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Introduction

Welcome to the University of Essex Occupational Therapy Practice Education Handbook. 

The handbook provides an overview of the MSc and BSc (Hons) Occupational Therapy programmes and the processes involved in practice placement provision. Practice placements are an integral part of health professional education programmes and should be a positive and satisfactory experience for both practice educators and learners.  

Maintaining the quality of practice education requires a working partnership between the University of Essex and placement providers. Each party has a responsibility to enhance the learner experience through open communication channels. Alongside having direct contact with student advisors from the University of Essex, placement educators are encouraged to use the Placement Educator’s Feedback Questionnaire as an effective method for informing the University of any issues. 

If you have any queries about any aspect of practice education please contact: Placement Administrators, 
Telephone: 01206 874312 
Email: hscplacements@essex.ac.uk
					
We aim to resolve any issues of complaint as speedily as possible.  
If you wish to make a formal complaint about any aspect of practice education, it should be addressed to:


Tracey Williams-Macklin
Director of Practice Partnerships 
School of Health and Social Care
University of Essex
Wivenhoe Park
Colchester
CO4 3SQ
T 01206 873065
E tswill@essex.ac.uk 



Introduction to the Occupational Therapy Programmes

The University of Essex provides three routes to registration as an Occupational Therapist with the Health and Care Professions Council: 

· MSc Occupational Therapy (Pre-registration)
· BSc (Hons) Occupational Therapy (Full time)
· BSc (Hons) Occupational Therapy (Apprenticeship)

Teaching and learning approaches
Learners will take an incremental approach to their learning in the placement setting, building their professional practice in preparation for when they have qualified.  SWOC forms are used by learners to translate their learning from the academic setting to the practice setting and throughout placements. Placements are selected and allocated based on the learner’s learning requirements, amongst other factors. CPD occurs throughout placements and is an important part of the placement experience.

Introduction to Practice-Based Learning

Practice-based learning is a vital and indispensable part of the occupational therapy learners’ learning process in their educational and professional development. Practice experience enables the acquisition of new knowledge and skills as well as the application and consolidation of and reflection upon learning gained in the university environment. Essentially, the aim of practice placement learning is to offer learners opportunities to develop core practice and transferable skills across a range of settings. The Health and Care Professions Council (HCPC) Standards of Education and Training (2017)(Standard 5) sets out the different requirements for practice learning, teaching and supervision to be designed to encourage safe and effective practice, independent learning and professional conduct https://www.hcpc-uk.org/globalassets/resources/standards/standards-of-education-and-training.pdf

Overview of practice education within the MSc, BSc and BSc degree apprenticeship programmes

During practice placements, learners have the opportunity to work alongside skilled role models as well as with professionals from other disciplines to support development of a collaborative working ethos. Placement interactive experiences, across a variety of settings, facilitate a naturally occurring transferable learning and teaching process to incorporate academic knowledge and skills in the development of personal and professional skills, knowledge, and competence as an occupational therapist. To facilitate learner confidence, care is taken to ensure that the experiences of the individual learner are sufficiently challenging to their unique practical, intellectual, imaginative, and creative powers and are commensurate with their identified learning needs. 
Formal practice placement supervision is undertaken by registered occupational therapists and provides the forum for constructive critical appraisal, feedback and guidance on the learner’s skills, performance, and development needs. 

Reflective space ensures that learners incorporate a sense of professional identity (roles, values, and attitudes), an analytical approach to critical problem-solving and a growing sense of self-awareness (and of others) to foster independent judgement. 

Placement activity is assessed by practice educators at academic levels four, five and six.   Both BSc and MSc students complete 1 level 4, two level 5 and 1 level 6 placements.  BSc Degree Apprentices complete 2 level 5 and 1 level 6 placements.  All placement grades are pass/fail. 


Practical Issues in Practice-Based Education

Sourcing and Allocation of Placements
The School of Health and Social Care Occupational Therapy programmes access practice placements primarily in Essex. Learners can also expect to access available services in Hertfordshire, Suffolk, Cambridgeshire, and the fringes of London. Learners are placed in a variety of multi-disciplinary healthcare settings and experience will be gained with people who have physical and mental health care needs.

Learners are guided to use practice placement opportunities to develop and consolidate core skills whilst also pursuing areas of specialist interest. They will access a range of placement settings which may encompass services based within the National Health Service (NHS), Private Sector, Social Services and Primary Health Care Services. In addition, there can be opportunity to experience occupational therapy in developing areas such as private and voluntary sector agencies to access role emerging placement opportunities. 

Important information about placement organisation

All practice placements and the numbers of students they can support are decided in partnership with placement providers and depend on capacity, suitability and professional body requirements. Placement capacity for a specific course approximates to the number of students recruited to the course (and similar courses at other universities).

Once a student has been allocated a practice placement, if they decline that opportunity this may be recorded as a failure and could impact your progression.
It is extremely difficult to change a placement that has been allocated. The University works closely with placement providers to ensure sufficient capacity is available to allocate students to placements. Allocations are made based on the following principles:

•The suitability and appropriateness of learning opportunities within a placement setting.
•The availability of agreed capacity within a placement setting.
•The range of learning experiences that students have had on previous placements.
•Where a student has declared a disability or health condition that has been evidenced and reasonable adjustments have been agreed, in accordance with the reasonable adjustments’ procedure (see section 4)

Local placements cannot be guaranteed

Students may have to stay away from home, and meet the costs associated with this (Help may be available for non-apprenticeship learners via the Learning Support Fund). Wherever possible journey times to placement will be up to 90 minutes each way as estimated from student’s registered term time address. 

Resources to support learning on placement
There are a wide range of resources available which can be used to develop learners understanding and experience in the practice setting. These are employed most constructively when the placement educator uses them to fulfil the learning objectives identified for the placement and the requirements of the programme curriculum. The placement educator needs to consider what the learner should gain from each experience they have whilst on a placement. Some resources are common to all practice areas, whilst others are less widely available.
· Service users are the most valuable component of practice-based education. Working with service users gives learners the opportunity to apply knowledge and skills they have learned at university and observe the outcomes of their interactions and interventions in the real world
· The opportunity to discuss, observe and work with a variety of other practice-based staff including those from other professions is very useful. These experiences emphasise the importance of the holistic approach to patient management allowing the learner to experience involvement with the multi-disciplinary team and give different perspectives on patients and their needs. Interaction with the other practice-based staff also helps the learner begin to understand the organisation and management structures of the area.
· Related activities e.g., opportunity to attend ward rounds and case conferences help the learner to understand the role of other professionals, the function of the multi-disciplinary team and the place of occupational therapy in overall patient management.
· Practice-based learning experiences tend to stimulate the learner’s interest and desire to find out more about a subject. Hence, it is helpful if learners have access to books, journals, and other on-site facilities such as department protocols and treatment approaches all of which are useful in providing the learner with information about expected rates of progression for patients with specific conditions. 
· The placement educator is an important learning resource for the learner. One of their major functions is to help the learner make sense of their placement by facilitating the planning and organising of their workload and service user experiences. The establishment and agreement of individualised placement learning goals help to achieve this. 


Practice Placement stages – what happens and when
Placement Scheduling Times
We aim to allocate and notify placement providers of learner names 8 weeks prior to the placement start date. Learners can expect to be notified of their placement location approximately 6 weeks before. However, due to the nature of sourcing placements these times may differ on occasion. 

Pre-placement
· A Practice Placement offer form is sent annually to all occupational therapy practice placement education co-ordinators and other individual placement providers followed by reminders throughout the year
· Placements are allocated to learners following consultation and taking account of individual learner placement needs whenever feasible 
· Learners do not have the right to contest their placement allocation on the grounds of, for example travel, time, or financial resources.
· Learner’s health issues identified by occupational health will be accommodated wherever possible under the Equality Act 2010
· Placement allocations are allocated by the placement team and discussed and agreed with the placement lead. If necessary, the allocations may be discussed with student advisors. 
· The Practice Placement team confirms placement allocations with placement education co-ordinators or individual placement educators 6 – 8 weeks, or as soon as possible before placement commencement.
· Learners must evidence completion of requisite mandatory training before placement allocations are made available to them
· Once a placement is formally allocated from the placement database, the following information is provided for the practice educator:

· Learner details
· Link to access placement assessment form
· Placement educator placement evaluation form

On being allocated their placement learners are expected to:

· Send an introductory email (Appendix 2a) and complete placement CV (Appendix 2b) and SWOC individual learning needs forms (Appendix 3) on the ePAD.
· Arrange a pre-placement visit (if possible)
· Identify specific placement requirements, for example NHS Trust inductions, additional DBS clearance or mandatory training


Learner preparation for placement
Learners will receive pre-placement preparation workshops prior to each placement. These sessions offer an opportunity for the learners to familiarise themselves with the aims and learning outcomes of the placement. Learners will also be invited to a debrief workshop following on from the placement, where appropriate.  

Learner pre-placement preparation
During induction to the programme and within the first modules learners will be introduced to the following:
Mandatory training
· [bookmark: _Hlk75722215]Basic Life Support – CPR/choking (Online and practical)
· Moving & Handling (Online, theory and practical)
· De-escalation and breakaway (PMVA 1) Practical – completed once during the programme)
· Infection prevention and control (Online)
· Safeguarding Vulnerable Adults, including PREVENT [CHANNEL] (online)
· Safeguarding Children
· Information governance & Records(online)
· Disability awareness (online)
· Risk assessment (online)
· Equality, diversity & human rights (online)
· Health, Safety & Welfare (online)
· Fire safety (online) 
· NHS values (online)
· Food hygiene (online)
· Oliver McGowen Training (Online)

During the module preceding each practice placement learners receive:
· Review of paperwork required
· Discussion of any issues relevant to the level of placement
· Discussion concerning written work and presentation of evidence of learning
· Mandatory Training is updated regularly and rigorously monitored to ensure that learners are deemed fit to practice

Role of the Student advisor during placement 
A monitoring meeting between learner, practice educator and student advisor will take place at least once during the learner’s programme. It will take place online to discuss the learners’ progress.  However, educators and learners can contact the Practice Placement Lead, or the student advisor anytime should they need support, advice, or guidance. It is an opportunity for the learner and placement educator to review the placement experience, seek support, ask questions, and gain further advice and feedback as appropriate. 
During the monitoring meeting the student advisor will discuss the following areas and record their observations on the appropriate tutorial monitoring form on the ePAD. The student advisor will evaluate the experience at this stage to ensure that the learner's learning needs are being met and that placement quality standards are maintained.
· Discuss the learning experience with the learner and educator/s individually, followed by a joint discussion if required
· Monitor learning performance by reviewing the learning experience, the learning contract, the assessment process, and supervision notes
· Support the educator through reviewing the learner’s learning experience, acting as a second marker if required
· Discuss pastoral issues which may have a bearing on the success of the placement
· Raise any significant issues regarding the placement experience with the practice educator and learner

