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This document is based on the “Clinical Guidelines” produced by the School of Nursing and Midwifery, Department of Community Emergency Health and Paramedic Practice, Monash University and the Clinical Placement Policy document developed by the School of Public Health, Charles Sturt University.

Introduction

Clinical and fieldwork placements provide opportunities for students to apply theory and skills learned in the classroom and clinical/fieldwork laboratories into the practical setting, where they are practised and refined. Students have opportunities to work alongside professionals in the field, learn about practice contexts, and become socialised into their chosen profession. Consequently, placement is a compulsory component of many professional courses in the Faculty of Medicine, Nursing and Health sciences at Monash University. Clinical/fieldwork practice is usually a formal, assessed component of a range of units. Therefore, satisfactory completion of prescribed placements and associated assessment tasks is required in order to achieve a pass for units to which they are linked.

Students from the Faculty of Medicine, Nursing and Health Sciences undertake practice within a wide range of health care and community settings. The Faculty is dependent upon these organisations for continued placements. However, experiences available in a particular year and the geographical location of sites are dependent upon the types of placements that Schools and Departments are able to secure for that year. Students are reminded that as students of the Faculty, they are privileged guests within these organisations and how they act may be seen as a reflection of the Faculty and of Monash University. 

This document has been designed to provide important information for students of health professional courses in the Faculty, staff and agency personnel about clinical/fieldwork placement requirements and expectations.  It is recommended that students review this booklet prior to each placement, and that it is taken with them on all placements for reference.

Placement Venues

A variety of venues are used for placements to provide students with opportunities for the development of desired knowledge and practice skills. Venues are located throughout the Melbourne metropolitan area and in regional and rural areas of Victoria, interstate, and in some cases, internationally. Schools and Departments, where possible, endeavour to place students close to their preferred location, however, students should expect that placement requests may not always be available and travel arrangements may often be needed. Students must be prepared to undertake placements as assigned. Car pooling with other students travelling to the same venues can reduce the costs incurred. You may also need to consider accommodation arrangements for some placements.

All placements are organised by the relevant School or Department. Schools and Departments will endeavour to provide equitable experiences in student placements. However, students need to be aware that many placements offer unique experiences that may not be the same as others but will be valuable and will help them to meet the objectives of the unit. Students must not contact agencies to arrange placements or to change allocated shifts, unless explicitly instructed to. All placements are coordinated by Faculty staff in each School and Department, such as the Clinical/Fieldwork Placement Coordinator. Students do not have the right to refuse an assigned placement. Sabotage of placements will result in disciplinary action being taken.

Student, Supervisor and School/Departmental Responsibilities

Clinical/fieldwork experience involves a number of responsibilities for students and clinical/fieldwork teachers, supervisors or preceptors. It is important that each is aware of what is expected of the student, supervisor and the relevant School or Department.

Students have a responsibility to:

· Meet prerequisite theoretical learning and skills for placement;

· Be aware of their learning objectives for each placement;

· Achieve 100% of placement attendance, or provide a medical certificate and make up lost time;

· Attend placement sites as scheduled by the Clinical/Fieldwork Placement Coordinator, and stay until the designated finish time;

· Be punctual (arriving for an allocated shift at least 15 minutes prior to its commencement);

· Be professionally presented;

· Be proactive in seeking out learning opportunities;

· Maintain client, staff and peer confidentiality;

· Identify individual learning requirements beyond set learning objectives;

· Only carry out procedures previously covered by the curriculum and at the student’s current level of education;

· Practice within own scope of practice;

· Be aware of University, Faculty and School/Department policies in relation to clinical/fieldwork practice;

· Be fit for undertaking clinical/fieldwork practice, including maintaining own health and ensuring adequate rest;

· Be able to undertake shift work where required within a placement, which may include night shift and shifts on weekends and public holidays. 

