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Prior to placement commencement a meeting between relevant staff and the apprentice should take place.  The key aim of this meeting is to complete the Practice Learning Agreement (PLA).  A placement should not start without clear arrangements being in place.  It is important that the PLA meeting includes all relevant parties: apprentice, tutor and Practice Educator(s) (including PE, PE Mentor, OSPE and OSS as appropriate).
The PLA serves as the contractual basis of the apprentice placement.  It should take account of the Professional Capabilities Framework (PCF), the learning opportunities afforded by the placement, apprentice learning needs, supervision arrangements and finalise a range of practical information. 
LBU: tutor chairs the meeting, apprentice minutes the meeting
The following inform discussion at the PLA meeting:
· Practical arrangements should be clearly stated and understood at the meeting e.g. travel required, provision of equipment such as mobile phones and general working arrangements.
· Absence arrangements should be discussed. 
The requirements of whom to inform when unable to attend on the day due to sickness should be agreed. Regular or prolonged periods of sickness should be discussed with the Tutor, by both apprentice and PE.
Holidays must be agreed and discussed at the PLA meeting.  A week is recommended.
· Any issues that may impact on the learning process should be shared. 
This is a further opportunity for the apprentice to discuss any reasonable adjustments that they might need to enable them to fully and equitably engage learning opportunities. 
A discussion should take place concerning how feedback will be given to apprentices both informally and formally. 
All parties should discuss how issues of conflict or regarding performance are managed within the assessment and learning process.
A discussion about power imbalances and identity should be held to ensure that the apprentice is afforded a fair assessment.
· Apprentices are expected to work normal agency hours over five days per week. Where a apprentice is unable to meet this requirement, it is expected that the apprentice will discuss with the tutor so that a reasonable adjustment can be considered.  
Where the agency hours are less than 7 hours per day, apprentices will need to extend days to reflect this. 
Meal breaks are not included in the hour calculations.
· Study time must be discussed and agreed at the PLA meeting, based on 3.5 hours per week (UoL) or one study day a fortnight (LBU). 
· Apprentices MUST complete the full number of placement days (70 day first placement, 100 day final placement). 
The Attendance Sheet can assist in tracking days if required. 
For training events, apprentices should obtain a certificate of attendance which is then approved by their PE. It can be helpful for the apprentice to complete the training reflection to link training to practice and evidence development.
· Set the date of the interim meeting.
The PLA form should be completed by the apprentice in draft form at the PLA Meeting and the apprentice should ensure a completed version of the PLA is uploaded to PebblePad two weeks after placement commencement