Post placement processes
· Placement assessment forms are all completed and submitted on the ePAD
· Placement assessment forms are ratified by the programmes team and marks and hours entered on the assessment data base
· Placement educators and learners complete an evaluation of the placement experience via PEMS
· Learner and placement educator feedback forms are reviewed by the placement team for course evaluation quality monitoring and feedback for learners and placement educators
· Placement educators can access feedback directly via PEMS
· Learners undertake a development review with their student advisor and/or the Practice Placement Lead/practice educator and complete the next placement information form

General and practical issues in practice-based education
Placement Hours
The requirement of the World Federation of Occupational Therapists is that each learner should complete a minimum of 1000 hours in practice to achieve professional status. On BSc (F/T) and MSc Pre reg programmes, learners are required to complete 28 weeks of full-time practice learning, of which all will be assessed. 
Learners undertaking the BSc pre-registration degree apprenticeship complete 24 weeks on-programme practice placements and have demonstrated prior learning for up to 150 assessed hours of OT practice equivalent to PP1 – EXPLORE. Based on 37.5 hours per week all learners will exceed the minimum of 1000 hours required.
	Placement
	37.5 hour/weeks
	hours

	Placement - Explore
	4
	150

	Placement - Initiate
	6
	225

	Placement - Lead
	8
	300

	Placement - Manage
	10
	375

	Total
	
	1050




The placement educator is required to verify the placement hours worked by signing the learner hours log in the Practice Placement Education Assessment form.
Hours of working, weekends, and Public Holidays
Learners are expected to conform to the conventional working hours of the service setting they are placed in. However, where extended practice hours are negotiated e.g., to take advantage of specific learning opportunities such as late clinics, treatment groups or out of hours reviews, these hours must be balanced with taking appropriate time in lieu or study time. Extended hours must not be used to prolong a placement assessment period. A learner may be expected to travel up to 1.5 hours each way to attend placement.
Several NHS trusts operate a seven-day working system and learners may therefore be requested to work on Saturday or Sunday instead of a weekday. Placement providers are asked to alert the university ahead of time if this is a placement requirement so that a learner’s other commitments are taken into consideration when allocating placements. If a learner is required to work outside of normal working hours and this is problematic, they should contact the Practice Placement team to discuss the issue.

The BSc (Hons) full-time/degree apprenticeship and MSc programmes have been carefully scheduled, to make it less likely a public holiday falls within placements. For this reason, no placements are scheduled over Christmas/New Year and in most years, Bank holidays aim to be avoided. However, many services continue to be delivered over public holidays, so learners may be requested to cover these days if they fall within a placement. As with weekend working, advance notice should be given so this can be discussed and planned as appropriate. 


Placement study time
A requirement of the programme is that each learner is allocated a half day of study per week or one full day every two weeks whilst on practice placement. This should be taken at a time agreed with the placement educator. Study time is to be included in the overall placement hours. 
Attendance 
Precise hours of attendance will be agreed between the learner and the placement educator, based on the expectation that all learners will work 37.5 hours a week, including study time (as above). Degree Apprentices who are employed on a 30-hour contract or term-time only contract will be expected to work 37.5 hours during practice placements and must negotiate with their employer how this extra time will be reimbursed. A practice hours log is kept by each learner so that the total practice hours worked can be carefully monitored. The number of hours worked, and any absences must be verified by the placement educator on the practice assessment form. Should a learner miss a substantial amount of time within a placement, they will be required to undertake further practice education. If a learner is absent from any specific placement for more than 37.5 hours this may result in the placement being terminated and the learner re-taking the placement later. Lunch breaks must not be included in the practice hours. 

Sickness or absence from placement
Time away from the placement will naturally impact on the optimal performance time required to meet placement learning outcomes. Hence, the learner must promptly notify the University of any absence from the placement. Absence reporting is monitored centrally. The official absence form can be found on the learner’s My Essex account under the education tab and must be completed for all absences. The absence will not be authorised unless the official absence form is used. 

Procedure in case of absence from placement

If a learner is going to be absent from their placement due to ill health or an emergency, they are expected to:
· Follow the absence reporting procedures for the placement setting. 
· Complete the official absence form on their My Essex account
· Email the Practice Placement Admin team hscplacements@essex.ac.uk 

Degree Apprentices must in addition to the above inform the Programme Lead, apprenticeship administrator (hsccolapp@essex.ac.uk) and workplace supervisor (employer) of their absence. This must also be recorded on their Off-The-Job Training timesheet. Please Note: practice placement absences will also need to include the educator and employer but, for GDPR compliance, without sharing employer / educator details.

As soon as possible on the working day the learner should speak to their placement educator to explain their absence and to suggest when they are likely to return to work.

All absences must be recorded on the Practice Placement Absence Record form in the Practice Placement Education Assessment form and signed by the placement educator. A GP medical certificate is required for absences of one week or more. GP medical certificates and self-certification sickness certificates must be promptly sent to the practice placement administrator and will be entered on the learner record. To obtain a self-certification form please email hscoccupationaltherapyadmin@essex.ac.uk 
The student/apprentice handbook should be referred to for all other absence issues.

Car insurance information
If it is necessary for a learner to use their car for official business purposes, other than getting to and from their placement i.e., on a community placement or carrying out reviews to other organisations during their working day. Learners must check that their insurance policy covers “official business purposes” and not just “social, domestic or pleasure purposes”.

Placement travel and accommodation expenses 
The Learning Support Fund (LSF) was introduced to assist eligible healthcare learners starting their courses on or after 1 August 2017 and is intended to provide supplementary funding for eligible pre-registration healthcare learners who are in receipt of support through the Student Loans Company. One aspect of this fund applies to placement Travel and Dual Accommodation Expenses (TDAE). Help with travel and temporary accommodation costs for learners attending practice placements are available for eligible learners in respect of travel in excess of their ‘normal’ commute to university. 
For eligibility criteria and guidance please access the relevant page on the NHS Business Services Authority website via the following link:
www.nhsbsa.nhs.uk/learning-support-fund 
A claim form must be completed by the learner for each placement then signed and stamped by a placement administrator; before being sent to the NHS Bursary Unit for processing. It is the learner’s responsibility to photocopy the claim form for their records and to send the original to the bursary unit. A placement administrator is unable to sign and stamp the form without a personal coversheet attached. This cover must be printed by the learner from their LSF account. The claim forms can be accessed and printed off the same way. 
Learners should ensure that all tickets/receipts for public transport, parking and accommodation are kept as evidence in the event of a claim being made. These should be presented to the placement office but not included with your claim form when you send it to the bursary unit. However, it is advised that you do keep any evidence until your claim has been processed.  
Information sheets with full details of how to claim are available from the placement administration office. Support with the TDAE claim can be sought from hscplacements@essex.ac.uk
Please note: If you are undertaking a degree apprenticeship, your studies are funded by the Education and Skills Funding Agency.  Therefore, you should liaise with your employers in relation to eligible funding.

Accommodation
Accommodation may be available close to a placement and may be arranged through the placement provider or by the learner as appropriate. Learners are entitled to claim reasonable accommodation costs whilst on placement if they are eligible for the TDAE part of the learning support fund (as explained above). 
Please note: If you are undertaking a degree apprenticeship, your studies are funded by the Education and Skills Funding Agency.  Therefore, you should liaise with your employers in relation to eligible funding.
Professional Indemnity on placement
All pre-registration learners from the University of Essex are encouraged to register as learner members of the Royal College of Occupational Therapists (RCOT), which provides them with the benefit of additional professional liability insurance cover for practice placement education. Apprentices can choose to join as a learner member or as an Associate member.  OT learners must be under supervision of a registered Occupational Therapist for the insurance to be valid.
Practice Education contexts are advised to explore their policies and procedures regarding insurance whilst offering learner placements.
Health and Safety on placement
The learner must be inducted into the placement provider organisation or department and must be acquainted with policy and procedures governing safe practice. The learner must always observe these. Learners are required to be always aware of their own personal safety and adhere to service protocols. Infection control procedures within practice settings must be observed. Learners are required to complete the health and safety induction situated in the Practice Assessment Document.

Lone Working
The responsibility for the learner always remains with their placement educator when undertaking lone or community working. The placement educator must satisfy themselves that the learner has the necessary skills and knowledge to carry out the intervention safely and that it is within their scope of practice to do so at the individual learner’s stage of professional development. 
Learners must observe the Professional Standards for Occupational Therapy Practice, always Conduct and Ethics (RCOT 2021) and refer to the placement organisation’s policy and procedure specifically regarding risk assessment and safe management strategies for lone working situations.
Learners must understand and adhere to the placement services designated safe, practical, and logistical processes for lone working e.g., sign-out and sign-in, travel, expected time scales, risk assessment, contact arrangements, emergency procedures and practice feedback mechanisms. Learners have the right to refuse to undertake lone working if they feel it is outside their scope of practice or where it poses risk to their health and safety, or the health and safety of the people they are working with.
Dress code
On placement learners are expected to look neat, clean, and professional always. Learners must be advised of uniform or non-uniform dress code prior to commencing placement and will be expected to always adhere to it. Learners must wear suitable footwear, long hair must be tied back, and jewellery kept to a minimum, only small ear studs and wedding/civil partnership rings are acceptable. Watches should be removed when handling patients. Learners should not wear their uniform in public unless undertaking practice learning activities.  

Learners should use their student registration cards as ID while on placement. These should be clearly visible unless this poses a risk to them or the patient.
If learners feel they require additional uniform items they can purchase more, but the University of Essex will not fund it. 
Instructions on how to take your measurements, place orders and pay online are on Moodle under Health and Social Care - Information for Current Students – Uniforms. There is a list of order codes to use for each of the different subjects.
Please also review the university uniform policy professional-clinical-appearance-code-of-practice.pdf
Personal mobile phones are only to be used for professional purposes within working hours and used according to Trust or organisation operational policy
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Placement Modules:
Module title:  Practice Placement: EXPLORE
BSc Placement embedded within HS176
MSc Placement embedded within HS892

BSc Degree Apprenticeship: Learners on the programme will have undertaken a maximum of 150 hours in practice through the completion of Record of Prior Learning (RPL) or have completed the CPD OT Bridging Module or have completed HS179 as part of their Assistant Practitioner (OT Pathway) Apprenticeship

Level:  4
Type of Module: Practice placement
Module Hours: 150
Description:
In this first placement, you will learn to develop an occupational focus, seeing people as occupational beings and using the occupational therapy process to understand their progress through a service.  You will explore how this focus contrasts and complements the work of multi-disciplinary teams and other services.  You will explore how the core values, skills, and beliefs you have learned about so far are enacted in the placement setting, including communication skills and occupational theories.  You will demonstrate your learning as you progress through the placement and summarise your achievements using a continuing professional development activity (HCPC, 2018) which has been agreed and negotiated with your educator.

