do not
need praise to perform well, those with low self-esteem need to
hear what they have done well in order to believe that they actually
have.

There are some techniques that you can use to ensure your
formative feedback is effective and shapes future learning
behaviour:

e Be positive. Celebrate what the learner can do and has achieved,
that is, what they know and understand.

e Describe what actually happened and do not be judgemental.
Avoid words such as ‘good,’ ‘bad,’ ‘right,’ ‘wrong’.

e Assess performance against specific learning or work targets.
Use success criteria to judge and measure progress. This is easier
to do if you have agreed well-structured targets with clear
outcomes. Section 5.2, CPD Activity 6, Getting better at target
setting, can help you with this.

e Involve learners and encourage them to reflect and assess
themselves against their targets. Help them to identify how they
can improve their performance in future. Self-assessment
checklists are valuable tools.

e Focus on the benefits to the learner and not to the trainer,
assessor or employer.
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e Give feedback when the learner is likely to be most receptive
to hearing it and in a quiet, private area. Privacy is particularly
important if the feedback needs to focus on areas for
development.

e Feedback should always be constructive, identifying strengths
and achievements, and strategies for improving future
performance.

Successful feedback relies on tutors having good coaching and
communication skills. You can find more in-depth help and guidance
to develop these skills in Getting the most out of learner reviews in
this ring binder, and the Standards Unit resources Using motivational
dialogue to help E2E learners progress, published separately.

Remember that employers and others will be supporting your
learners, assessing their performance and giving feedback in the work
place. Their feedback will be most valuable to learners if it follows the
good practice guidelines above. You could use these guidelines as a
checklist to help employers help learners most effectively.

Employers and other professionals may also be in a position to
provide evidence for, or to assess learners for, accreditation. They will
need the skills and abilities described above, recording and tracking
documentation and criteria against which to measure success. Your
work placement records should take account of this assessment
opportunity, particularly as your organisation begins to adopt the
Recognising and Rewarding Progress and Achievement in Non-
accredited Learning (RARPA) ‘Staged process’ to recognise and
record soft skills.




Learner review point \LR

At this stage you can ask your learner to prepare for a learner review. They can use the
template, Preparing for my learner review, on the Tutor resource CD-ROM resource. You
can ask them to bring to the review their PLP and their completed Activity Plans with
their own reflections and feedback from employers and others in the work placement.
You can also use this review to check their understanding of their rights and
responsibilities at work.

The E2E Passport

During this review you may:

e confirm the learner’s key vocational objective and plan for the Moving On phase of
the programme, identifying and planning progression routes;

e revisit Steps 1-3 of the PLP and identify the next appropriate stage of the work-related
learning programme for the learner.




