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NOTES FOR GUIDANCE 
 

THESE MUST BE READ IN CONJUNCTION WITH THE PRACTICE 
PLACEMENT HANDBOOK 

 

 This document contains: 
o A record of the pre-placement tutorial (between the student and 

university tutor) 
o A record of the placement learning contract (completed by the 

student and practice educator at the beginning of placement) 
o A record of the mid-placement formative assessment of practice 

including the signed action plan (between the student, practice 
educator and university tutor). 

o A record of the summative assessment of practice including signed 
competencies and placement feedback (completed by the student 
and practice-educator) 

o A record of placement contact hours 
o A record of the post-placement tutorial (between the student and 

university tutor). 
 

 A hard copy of this full document must be submitted by the date 
communicated to you by the module tutor. If you have used any 
parts of this document in electronic format, this must be 
appended to the relevant section and signed/dated where 
required. This also applies to any additional sheets used, with any 
extra sheets used. Students are also advised to keep a copy of this 
document for their own records – again either in hard copy of in 
electronic/scanned copies.   
 

 The student and practice placement educator should carefully study 
the content of the practice placement assessment form and the 
competency statements at the beginning of the placement. 
 

 The student and practice placement educator must consult the detailed 
marking criteria to assist with the completion of the practice placement 
assessment form. The criteria for each placement are clearly 
outlined in Appendix 7 of the Practice Placement Handbook. 
 

 Any issues associated with completing the assessment form can be 
discussed with the university practice placement liaison tutor. 
 

 The detail within this form and the student’s level of performance must 
be reviewed during weekly supervision. Weekly constructive feedback 
which is evidenced based will help to facilitate the student’s personal 
and professional development throughout the placement. Areas of 
strength and any areas of concern must be documented on the 
supervision sheets which should be signed by both the practice 
placement educator and student. Weekly learning outcomes should be 
set by the student and practice placement educator to allow the student 
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to provide evidence that they are achieving the competency 
statements; practice placement educators/students should record 
weekly what evidence the student has provided. 
 

 It is important to remember that this is a competency based 
assessment form and the student is required to show consistent 
evidence of achieving the competency i.e. it is not a ‘one off’ event. 
Therefore practice placement educators should not sign off any 
required competency statements until the last week of placement. Note 
lower learning level competencies may be signed off as the student 
reaches that particular level e.g. if a student is working on level 5 (blue) 
competencies it may be useful feedback to sign off the level 4 (green) 
competencies halfway through placement if the student is meeting that 
standard. 
 

 During the last week of placement a summative assessment discussion 
must be arranged. The student and practice placement educator are 
expected to engage in detailed reflection and constructive evidence-
based feedback. At this stage details of strengths and learning needs 
will help to facilitate the student’s future professional development. 
 

 The practice placement educator is required to sign by the coloured 
competency statements the student has passed; they are signing to 
say they have seen/heard evidence of the student’s learning. 
 

 The practice placement assessment form must be signed by the 
practice placement educator. The duplicate sheet at the end of the 
practice placement assessment is an essential part of the student’s 
professional development. The student is expected to use this 
feedback to inform their post-placement tutorial and plan for their next 
placement, a copy of this sheet may be shown to the next practice 
placement educator to help formulate the placement learning contract. 
 

 Any additional pages attached to the practice placement assessment 
form must be signed and dated by both the practice placement 
educator and the student. 
 

 Any disagreement regarding the summative practice placement 
assessment mark and/or comments MUST be discussed with the 
student’s personal tutor and/or the practice placement liaison tutor. 

 
 
Students who are failing placement: 

 If a student is failing at any point in the placement OR if the 
practice placement educator has any significant areas of concern 
then contact MUST be made with the student’s university 
guidance tutor. It is important that reasons for failing are 
documented on the weekly supervision sheets. 
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 The student must be made aware as soon as possible that he/she 
is failing or there are significant concerns. 

 If the student fails the placement educator’s comments must give 
clear examples as to why the competencies were not achieved 

 Please refer to the placement handbook, or contact the Practice 
Placement Liaison Tutor for detailed guidance about what to do in 
the event of student problems on placement.  

 
 
References: 
Royal College of Occupational Therapists. (2015) Code of Ethics and Professional Conduct 
for Occupational Therapists. London: College of Occupational Therapists. 
Royal College of Occupational Therapists (2016) Entry Level Occupational Therapy Core 
Knowledge and Practice Skills. London: College of Occupational therapists. 
Health and Care Professions Council. (2012) Standards of Conduct, Performance and Ethics. 
London: Health and Care Professions Council. 
Health and Care Professions Council (2013) Standards of Proficiency for Occupational 
Therapists. London: Health and Care Professions Council. 
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SECTION 1 – PRE-PLACEMENT TUTORIAL (To be completed by the 
student) 
 
Practice Placement setting and number/letter:  
 
Dates: 
 
 
GROUP PRE-PLACEMENT TUTORIAL 
Your Personal Tutor will arrange a group pre-placement tutorial to support you 
to make the most of your upcoming placement. Attendance at this tutorial is 
compulsory for placement to proceed. 
 