Aim:  
Over a 4-week placement, you will explore the practice of occupational therapy in a specific setting.  By the end you will be able to identify and describe routine practice you have encountered in your exploration.
Learning outcomes:
· Demonstrate knowledge of the OT process relevant to your placement setting
· Demonstrate effective use of reflection to develop the professional practice
· Demonstrate the ability to interact with individuals/people using a broad range of communication styles

Pre-requisite
· Completion of all mandatory training requirements and PEMS declarations

Module content:
· Placement preparation session for placement: SWOC, learning outcomes, placement expectations, assessment documentation
· Placement debriefing session

Teaching and learning strategies:
· Practice- based learning practice experience in a relevant practice setting
· Preparation and debriefing workshop details will be available to learner prior to sessions on Pre-registration occupational therapy Placement Moodle page
· Learners to draw upon previous experiences and learning to date to inform their practice placement
· Learners will develop relevant skills for their practice placement setting in line with the assessment criteria
· BSc Occupational therapy learners will complete a case study of a service user whilst out on placement

Learning support:
You will have access to support from your practice educator, peers, student advisor, Practice Placement team and learner support during the practice placement. The practice educator acts as facilitator; mentor (this is different to the work-based mentor responsibilities for apprentices) and assessor of the learner’s development and learning. Where two learners are on placement together, they can provide peer support; opportunities for self-directed study and an increased depth of experience for all parties. 
You are encouraged to disclose any learning needs to the practice educator(s) and consider strategies to support learning.  This is indicated on completion of the SWOC form.
Support from the University of Essex occupational therapy placement tutor is available to both learners and educators throughout the placement together with support from other tutors at half-way tutorial if one is carried out. See Appendix 10 for the half-way review process.
Assessment:
Assessment of this placement is based on evidence of achievement of negotiated learning outcomes via
· half-way formative assessment at the end of week 2 of the placement
· final assessment at the end of the placement (100% weighting)
The online practice placement assessment booklet with marking guidance is completed by educator(s) in practice.  This can be found using the following link: https://www.essex.ac.uk/departments/health-and-social-care/placements/occupational-therapy-placements.
Once completed, learners should submit their paperwork on the ePADs for review.
Educators should email this document to ipladmin@essex.ac.uk
Online resources:
Open Essex (Moodle X) OT placement page: https://moodlex.essex.ac.uk/course/view.php?id=39 
Access to PEMS: https://pems.essex.ac.uk/Login.aspx 

Essential reading:
HCPC (2012) Your guide to our standards for continuing professional development 	https://www.hcpc-uk.org/standards/standards-of-continuing-professional-development/ 

Indicative reading:
Health and Care Professions Council (HCPC) Continuing Professional Development (CPD) Portfolio & Framework as well as an ongoing professional resource https://www.hcpc-uk.org/cpd/  
Learning styles questionnaires (for example Honey and Mumford Learning styles questionnaire)
Learning Support Fund https://www.nhsbsa.nhs.uk/learning-support-fund 
Apprentices should liaise directly with employers re: Funding support
Royal College of Occupational Therapists (2021) Professional Standards for Occupational Therapy Practice, Conduct and Ethics as well as an ongoing professional resourcehttps://www.rcot.co.uk/practice-resources/rcot-publications/downloads/rcot-standards-and-ethics 
Skills for health http://www.skillsforhealth.org.uk/images/projects/dementia/Dementia%20Core%20Skills%20Education%20and%20Training%20Framework.pdf



Practice Placement:  INITIATE
All programmes
Level:  5
Type of Module: Practice placement
Module Hours:  225
Description:
This placement requires active participation in practice; initiating elements of the occupational therapy process and sharing your professional reasoning at each stage.  Your reasoning will involve thinking critically about the different aspects of practice and the knowledge and evidence which informs your practice.  You will use reflection to develop awareness of yourself as a practitioner and identify areas for further learning.  You will initiate interactions with other team members and those involved in this setting, based on the understanding of the contexts for practice.  You will demonstrate your learning as you progress through the placement and summarise your achievements using a continuing professional development activity (HCPC, 2012) which has been agreed and negotiated with your educator.

Aim:  
Over a 6-week placement, you will initiate occupational therapy in a specific setting.  By the end you will be able to question situations to identify problems and demonstrate the application of solutions within your initiatives.

Learning outcomes:
· Evaluate sources of knowledge, evidence, and information for practice in a specific setting
· Use reflection and professional reasoning to guide the occupational therapy process and develop own practice for the benefit of service users, carers, and the service as a whole
· Select apply and evaluate appropriate actions to initiate occupational therapy in a specific setting

Pre-requisite
· Completion of all mandatory training requirements and PEMS declarations.

Module content:
· Placement preparation session for placement: SWOC, learning outcomes, placement expectations, assessment documentation
· Placement debriefing session

Teaching and learning strategies:
· Practice- based learning practice experience in a relevant practice setting
· Preparation and debriefing workshop details will be available to learners prior to sessions on Pre-registration occupational therapy Placement Moodle page
· Learners to draw upon previous experiences and learning to date to inform their practice placement
· Learners will develop relevant skills for their practice placement setting in line with the assessment criteria

Learning support:
You will have access to support from your practice educator, peers, student advisor, Practice Placement team and learner support during the practice placement. The practice educator acts as facilitator; mentor and assessor of the learner’s development and learning. Where two learners are on placement together, they can provide peer support; opportunities for self-directed study and an increased depth of experience for all parties.
You are encouraged to disclose any learning needs to the practice educator(s) and consider strategies to support learning.  This is indicated on completion of the SWOC form.
Support from the University of Essex occupational therapy placement tutor is available to both learners and educators throughout the placement together with support from other tutors. See appendix 10 for half-way reviewing process. 
Assessment:
Assessment of this placement is based on evidence of achievement of negotiated learning outcomes via
· half-way formative assessment at the end of week 3 of the placement final assessment at the end of the placement (100% weighting)
· The online practice placement assessment booklet with marking guidance is completed by educator(s) in practice.  

[bookmark: _Hlk138854499]Essential reading:
HCPC (2012) Your guide to our standards for continuing professional development https://www.hcpc-uk.org/standards/standards-of-continuing-professional-development/ 
Indicative reading:
Health and Care Professions Council (HCPC) Continuing Professional Development (CPD) Portfolio & Framework as well as an ongoing professional resource https://www.hcpc-uk.org/cpd/  
Learning styles questionnaires (for example Honey and Mumford Learning styles questionnaire)
Learning Support Fund https://www.nhsbsa.nhs.uk/learning-support-fund 
Apprentices should liaise directly with employers re: Funding support
Royal College of Occupational Therapists (2021) Professional Standards for Occupational Therapy Practice, Conduct and Ethics as well as an ongoing professional resourcehttps://www.rcot.co.uk/practice-resources/rcot-publications/downloads/rcot-standards-and-ethics 
Skills for health http://www.skillsforhealth.org.uk/images/projects/dementia/Dementia%20Core%20Skills%20Education%20and%20Training%20Framework.pdf 




Practice Placement: LEAD
All Programmes: 
Level:  5
Type of Module: Practice placement
Module Hours:  300

Description:
This placement will offer the opportunity for leadership, where you will demonstrate your practice based on decisions about how you work, using the best evidence, knowledge and understanding of the setting. This placement requires the development of innovative and creative ideas for practice based on sound theories.  You will identify an issue arising from the context, generate and evaluate solutions and apply one as a practice innovation. You will also have the opportunity to discover quality monitoring processes and the implications of these in practice. You will demonstrate your learning as you progress through the placement and summarise your achievements using a continuing professional development activity (HCPC, 2012) which has been agreed and negotiated with your educator.

Aim:  
Over an 8-week placement you will lead on an aspect of the delivery of occupational therapy in a specific setting.  By the end of the placement, you will be able to demonstrate the use of professional reasoning to justify your decisions and judgements you have made as part of your leadership.
Learning outcomes:
· Critically analyse the setting for occupational therapy from a range of relevant perspectives
· Critically appraise and evaluate the scope for evidence-based practice
· Evaluate the effectiveness of leadership for service improvement

Pre-requisite
· Completion of all mandatory training requirements and PEMS declarations

Module content:
· Placement preparation session for placement: SWOC, learning outcomes, placement expectations, assessment documentation
· Placement debriefing session


Teaching and learning strategies:
· Practice- based learning practice experience in a relevant practice setting
· Preparation and debriefing workshop details will be available to learners prior to sessions on Pre-registration occupational therapy Placement Moodle page
· Learners to draw upon previous experiences and learning to date to inform their practice placement
· Learners will develop relevant skills for their practice placement setting in line with the assessment criteria

Learning support:
You will have access to support from your practice educator, peers, student advisor, Practice Placement team and learner support during the practice placement. The practice educator acts as facilitator; mentor and assessor of the learner’s development and learning. Where two learners are on placement together, they can provide peer support; opportunities for self-directed study and an increased depth of experience for all parties.
You are encouraged to disclose any learning needs to the practice educator(s) and consider strategies to support learning.  This is indicated on completion of the SWOC form.
Support from the University of Essex occupational therapy placement tutor is available to both learners and educators throughout the placement together with support from other tutors. See Appendix 10 for the half-way reviewing process.
Assessment:
Assessment of this placement is based on evidence of achievement of negotiated learning outcomes via
· half-way formative assessment at the end of week 3 of the placement final assessment at the end of the placement (100% weighting)
· The online practice placement assessment booklet with marking guidance is completed by educator(s) in practice.  