· Students wishing to swap an allocated shift with another student must complete the swap application and submit this to the Clinical/Fieldwork Placement Coordinator at least seven days prior to the placement. The request is subject to approval by the Unit Coordinator. In exceptional cases, students may seek a shift change during the placement through negotiation with the placement supervisor in negotiation with the Clinical/Fieldwork Placement Coordinator. Whether this is possible will depend on local circumstances;

· Complete the learning objectives for the placement;

· Notify appropriate people when unable to attend an allocated placement (see Policy 4)

· Comply with relevant legislation underpinning practice;

· Comply with professional codes of ethics and professional conduct of the profession; 

· Ensure that external work commitments do not conflict with any placements, and

· Follow the Professional Behaviour guidelines.

Placement supervisors have a responsibility to:

· Become familiar with the course and unit objectives related to the relevant  academic unit in which the placement rests;
· Become familiar with the Faculty’s Immunisation and Infection Risk Policy;

· Assist students to seek out relevant learning opportunities within a safe and appropriate environment;

· Provide constructive guidance and direction for students throughout the placement;

· Demonstrate professional role modelling;

· Be aware of, and comply with, relevant legislation underpinning practice;

· Be aware of, and comply with, professional codes of ethics and professional conduct of the discipline;

· Provide reliable, valid and fair assessment of student performance;

· Continually evaluate placements to ensure they are providing the necessary experience needed by students;

· Ensure that clients’ and students’ rights are protected;

· Remove students from the placement who are seen to be unsafe or who have an unsatisfactory knowledge base for safe practice, in consultation with the relevant unit coordinator. In such cases, specific incidents must be documented in detail and forwarded back to the University through the Clinical/Fieldwork Placement Coordinator;

· Ensure that OHSE Guidelines for Health and Safety during Student and Staff Placements (http://www.adm.monash.edu.au/ohse/assets/docs/guidelines/placements.pdf) are followed, including ensuring:

· Students and supervisor receive information about safe working procedures;

· Students complete Induction Checklist on their first day in an organisation

· Conduct tutorials and debriefing sessions on a regular basis during the placement;

· Give constructive and supportive feedback to students;

· Give feedback to Monash on the preparation of the student for clinical placements and the general appropriateness of the curriculum for clinical practice;

· Complete all assessment documentation and marking of student work, associated with the placement, and required within the particular unit; 

· Assist students to reflect on learning experiences in order to facilitate deep learning, and 

· Become familiar with requirements within the Faculty Professional Behaviour Guidelines. 

The School/Department has a responsibility to:

· Provide the placement supervisor with information related to their responsibilities, including course and unit descriptions, Immunisation and Infection Risk Policy, a list of student names and necessary paperwork;

· Provide placement orientation sessions for students and supervisors where necessary;

· Ensure that students have a minimum a 9 hour break between shifts; and

· Ensure adequate liaison with the unit coordinator and clinical/fieldwork placement office staff during placement; and

· Ensure that OHSE Guidelines for Health and Safety during Student and Staff Placements (http://www.adm.monash.edu.au/ohse/assets/docs/guidelines/placements.pdf) are followed.

Clinical/Fieldwork Assessment

Clinical/fieldwork assessment of students in the Faculty is based on the individual curriculum. This includes clinical competencies described by their professional bodies, such as accrediting bodies, and Clinical/Fieldwork Placement Guidelines. Additionally, professional and graduate attributes are assessed according to contemporary standards employed by other health disciplines and the university.

Each practice-based unit will present specific competencies that must be mastered in the placement environment. However, the student is expected to attain specific competencies before undertaking placements. It is expected that by the end of their course, students have been able to meet all of the compulsory competencies in order to be eligible for graduation in their respective degree, and in some disciplines, for professional registration.

Students must be aware of the competencies and professional standards that need to be satisfactorily demonstrated before they are eligible to attend placements, and must seek to work towards the achievement of these objectives.

The placement process is governed by the following policies:

Policy 1:
Conditions preventing students from commencing placement
1.1 Conditions preventing students from commencing placement.


The Course Coordinator may prevent a student from commencing placement in the event of unsatisfactory behaviour. Unsatisfactory behaviour in this context includes, but is not limited to, the following student behaviour:

1.1.1 Failure to attend compulsory tutorials, site visits, orientation sessions/ workshops, or failure to complete compulsory pre-placement course work or experience.


