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DIETETIC PLACEMENT APPROVAL PROCESS

Further details of the process:

Visit

The programme review and dietetic department visit will be carried out by a representative from either London Metropolitan University or King’s College London and  ideally with an external experienced practice educator who has a minimum of three years experience training students for > 12 week placements. 

The visitors should have opportunity to meet the named trainer and student training lead to discuss the programme, documentation and any further support required and key dietitians involved in training.

There should be time at the end of the visit for the visitors, named trainer and student training lead to discuss any outstanding action points.
1. A short summary of the visit will be provided by the HEI representative who led the approval visit.
2. A copy of the completed paperwork will be sent to the named student trainer and the HEI quality lead (dietetics@londonmet.ac.uk) by the HEI representative who led the approval visit. 
For a new placement provider who has never provided placement before the visit will happen in time to prepare the placement site for the new intake of students. 
For existing placement providers who are providing a different type of placement or with a new placement partner the visit should happen within 12 months of the placement paperwork approval. Typically this approval visit will happen in conjunction with a placement tutor visit half-way through a student’s placement.

An approval visit is not required for placement 1s.

Quality Event

If a quality event has been reported the placement site may require ‘re-approval’ following the steps in figure 1. This will be determined by the London Placement Team and the severity of the quality event.
PLACEMENT APPROVAL FORM
(To be completed by the student training lead).
The evidence requested is to show that you are meeting the standards stated in the Placement Agreement between the Higher Education Institutions (the Institutions) and the Practice Learning Provider (the Placement provider) and the relevant Standards of Education and Training (HCPC 2012). 
In addition to completing this form please provide an outline of your placement programme and practice placement profile (appendix 1).
In addition to completing this form please:

· Attach an outline of your placement programme

· Complete the practice placement profile

· Provide an organisational structure, showing where the dietetic department sits

· Provide a dietetic department structure chart to show skill mix
Please complete this form prior to the approval visit. You will be informed by the HEI representative if an approval visit is required.

	Contact Details


	Trust name:
Dietetic department name (if different)

Trust Address:



	Please provide the details of the person who has overall responsibility for dietetic placement education within your Trust. 
	Name: 
Address: 
Email :
Telephone number:

	Please provide the details of the person who has responsibility for the day to day management of dietetic placement education within your Trust (student training lead) 
	Name:
Address:
Email:
Telephone number:


Please answer the questions below and provide supporting evidence as requested.
	
	Information required

	1
	Please attach a chart showing the management structure of your organisation including details of the dietetic department.

	2
	Have any significant changes occurred to your service provision in the past year that might affect the dietetic placement? (If YES  please complete Table 1) 
	YES
	NO

	3
	Is a signed placement agreement between the higher education institutions and the Practice Learning Provider available?
	YES
	NO

	4


	Do you accept the Disclosure and Barring Service (DBS) checks carried out by the University responsible for the student?
	YES   


	NO



	5
	Do you accept the health checks carried out by the University responsible for the student?                                                                                                    
	YES
	NO

	6


	Are members of your team involved in placement education registered with the HCPC or other appropriate regulator?
	YES
	NO

	7
	Do all members of your team have placement education responsibilities included in their job descriptions and competencies defined in their job specifications?
	YES
	NO

	8
	Have all members of your team received adequate training to undertake placement education?
	YES
	NO

	9
	Have members of staff who are new to placement education started a programme of continuous professional development to achieve the placement education competencies?
	YES
	NO

	10
	Do all members of your team fully understand the:
	YES
	NO

	
	· Learning outcomes students are required to achieve?
	
	

	
	· The timing and duration of placement and associated records to be maintained?
	YES
	NO

	
	· Expectations of professional conduct?
	YES
	NO

	
	· Assessment processes including those in the event of failure?
	YES
	NO

	
	· Communication and lines of responsibility?
	YES
	NO

	11
	Do opportunities for teaching & learning encourage safe and effective practice, independent learning and professional conduct?
	YES


	NO



	12
	Are there processes and systems in place to ensure a safe and supportive environment for the students?
	YES      
	NO

	13
	Are there processes in place to ensure timely feedback of assessment? (Please complete Table 2)
	YES       
	NO

	14
	If the student’s performance is not at the correct standard are there processes in place to ensure that the University responsible for the student is informed?
	YES


	NO



	15
	Are systems in place to ensure regular and effective collaboration between you and the University responsible for the student?
	YES


	NO



	16
	Are you aware of the need to give the University the individual final placement assessment in a timely manner and in a standard format?
	YES
	NO

	17
	Do you respond to local and regional student feedback and develop appropriate action plans?
	YES     
	NO

	18


	Are you aware of the need to immediately inform the University responsible for the student of any serious untoward incidents involving students?
	YES
	NO



	19
	If you are already taking students for placements other than the one you are currently being approved for, have any serious untoward incidents involving students occurred in the last 12 months?

If YES please provide the details on table 3.
	YES
	NO

	20
	If YES to 19, was the University responsible for the student informed?
	YES
	NO


ACTION PLANS & FURTHER INFORMATION REQUIRED

1) If you have answered YES to question 2, please complete table 1.