Essential reading:
HCPC (2012) Your guide to our standards for continuing professional development https://www.hcpc-uk.org/standards/standards-of-continuing-professional-development/  
Indicative reading:
Health and Care Professions Council (HCPC) Continuing Professional Development (CPD) Portfolio & Framework as well as an ongoing professional resource https://www.hcpc-uk.org/cpd/ 
Learning styles questionnaires (for example Honey and Mumford Learning styles questionnaire)
Learning Support Fund https://www.nhsbsa.nhs.uk/learning-support-fund 
Apprentices should liaise directly with employers re: Funding support
Royal College of Occupational Therapists (2021) Professional Standards for Occupational Therapy Practice, Conduct and Ethics as well as an ongoing professional resourcehttps://www.rcot.co.uk/practice-resources/rcot-publications/downloads/rcot-standards-and-ethics
Skills for health http://www.skillsforhealth.org.uk/images/projects/dementia/Dementia%20Core%20Skills%20Education%20and%20Training%20Framework.pdf 




Practice Placement: MANAGE
All programmes
Level:  6
Type of Module: Practice placement
Module Hours:  375
Description:
This final placement will require you to manage your own learning under supervision, fully engaging with the practice setting and its broader context.  You will be required to demonstrate evidence of competent practice and readiness for transition from learner/apprentice to therapist.  This placement requires demonstration of a highly professional level of skills and the use of critical evaluation and reflection to continually develop practice from a robust evidence base.  You will be required to share your knowledge and skills.  You will demonstrate your learning as you progress through the placement and summarise your achievements using a continuing professional development activity (HCPC, 2012) which has been agreed and negotiated with your educator.
Aim:  
Over a ten-week placement, you will manage your provision of occupational therapy in a specific setting.  By the end you will be able to critically analyse and evaluate practice from multiple perspectives, self-managing.
Learning outcomes:
· Draw upon and critically evaluate relevant knowledge from a wide range of sources to demonstrate understanding of key factors within the placement setting.
· Synthesise theory and practice for effective service delivery
· Effectively manage self to respond to changing and complex situations and initiate appropriate action.
Pre-requisite
· Completion of all mandatory training requirements and PEMS declarations

Module content:
· Placement preparation session for placement: SWOC, learning outcomes, placement expectations, assessment documentation
· Placement debriefing session

Teaching and learning strategies:
· Practice- based learning practice experience in a relevant practice setting
· Preparation and debriefing workshop details will be available to learners prior to sessions on Pre-registration occupational therapy Placement Moodle page
· Learners to draw upon previous experiences and learning to date to inform their practice placement
· Learners will develop relevant skills for their practice placement setting in line with the assessment criteria

 Learning support:
You will have access to support from your practice educator, peers, student advisor, Practice Placement team and learner support during the practice placement. The practice educator acts as facilitator; mentor and assessor of the learner’s development and learning. Where two learners are on placement together, they can provide peer support; opportunities for self-directed study and an increased depth of experience for all parties.
You are encouraged to disclose any learning needs to the practice educator(s) and consider strategies to support learning.  This is indicated on completion of the SWOC form.
Support from the University of Essex occupational therapy placement tutor is available to both learners and educators throughout the placement together with support from other tutors. See Appendix 10 for the half-way reviewing process.

Assessment:
Assessment of this placement is based on evidence of achievement of negotiated learning outcomes via
· half-way formative assessment at the end of week 3 of the placement final assessment at the end of the placement (100% weighting)
· The online practice placement assessment booklet with marking guidance is completed by educator(s) in practice.  

Essential reading:
HCPC (2012) Your guide to our standards for continuing professional development https://www.hcpc-uk.org/standards/standards-of-continuing-professional-development/  

Indicative reading:
Health and Care Professions Council (HCPC) Continuing Professional Development (CPD) Portfolio & Framework as well as an ongoing professional resource https://www.hcpc-uk.org/cpd/ 
Learning styles questionnaires (for example Honey and Mumford Learning styles questionnaire)
Learning Support Fund https://www.nhsbsa.nhs.uk/learning-support-fund 
Apprentices should liaise directly with employers re: Funding support
Royal College of Occupational Therapists (2021) Professional Standards for Occupational Therapy Practice, Conduct and Ethics as well as an ongoing professional resourcehttps://www.rcot.co.uk/practice-resources/rcot-publications/downloads/rcot-standards-and-ethics 
Skills for health http://www.skillsforhealth.org.uk/images/projects/dementia/Dementia%20Core%20Skills%20Education%20and%20Training%20Framework.pdf 


Placement education support
The Placement team and academic staff at the University of Essex and within the School of Health and Social Care support the placement experience for the learner and their placement providers. Members of the University staff are directly involved in the learners’ placement experiences. Close links are fostered between school staff, practice educators, employers, and learners through regular communication. It is essential that the learner and their practice educators be effectively supported throughout the placement learning experience. All are encouraged to be proactive and seek additional support from the school as necessary with negotiated ‘open accesses to the Placement team, Student advisor or programme led to address concerns as they arise. See below for a list of people involved in supporting placement education and overleaf for a general guide to learner support during placement. 
	Occupational Therapy Placement contacts at the University of Essex

	HSC Placement Team
	
	hscplacements@essex.ac.uk


	Director of Practice Partnerships
	Tracey Williams-Macklin
Lecturer
	tswill@essex.ac.uk


	Practice Placement Lead

	Charlotte Flynn
	c.flynn@essex.ac.uk


	Role emerging placement
	Emily White
	Emily.white@essex.ac.uk

	Subject Lead
	Dr Simone Coetzee
Senior Lecturer
	scoetzee@essex.ac.uk 


	MSc Programme Lead
	Dr Matumo Ramafikeng
	m.ramafikeng@essex.ac.uk

	BSc (Hons) Programme Lead
	Dr Ellen Adomako 

	ellen.adomako@essex.ac.uk


	BSc (Hons) Degree Apprenticeship Programme Lead
	Alicia Smith
	a.smith@essex.ac.uk


	Course Tutors

	Susan Collins
Admissions tutor (BSc)

	smvcol@essex.ac.uk


	
	Nikki Williamson 
Senior Lecturer
Apprenticeship Lead for HSC
	nwill@essex.ac.uk 

	
	Selena Goodchild
Senior Lecturer
Director of Education
	s.goodchild@essex.ac.uk 

	
	Gemma Carlier
	g.carlier@essex,ac.uk


	
	Zoe Dovaston
	Zoe.dovaston@essex.ac.uk 






Moving and Handling
Learners will cover the broad principles of moving and handling during their programme induction period and receive timely theoretical and practical updates (using each other as models). The moving and handling programme has been developed with a focus upon risk assessment, for learners to acquire and advance their problem-solving skills to identify appropriate outcomes for situations presented in a diverse range of contexts. 
Learners will identify their individual moving and handling learning needs and keep a log of moving and handling experiences (signed by their placement educators) as part of their portfolio (appendix 9). Learners should seek requisite support from the placement educator to ensure that placement moving, and handling techniques are managed safely and within their remit.
Code of Ethics and Professional Conduct – Confidentiality & Consent
Learners are required to be conversant with and adhere to the Professional Standards for Occupational Therapy Practice, Conduct and Ethics (RCOT 2021). Learners are required to be particularly aware of the need to safeguard confidential information. Learners must follow University guidelines for maintaining confidentiality and gaining signed consent when conducting a case study (Appendix 4) and in obtaining any information for portfolios to comply with the Health and Care Professions Council (HCPC) Standards of Conduct, Performance and Ethics (2016) and the Data Protection Act (2018). 
So far as is possible, permission should be sought from service users and consent to be treated by a learner occupational therapist documented (HCPC 2016). Please note; it is recognised that it is not always possible to ascertain or accommodate a service users’ wishes for mental capacity or legal reasons. In such circumstances learners and placement educators must always act in the service users’ best interests and abide by legal and local requirements (RCOT 2021).
Disclosure and Barring Service (DBS)  
It is the requirement of all learners applying to study on non-medical health professional programmes to obtain an enhanced disclosure of convictions. This is in accordance with the Safeguarding Vulnerable Groups Act, 2006 (see UoE Safeguarding Policy, page Resource folder) The decision to accept learners on to a course of study lies solely with the University of Essex, and placement providers can be assured that each learner has an enhanced Disclosure & Barring Service (DBS) check prior to commencement of their first placement. Learners are made aware of the need to disclose any convictions acquired after acceptance on to the course, and any learner who chooses not to inform the University of Essex, and is subsequently discovered, will be dealt with under the regulations for professional suitability.
Working with a family member or significant other 
To avoid potential conflict of interest, learners are asked to inform their placement educator and the Practice Placement Lead if it is found they would be working with a family member or significant other who may either be a patient or who could be involved in the learner’s placement assessment. 
Equality Act 2010 
The Equality Act applies to universities and placement providers. The University of Essex recognises its responsibilities under the legislation and is committed to working in the best interests of people with a disability and therefore aims to generate a more ‘enabling’ environment and non-discriminatory culture, for the benefit of all University learners, staff, and visitors. Learners are encouraged to disclose to the University of Essex Disability Team in Learner Support. This team have responsibility for assessing evidence and notifying those people who need to know once the confidentiality contract has been signed.
All Staff have a responsibility to ensure that they do not:
· treat a disabled person less favourably than someone else for a reason relating to the person’s disability
· indirectly discriminate against a learner with a disability by failing to make a ‘reasonable adjustment’ when a disabled learner is placed, or is likely to be placed, at a ‘substantial disadvantage’ in comparison with a person who is not disabled

The legislation identifies that placement educators act as facilitators for University of Essex learners and hence learners are encouraged to discuss any disabilities and strategies with them. The learning contract section of the practice placement assessment form is used to ensure that learners have an opportunity to disclose specific needs which may impact on the learning experience and discuss these with their practice educator. During induction practice educators must ask all learners whether they want to disclose a disability or specific learning need. The learning contract statement: I have disclosed a disability or specific learning need to my educator Yes/No must be completed, dated, and signed by the educator. This is reflected as part of the SWOC in the Practice Placement Education Assessment form. 

Disclosing a disability and/or health condition
Learner responsibilities
Disclosure of a disability and/or health condition is not mandatory but is highly recommended.  Disclosure enables the university and practice placement providers to make reasonable adjustments, in line with the Equality Act (2010), to ensure that learners are not disadvantaged in accessing learning and assessment.  Disclosure is possible at the point of application (for example, through the UCAS or Post-graduate application) or at any time during the programme of study.   If disclosing during the programme of study, it is recommended that the learner seeks support through the learner well-being and inclusivity service (SWIS), Occupational health or the subject disability liaison officer (SDLO).
If a learner with a disability or health condition chooses not to disclose, the department will not be able to identify and implement adjustments to meet the learner’s needs.  We therefore encourage disclosure to ensure learners are not disadvantaged in their academic and practice learning experience.
Practice staff responsibilities
If a learner discloses a disability and/or health condition to staff within the practice learning environment, they are advised to suggest to the learner to liaise with the student advisor who will provide them with further guidance. 
Learner support notifications
The recommendations provide an overview of a learner’s needs and recommends reasonable adjustments which might be appropriate.  The SDLO will work with a nominated person (e.g., programme lead, placements lead, student advisor) to determine how reasonable adjustments can be made in line with the professional and regulatory standards of the learner’s programme.
Several factors will influence meeting the recommendations made for reasonable adjustment. When deciding how and when to make reasonable adjustments for the learner with a disability, the principles of safety and protection of service users, families and carers must override all other considerations. Reasonable adjustments may be made to the ways a learner meets a competency or standard, however, the standard itself cannot be adjusted.  This is to guarantee the required professional standards of are met. 
What happens next? 
Academic setting
The DDLO will review the notification and liaise with the relevant academic staff. They will meet with the learner and relevant academic staff as required to develop a plan of the reasonable adjustments that could be provided through their academic course or programme. 
Practice placement
The DDLO will review the notification and liaise with the relevant academic staff.  The department will appoint a member of academic staff (e.g., link lecturer, practice educator) from within the learner’s subject area to liaise with the relevant supervisor or educator within the practice setting prior to each placement.  This liaison will establish that reasonable adjustments can be made for the learner to practise safely and ensure equitable access to learning and assessment opportunities.
Determining the ‘reasonableness’ a reasonable adjustment
The university and its practice placement partners are committed to ensuring reasonable adjustment are made that allow learners to access learning and assessment.  There may be some cases where adjustments are not considered ‘reasonable’, some circumstances are listed below but this is not an exhaustive list:
· Where the adjustment would prevent the learner from achieving the required professional standards associated with their programme, as determined by the relevant regulatory body (e.g., HCPC, NMC);
· Where the adjustment is very high cost or would cause significant disruption;
· Where the adjustment would not enhance access to learning and assessment opportunities

Where requests for adjustments are declined, full justification will be provided and recorded by the DDLO.