1.1.2 Failure to obtain a current Police Check and/or Working with Children Check.


1.1.3 Failure to pass a required medical assessment by an approved medical officer, including such assessments required by the placement agency.


1.1.4 Failure to pass a physical capacity assessment by an approved provider, if required by the individual discipline.


1.1.5 Failure to provide evidence of health screening and vaccinations that may be required by the health agency.


1.1.6 Failure to obtain the prescribed uniform prior to the commencement of placement, where specified.

1.2 Implementation  

1.2.1 Students will receive a copy of these guidelines prior to the commencement of the first placement. Students will be reminded of their obligations under this document in Unit Guides for each unit associated with a clinical/fieldwork placement.


1.2.2 It is the responsibility of each student to:


· complete any compulsory preparation;

· obtain a current Police Check (valid for the current year) and Working with Children Check that covers the placement period;

· Comply with the Faculty Immunisation and Infection Risk Policy and keep a record of health screening and vaccinations;

· attend any compulsory orientation sessions; 

· obtain the prescribed uniform, where specified, and

· be aware of the Professional Behaviour guidelines.

1.2.3 Unit Coordinators responsible for student placements will inform individual students that conditions exist which prevent them from commencing the placement, and this notice will be provided as soon as practicable prior to each placement period.


1.2.4 Proof of compliance with all the activities/documentation requirements associated with placement as listed in 1.2.2 must be received by the Clinical/Fieldwork Placement Coordinator by the deadline published in the relevant Unit Guide.


1.2.5 If all the evidence arising from 1.2.2 is not with the relevant Unit Coordinator by the published deadline then:


1.2.5.1 The student in question will be informed that conditions exist which 
prevent them from commencing the scheduled placement and they will 
be withdrawn from the placement.


1.2.5.2 The Unit Coordinator will inform the Course Coordinator that 
conditions exist which prevent a student from commencing the 
placement.


1.2.5.3 The Course Coordinator will inform the relevant placement 
organisation that a particular student will not be present for
placement 

and that their place may be cancelled.

1.2.5.4 The Course Coordinator will inform the student that if a replacement placement cannot be organised, they will incur a fail grade in the relevant unit. 


Policy 2:
Attendance at Scheduled Placement

2.1 Placement attendance 
2.1.1
100% attendance at clinical/fieldwork placements is mandatory to achieve a pass in the relevant unit.

2.1.2
Students must be ready to begin their placement day at the designated start time, arriving at the venue 15 minutes prior to commencement time.

2.1.3
In the event of running late for a placement, the student must contact their placement supervisor by telephone of their anticipated time of arrival. Text messages or emails are not acceptable.

2.1
Implementation 

2.1.1
Students will receive a copy of this policy prior to the commencement of the first practice placement.  Students will be reminded of their obligations under this policy in Unit Guides for each unit associated with a clinical or fieldwork placement.

2.1.2 The Unit Coordinator will inform students of their responsibilities related to attendance at scheduled placements prior to commencement. 

2.1.3 The Unit Coordinator will inform placement supervisors of expectations of students prior to commencement, and the need to report students who do not conform to policy.

2.1.4 Students not meeting expectations will be informed by the Unit Coordinator that their behaviour does not conform with professional expectations, and that repeated episodes may warrant discontinuation of the placement.

Policy 3:
Conditions preventing students from continuing placement

3.1 Conditions preventing students from continuing placement

The Course Coordinator may wish to withdraw a student from a placement in the event of unprofessional behaviour. Unprofessional behaviour includes misconduct, unethical or unsafe behaviour, or any breach of client confidentiality. Unprofessional behaviour in this context includes, but is not limited to, the following student behaviour:


3.1.1 Failure to respect the confidentiality or privacy of the client or their relatives;

3.1.2 Failure to arrive punctually at the commencement of each shift, without substantial reason for the occurrence;

3.1.3 Failure to undertake the number of placement hours, where specified in the Unit Guide without prior approval of the Unit Coordinator;

3.1.4 Failure to notify the Unit Coordinator or Clinical/Fieldwork Placement Coordinator of any absence or inability to attend or complete the prescribed hours in any allocated placement day;

