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This is a broad guide to how the placements will be monitored.

Background

For the Equal Work Experience Placements to be evaluated so that the process can evolve, they will need to be monitored. The attached draft proposals are based on research from a number of sources, drawn from employers, trainers and placements, where monitoring is an integral part of the process.

· To assess the progress and worth of the placement to both the Beneficiary and the Work Experience Placement Manager, by involving both parties in the process.

· To ensure that the Placement is relevant to the aims and objectives of the scheme.

· To ensure that the Placement has a value to all parties.

· To ensure that there is documented feedback to support the scheme to all the relevant parties e.g. BHCC, Equal, JCP (in terms of protecting Beneficiaries’ entitlement to Benefits/Allowances where applicable).

· To identify areas where more support to either the Beneficiary or the Work Experience Manager is required in the process of operating the scheme.

· To produce documentary evidence that will inform development of the scheme and celebrate success.

It is assumed that a suitable Beneficiary and a Placement Manager has been identified as a match.

An Action Plan/Personal Development Plan (PDP) is drawn up which outlines to both the Manager and the Beneficiary the objectives to be followed during the lifetime of the placement. Ideally this will be drawn up in consultation with all parties, so that the work experience delivers a range of experience and scope to progress which is measurable and which can be reviewed and documented. This will include 4 possible elements: 

· A range of work experience tasks/duties, 

· Some product training where necessary (although as a work experience placement this is likely to take the form of mentoring to accomplish specific tasks rather than training as such), 

· Job search for internal/ external vacancies and mentoring (this is vital if the Beneficiary is in receipt of a Benefit/Allowance to protect their entitlement, hence the reason JCP MUST be informed of progress/ issues in attendance and achievement throughout the lifetime of the placement).

· Monitoring and Review with all parties.

What makes a good employee?

This has been defined, over a considerable period of time, by both employers and training providers as a person who can demonstrate:

· A range of occupational skills relevant to the job (usually stipulated in the Essential Criteria).

· A range of “core skills” (basic skills that are needed to do pretty well any job).

· Ability to transfer skills, knowledge & experience and abilities to new and different situations.

· Personal Effectiveness – abilities often described as soft skills and criteria such as teamwork, ability to use own initiative, motivation and dedication etc.

What is likely to make a good Beneficiary?

All the points above would apply to any straightforward work experience placement, but we are looking at assisting the hardest to reach/help groups. The first 2 criteria would still be essential to be selected for the placements if they are to succeed, but these should be developed throughout the work experience offered on the placement. The last 2 criteria are likely to be the weaker ones initially, because of the lack of consistent or recent work experience.

Barriers to Work

Once again these have been succinctly put in the “City Strategy For Helping The Hardest To Help/Reach”. Broadly speaking the underlying causes may also involve:

· Lack of confidence and fear of the unknown.

· Acceptance of the individual’s situation and avoidance to take any action that will further add to the lack of confidence and fear of the unknown. This increases with the passage of time.

· Set requirements or certain categories to which a person has to conform to be eligible for help that would allow him/her to move forward. This is inevitable to a certain degree because all business runs on operational needs, including work experience placements offered by a Placement Manager, who has business performance objectives and staff obligations to meet.

The desired outcome is to prepare the Beneficiary, through a process of support and achievement to successfully apply for jobs within the Council in the first instance, or for external employment if this is not feasible. This means that Beneficiaries need to achieve sufficient experience and development to enable them to compete with applicants who do not have to deal with the same difficulties that the project target group is likely to present. It is therefore likely that as part of the placement we are looking at:

· Work Experience to meet recognisable standards and content to equip the Beneficiary with sufficient scope to be competitive in the job market.

· Job search activity, necessary to preserve entitlement to any Benefits/ Allowances that may be in receipt by the Beneficiary and to achieve an outcome/exit result from the placement.

· Assistance with presentation of skills and development acquired during the placement geared towards succeeding in recruitment to the Council, as there is no job guarantee element contained in the project set-up.

Key Stages for the Beneficiary

· Assistance and preparation via partners in the Equal Project to raise the skill level etc. to entry level relevant to participation on the Placements.

· Identification and Selection of potential Beneficiaries via the Referral Agent (Want to Work).

· Matching the Beneficiary to a Placement Manager.

· Timetables for implementing the Placement and ensuring that entitlement to Benefits/ Allowances are preserved if applicable.

· Introductions and Briefing/ Induction.

· Action Plan/ PDP that sets out clearly expectations for all parties.

Monitoring

 A set of proposed stencils and format is contained in the Equal Monitoring Visits Stencil I have drawn up for consideration. These should not be confused with the need to assess the day- to- day progress made by the Beneficiary during the course of the placement, which would fall to the Placement Manager along with the allocation of duties to meet the criteria stated in the Action Plan. The Monitoring Visits Stencil is there to assess that the placement is meeting its objectives for both parties and the remit of the Project.

The visits would ideally take the format of brief meetings with the Beneficiary, the Placement Manager separately, with a joint session at the end. A brief report and tracking information note would follow that is available to all parties.