Concerns about the Reasonable Adjustments Procedure 
If you have concerns about the Reasonable Adjustments Procedure or the ways in which your support needs have been considered, please raise these with the Departmental Disability Liaison Officer (DDLO) for Health and Social Care in the first instance, or Learner (learner) Support Services at your campus. Contact details are below: 
SDLO: Selena Goodchild			
Email: s.goodchild@essex.ac.uk   
		

Student (learner) Services Hub website: https://www.essex.ac.uk/student/advice-and-support  

Colchester campus student support services: 
	
	
	



	
	
	



https://www.essex.ac.uk/student/advice-and-support/ssh-colchester
Alternative placement arrangements 
Alterations may be made to placement working arrangements to meet the needs of learners with diagnosed health needs e.g., shorter hours over a longer placement period.
The Practice Placement Lead will negotiate the placement arrangements with the placement educator and the learner.

Learners’ placement responsibilities:
· To broadly prepare for the placement - obtain information relating to the practice area
· To complete the advance information/SWOC form and send to the placement educator in a timely manner
· To arrange and undertake a pre-placement visit where possible
· To confirm details of the placement with the placement educator and ask any relevant questions
· To consider personal learning needs for the stage of training and use every opportunity on placement to develop these
· To develop a learning contract and outcomes in collaboration with the educator
· To develop knowledge and skills gained in both the academic and placement settings
· To underpin practice with an appropriate theoretical evidence base
· To constructively use formal & informal supervision processes, engage in self-assessment and actively prepare for & participate in these processes
· To further professional skills with a range of needs, working at a level appropriate for the stage of training reached
· To contribute towards discussion and intervention as part of an inter-professional team
· To observe the College of Occupational Therapists Code of Ethics and Professional Conduct (2017) in all aspects of practice
· As future registrants of the Health and Care Professions Council, learners should be aware of and comply with the Standards of Conduct, Performance and Ethics (HCPC 2016).
· To use reflective practice as a tool for further development
· To inform the placement educator and the University of any change in personal circumstances which may affect the ability to complete the placement
· To follow the University procedures
· To complete relevant paperwork by the required date
· To always behave in a professional manner
· To record practice experiential learning in a professional development portfolio
· To contact the Practice Placement team immediately should difficulties arise 

Placement educator responsibilities: 
· To prepare for the learner, providing information relevant to the practice area
· To plan and source suitable inter-professional and multidisciplinary learning opportunities with the learner, considering the level of training, their individual learning needs, and prior experience
· To provide support and supervision to the learner as appropriate
· To facilitate regular learner supervision using the learning contract, supervision log and assessment criteria to guide the process
· To assess the learner’s performance throughout the placement and give regular feedback through formal and informal discussion and assessment recording
· To inform the University as soon as possible of any concerns regarding the learner’s performance and to formally document these as an issue of concern
· To evaluate the placement via the educator placement evaluation form
· To update and develop placement educator skills through CPD opportunities
· To meet practice placement education standards

Work-based learning mentor roles and responsibilities (degree apprenticeship)
· Undertake relevant training provided by the University to ensure they are aware of appropriate policies and procedures relating to degree apprenticeships, what is expected from the apprentice in the workplace and at university and develop themselves as mentors.
· Familiarise themselves with the Course, Placement, Degree Apprenticeship Handbooks and associated review paperwork.
· Familiarise themselves with the degree apprenticeship standards, British Values, safeguarding (e.g., knowledge of ‘Prevent’ and how to raise a concern) and the associated knowledge, skills, and behaviours which the apprentice will need to demonstrate. 
· Have a sound knowledge and understanding of what the apprentice is learning during their academic studies and help the apprentice to use this to inform their own practice.
· Be prepared for and participate in regular tripartite reviews in line with the Education and Skills Funding Agency requirements [at least every 12 weeks or 4 weeks for learners with additional support needs] and ensuring any actions highlighted are facilitated.   (Duration approximately 1 hr for each review in addition to mentor support and does not include the final gateway review).
· Develop a transparent, honest, and open relationship with the apprentice to facilitate a safe learning environment in the workplace.
· Provide regular progress meetings and honest feedback to facilitate the professional development of the apprentice. Ensure that a bespoke work-based learning plan is in place identifying opportunities for the learner shared with the university. The plan contributes to ensuring that your journey as an apprentice is individualised (though not limited) to their specific workplace and that a record of ‘active learning’ is maintained during every 4-week period.  
· Support the apprentice to increase the use of their initiative and to take increasing responsibility for their own learning and development as they progress through the programme.
· Facilitate the apprentice to undertake and record their work-based tasks/learning in their portfolio in an appropriate way and to maintain this portfolio as a record of their learning across the degree apprenticeship, to inform the apprentices preparation for the EPA. 
· Support the apprentice to recognise opportunities for learning within day-to-day duties in their workplace.
· Support the apprentice to ensure that their workload is at an appropriate level, so they can balance the demands of work and study and maintain a positive level of wellbeing. 
· Ensure there are clear, timely communications with the university about the apprentice and their development. Ensuring any difficulties are identified early and an appropriate action plan is put in place to provide enhanced support.  
· Promote a positive perception of degree apprenticeships as a route into registered health and social care employment [i.e., Nursing, Occupational Therapy, speech and language therapy, physiotherapy etc.]
· Contribute to the decision as to whether the degree apprentice is ready to go through the gateway review to End-Point Assessment and support the quality assurance processes for the ongoing development of the programme[s]


Whistle-Blowing and Escalating Concerns for Learners
In situations where you are concerned about any aspects of care delivery you must adhere to guidance from the Royal College of Occupational Therapists – Professional standards of Occupational therapy practice, conduct and ethics (2021) and HCPC Standards of conduct, performance, and ethics (2016). Should you at any time have concerns regarding the standard of care in your placement and/or workplace, or if you observe poor practice, you must discuss this with your Educator or the service manager in the first instance. You must also inform the University of these concerns; the most effective way of doing this is to contact your student advisor or the placement team. They will listen to your concerns and may involve other members of the team to establish further information. If appropriate the decision may be taken to remove you from the placement. The Programme Lead or divisional lead for occupational therapy will take the concerns forward with the relevant authorities. It is mandatory for all staff to undertake Safeguarding training, learners complete mandatory training requirements for Safeguarding adults and children.  Further information about the University’s safeguarding policies can be found via the University’s webpage https://www.essex.ac.uk/departments/health-and-social-care/placements/nursing-placements/raising-concerns If you are concerned about the welfare of a learner or member of the university community (e.g. staff or learner) you can report a concern via the University’s website (see the following link for further information) Reporting a concern about the welfare of a member of the University community | University of Essex 



Placement assessment process
Placement assessment processes serve two purposes; to provide the learner with ongoing feedback on their performance, and to formally assess the level of that performance against defined criteria for the learner’s stage of training.
The assessment and supervision process provides a framework to continually monitor the development of professional skills, knowledge and attitudes enabling the practice educator and the learner to engage in a continuing cycle of monitoring, review, feedback, and action planning.  Regular performance feedback is expected to occur during formal and informal supervision times. 
For the most up to date practice placement handbook and placement documentation please follow this link: https://www.essex.ac.uk/departments/health-and-social-care/placements 

Assessment requirements
The placement assessment form provides guidance for pass/fail criteria.  The assessment aims and learning outcomes take account of increasing levels of responsibility and involvement as learners’ progress through placements. 
Important: The assessment form must be used in conjunction with the placement guidance denoted at the beginning of each assessment document. Additional assessment guidance and information are also included with each assessment form to help with assessing performance.

Halfway assessment
A formative halfway assessment of professional practice will occur halfway through the placement. The halfway assessment is to only be used at this point to indicate the learners’ level of achievement with supporting comments.  If a learner is not achieving an area of professional practice, it should be clearly stated what needs to be done either by the learner and/or educator to pass the area by the end of placement.

Formal final assessment
A formal final (summative) assessment meeting is held at the end of the placement.
The practice educator is required to complete both part one – professional conduct and part two- professional practice – final assessment form indicating the level of achievement with clear supporting comments with areas for future learning and development.  
Each of the sections of the placement assessment form must be awarded a pass or fail.  All performance criteria must be met, and the learner must obtain a Pass in each of the sections to satisfactorily complete placement practice components. It is a requirement that specific examples of the learner’s performance must be given in the comments box for every section to support the mark awarded and to comment on where and how they can develop their future practice.  

Assessment
The assessment of the learner’s performance is divided into two parts. Part 1 is concerned with professional conduct and Part 2 is concerned with five areas of professional practice:

Part 1 Professional Conduct
This part of the assessment includes learning outcomes for safe practice, non-discriminatory practice, and professional behaviour.  The learner’s performance must be satisfactory in all three learning outcomes to pass the placement.  Failure of any of these three outcomes at any stage of the placement will override part 2 and cause the learner to fail the placement.  In a situation where there is concern relating to safety or professional behaviour a written warning must be completed and must be signed by both learner and practice educator.  A written warning does not constitute failure.  Educators: please ensure you place a tick in the relevant box, sign, and date to indicate pass or fail for each outcome in Part 1. 

Part 2: Professional Practice
This part of the assessment contains 5 areas of professional practice, each of which must reflect a negotiated learning objective (indicated in the learning contract) to be passed by the end of the placement. Learners must reach a satisfactory pass grade in all practice areas, indicating the learner has good potential.  A failure in one or more sections will result in overall failure of the placement. At the halfway stage these areas indicate the level of achievement.
Assessment of this placement is based on evidence of achievement of negotiated learning outcomes via: 
* A half-way formative assessment  
* Final assessment at the end of the placement (100% weighting) 
After discussion between the practice educator and the learner, the practice educator will make the final overall pass/fail marking for all placements using the guidance provided in the Practice Placement Education Assessment form.

