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1.0 The purpose of this document is to outline the process for allocating students to practice learning environments (placements).  It clearly defines what each party will undertake during this process. This process refers to the standard placement circuit and does not include bespoke arrangements, bespoke arrangements are dealt with on an individual timeline. 
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2.0 This section explains the steps to be taken prior to placements being allocated to students.

2.1 Students will;

2.1.1 Enrol on the Placement Education Management System (PEMS) and complete the pre placement form.  This must be completed promptly at the start of each academic year.  Click the link on PEMS and read and sign the code of conduct, examine and update personal details such as term and home address to ensure accuracy, as well as driving status and whether they have access to a car.

2.1.2 Ensure an enhanced DBS check is completed and returned to the placement administration team for logging. 

2.1.3 Ensure an occupational health meeting has been completed. 

2.1.4 Ensure all required mandatory training has been completed.

2.2 Placement team will;

2.2.1 Predict the numbers of placements required within each of the NHS Trust partners, and the private, voluntary and independent (PVI) sector and send this information to Health Education East Midlands (HEEM), and the individual NHS Trust practice learning leads, for planning purposes. Communicate planners to practice areas. 

2.2.2 Receive available placements from all practice partners.  These will be added to the PVI placements which are organised and allocated by the university.  12-8 weeks prior to placement date where possible.

2.2.3 Allocate students to a placement based on the above information and on prior placements completed to ensure a varied learning experience is provided according to NMC and HCPC guidance.  4 weeks prior to placement date where possible. 

2.2.4 Publish allocations on Blackboard for students to view 4 weeks prior to placement date where possible – with a minimum of 2 weeks notice being the aim. 
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3.0 This section explains the steps to be taken after all students have been allocated a placement.

3.1 Students will; 

3.1.1 Use the placement allocation exchange forum on Blackboard or email to arrange/propose any swaps to be made and email the placements team with the swap suggestions.  (Note: these suggestions will be reviewed and their appropriateness decided based on the range of experiences already gained by each student).  

3.2 Placement team will;

3.2.1 Review suggestions and finalise placement allocation.  Details published on PEMS, placement allocation numbers sent to practice partners.   
3.2.2 Will NOT discuss student circumstances/placement allocations with other students to maintain confidentiality. 
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4.0 This section explains the steps to be taken after all placement allocations have been confirmed.

4.1 Students will;

4.1.1 Ensure they have made plans for travel (several students at the same placement may wish to car share) and are aware of the named contact, location, public transport routes, potential for car hire or overnight stay where required – this may be possible where long shifts are arranged for consecutive days. We do not specify a minimum or maximum travel time and travel will be assessed by the practice placement team as appropriate or not depending on the placement allocated and against other factors such as home address, eligibility to stay in accommodation etc., 

4.1.2 Review the placement profile on PEMS and complete any reading, research or suggested background information for that placement.

4.1.3 Contact placement to introduce themselves and arrange a pre start visit, induction and/or start date.  Complete any further reading or research recommended by the placement.  2 weeks prior to placement date if possible.  

4.1.4 Start placement on the arranged date and shift. 

4.1.5 Students should not contact practice placement areas themselves (unless agreed as part of the elective placement process) to arrange alternative placements. If they feel they meet the criteria for a change of placement once allocated as a result of extenuating circumstances (See section 8) then the student should formally approach the University Practice team using nursingpractice@lincoln.ac.uk for nursing or uolpractice.support@lincoln.ac.uk for midwifery, occupational therapy and physiotherapy and their claim will be reviewed by the Practice Placement team in consideration of the circumstances raised against the extenuating circumstances criteria. 

4.2 Placement team will;

4.2.1 Send name of student to practice placements via PEMS.    Individual placements will know of their allocation and be asked to sign into PEMS and link the student to a placement assessor.  This will then enable hours to be approved and absence reporting features on PEMS which the placement assessor will be able to access and record.  

4.2.2 Consider student requests to change placement as a result of extenuating circumstances, after formal allocation using the guidance outlined in section 8 of this document. 
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5.0 This section explains the steps to be taken whilst the student is on placement in the practice learning environment. 

5.1 Students will;

5.1.1 Meet with their supervisor(s)/practice educator(s) on the first day and undertake an orientation session within the placement. 

5.1.2 Ensure they are aware of who their practice assessor/educator will be.

5.1.3 Ensure their supervisor(s), assessor and educator is linked to them on PEMS for approval of hours and to ensure the university are aware of who their assessor is. 