To prepare for this tutorial, spend some time reflecting on the following 
questions and make some brief notes after each to collect your thoughts. 
Write a specific action plan for your development on this placement, and 
come prepared to discuss this at the tutorial. 
 
 
1. What are you most looking forward to on placement and why? 
 
 
 
 
 
 
 
 
2. What are you doing to prepare for the placement? 
 
 
 
 
 
 
 
 
 
3. What challenges do you think you might face? 
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4. Which ‘Pillar of Practice’ from the RCOT Career Development 
Framework have you selected to focus on in this placement? Which specific 
area(s) within this pillar do you hope to achieve? 
 
 
 
 
 
 
 
 
    5. What learning opportunities will you need to meet this objective? What 
steps do you need to take to achieve this?  
 
 
 
 
 
 
 
 
 
My action plan: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date: 
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SECTION 2 - PRACTICE PLACEMENT LEARNING CONTRACT (to be 
completed by the student and educator) 
 
This contract is to be discussed and agreed by the practice placement 
educator and the student at the initial meeting. 
Please summarise the discussion and document the agreed learning 
outcomes for the placement. The learning outcomes MUST relate to the 
competency domains and competency statements within the placement 
assessment form. 
 
For each learning outcome the following will need to be considered: 

- what does the student want to learn/develop? Personal development 
needs and placement opportunities to be considered. 

- what learning strategies and resources will be utilised e.g. where can 
this be best learnt?  

- how will evidence be provided to demonstrate learning as taken place. 
What are the criteria for success? 

- who will assess that the learning outcome has been achieved i.e. who 
will check the evidence? 

NB. Your notes from your pre-placement tutorial may help 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(add extra sheets if necessary) 
 
The student has completed a full local induction using the induction checklist 
(please tick)        Yes  No   
 
Student Signature: 
 
Practice Educator Signature:     Date:  



SECTION 3 – MID-WAY FORMATIVE ASSESSMENT AND ACTION PLAN (To be completed by the university tutor) 
 
To be discussed before the mid-way visit and completed at the end of the formative meeting 
 

STUDENT:         Programme: 
 
Placement:                                            Type of experience:                                                                       

GREEN ACTION PLAN 
 

AMBER ACTION PLAN RED ACTION PLAN 

Is working successfully towards all learning 
outcomes/competencies/elements on the 
placement assessment form.  
No remedial action is necessary; to continue 
as per action plan. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Educator: 
Student: 
University Tutor: 
Date: 

Is working towards most of the learning 
outcomes/competencies/elements on the 
placement assessment form. 
However needs to pay particular attention to the 
identified outcomes /competencies/elements 
listed on the action plan. 
The educator/mentor and student have agreed 
an action plan for learning and have identified 
how opportunities and evidence will be provided. 
The action plan will be regularly reviewed.  
 
 
 
 
 
 
 
 
 
 
Educator: 
Student: 
University Tutor: 
Date: 

Is not progressing as required to meet the 
expected competencies for this placement. 
Failure to achieve these 
outcomes/competencies by the end of the 
placement will result in the student being 
unsuccessful on the placement and associated 
module to which this placement is attached.  
An additional action plan has been developed 
which has recorded the competencies not being 
achieved along with criteria for their 
achievement within an action plan. The educator 
and student will have regular meetings to 
discuss progress and a method of feedback to 
the university tutor has been agreed. 
 
 
 
 
 
 
Educator: 
Student: 
University Tutor: 
Date: 

 



SECTION 4 – THE SUMMATIVE ASSESSMENT OF PRACTICE (to be 
completed by student and educator) 
 
The Occupational Therapy Placement Competencies are broken down in to 
three domains of practice – Professional Suitability, Occupational Therapy 
Skills and Values and Professional and Collaborative Skills. Within these 
domains, there are 10 competency areas. The competencies are aligned to 
the standards and guidance set out by the Health and Care Professions 
Council and the Royal College of Occupational Therapists regarding the 
knowledge and skills required for professional registration. Therefore, by the 
end of the programme, you will have demonstrated competency in all required 
areas. 
 
For your level 6 Placement you are required to pass ALL green, ALL blue and 
ALL red competency statements. 

