PhD in Health Psychology Research and Professional Practice 

Workplace Visit Approval Form
The workplace visit should comprise two separate private meetings: one with the trainee, and one with the workplace contact. 

1. Date of visit:





2. Name of programme visitor: 








3. Trainee name:
  








      

4. Workplace address: 








   














Section 1: Trainee Checklist

5. Has the trainee undergone a staff induction in the workplace? 
  

        Y/N
a)  Please attach details of what was covered in the staff induction 

     (summary to be provided by trainee)





          (
6. Is the trainee aware of workplace policies including those relating to health 

and safety and equality and diversity and what they should do if they have 

any concerns relating to these policies? 





        Y/N
7. Is the trainee aware of and understands: 

      a) 
The learning outcomes to be achieved




        Y/N
      b) 
The timings and the duration of any placement experience and associated
          
records to be maintained
        





        Y/N
      c) 
Expectations of professional conduct





        Y/N
      d)
The assessment procedures including the implications of, and any action to 

be taken in the case of, failure to progress 



    
        Y/N
      e) 
Communication and lines of responsibility   




        Y/N
8. Are adequate resources (e.g. desk, computer, space, library facilities, staff,                training, equipment, materials) available and effectively used by the trainee? 
        Y/N

9. Are adequate and accessible facilities (e.g. a counselling service, support during           planned or unplanned leave, financial help) available to support the welfare and               wellbeing of the trainee? 







        Y/N
10. Does the trainee feel adequately supported (i.e. support, resources, facilities)                           in the workplace?








        Y/N
If no, please give details 








           
11. Does the trainee have any other professional–related concerns about the                   workplace?
 







       Y/N 
If yes, please give details 










Section 2: Workplace contact details
12. Name of workplace contact:








13. Job Title: 











14. Role:










        
Section 4: Workplace contact checklist
15. Has the workplace contact’s CV (including any professional registrations) been  provided? 









        Y/N
16. Has the workplace contact read and understood the handbook for workplace      contacts?

        







        Y/N
17. Has the workplace contact signed the workplace agreement form

        Y/N
18. Has the workplace contact training been completed (checklist in Appendix 1)
        Y/N 

19. Is the workplace contact aware of and understands: 

      a) 
The learning outcomes to be achieved




        Y/N
      b) 
The timings and the duration of the supervised practice required and 
          
associated records to be maintained
        




        Y/N
      c) 
Expectations of professional conduct





        Y/N
      d)
The assessment procedures including the implications of, and any action to 

be taken in the case of, failure to progress 



    
        Y/N
      e) 
Communication and lines of responsibility   




        Y/N
      f)
The roles and responsibilities of the workplace contact / the programme              advisory team / the trainee






        Y/N
20. Does the workplace contact wish to ask any questions about or receive any 

further support in their role?






        Y/N
If yes, please give details 








   
21. Are there any barriers or problems arising from the trainee’s enrolment on the programme? 








        Y/N
If yes, please give details 








   

Section 5: Recommendation
Is the programme visitor satisfied that:

22. The workplace provides a safe and supportive environment for the trainee
        Y/N
23. The workplace contact is appropriately qualified, registered, and experienced                  with appropriate knowledge, skills and experience to support the trainee in                          the learning outcomes as specified in the trainee’s supervision plan

        Y/N
(NB: the qualifications, registrations, knowledge, skills and experience of the workplace   

contact (based on their CV and discussions with the supervisor and during the approval 

visit) should be cross-checked against the learning outcomes specified in the trainee’s 
supervision plan) 

24. Any additional comments









Section 6: Programme director’s comments 
Include here if the University of Southampton might be required to provide specific support to the trainee beyond the normal supervision and educational support provided to all trainees, and what this support might entail.
25. Recommendation to the MPhil/PhD in Health Psychology Research and                  Professional Practice programme board that the work setting is approved 
        Y/N
NB: If the workplace setting is unable to meet the standards required, the trainee may need to find alternative health-related work to fulfil the programme requirements.
Signature of programme visitor: 




 Date: 



Signature of programme director:




 Date: 



Appendix 1
Workplace contact training
In order to ensure consistency of support and approach among the different workplace contacts, the programme visitor must discuss all the following points with the workplace contact during the approval visit.
1. The learning outcomes to be achieved 
The workplace contact should be aware of the thesis and portfolio of competence requirements - review with the workplace contact the thesis and portfolio of competence sections (including list of competences) within Appendix 1 of the handbook for workplace contacts.
2. The timings and the duration of the supervised practice required
Supervised practice should last for a minimum of 2 years full time or equivalent, or if the trainee is on a fixed term contract lasting less than 2 years, for the duration of their employment (the remainder of the required time will be completed by the trainee elsewhere).
3. The associated records to be maintained
a. Discuss and agree (with the trainee’s supervisor) the trainee’s supervision plan and sign the workplace agreement form (this should have already been completed)
b. Review and sign off (along with the trainee’s supervisor) the trainee’s record of completion for any work submitted in the trainee’s portfolio of competence that is relevant to the workplace (as specified in the trainee’s supervision plan already agreed by the workplace contact).  
c. Complete the relevant page for workplace contacts within the trainee’s annual progress report.   This is usually completed around June - August each year.
4. Expectations of professional conduct
Workplace contacts should be familiar with HCPC standards of conduct, performance and ethics (review the current standards with the workplace contact http://www.hcpc-uk.org/aboutregistration/standards/standardsofconductperformanceandethics/)  

5. The assessment procedures including the implications of, and any action to be taken in the case of, failure to progress 
a. Explain that any concerns regarding performance or progression (in relation to the annual progress report or record of completion) should be discussed with the trainee and trainee’s supervisor in the first instance.  

b. Review with the workplace contact, the ‘Examination’ section of Appendix 1 in the handbook for workplace contacts. 
6. Communication and lines of responsibility   
Review with the workplace contact the ‘lines of responsibility and monitoring processes’ section of the handbook for workplace contacts.  Remind the workplace contact that if they have any questions or concerns they can contact the trainee’s supervisor or the programme director whenever they need to, and that all workplace contacts are invited to attend programme board meetings and trainee annual progress meetings. 
7. The roles and responsibilities of the workplace contact / the programme advisory team / the trainee

Review with the workplace contact the ‘lines of responsibility and monitoring processes’ and the ‘roles and responsibilities’ sections of the handbook for workplace contacts.  
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