2) Please complete table two to indicate processes for feedback from assessment (question 13).

3) If you have answered YES to question 19, please complete table 3.

4) If you have answered NO to any of the questions 3-17 and 20 you have not met the placement standard and need to develop and put in place an action plan to remedy the situation. Using Table 4 as a template, please supply a short individual action plan for each of the standards which you have not met.
TABLE ONE: DETAILS OF CHANGES TO SERVICE PROVISION (IF RELEVANT)

	Standard No 2



	Summary of changes to service provision.

	

	Impact on structure and organisation of placement



	

	Details of HEI involvement with alterations to the placement structure.



	

	Name of person/ people responsible for managing alterations to the placement structure. .

	


TABLE TWO: DETAILS OF FEEDBACK PROCESSES FROM ASSESSMENT

	Standard No 1



	How is feedback from assessment arranged? ( both formative and summative)

	

	How is feedback from assessment recorded ?( both formative and summative)

	

	How do you ensure consistency between educators in delivering feedback from assessment? ( both formative and summative)

	

	Who takes responsibility on a day to day basis for feedback from assessment?

	


TABLE THREE: DETAILS OF SERIOUS UNTOWARD INCIDENTS (IF RELEVANT)

	Standard No 10 b


	Summary of incident (including date) including any outcomes

	

	Summary of action taken including any further risk management action plans agreed after the incident.


	

	Summary of who was involved in and involved of the incident

	

	Name of person/ people responsible for ensuring the risk management action plan is completed.. .

	


TABLE FOUR: ACTION PLAN (S).
Please complete when requested for each individual question.

	Standard No 



	Root cause(s) of not meeting the question.

	

	Action(s) required to meet placement standard
	Action completion date
	Name of person responsible for ensuring action is completed

	
	
	


TABLE 5: Summary of Placement Approval visit.
(Completed by the HEI representative leading the approval visit)
	Date of Approval Visit

	Names of people involved
	HEI representative:

Placement site representative(s):

External Practice Educator:



	Summary of main points discussed (with reference to placement standards and SET)

	

	Summary of outstanding actions (with reference to placement standards and SET)

	Action points
	Person Responsible
	Date of action to be achieved


DETAILS OF MAJOR CHANGES TO PLACEMENT PROVISION FORM
This form should be used if there are any major changes to the provision of your placement. Examples of major changes are the development of a new placement programme which is significantly different to the one that was previously approved, if the named student lead or person responsible for the placement changes, the development of a shared placement programme or the development of a peer-assisted learning programme.

Please forward this form to dietetics@londonmet.ac.uk who will inform the placement quality lead who will then advise if any further action is required.

	Summary of changes to placement provision.

	

	Impact on structure and organisation of placement



	

	Details of HEI involvement with alterations to the placement structure.



	

	Name of person/ people responsible for managing alterations to the placement structure. .

	


DIETETIC PLACEMENT 1 PROGRAMME APPROVAL FORM

(FOR A NEW PLACEMENT)

To be completed by the student training lead and submitted with the programme to the HEI representative quality lead.
Programme Approval


Student lead to check the programme includes the following:

	
	
	Yes/No
	Comments

	
	
	
	

	1
	Half day induction                     
	
	

	2
	 Opportunity to observe all stages of dietetic care process
	
	

	3
	Opportunity to carry out all stages of assessment of dietetic care process, including opportunity for observation of whole consultations
	
	

	4
	Facilitated case discussion timetabled appropriately
	
	

	5
	Study time for reflection
	
	

	6
	Opportunities for Catering, audit, MDT and group work (not essential) 
	
	

	7
	End of week 1 review and end of placement review
	
	


Checklist completed by:







Date:

Reviewed by external practice educator:





Date:
Reviewed by HEI representative:






Date:
Actions

Actions complete:

Programme approval date: 

DIETETIC PLACEMENT 2 PROGRAMME APPROVAL FORM

(FOR A NEW PLACEMENT)
To be completed by the student training lead and submitted with the programme to the HEI representative quality lead.
Programme Approval


Student lead to check the programme includes the following:

	
	Yes/No
	Comments

	12 week timetable
	
	

	Induction
	
	

	Weekly review
	
	

	Consolidation
	
	

	Opportunities to develop skills individuals
	
	

	Opportunities to develop skills groups
	
	

	Health promotion Project
	
	

	Opportunity to be involved in audit process
	
	

	Half day
	
	

	Assessment processes e.g. weekly focus/clinical observations
	
	

	Final review
	
	


Checklist completed by:







Date:

Reviewed by external practice educator:





Date:
Reviewed by HEI representative:






Date:
Actions

Actions complete:
Programme approval date: 

DIETETIC PLACEMENT 3 PROGRAMME APPROVAL FORM 
(FOR A NEW PLACEMENT)

To be completed by the student training lead and submitted with the programme to the HEI representative quality lead.
Programme Approval


Student lead to check the programme includes the following:
	
	Yes/No
	Comments

	14 week timetable including a brief outline of timetable for public health placement