 
 
Domain 1 - Professional Suitability 
 
Competency Area 1 - Professional behaviour 

 

Level Competency Evidence 
 Provided 
(Educators  
signature) 

Please 
circle 

4 Behaves in a professional and appropriate 
manner at all times in line with RCOT and 
HCPC codes of practice and local policies 
ensuring safe practice 

 Pass Fail 

5 Behaves in a professional and appropriate 
manner at all times in line with RCOT and 
HCPC codes of practice and local policies and 
is able to discuss relevance of professional 
behaviour to safe practice 

 Pass Fail 

6 Accountable for own professional behaviour in 
line with RCOT and HCPC codes and local 
policies, ensuring quality and safety of services 
and including reporting any concerns 

 Pass Fail 
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Competency Area 2 - Respecting individuals and diversity 

 

Level Competency Evidence 
 Provided 
(Educators  
signature) 

Please 
circle 
 

4 Demonstrates respect for others and the 
individual differences of service users, carers 
and co-workers 

 Pass Fail 

5 Demonstrates respect for others and the 
individual differences of service users, carers 
and co-workers and is able to discuss social, 
economic and cultural factors relevant to 
practice and wider public health issues 

 Pass Fail 

6 Integrates an understanding of socio-political 
and cultural influences to act with integrity and 
respect and demonstrate sensitivity to individual 
differences 

 Pass Fail 

 
 

 

Competency Area 3 - Learning and professional development 

 

Level Competency Evidence 
 Provided 
(Educators  
signature) 

Please 
circle 

 

4 Demonstrates preparation and preparatory 
reading relevant to the practice setting 
 

 Pass Fail 

4 Engages in reflection on practice and is able to 
identify own strengths and areas for 
development 

 Pass Fail 

4 Demonstrates a professional response to 
feedback 

 Pass Fail 

5 Demonstrates commitment to using reflection to 
enhance own practice 

 Pass Fail 

5 Demonstrates responsibility for own 
development including a proactive approach to 
learning and supervision and a professional 
response to feedback 

 Pass Fail 

6 Integrates own reflective practice to support 
lifelong learning and wider professional 
development 

 Pass Fail 

6 Responsible for identifying own development 
needs, demonstrating resilience, 
resourcefulness and self-management 

 Pass Fail 
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6 Able to articulate own professional identity, 
adapting language for a range of audiences and 
stakeholders 

 Pass Fail 

 
 
Domain 2 - Occupational Therapy Skills and Values 
 
Competency Area 4 - Analysis of occupation 

 

Level Competency Evidence 
 Provided 
(Educators  
signature) 

Please 
circle 

 

4 Analyses activity/occupation relevant to the 
practice setting 

 Pass Fail 

5 Analyses activity/occupation including 
identifying opportunities for grading and 
adaptation 

 Pass Fail 

6 Consistently integrates the analysis of 
occupation and activity throughout the 
occupational therapy process 

 Pass Fail 

 
 

Competency Area 5 - Understanding and utilising occupation 

 

Level Competency Evidence 
 Provided 
(Educators  
signature) 

Please 
circle 

 

4 Demonstrates an understanding of concepts of 
occupation including the Occupational Therapy 
role and Occupational Therapy process 

 Pass Fail 

4.  Able to identify and discuss factors impacting on 
occupational performance 

 Pass Fail 

5 Applies concepts and theories of human 
occupation to Occupational Therapy practice 

 Pass Fail 

5 Applies theory and evidence to  professional 
reasoning in order to identify needs and 
enhance occupational engagement and 
participation 

 Pass Fail 

6 Consistently integrates and applies professional 
knowledge from a range of sources to the 
assessment of needs and recommendation of 
interventions for individuals, groups and 
communities 

 Pass Fail 
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Competency Area 6 - Implementing the Occupational Therapy Process 

 

Level Competency Evidence 
 Provided 
(Educators  
signature) 

Please 
circle 

 

4. Able to identify and utilise appropriate 
information from a range of sources in order to 
understand occupation in the context of 
individual and community factors 

 Pass Fail 

5 Demonstrates ability to assess occupational 
need and plan and deliver Occupational 
Therapy intervention with supervision 

 Pass Fail 

6 Consistently applies professional reasoning 
skills to identify and utilise a range of activities, 
skills and techniques to facilitate occupational 
engagement 

 Pass Fail 

 

 
Domain 3 - Professional and Collaborative Skills 
 

Competency Area 7- Organisational skills 

 

Level Competency Evidence 
 Provided 
(Educators  
signature) 

Please 
circle 

 

4 Demonstrates ability to plan, organise and 
problem-solve. 

 Pass Fail 

4 Demonstrates an awareness of resources  Pass Fail 

5 Demonstrates a proactive approach to planning, 
organising and problem solving across a range 
of professional activities 