3.1.5 Failure to abide by the policies of the hospital, health care agency or service that apply to students undertaking placements;

3.1.6 Failure to maintain personal cleanliness according to workplace standards, policies and procedures;

3.1.7 Failure to wear or maintain prescribed uniform;

3.1.8 Failure to assist with client care at the level of their capability, under the direction of the health professional responsible for supervising the student; 

3.1.9 Performing procedures without supervision when current level of expertise requires supervision;

3.1.10 Undertaking procedures for which they have not received education within the University;

3.1.11 Communication with health agencies for the purpose of changing placement sites, rosters or learning activities without prior approval of the Course Coordinator or the Clinical/Fieldwork Placement Coordinator within the School or Department.

3.1.12 Practising outside of own scope of practice;

3.1.13 Breaching professional codes of ethics or professional practice, or legislation underpinning practice; 

3.1.14 Failure to meet objectives set out in learning agreement if this forms part of the clinical/fieldwork placement.
3.2
Implementation 

3.2.1 Students will receive a copy of this document prior to the commencement of the first practice placement.  Students will be reminded of their obligations under this policy in the Unit Guides for each unit associated with a placement.

3.2.2 Notice of alleged unsatisfactory behaviour of a student on placement made to the School or Department must be conveyed to the Unit Coordinator for investigation.

3.2.3 The member of staff to whom the notice of alleged unsatisfactory behaviour is addressed will acknowledge receipt of the notice and assure the sender that the matter will be investigated.

3.2.4 The Unit Coordinator shall interview the student and alert him/her to the receipt of notice of alleged unsatisfactory behaviour.  The Unit Coordinator will take notes at the time of interview and forward minutes of the interview, together with details of the notice of alleged unsatisfactory behaviour, to the student.

3.2.5 If necessary the Unit Coordinator will seek further information from the source of the notice of alleged unsatisfactory behaviour.

3.2.6 Following investigation of the allegation of unsatisfactory behaviour the Unit Coordinator will take the following action:


•
Allow the student to continue with placement; or


•
Allow the student to continue with placement unit with conditions; or


•
Withdraw the student from the placement.  (This action may 
indicate that the unsatisfactory behaviour is of such an extreme nature 
as to justify immediate failure of the unit)

3.2.7 If the Unit Coordinator decides to withdraw the student from the placement, advice must be sought from the Course Coordinator prior to advising the student.


3.2.8 The Unit Coordinator must advise the student of the action to be taken in relation to the alleged incident and be provided with a copy of this advice.


3.2.9 Students may seek advice about these matters from the student counsellor, academic staff and/or the student union.

3.2.10 Issues arising from student professional behaviour will be managed according to the FMNHS Professional Behaviour Intervention Guidelines and Procedure.

Policy 4: Additional (make-up) experience

4.1
Situations necessitating additional practice experience.



4.1.1 Additional practice experience may be offered when a student is unable to commence or complete the required hours of placement in a placement setting due to illness, injury or other event which is supported by official, documentary evidence.

4.1.2 Unless professional education/accreditation standards indicate otherwise (e.g. social work), students who miss more than 10% of the prescribed placement hours for any one period of placement or who are unable to complete prescribed assessment tasks due to illness, injury or other event must submit a Special Consideration application through the normal process. Grounds for special consideration include serious illness, loss or bereavement – e.g. death of a close family member, family relationship breakdown, or hardship/trauma such as victim of crime, sudden loss of income, or severe disruption to domestic arrangements.

4.1.3 If the application for special consideration is approved by the Unit Coordinator additional placement experience will be organised in order to provide a learning experience that is consistent with the placement that was missed. However, this placement will only be made available if and when it is convenient for the venue in which it is to take place. 

4.1.4 In the case that an alternative to an allocated placement is required for reasons beyond the control of the student, this will facilitated by the Clinical/Fieldwork Placement Coordinator as soon as practicable.