	
	

	Induction
	
	

	Weekly review
	
	

	Consolidation
	
	

	Opportunities to develop skills- individuals
	
	

	Opportunities to develop skills –groups
	
	

	Opportunities to develop skills- populations
	
	

	Half day
	
	

	Assessment processes e.g. weekly focus/clinical observations
	
	

	Final review
	
	


1. Will the public health component of placement 3 be based in a different organisation to the placement site?

Yes* – please answer question 2

No 

2.  Is there a process in place to share the students contact details (from pre-placement form) with the public health placement lead supervisor? Yes/No

Checklist completed by:







Date:

Reviewed by external practice educator:





Date:
*HEI quality lead to check there is a short (non-NHS) placement agreement or placement agreement in process or place with organisation

Reviewed by HEI representative:






Date:
Actions

Actions complete:

Programme approval date: 

REFERENCES

1. Health and care Professions Council (2013) ‘Standards of Education and Training’ 

London: HCPC

2. NHS London (2009) ‘Standards in Placement Agreement’ Agreement between the Higher Education Institutions (the Institutions) and the Practice Learning Provider (the Placement provider)
APPENDIX 1

Practice placement profile for each organisation and their training partnerships

	Organisation name:        


	Name/s of any partnership organisations:        



	 Student lead:      

	Job title:     

	Contact address:      

	Background about lead supervisor:      


	Telephone:      

	Email:      


	Fax:      
	Website:     


	Brief description of the organisation’s service and health care provision:     
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	 Brief description of  student programme for Placements 1, 2 and 3:     



	Overview of health and safety policies relevant to students:     



	Organisation’s dress code:     



	Availability of student accommodation:     



	Learning resources available to students at the placement:     



	Location of all sites that students may be required to attend during the placement:      



APPENDIX 2. Glossary of terms
Formative assessment & feedback e.g. direct observation and reflective feedback

This consists of all the feedback that a practice educator gives to students during their placement. This may include spoken or written encouragement, corrections, advice on essay plans, the marking of first drafts, etc.
Summative assessment e.g. feedback on a piece of written work 

It may consist of comments on a case history, tutorial or health promotion project.

Named trainer:  The member of the dietetic team with overall responsibility for student training. This is a long-term role and essential for pre-registration dietetic student training.

Student training lead: A member of dietetic team with responsibility for the day- to- day management of student training. This is a long-term role and essential for pre-registration dietetic student training. This should not be the dietetic manager or dietetic clinical lead and should be a different person to the named trainer. This person should have had some experience of practice education and have or is planning to attend practice educator workshops. 
Student supervisor: The dietetic team members who train students on a daily basis. This could be in one or two week blocks or for set days of a week for the duration of the placement.

Mentor: Experienced and trusted adviser or guide. It is usually a member of the dietetic team who the student can approach in confidence about any issues that arise during the placement. When possible the mentor should have a minimal role in supervising the student. This role should be for the duration of the placement and could rotate around members of the dietetic team.

Portfolio supervisor: Is usually a member of the dietetic team who assists the student with the collation of the portfolio. They may advise on suitable evidence to meet the learning outcomes or advice on cross referencing learning evidence to meet a number of different outcomes. This role should be for the duration of the placement and could rotate around members of the dietetic team.
Have you previously provided placements?





Yes


Documents below should be on file:


Placement agreement form


Placement approval form , action plans and the additional documents requested (practice placement profile, placement programme, organisational structure showing where the dietetics department sits and dietetic department structure to show skill mix)





No


The dietetics contract administrator at London Metropolitan University will co-ordinate a new placement agreement*. 


The student training lead should complete the ‘Placement approval form’, action plans and the additional documents requested (practice placement profile, placement programme, organisational structure showing where the dietetics department sits and dietetic department structure to show skill mix) and email this to � HYPERLINK "mailto:dietetics@londonmet.ac.uk" ��dietetics@londonmet.ac.uk� marked placement approval.








Yes, but now providing placements in isolation or with a new partner





A new placement agreement* may be required if the new placement partnership is due an organisation separation/merged. Check with quality lead


Student lead to complete the details of major changes to placement provision form forward this form to � HYPERLINK "mailto:dietetics@londonmet.ac.uk" �dietetics@londonmet.ac.uk� who will inform the placement quality lead who will then advise if any further action is required.








Have you provided this type (e.g. placement 1) of placement before?





Yes


No further action required.


APPROVED








No


Student lead to complete the relevant checklist for programme approval and email to placement quality lead and allocated external practice educator.  Following review by external practice educator, HEI representative will review and advise appropriate actions if necessary. Programme to be re-submitted once actions complete. Provisionally approved.





A follow up approval visit will be arranged within the next 12 months. APPROVED


NB.an approval visit is not required for placement 1s.





*New placement agreement The dietetics contract administrator at London Metropolitan University will co-ordinate a new placement agreement. Both London Metropolitan University and King’s College London will require an individual placement agreement with the new placement site. This should be in place before the student starts.











Placement Site______________________________








Placement Site______________________________








Placement Site______________________________
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