Retaking a failed placement 
Learners must pass all practice-based learning placements and will be required to retake any failed placement. If a learner fails a placement, they will be required to undertake and pass a full repeat placement in a similar setting for a pass grade (as all placements are pass/fail). The repeat placement will be undertaken at the earliest opportunity and must be completed. 
Students who fail a placement component on substantiated ground of fitness to practice concerns will be denied a retrieval attempt. Completed hours of a failed placement do not count towards the overall minimum requirement of 1000 placement hours. Students are withdrawn from a pre-registration programme if they fail their second attempt at any placement unless there are Extenuating Circumstances accepted as valid by the Board of Examiners. 
Placement assessments are awarded as pass/fail only.
Risk of failure
Guidance for placement-based educators, supervisors, and assessors
There is an expectation that learners will be continuously assessed when they work and learn in practice-based settings.  Every time an educator works with a learner, the educator should be able to provide learning opportunities that allow the learner to fully participate in supervised practice. In this way, learners gain practical experiences that they can reflect upon and learn from. If learning opportunities are provided, learners should become proficient in applying knowledge, develop practical skills and professional behaviours, and become a functioning member of the team in the service that provides the placement.
These proficiencies are measured through the assessment criteria in the learner’s practice assessment document, aligned to the professional regulatory standards of the HCPC. This document is the record of a learner’s learning, development, and achievement of proficiency whilst on placement. Placements contribute to the learner’s curriculum and a learner’s practice assessment outcome directly impacts upon their ability to progress on their programme of study.
All involved (learners, placement providers and educators, university staff, and professional regulators) need to be assured that sufficient learning opportunities have been provided in placement and that continuous robust assessment of practice learning has been undertaken. It is likely that learners will be working towards or meeting the assessment criteria during their placement. It is imperative that, where there is a risk of failure of one or more of the agreed assessment criteria, actions are put in place to mitigate this risk.
Please follow the processes outlined in the flow charts below when supervising and assessing learners in placement:

Overview of practice-based learning and assessment




Risk of Failure process
If, at any point during continuous assessment, the educator identifies a risk of failure against one or more assessment criteria it is incumbent upon them to initiate the risk of failure process. Educators and learners can feel worried and anxious when the risk of failure process is initiated, sometimes under difficult circumstances. However, the process is not punitive. It is designed to ensure that appropriate actions are taken to provide support to everyone involved: the learner; the placement-based educators, supervisors and assessors involved; and the placement setting.

How will I know when to initiate the risk of failure process?
During continuous assessment the educator will need to make a robust judgement about whether the learner is achieving the expectations set in the assessment criteria, working towards these expectations, or at risk of failure of one or more assessment criteria. Examples of when you might initiate the risk of failure process are as follows:
· The learner has been working towards the standards set in the assessment criteria, given sufficient opportunity to learn and develop proficiency, but has made little or no progress in the quality of their performance.
· The learner has been provided with sources of verbal and written feedback whilst working towards an assessment criterion but makes little attempt to act upon this feedback.
· The learner has been offered opportunities to reflect on their own performance, with respect to selected assessment criteria, to identify areas for development but demonstrates little or no insight into how they might enhance their own performance.
It is likely that through continuous assessment the educator will have identified the risk of failure well before the final week of placement. The earlier that the risk of failure is initiated the more likely it is that conditions can be cultivated, and actions agreed that can support the learner’s progress. It is theoretically possible for the risk of failure process to be initiated right up to the final day of placement. However, this is only likely to happen in rare, exceptional circumstances.  
The process for initiating Risk of Failure can be found within the appendices.  


Fitness to Practice
In some cases, an educator may have significant concerns about a learner’s conduct, behaviour or performance that question their fitness to practice. Concerns about a learner’s fitness to practice refer to actions and omissions relating to professional conduct and professional suitability, including:
· actions that are harmful to service users, other members of the public or service providers.
· actions that are likely to constitute an unacceptable risk to the learner or others.
· contravention of the relevant professional code of conduct.
· concerns about health, disability, or wellbeing, including a failure to seek appropriate medical treatment or other support, which might impair fitness to practice.
· actions that are prejudicial to the development or standing of professional practice.
The full Fitness to Practice procedure is available via the following link Fitness to Practise | University of Essex i If you have a significant concern about a learner’s Fitness to Practice then please contact the programme placement lead, link lecturer/student advisor or programme tutor, who will be able to advise on the appropriate action for any given situation.
To initiate a Fitness to Practice referral, you will need to email one of the occupational therapy tutors stating your specific concerns. 


Failure of Practice Placement modules
· Learners must pass all practice-based learning placements to achieve final qualification. 
· If a learner fails a placement, they will be required to undertake and pass a full repeat placement in a similar setting for a pass grade (as all placements are pass/fail).
· Completed hours of a failed placement do not count towards the overall minimum requirement of 1000 placement hours. 
· If a learner fails a practice-based learning component on substantiated grounds of fitness to practise concerns a retrieval attempt will not be permitted.
· A resit placement will normally be found which will provide similar learning opportunities in a comparable setting.
· Students are withdrawn from a pre-registration programme if they fail their second attempt at any placement unless there are Extenuating Circumstances accepted as valid by the Board of Examiners. 
· If learners double fail an academic component of the course whilst out on placement, then they will be removed from placement. A tutor will visit to withdraw the learner. This is in accordance with university policy and guidelines.
· If a learner withdraws from a placement without university approval it is deemed a failed placement. 
· Refer to the Rules of Assessment which can be accessed via a link in the Programme Handbook.

Guidelines for Removal from Placement
The University recognises the need for termination of a placement where a learner’s behaviour seriously breaches codes of conduct or procedures operating in the practice setting or the professions. Evidence of professional unsuitability or misconduct and/or ill health must be clearly documented to support the placement educator’s decision to exclude the learner from the workplace. The educator will need to complete part 1 – professional conduct in the Practice Placement Education Assessment form. In extreme cases the placement educator has the right to send the learner off site immediately but must notify the Practice Placement Team without delay on 01206 874312.  
The University will then implement, where necessary, the appropriate procedures governed by University Breach of Professional Conduct and Fitness to Practice regulations. 
. 


Assessment paperwork submission
All assessment forms are completed on the ePAD.
If paperwork is incomplete this is likely to result in a delay in completion of the course. Learner and educator placement evaluation forms must be completed on PEMS. All learners are expected to attend a debrief session at the end of each placement, if applicable. 
It is the learners’ responsibility to ensure ALL elements of the assessment form are completed. Submission of incomplete ePADs is likely to prevent completion of the related module and therefore potentially the course.

Negotiated learning contract
Learners and educators will negotiate a learning contract which will relate effectively to the overall learning outcomes for the placement. The Learning Contract reflects the self-directed nature of learning within the total programme, enabling learners to identify learning outcomes that are specific to their individual requirements. Hence, the Learning Contract is used to guide and individualise the learner’s learning experience and to provide a clear plan for their specific learning and experience throughout the placement.
The learner and practice educator work collaboratively to negotiate and complete the Learning Contract by the end of the first week. Once negotiated, the contract is flexible to allow for changes as new outcomes are developed or new resources identified. The learner becomes a more active participant in the learning process and takes responsibility for identifying their learning needs, evaluating their strengths and area for development.

Learning Contract Objectives
The learning outcomes can be identified within the module details in this handbook.  The learner and educator should use the module learning outcomes and SWOC to negotiate and agree learning objectives, recording them in the learning contract. There should be learning objectives for each of the five areas of practice, listed on the Assessment Summary within the assessment documentation. These learning objectives should be SMART (specific, measurable, achievable, realistic, timely) and cross referenced on the assessment form. To help you, suggested general statements for learning objectives are listed in the guidance section of the assessment documentation. The learner’s performance must be satisfactory in each of the practice areas relevant to the placement setting to pass the placement. 

To develop learning objectives in conjunction with the practice educator, learners should ask themselves the following questions: -
· What do I want to learn or develop during this placement, which is at an appropriate 	level to meet the placement module outcome expectations?
· What are my needs and interests, baseline knowledge and understanding, previous 	experience and knowledge gaps?

A useful starting point for the basis of drawing up learning objectives is to think about them in three groupings:
· Knowledge - What do I need to know?
· Skill - What do I need to do?
· Attitude - How do I need to go about it?

It may also be beneficial to consider the following terminology in relation to the level of the placement:


	Placement levels
	Terminology examples to support development of learning objectives for assessment for each area of practice (based on Bloom’s taxonomy and the learning domains of RCOT Career Development Framework)

	Level 4
	Observe, identify, demonstrate, describe, basic understanding, remembering, discuss.
Understanding and knowledge of concepts that underpin occupational therapy linked to the CDF learning domains and the placement learning outcomes.  

	Level 5
	Discuss and critically analyse, develop and maintain, integrate, apply, and sustain professional relationships, analyse.
Knowledge of facts, principles, processes and general concepts related to the learning themes. 
Factual and theoretical knowledge linked to the CDF learning domains and those related to the placement learning outcomes.  

	Level 6
	Be able to assess and manage, synthesise, evaluate and critically analyse, debate, determine appropriate actions, monitor and review, critically evaluate own practice.
Comprehensive, factual and theoretical knowledge linked to the CDF learning domains and those related to the placement learning outcomes.  


Examples Based on Blooms Taxonomy (1994)

A balanced learning contract will have objectives that reflect each of these components.
	
	
	



	
	
	



The Learning Contract should be reviewed regularly throughout the placement and used as a focus for reflection and feedback in supervision.
Supervision
The learners understanding and knowledge of professional practice will be explored and developed through supervision with their placement educator. Supervision processes provide an opportunity for education, support, feedback, action planning and reflection. Formal supervision should be provided for a minimum of 1 hour per week and should ideally be regularly timetabled and take place in a quiet environment, free from external distractions. This formal time will be supplemented with ongoing informal feedback and discussion as appropriate. Supervision should be confidential, safe, and supportive, to allow exploration of the learner’s strengths and areas for development.
The formal supervision session should be discussed during the first week, to establish how supervision will take place, for how long, when, where and with whom. This information is recorded on the Learning Contract. It is useful when setting up supervision, to discuss the learner’s previous experiences of supervision, clarify expectations and reach agreement on the use of the sessions.
In traditional and non-traditional settings, the learner will be supervised by the on-site Occupational Therapy educator 
For role emerging placements: These placements require one member of the organisation acting as an ‘onsite’ supervisor for the learner, providing 1 hour of supervision per week.  The person will take responsibility for the day-to-day management of the learner and on-site supervision.
An external registered occupational therapist or member of university staff will provide one hour per week of professional supervision and facilitate occupational therapy-specific learning.  This supervision will be provided either by face-to-face contact, emails or telephone contact and they will be responsible for completing the assessment paperwork.
It is suggested that the learner, on-site and offsite educator agree the learning contact in the first week and meet at the halfway point and then at the end to complete the summative assessment.
The learner’s responsibilities as supervisee include:
· Preparing for supervision 
· Reviewing the Learning Contract and current learning needs
· Reviewing practice and level of involvement in the practice setting
· Selecting issues from reflections completed to share and discuss (upload these onto the ePAD)
· Reviewing the previous week's supervision log and prepare an agenda
· Participating equally in discussion

The placement educator's responsibilities as a supervisor include:
· Preparing for supervision
· Guiding learning by facilitating the integration of theory and practice
· Promoting reflective dialogue and providing specific feedback on performance
· Monitoring assessment of competence and confidence and to plan assessment opportunities
· In the case of joint supervision, agreeing how sessions will be structured or shared
· Ensuring collaboration between joint supervisors

The Supervision Log and action plan
The Supervision Log should be completed by the learner & signed off on the ePAD by the placement educator after each supervision session. It aims to ensure that discussions have been clearly documented and provides evidence that weekly supervision has taken place. The log will enable the learner to review their learning experiences and to notate discussion and future weekly planning within each supervision session.  
The weekly Action Plan points will be agreed, and practical objectives set with details of how these are to be met. These objectives and work undertaken towards meeting them should appear as part of the agenda for the following week’s supervision (also completed on the ePAD).
[bookmark: _Hlk164259011]
Case study
During placement learners can use a case study as one form of evidence of their learning on any placement.  Below are some general guidelines for presenting this information.
General guidelines for all case studies
A case study could include information relevant to the occupational therapy process as appropriate to the service area and to demonstrate learner professional reasoning processes at an appropriate level for stage of training.