4.2 Implementation 

4.2.1 A student who recognises that they are unable to complete the required hours in a placement setting due to illness, injury or other event must contact the Clinical/Fieldwork Placement Coordinator and advise that they are unable to commence or complete a shift, and must also provide written reasons for this absence to the relevant Unit Coordinator as soon as practicable. If more than 10% of the prescribed placement hours in any one placement block are missed the student must submit an application for special consideration. 

4.2.2 Upon receipt of the evidence, the Unit Coordinator will determine whether additional placements should be offered to the student, and if so will liaise with the Clinical/Fieldwork Placement Coordinator to arrange additional placement time.

4.2.3 Additional placement experience will only be made available if and when it is convenient for the organisation in which the placement is taking place.

4.2.4 The decision concerning the offer of additional placement experience will be conveyed in writing by the Unit Coordinator to the student as soon as practicable.

4.2.5 Details of the dates and location of the additional placement experience will be conveyed in writing by the Clinical/Fieldwork Placement Coordinator to the student as soon as the information becomes available and at least one week prior to the experience.

Policy 5: Sickness while on placement

Students must attend all rostered hours allocated for each clinical/fieldwork placement. However, students should remember that attending a placement with an illness may pose a risk to clients whose immunity may already be compromised, as well as putting colleagues and the individual at risk.  In the event of being unable to attend an allocated placement, the student has a number of responsibilities:

5.1 Action to be taken by student.
If a student is unable to report for duty whilst on placement because of sickness the following action must be taken by the student.  The student must:

5.1.1
Contact their immediate supervisor in the workplace prior to the commencement of the shift and tell them they will not be reporting for their placement;

5.1.2
Notify the Clinical/Fieldwork Placement Coordinator at the earliest opportunity by telephone, but no later than 15 minutes prior to the allocated start time. Email and text messages are not acceptable.


5.2 
Implications of taking sick leave during placement.


5.2.1 Unless professional education/accreditation standards indicate otherwise (e.g. social work), a total of 10% of the prescribed placement hours in any one placement period can be taken without the student presenting a medical certificate to the Unit Coordinator. However, students must report all absences to the Clinical/Fieldwork Placement Coordinator.


5.2.2 All sick leave that exceeds a total 10% of the prescribed placement hours in any one placement period must be supported by a medical certificate.


5.2.3 Medical certificates must be forwarded to the Clinical/Fieldwork Placement Coordinator as soon as possible.


5.2.4 Students taking more than 10% of the prescribed placement hours in any one placement period may be required to undertake additional placement experience.

Policy 6: Dress Code

6.1 Dress Code
Professional appearance is fundamental to professional practice. Adhering to professional dress codes can assist health professionals to acquire the confidence of their clients and the broader community. Health professionals also have a professional responsibility to ensure safety and hygiene of their clients, and to observe occupational health and safety requirements relating to the practice environment.  Schools and Departments have professional dress codes to be adhered to by all students representing them. The dress code is designed to be practical for delivering client care, minimising potential cross infection, promoting safety for students and clients, functionality, cultural and religious sensitivity, institutional rules and expectations and regard for the image of the University. 
Patient physical examination and care provision may involve a range of movement from students, and it is important that clothing worn does not inadvertently become revealing. What may seem acceptable under normal circumstances may seem less suitable when engaged in patient contact. Where prescribed, uniform is to be worn by all students undertaking practice components of their courses. These Schools and Departments will provide students with details of these prior to their first placement.
All students are required to carry their Monash University identification badge (student I.D. card), and also hospital identification cards where required, at all times during placements. These should be affixed to the front of the uniform or professional attire in a position where they are clearly visible and able to be read. Plastic badge holders (soft round edges only) are available from campus bookshops for this purpose.
6.2 Presentation
Students are to conform to the following general rules regarding appearance:


6.2.1 Hair must be kept neat, tidy and clean at all times. Where contact is being made with clients, long hair must be tied in a pony tail or plait. Scrunchies, hair combs and other hair fasteners are to be of a neutral colour, or in a colour that complements the professional attire. Fluorescent or extreme hair colours are not permitted.