5.1.4 Set and complete learning outcomes within the practice assessment documentation (PAD) and involve other practice or external staff as necessary. 

5.1.5 Ensure practice hours undertaken are approved by their supervisor, assessor or educator on PEMS. Verifying hours through sign off is ideally completed daily, however at the very latest, weekly.  

5.1.6 Submit any claims for expenses at least fortnightly to the placements team. 

5.1.7 Where concerns exist around placement, raise initially with the supervisor, assessor, educator or practice staff.  If not resolved, contact the placements team using details below who will advise the Practice Learning Hub team responsible for the area, who will review and action plan to solve the problem and support the student and practice staff.  Where this is more complex, the personal tutor will be informed as necessary.  The placements team at the university can also be contacted if it is felt they can resolve the problem.  
For any Nursing placement enquiries please contact: Nursingpractice@lincoln.ac.uk
For any Midwifery, Occupational Therapy and Physiotherapy enquiries please contact: iharvey@lincoln.ac.uk


5.1.8 Where a safeguarding or other issue arises which requires prompt action, report immediately to the supervisor, assessor or senior manager as in the escalation policy (Practice Handbook for Students).  They will follow the appropriate policy and contact the personal tutor, Zone Lead and Nursingpractice@lincoln.ac.uk for Nursing or iharvey@lincoln.ac.uk for Midwifery, Occupational Therapy and Physiotherapy. 

5.1.9 Undertake the assessments as required within the PAD where any developmental learning or skills deficit will be noted and action plans formulated.  Where achievement of competence is in question prior to final interview, the Practice Learning Hub must be informed and support the student and assessor in defining the action plan and progress.  Work towards meeting all learning outcomes and competencies over the next few weeks. Undertake the final interview with the practice assessor for sign off of competence for the specific placement using all available evidence.   

5.1.10 Where actions are unmet and there is a risk to progression for both practice hours and achievement of competence, a Cause for Concern (policy) may be raised to initiate an alert and monitoring system with a more detailed action plan within timescales and with escalation points.  

5.1.11 Complete all hours and outcomes, bringing the placement to a close.

5.1.12 Where practice hours are in deficit or if competencies have not yet been graded, the student must submit an extension request before the deadline and meet with their personal tutor who will work with them in developing an action plan to ensure they undertake all hours in order to pass the placement. 

5.2 Practice Zone Teams will;

5.2.1 Answer any questions or concerns raised to them from students in their area. 
 
5.2.2 Make contact with students and practice supervisors/assessors/educators in their placement area via a placement visit, telephone call or email.  Complete at least one practice visit which is prearranged with the service in which a member of practice staff and student will be present in order to assess for any issues or problem solving required. 

5.2.3 Support practice supervisors, assessors and educators in their role with students.

5.2.4 On visits, check the students are working with their practice supervisors/educators using the off-duty registers. 

5.2.5 Review any action plans already in place for making up deficit practice hours and update Personal Tutor on progress.

5.2.6 Liaise immediately with Associate Professor (Practice), and subsequently other HEIs and HEEM where safeguarding incidents arise on placement and/or deactivation of placement is necessary for quality and safety purposes in line with the escalation policy.

5.3 Placement team will;

5.3.1 Answer any questions or concerns raised to them from students.
 
5.3.2 Check each student has an allocated practice supervisor, assessor/educator whilst on placement and that the practice assessor is in date according to registers held either by the university or the organisation. 

5.3.3 Manage the collation and recording of practice hours, update personal tutors regarding the status of this, inform around issues such as car hire, expenses, accommodation and uniform.

5.3.4 Help to signpost to the Zone link lecturer in their area.
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6.0 This section explains the steps to be taken after the placement has been completed. 

6.1 Students will;

6.1.1 Submit practice hours on PEMS by the deadline.

6.1.2 Where there is a deficit in practice hours, Personal Tutors will be made aware immediately and will initiate an action plan or Cause for Concern where risk to progression is indicated. 

6.1.3 Complete the Student Evaluation of Placement Experience (SEPE) feedback form on PEMS within 2 weeks of placement end date. 

6.2 Placement team will;

6.2.1 Complete all administration of expenses and hours.

6.2.2 Evaluate the SEPEs and provide feedback to practice placements and Zone leads.  Any negative statements must be investigated, analysed with practice staff and resolved in partnership or escalated as appropriate.  Action plans must be available to the Principal Lecturer (Practice) for reporting activity and quality assurance.  
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7.0 Please be aware that timescales are dependent on receiving an up to date list of placements available and are subject to change due to unforeseen circumstances out of the control of University of Lincoln.