 Pass Fail 

5 Applies understanding of resource issues to 
practice with supervision 

 Pass Fail 

6 Responsible and accountable for own planning, 
organising, time management and problem 
solving 

 Pass Fail 

6 
 

Consistently applies understanding of resource 
issues to own professional reasoning and 
decision making 

 Pass Fail 
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Competency Area 8 - Collaborative skills 

 

Level Competency Evidence 
 Provided 
(Educators  
signature) 

Please 
circle 

 

4 Demonstrates ability to collaborate and co-
operate with others, including service users, 
carers and co-workers, in a professional manner 

 Pass Fail 

5 Able to work in collaboration with others 
including promoting the role of Occupational 
Therapy within wider teams and services 

 Pass Fail 

6 Able to sustain existing working relationships 
and build opportunities for collaboration with 
new networks and partners 

 Pass Fail 

 
 

Competency Area 9 - Communication skills 

 

Level Competency Evidence 
 Provided 
(Educators  
signature) 

Please 
circle 

 

4 Demonstrates appropriate verbal, non-verbal 
and written communication skills 

 Pass Fail 

5 Able to communicate, record and report 
effectively across a range of media and levels, 
utilising appropriate style and meeting 
professional requirements 

 Pass Fail 

6 Consistently able to adapt communication styles 
to meet the needs and requirements of a range 
of activities and audiences 

 Pass Fail 

 
 

Competency Area 10 - Leadership skills 

 

Level Competency Evidence 
 Provided 
(Educators  
signature) 

Please 
circle 

 

4 Demonstrates awareness of own contribution to 
maintaining quality and safety 

 Pass Fail 

5 Demonstrates commitment to quality provision 
and is able to discuss own and service 
performance 

 Pass Fail 

6 Engages in evaluation and service improvement 
of occupational therapy practice, involving 
service users and other stakeholders as 
appropriate 

 Pass Fail 
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Please indicate the final grade allocated: 
(circle as appropriate) 
 

PASS       FAIL 
 

Number of placement hours completed:_____________________ 
 
Practice placement educator’s comments related to the competencies 
and coloured objective statements: (if the student has consistently met 
competencies at a higher learning level/expectation please give formative 
feedback here. Extra sheets may be added but please ensure they are signed 
and dated by both the practice placement educator and student) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Student’s Comments: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signature of the placement educator:     Date: 
 
Signature of the student:       Date: 
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PLACEMENT ASSESSMENT  
 
Student Name:   

 
Programme:  Intake:  

 

Strengths demonstrated on placement 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Areas for further development 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Educator Signature:  

Educator (PRINT NAME):  

Student Signature:  

Date:  

Placement:  

 (delete as appropriate) PASS FAIL 
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SECTION 5 – PRACTICE PLACEMENT CONTACT HOURS (to be 
completed by student and signed by educator) 
 

(Please indicate which practice placement is being completed e.g. 1, A)  

Student Name:  

Practice Placement Educator:  

Placement Location:  

DAY DATE AM PM DAILY 
TOTAL 

WEEKLY 
TOTAL 

EDUCATORS 
SIGNATURE 
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DAY DATE AM PM DAILY 
TOTAL 

WEEKLY 
TOTAL 

EDUCATORS 
SIGNATURE 

       

       

       

       

       

       

 

       

       

       

       

       

       

 

       

       

       

       

       

       

 

       

       

       

       

       

       

 

       

       

       

       

       

       

 

 

TOTAL HOURS 
Physical/Mental Health/Other (please state) 
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SECTION 6 – POST PLACEMENT TUTORIAL (To be completed by the 
student) 
 
GROUP POST-PLACEMENT TUTORIAL  
Your placement guidance tutor will organise a group post-placement tutorial. 
Attendance at this tutorial is a compulsory part of the placement process.  
 
For this meeting you are expected to reflect on the placement experience, 
considering your achievements in the competency domains of the placement 
assessment form and your personal development goals. 
 
In preparation for the tutorial answer the following questions and email to your 
guidance tutor at least 24 working hours prior to the tutorial: 
 
1. Which aspect of the placement did you enjoy most and why? 
 
 
 
 
 
 
 
 
 
2. What did you find most challenging?  
 
 
 
 
 
 
 
 
3. How has this placement experience advanced your development in your 
identified ‘Pillar of Practice’ from the RCOT Career Development Framework? 
How could you build upon this in the future? 
 
 
 
 
 
 
 
4. What role do you think learning on this placement has had in your overall 
development as an Occupational Therapy student? 
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Following the group tutorial discussion add any other relevant points related to 
your learning needs and/or personal and professional development 
 
 
 
 
 
 
 
 
What learning needs to be taken forward to your next Practice Placement? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date:  
 