· Overview of person referred to the service and the service user’s perspective
· Reason for referral 
· Identified needs 
· OT process – assessment, interventions, evaluation
· Occupational focused practice
· Guiding theories, policies, legislation
· Benefits and outcomes for people who use services (service users)
· Service/resource limitations 
· Future learning and development
· [bookmark: _Int_w5cDfcx0]Evidence base for study – source references

Learners must obtain signed consent from the chosen case study person and their placement educator using the consent form (Appendix 4). 

Please note it is recognised that it is not always possible to ascertain or accommodate a service user’s wishes for mental capacity or legal reasons. In such circumstances learners and placement educators must always act in the service users’ best interests and abide by legal and local requirements.



Guidelines for Role emerging placements
There may be the opportunity for learners on penultimate and final placements to experience working in a setting where there is not an established occupational therapy role. These ‘role emerging’ opportunities may occur in settings such as residential homes, hostels, homeless services, social farms, independent drug agencies, schools etc. In exceptional cases, selected-structured role emerging placements are used for placement one and two, with clear learning objectives set.  Learners may undertake role emerging placement individually or as a shared experience with a peer. Usually, individual learners are assigned to placements.  However, it has been shown that learner pairs who undertake role emerging placements have positively benefited from the shared experience.  Collaborative peer supported working, and enhanced ability to undertake the considerable demands of the role development work, features positively in learner and service feedback.  Prior to placement allocation, care is taken to form a complementary learner pairing take account of individual skills and experience.  However, services vary in capacity to accommodate learners to provide reasonable access to IT facilities and space within the staff teams and premises.  Therefore, it may only be appropriate for an individual learner to attend.
This type of placement requires ‘a strong sense of professional identity’. Learners who feel able to cope with the challenges of this type of placement and are interested in undertaking one should discuss the possibilities with their programme lead and role emerging placement tutor in conjunction with the Practice Placement Lead.

Benefits of role-emerging placements
· The learner has opportunity to learn and experience alternative perspectives to identifying and meeting service user need in other sectors of communities
· The learner can demonstrate practical skills and develop their professional reasoning, resourcefulness, and autonomy to a high level
· The placement provides potential for an occupational therapy role to emerge within a new service setting
· Collaboration between agencies is promoted through shared learner supervision
· Optimise potential for furthering collaborative service development work

Learner supervision for role-emerging placements
In common with learners from other health professions who undertake placements, occupational therapy learners require someone from the service to assume responsibility for supervision of their practice during working hours.

In settings where occupational therapists are not routinely or otherwise employed, a ‘long arm model’ of supervision can be undertake that requires an appropriately experienced member of staff at the placement setting provides informal managerial supervision for day-to-day working practice and to provide support for the learner.  In addition, professional supervision of the learner and assessed components would be provided by a nominated ‘off site’ registered occupational therapist in practice or from the occupational therapy team at the university on a weekly basis.

There is an agreement that both the ‘on site’ supervisor and ‘off site’ occupational therapist work in close collaboration to monitor, assess and provide feedback about the learners’ progress throughout the placement.
A minimum of 1 hour protected formal supervision each week is provided at a time to be agreed between the OT ‘long arm supervisor and OT learner.  The service ‘onsite’ supervisor will be required to meet with the supervising long arm registered OT and learner at agreed intervals throughout the placement, minimally this must be at least 3 times (weeks 1, midway and final week) to gauge the learner’s performance for assessment purposes.  Supervision meetings may be arranged to take place on or off site or a mix of these to suit both the learner and supervisors’ needs as the placement progresses.

Promoting and accessing role emerging placement opportunities
The role emerging placement tutor is responsible for sourcing and setting up new placement opportunities in this diverse area of practice, working collaboratively with the placement team, organisations, and practice educators.
Learners have access to available placement information on Moodle to find out more about these diverse practice placements.    
Please note:  Learners will only be able to attend these placements if there are placement offers and appropriate support available.
If you have an interest in attending or supporting role emerging placements, contact the placement lead. 
Placement Educator Continuing Professional Development support
All educators are invited to attend an educator training course prior to taking a learner on placement. These courses are designed to inform the educators about the occupational therapy courses at the university (content and philosophy), consider the aims and learning outcomes for the placement, discuss assessment and documentation procedures, supervision requirements and provide an opportunity to network with other organisations. The university also offers update courses for experienced educators. Educator training can be personalised to meet the needs of the attendees and may be offered in person or online.
It is expected that by attending an educator course new placement educator will have the requisite skills and knowledge to effectively support and supervise the learner placement experience commensurate with placement education standards. In addition to these courses, educators can access the schools online update for mentors and practice educators via Moodle X: HHSOccTherapyPlaceX | Open Essex Educators can enrol online and complete relevant mandatory aspects for all and those specific for AHPs. There are additional optional choices: Learners with additional needs, supervising underperforming learners, NHS constitution and Service improvement, followed by a short test of all mandatory aspects and one of the above choices. This can be completed prior to attending an educator course and in preparation for offering practice placement opportunities.
Practice Placement Education Quality Assurance and Monitoring
The Occupational Therapy programme and each placement provider have a shared responsibility to ensure that the placement experience offers a constructive & individualised learning environment that meets requisite professional and regulatory body placement and educational quality standards and guidelines. COT (2014), HCPC (2012), QAA (2007), DoH (2001)
Placements and standards are monitored and reviewed through the following processes: 
· An audit is carried out by each organisation prior to learners commencing placement. 
· All learners and educators are requested to provide feedback on the placement within 2 weeks of completing the placement.  Learner feedback will be stored on PEMS and will be available for educators to view following on from the placement.
· Non-traditional and role emerging placement areas must complete a health and safety checklist. This will be completed by a person within the organisation and returned to the University role emerging placement tutor.
· Placement halfway tutorial monitoring forms – screened/reviewed by academic tutor /Practice Placement Lead – action as required
· Learner placement evaluation - reviewed by Practice Placement Lead – action as required
· Placement educator feedback - reviewed by Practice Placement Lead – action as required
· Placement educator development events/course evaluation - reviewed by Practice Placement Team staff – development as required
· Course programme management committee meetings – student representatives 
· Placement module evaluation screened by programme lead and academic team – reviewed by Practice Placement Lead for action as appropriate

Prior to placement commencement placement educators are required to sign a placement standards agreement summarising the standards in the following key areas:
· Placement educator’s skills & knowledge are current and learner assessment outcomes meet criteria
· Placement educator understands and negotiates the achievement of requisite learner placement learning outcomes with the learner using a variety of development/monitoring tools, considering any individual needs
· Learners receive formal and informal supervision and feedback on their performance by their named educator
· Placement educators understand and contribute to the course curriculum and facilitate the learner’s professional development on placement in partnership with the University
· Learners are given responsibility for their learning and have access to adequately resourced workplace opportunities including multi-disciplinary learning opportunities
· The quality of the placement working/learning environment reflects current evidence and legislative based practice 
· There is responsive communication between the placement provider and the University in all aspects of the process of placement provision


Learner Information File – can be on-line/virtual
	


An appropriately structured and up to date practice placement information file is potentially a useful learning resource for learners, their placement educators and other service providers involved in the education of Occupational Therapy learners. The file can be a reference point to assist learners in their induction and orientation to the placement, personnel, and the services it provides. It can give indicators to the variety of general and more specific learning resources and opportunities available to the learner. 
It can also contain an outline of placement educator and learner support and development processes and the mechanics expected in the provision of the learner’s placement learning and assessment experience. At the same time the file contents can also provide a ready source of evidence for meeting the professional and statutory benchmark standards and guidance contained in the following documents:

Bloom, B. S. (1994). "Reflections on the development and use of the taxonomy". In Rehage, Kenneth J.; Anderson, Lorin W.; Sosniak, Lauren A. (eds.). Bloom's taxonomy: A forty-year retrospective. Yearbook of the National Society for the Study of Education. 93. Chicago: National Society for the Study of Education
Health and Care Professions Council (2016a) Guidance on Conduct and Ethics for Students Online at https://www.hcpc-uk.org/resources/guidance/guidance-on-conduct-and-ethics-for-students/[accessed 
Health and Care Professions Council (2016b) Standards of Conduct, Performance & Ethics https://www.hcpc-uk.org/standards/standards-of-conduct-performance-and-ethics/ 
Health and Care Professions Council (2017) Standards of Education & Training Online at https://www.hcpc-uk.org/resources/standards/standards-of-education-and-training/[accessed  
Health and Care Professions Council (2013) Standards of Proficiency- Occupational Therapists Online at https://www.hcpc-uk.org/resources/standards/standards-of-proficiency-occupational-therapists/
Hocking C & Ness NE (2002) World Federation of Occupational Therapists Revised Minimum Standards for the Education of Occupational Therapists Sydney World Federation of Occupational Therapists
Quality Assurance Agency for Higher Education (2007) Code of Practice for the Assurance of academic quality and standards in higher education, Section 9: Work-based and placement learning Online at http://www.qaa.ac.uk/Publications/InformationAndGuidance/Pages/Code-of-practice-Section-9.aspx 
Royal College of Occupational Therapists (2021) Professional Standards for Occupational Therapy Practice, Conduct and Ethics Online at https://www.rcot.co.uk/practice-resources/rcot-publications/downloads/rcot-standards-and-ethics  
Royal College of Occupational Therapists (2019) 
Learning and development standards for pre-registration education  https://www.rcot.co.uk/practice-resources/rcot-publications/learning-and-development-standards-pre-registration-education  

In order to meet these placement standards and guidelines for Occupational Therapy learner education it is recommended that a learner information file could usefully
contain and/or have signposting to material that relates to the following:


Practice Placement processes
· The administrative, preparatory, and evaluative processes undertaken by the occupational therapy programme, placement providers and learners throughout the placement period. How placements are put into operation within the service.