6.2.2 Facial hair must be maintained clean shaven or a neatly trimmed beard is acceptable.

6.2.3 Nails are to be kept short and well manicured. In those disciplines where there is hands-on patient contact, fingernails should not be visible over the ends of the fingers when the hands are held with the palms facing up. Coloured nail varnish is not to be worn during clinical placements.


6.2.4 Watches, wedding rings, sleepers, studs or small earrings that sit on the lobe of the ear and do not pose a danger to clients or student are the only items of jewellery to be worn during placements, where there is hands-on client contact.

6.2.5 Flat, covered footwear is to be worn. As students will be on their feet for long durations, comfort is an important factor. For clinical skills/practical sessions, students must wear covered footwear for safety reasons.

6.2.6 Uniforms are to be appropriately laundered in keeping with relevant infection control guidelines.

6.2.7 Students must pay attention to their own personal hygiene, including use of deodorant.

6.2.8 T-shirts and other underclothes should not to be visible underneath the uniform shirt.

6.2.9 Religious headwear, where worn, should complement uniform colour.

6.2.10 Revealing clothing such as hipster or tight fitting trousers, or mini skirts are unprofessional and are not to be worn. 

6.2.11 Monash University student identification must be worn at all times in a position where it is clearly visible at all times but will not cause injury to clients.

N.B. Students attending mental health placements and some community placements may not be required to wear uniform. Please check with the Clinical/Fieldwork Placement Coordinator before attending. Students not required to wear uniform must be neat and professionally attired in a manner consistent with this policy.

6.3 Implementation 

6.3.1
Students will receive a copy of this policy prior to the commencement of the first placement.  Students will be reminded of their obligations under this policy for each unit associated with a clinical/fieldwork placement.

6.3.2 The Unit Coordinator will inform students of their responsibilities related to professional presentation at scheduled placements prior to commencement. 

6.3.3 The Unit Coordinator will inform placement supervisors of expectations of students prior to commencement, and the need to report students who do not conform to policy.

6.3.4 Students not meeting expectations will be informed by the Unit Coordinator that their presentation does not conform to professional expectations.

6.3.5 Students not meeting professional expectations will be provided with an opportunity to address the issue.

6.3.6
Following an opportunity to correct the problem, students continuing not to conform to the dress code and expectations for the individual profession will be removed from the placement (See Policy 3). 

Policy 7: Accidents/Injuries on Clinical/Fieldwork Placements

Accidents and injuries to students occur from time to time. It is important in order to protect the student that certain steps are taken. It is in the student’s own interest to ensure that these occur:

· The Unit Coordinator or Clinical/Fieldwork Placement Coordinator is notified as soon as practicable;

· An Incident Form from the particular agency is completed, and a copy is made and forwarded to the School/Department administration office;

· A Monash University Occupational Health and Safety form is to be completed by the student and returned to the School/Department as soon as possible. This can be obtained at:

http://adm.monash.edu.au/ohse/assets/forms/hazard-incident-report.pdf 

· In the case of needlestick injuries or potential contamination by bodily fluids, all procedures are strictly followed as per the agency’s own policies;

· Students may be required to present their Medicare card at the time of treatment, hence this should be taken on placement at all times;

· Students should be aware of the scope of Student Personal Accident Insurance Policy.

Further information regarding the reporting, investigation and recording of incidents may be obtained from the Monash University Occupational Health, Safety and Environment web site: http://www.adm.monash.edu.au/ohse/ 

Relevant documents

Guidelines for Health and Safety during Student and Staff Placements (OHS)

http://www.adm.monash.edu.au/ohse/assets/docs/guidelines/placements.pdf
Immunisation and Infection Risk Policy
http://www.med.monash.edu.au/current/docs/immunisation-infection-risk.pdf
Police Records Check Policy

http://www.adm.monash.edu.au/workplace-policy/employment/police-records/procedures.html
Professional Behaviour Intervention Guidelines and Procedure

TBA

Student Personal Accident Insurance Policy

http://www.firm.monash.edu.au/insurance/studentpersonalaccident/informationsheetstudentpa.pdf 
Working with Children Check Procedure

http://www.adm.monash.edu.au/workplace-policy/employment/working-with-children/
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