The Monitoring Visits would be as follows:

· Initial Visit following Induction and settling in period.

· Intermediate Visits, I would suggest 2 as a minimum, but more can be made if required.

· Final/ Feedback Visit towards the end of the Placement.

Induction

This is a critical element of any provision from the point of view of the Beneficiary and the Placement Manager. It covers rules and regulations and mechanisms that a new person entering an organisation should know prior to starting the actual placement. It varies from business to business, as does the period at which it is delivered (I have come across examples in some businesses where Induction has not been delivered until after 6 months to a year, at which point it is largely irrelevant). As a minimum for the placements it should cover:

· Fire & Domestic arrangements.

· Attendance and timekeeping procedures.

· Beneficiaries’/ Participants’ responsibilities.

· Grievance procedures.

· Arrangements for travel expenses.

· Agreeing Action plan/PDP.

· Benefit/Allowance signing arrangements (if applicable).

· Jobsearch and Work Experience Placement exit

· Regular Progress reviews.

Attendance/ timekeeping

All Beneficiaries will need to keep attendance records/ time sheets. The Benefits/ Allowances criteria also apply to this area. Beneficiaries in receipt of benefits/ Allowances will need to continue to sign as appropriate at the relevant office and confirmation of participation is essential to maintain receipt. Any lapses in attendance and timekeeping need to be challenged and clarified and reviewed as acceptable or not, depending on the reasons and action to remedy. Any Beneficiaries’ change of circumstances must be reported to JCP immediately if Benefits/ Allowances are involved.

Travel expenses

As the placements are unpaid there must be a mechanism to reimburse travel expenses in some form or other. Poor attendance and timekeeping may be affected by the Beneficiaries’ ability to find the money to attend and they should not be out of pocket as a result.

Action Plans/ PDPs

These will be key to the whole process of the placement. They should clearly identify the content of the work experience and the purpose for which it is intended and should be linked to the assessments carried out by the Beneficiaries’ supervisors. They should also contain the standards that are being aimed at whilst participating on the placement. Ideally there should be something that officially recognises the achievement and which would carry enough weight to be accepted as evidence by recruiting managers. In the case of training placements this would be a recognised qualification or units that count towards one such as an NVQ, but this is not in the remit of the work experience placements. This issue does raise the question of how recruiting managers outside of the placements, even within the Council, recognise the value of the placements in terms of meeting acceptable/ recognisable standards/ experience.

The most important point behind the Action Plans/ PDPs is to ensure that work experience content delivers sufficient scope and standards of achievement, which can be measured and recognised, as this will impact on the exit and progress from the placement (as there is no Job guarantee at the end of the placement).

Assessments and Reviews

The initial Assessment would be carried out by the Referral Agent to identify a suitable Beneficiary and forwarded for matching to a placement. Once this has been done and the PDP drawn up and the Induction delivered the assessment comes in 2 stages. The first is ongoing Assessment carried out in the work place. The second is Monitoring Reviews carried out by the project to ensure that the placement is delivering to both the Beneficiaries and the Project and that the Beneficiaries are participating in accordance with the expectations of the Placement.

Advice and Mentoring

Every Beneficiary should have key personnel within the placement for day- to- day advice on the work experience content and should be aware of who to speak to and when to approach them if they have a problem or are unsure. In addition the Beneficiary and the Placement Manager should have a designated Project contact for support where the solution to issues lie outside their control. Where the issue relates to a Benefit/Allowance entitlement this will be the Adviser/ JCP at which the Beneficiary signs on, as the Project does not have an expert on the team. In addition to on the job advice and mentoring there is an additional requirement to assist in Job search internally and externally and also assistance with preparing to apply for Council vacancies, as the preferred outcome.

Job search

For any Beneficiary on a Benefit/ Allowance this is mandatory and attendance to sign for benefits/allowances as appropriate needs to built in to attendance and timekeeping. In addition employment is the primary objective of the work experience placement. Beneficiaries should be encouraged to carry out job search internally and externally at a point appropriate to their development in line with the work experience being undertaken. The external job search may be carried out in association with JCP for those on Benefits/ Allowances via Advisers in the relevant office.

Beneficiary and Placement Manager Comments

On the draft Monitoring forms there is space for comments and these should be mandatory for both parties. As with all forms if there is insufficient space these should be made on separate sheets and attached to the forms if necessary. They should not be used simply to record standard quotes, but should reflect the appropriate person’s comments and views.

Monitoring Visits

It is essential that these are arranged to suit both the Beneficiary and Placement Manager and the visit date and time should be confirmed. The Beneficiary and the Placement Manager should be briefly interviewed and the responses recorded and analysed relative to progress and issues that may be hindering this. From this a brief report should be made to celebrate achievement or highlight areas for improvement to be implemented. This should be further reviewed at the next monitoring visit if necessary.

Attached are the Monitoring Stencils that I have created for use until such time as the Equal Project delivers an official set of forms. These can be adapted for use if such is the case.
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