Organisation or Service philosophy and information
· What the service aims to achieve and how.
· General management & staffing, multi-disciplinary team, and occupational therapy.

Legal and ethical frameworks and practice
· Underpinning policies, procedures, and guidelines that learners are required to adhere to including health and safety and risk and workload management.

Placement service quality – Clinical governance
· Professional practice & service development – how service and staff meet service user & corporate objectives.  

Placement education quality
· Practice educator support & development structure – how staff develop their learner educator skills.
· Working partnership links with the University OT programme – how service influences the course curriculum.

Placement support processes
· How the service and University supports practice educators and learners

Local useful information not already contained in a learner information pack
· Promoting work life balance

Should you require advice or assistance in the compilation or updating of a learner information file in relation to the standards outlined please contact the Occupational Therapy Practice Placement Team.
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Appendix 1
Guidelines for your introductory email to placement educator
Guidelines for your first email to educators

You will need to email your placement educator once you have been given your placement details. It is your chance to make a good first impression. 
(Please check the details you have been given some placements provide you with the placement team email address to pass your initial contact to your educator)

Before you start your email, check the following details:
· Placement Information/Name
· Placement dates
· Educator or Contact name(s) from PEMS

	Subject line
	SUBJECT:	MSc/BSc Explore placement – Dates of placement start and end

(Make sure the subject line says your course, placement number and dates)

	Address the email
	Dear Mr/Mrs/Ms educator name
Do not use familiar terms such as “Hi or Hey” 


	End the email
	Kind Regards or Best Wishes or Many Thanks
Your full name 
Occupational Therapy Student




Please note the following points when writing your email:

· Introduce yourself 
· Confirm the placement offer, dates, location etc.
· Include some personal information and mention any previous experience you may have. 
· Ask any questions you may have about where and when to report on the first day of your placement, uniform requirements, pre-placement preparation etc.
· If you have a disability, specific learning need or a health issue which could affect your placement we would strongly encourage you to give details in your introductory email.  Please note that it is your responsibility to self-declare.  The placement team will not give these details to your educator unless you have given specific permission for this to be discussed with your educator.  If you are not sure how to phrase this in your email, please speak to your student advisor.
· The email should be professional in tone
· Make sure you proofread your email thoroughly – grammar and spelling mistakes do not make a good impression.



Curriculum Vitae & SWOC (completed on the ePAD)

· Use the CV form enclosed to highlight your previous experiences. 
· Use your SWOC form for placement 


	Appendix 2

Occupational Therapy
School of Health and Social Care
University of Essex
Wivenhoe Park
Colchester
CO4 3SQ
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CURRICULUM VITAE

	Name:
	

	Contact Address:
	





	UoE Email:
	

	Mobile Telephone:
	

	
	

	Placement Experience

	Date:
	Role / Employer / Location:

	





	

	





	




	Other Experience (i.e. Voluntary, projects and other paid work)

	Date:





	

	




	

	




	

	
	

	Additional Skills / Activities / Achievements 

	IT skills:

	

	Languages:

	

	Driving licence:
	Do you want to specify type of license, i.e. full/provisional or UK or other country



	Other activities / interests:
	

	
	

	Professional learning needs identified on your previous placement:
(this section should be completed for Initiate placement onwards)
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Appendix 3                                                 
Appendix 3: Learning Agreement (Completed by the learner on the ePAD before placement starts):
Strengths, Weaknesses, Opportunities and Challenges (SWOC) Analysis 
To complete the SWOC analysis, identify your perceived Strengths and areas of Weakness for personal & professional development for the next placement experience. 
Identify Opportunities (what you hope to be able to do or achieve during the placement) and Challenges (what you think may get in the way of achieving or undertaking your aspirations). 
Outline what you feel are your personal and professional development Needs for the placement.
This information will enable your educator to plan the placement in relation to your specific learning needs to help form the basis for your learning contract.

	Internal
	Strengths- what do you do well? What do others see as your strengths?
	Weaknesses: What could you improve? What do you need to develop?


	

External



	Opportunities- what opportunities are available through this placement? How can you turn strengths into opportunities?


	Challenges- what challenges or hurdles might you meet along the way?


	Needs: Any special considerations for the placement:
	Learner

	This is a space for the learner to share any information that may affect their learning on placement in any way. To encourage dialogue between learner and practice educator(s) and to raise awareness so, if needed, appropriate supportive steps are put in place. 
Factors could include (amongst others): 
· Concerns about risk of discrimination linked to protected characteristics (age, disability, gender reassignment, race, religion or belief, sex, sexual orientation, marriage and civil partnership and pregnancy and maternity)
· Concerns regarding accessibility/access adjustments 
· Social or family circumstances such as living environment, caring responsibilities, or travel issues. 
· Health or wellbeing issues relating to physical and/or mental health. 
· Financial issues such as travel costs or access. 
· Religious or cultural beliefs, values, or practises.
· Previous problems encountered during placements. 
· Previous experiences such as bereavement, personal or family health or wellbeing issues that may be relevant to how the learner experiences the placement setting. 
	


	I have disclosed a disability or specific learning need to my educator – Yes ☐           No☐

	If yes, the ways in which this may impact upon my learning experience have been identified and discussed. Strategies to be implemented include:

	



	Resources available in the department (identified by discussion with practice educator):

	



	Date:
	

	Sign by educator:
	

	Sign by learner:
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Appendix 4 
School of Health and Social Care
Occupational Therapy Case Study Consent Form
I consent to being part of a case study used for the education of the University of Essex Occupational Therapy learner named below.
I understand that all my details will remain confidential and will only be used for the purposes of this study and that this form will remain with the occupational therapy service.

	Name 

	Signature

	Occupational Therapy Learner Name


	Occupational Therapy Learner Signature


	OT Practice Placement Educator’s Name


	OT Practice Placement Educator’s Signature


	Date



Please note, it is recognised that it is not always possible to ascertain or accommodate a service users’ wishes for mental capacity or legal reasons. In such circumstances you must always act in the service users’ best interests and abide by legal and local requirements
N.B. It is important this form must remain within the occupational therapy practice placement education placement setting.
Appendix 5: Risk of Failure Process - OT
Initiating the Risk of Failure Process



· At any stage during the placement, an educator feels that a learner's performance is not of a satisfactory standard, or that the student is at risk of not achieving the satisfactory standard, they should contact the student's allocated student advisor to discuss their concerns - contact information can be found within the ePad.
· Examples of when educators should consider initiating the process: 
1. The learner has been working towards the assessment criteria, given sufficient opportunity to learn and develop, but has made little or no progress in the quality of their performance
2. The learner has been provided with sources of verbal and/or written feedback whilst working towards assessment criteria but makes little attempt to act upon this feedback. 
3. The learner has been offered opportunities to reflect on their own performance and to identify areas of development but demonstrates little or no insight into how they might enhance their performance. 
· If deemed appropriate, a risk of failure meeting time should be agreed between the learner and the practice educator. The student advisor can also be invited to this meeting if appropriate. 
· Before the meeting, the practice educator(s) should review the risk of failure documentation (available on the ePad in the additional forms section) and identify indicators of unsatisfactory performance in one or more of the 4 placement assessment criteria (professional practice; facilitation of learning; leadership; evidence, theory and development). This will inform the risk of failure meeting. 
·  During the meeting, in collaboration with the learner, the practice educator and where appropriate the student advisor should complete the "Risk of Failure" form available on ePad, identifying the assessment criteria against which risk of failure has been identified and justification for this decision. An action plan detailing what the learner needs to achieve by the risk of failure review should be developed to assist the learner in improving their performance to the required level. This should be submitted on ePad. 
·  Schedule a risk of failure review meeting for one week after the process has been initiated. 

Reviewing the Risk of Failure Process



· At the review meeting, the learner and practice educator should discuss the learners’ achievements since the risk of failure process was initiated. This should focus on the objectives that were set within the risk of failure meeting and to what extent the aims within the action plan have been met. 
· During the meeting in collaboration with the learner, the practice educator should document the learner's progress in meeting agreed objectives in the risk of failure review form available within the additional forms section of the ePad. 
· At the review meeting, the practice educator and the learner can provide evidence of where/if progress has been made against the agreed objectives. 
· There are 3 possible outcomes at the review meeting:
1. If the learner is now working at the required standard, they can be signed of the risk of failure process
2. If the learner has made improvements in some areas but is still not meeting the required standard for other areas, an action plan detailing actions to be met by the next revie meeting must be agreed and documented in the risk of failure review form.
3. If it is evidence that the learner's level of performance is still not at the required level and/or it is deemed that within the time remaining on the placement a pass cannot be achieved, a decision can be made that the learner has now failed the placement.
Next steps following failed placement




This will depend on the programme in which a learner is studying. 

	
	BSc 
	OTDA 
	MSc

	When?
	Explore Placement – summer of the same academic year
Initiate Placement – within the lead placement block
Lead Placement – 
Summer of the same academic year
Manage Placement - 
After exam board of the same academic year
	In the next placement block period.
For example, repeat initiate will be completed in the lead placement block. 
	In the next placement block period.
For example, repeat initiate will be completed in the lead placement block.

	Considerations
	All repeat placements for BSc learners must be ratified at an exam board before these can be scheduled
	As programme will need to be extended to accommodate the repeat placement this needs to be agreed with employer and a new training plan developed. 
	Learners on the MSc will likely complete their Lead placement followed by their Manage Placement, with a week break in between. 

	For any learners who fail their placement, and this is ended before the final date of placement will need to have a plan put in place for meetings to discuss the placement and provide support with this and with ongoing module/assessment requirements. 
For vias holders – this is essential to ensure compliance with their visa requirements. All meetings must be in person and recorded on LEAP. 





On the first day of placement, review the practice assessment document in collaboration with the learner.  Identify the learning opportunities available in the placement to allow the specific proficiencies/criteria in the practice assessment document to be achieved during the placement.
Develop and agree a learning contract in collaboration with the learner.  Plan ahead to ensure that participative learning opportunities are made available throughout the placement period.


Continue to set goals, and provide learner's with learning opportunities and feedback to promote learning, development and achievement of assessment criteria


Initiate Risk of Failure at any point during the placement


Continuously and robustly assess the learner against the assessment criteria as they progress through the placement.  Provide written and verbal feedback to the learner so that they may continue to develop.  During continuous assessment  you may assess the learner to be:
◦ exceeding the expectation set in assessment criteria
◦ achieving the expectation set in assessment criteria 	◦ at risk of failure of one or more assessment criteria ◦ working towards the expectation set in assessment criteria					


The final summative practice assessment is completed. 
Learners who pass their placement may progress on the programme.  Learner who fail may be offered one further retrieval placement.
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