7.1 The Placement Team consists of Associate Professor (Practice), Practice Placements Co-ordinator and the Practice Administration Team.  

7.2 Practice Zones consist of academic staff from the University of Lincoln.  They liaise with practice staff in their area and support students whilst on placement.  

7.3 The process of allocating placements is completed with the 3 year programme (Nursing and Midwifery) and 2 year programme (Occupational Therapy and Physiotherapy) in mind and therefore the mix of placements for each student may differ. Each student will receive placements that meet the professional body requirements of the programme and this is the first priority of the practice placement team. 
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8.0 The purpose of this section is to explain the process of how the University assesses extenuating circumstances in order to change a placement formally allocated to a student. This is in line with the extenuating circumstances processes for University assessment and adapted for the purposes of placement allocation. 
8.1 Students will: 
8.1.1 Assess the appropriateness of their claim using the guidance below regarding extenuating circumstances. If they feel they have an appropriate case then they should email nursingpractice@lincoln.ac.uk for nursing or uolpractice.support@lincoln.ac.uk for midwifery, occupational therapy and physiotherapy. Students should submit full details - they will not be asked for further details if insufficient information is included. Students should remain factual and evidence based, include supporting evidence where appropriate and ensure professionalism in their communication. 
8.1.2 Students should also consider that to register on successful completion of the programme they must meet professional body requirements. This outlines that they must experience a range of placements, across a range of hours and this will include the requirement to travel in order to meet these objectives. Students should note that we are based in a large county and occasionally this requires students to stay in accommodation and travel as mentioned. Students are informed at application, induction and through pre-course information that you will be required to undertake varied practice experience and that placements will be located across a wide geographical area.
8.1.3 A claim to change placement against the extenuating circumstances criteria must be made by the student in the first instance however if deemed appropriate this can be completed by the personal tutor where the student is not able to physically do this. 
8.1.4 Prior to placement allocations:  If the student has, or anticipates any change to their circumstances which may affect placement allocation in the first place please inform the practice team immediately. This includes a change to their home address – please email nursingpractice@lincoln.ac.uk for nursing or iharvey@lincoln.ac.uk for midwifery, occupational therapy and physiotherapy.
8.1.5 A placement change following allocation is not a regular occurrence and should be avoided unless there are extenuating circumstances. Students should seek the advice of their personal tutor as there may be other options available such as break in study that would be more appropriate. 

8.2 Placement team will:
8.2.1 Review requests in a timely manner against the criteria set out below. Requests less than 1 weeks before the start date of the placement risk not being accepted due to the capacity and availability of placements.
8.2.2 Requests are considered by a panel consisting of the Practice Learning Team in The School of Health and Social Care.
8.2.3 Students will be notified by email whether the request has been successful within 1 week of application. If the request is not approved the Practice Team will let the student know the reason (s) why – an appeal against a decision would not be accepted as the panel will have considered the complex requirements of practice allocation and whether the situation is considered exceptional on the basis of the information supplied in the email. The decision made by the team is final. Please submit another request with more evidence if necessary. 
8.2.4 Maintain confidentiality at all times. 
8.2.4 Will remain impartial at all times and look at factual evidence to ensure equity and fair consideration of all requests. 

8.3 Extenuating Circumstances guidance:
Extenuating circumstances are problems that may have been recently encountered which are beyond the normal difficulties experienced in life and that will affect the student ability to attend their allocated placement.
Each application for placement change will be considered on an individual basis. Here is some guidance on what will and will not be considered as extenuating circumstances. This list is not exhaustive. 
The following will be considered as extenuating:
•Having a relative in the clinical area (as a patient or staff member) or another conflict of interest deemed relevant
•A recently identified disability/serious health concern where reasonable adjustment is required in the form of changing placement - with evidence from Disability Services/GP/specialist/ OH team
•When pregnancy related placement changes are required to ensure reasonable adjustment

The following are not regarded as extenuating circumstances:
•Routine childcare concerns
•Previous experience with the client group
•Personal preferences
•Particular interest (or not) in a specific client group
•Concerns over public transport
•Concerns over travel (The university assesses the appropriateness of this during the allocation process)
•Concerns over shift time
•Disruptions to shared travel arrangements
•Moving house
•Paid work commitments or constraints arising from paid employment
•Minor illnesses/conditions (for example hayfever) or planned health appointments
•Disabilities for which reasonable adjustments have been made or where you have experience or time to manage the situation.
•Not being entitled to Learning support funding through the NHS Bursary. 
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