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Introductory Information
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This document makes explicit the knowledge and skills that are expected from an HTS trainee relevant to the scope of this nonclinical module. In more detail, the document includes the following material:

· General standards and expectations (relevant to all nonclinical modules)
· General introduction to this module
· Module requirements
· Supervision
· Methods of learning
· Learning outcomes and associated contextual knowledge requirements specific to this module
· Portfolio
· Assessment
· Examples of suitable activities and evidence sheet (appendix 1 and 2) 
· Marking scheme (appendix 3)

[bookmark: _Toc195069067][bookmark: _Toc264977090][bookmark: _Toc264977361][bookmark: _Toc264977706][bookmark: _Toc264977767][bookmark: _Toc264977874]General Standards and Expectations for Nonclinical Modules

The HTS is intended to support the acquisition of nonclinical competencies and affirm those competencies required to practice effectively as Band 6/7 Healthcare Scientists in Audiology.  The general expectation should be that all  trainees registering on nonclinical modules are capable of successful completion of the modules, including assessment of the portfolio, given an adequate plan of supervision. The role of the supervisor (and mentor, if relevant) in ensuring successful completion of the modules cannot be over-emphasised. It is imperative that both the trainee and supervisor (and mentor, if relevant) understand the standards expected and the regulations for the scheme. In particular, the required scope and level of M level knowledge required to succeed should be recognised for each module. For a definition of M-level study, see Appendix A. in the HTS Regulations. 

Trainees should take every opportunity whilst preparing their portfolio to make the examiners aware of their acquired skills and wider critical knowledge as assessment of the nonclinical modules is via the portfolio only. 

The discipline of Audiology features uncertainties and practical problems. Consequently, the trainee needs to demonstrate that they have the necessary skills to tackle and solve practical problems by both systematic and creative thinking, complemented by originality of thought and initiative. Demonstration of independent thought and comment will be expected. The trainee is expected to take a lead/proactive role with respect to demonstrating all learning objectives (eg chairing meetings and coordinating activities of a team). 


General Introduction to Service Development Module

The aim of this module is to develop knowledge and practical skills in service development within areas associated with clinical practice. There is no prescribed route stating how this should be done. However, in order to be awarded the BAA Certificate in Service Development it is a requirement that all the learning outcomes will have been met on completion of this module and evidence will need to be provided to demonstrate this. 

The module may be accessed by any member of BAA.  This module aims to take the trainee beyond the BSc level to a minimum of an M-level project.  It is expected that learning outcomes will be achieved by learning and participation in numerous activities rather than a single service development project. 

The overall aim of this module, within the BAA professional development and training structure, is to promote service development awareness and activity within the field of Audiology at all levels and associated with all clinical areas.


Module Requirements

There are no specific pre-requisites required prior to registering for this module. However, a good understanding of health service management issues (eg relating to organisational structures, financial and human resource) will be necessary in order to succeed with this module. Guidance on the scope of an appropriate underpinning knowledge base is provided in the form of recommended tutorial subjects (see below). Unless the Trainee has up-to-date knowledge in these areas it is strongly recommended that knowledge is provided or reinforced by tutorials. 


Supervision

A successful supervisor will carefully plan and customise training provision based upon the mandatory training requirements, the learning outcomes described and the evolving abilities of the trainee. Aside from an initial planning meeting for this module, progress should be regularly reviewed at meetings between supervisor and trainee.

In addition to the local supervisor, it is strongly recommended that an external mentor is arranged to provide specialist advice and support. A list of potential mentors along with their area(s) of expertise is available on the BAA website. Mentors other than those on this list are acceptable and it may be appropriate to consider a mentor from the local organisation management team, such as a business manager or operations manager.




Methods of Learning 

There is no requirement to attend a formal training course for this Module although where carefully chosen (with respect to the learning objectives) this may provide an advantage. The candidate may undertake a range of teaching and learning methods to develop underpinning knowledge within the areas of leadership and service development.  Many skills will be developed during the work-place as part of an individual’s role. Secondments to other clinical departments or management teams may be undertaken to gain additional skills and experience or suitable training courses may be attended.  Examples of relevant courses and learning methods include:

· Leading an Empowered Organisation (LEO) course
· Institute of Leadership and Management (ILM) courses in first line 
Management/equivalent
· Project management courses, e.g. Prince 2 
· Workshops
· Seminars
· Directed learning 
· Self-directed learning
· Tutorials

It is recommended that 1hr delivered tutorials be completed in the following areas:

1. NHS organisation and structure (for the UK countries)
2. Operational and business planning
3. Strategic healthcare planning
4. Human resources, team management and leadership
5. Management report writing 
6. Finance and budget control
7. Effective meetings
8. Audit and clinical effectiveness
9. Other public services and non-governmental organisations 

Tutorials would typically be delivered by the supervisor, although this is not essential. Details of tutorials (content, name/title of person delivering tutorial and date) should be provided in the portfolio (see Appendix 4). Learning task associated with tutorials may also be helpful and should be recorded
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On completion of the module the candidate should integrate theoretical knowledge and practical skills to enable them to:

1. Carry out a service audit, evaluating current practice, identify the need for improvement / change, action as necessary and re-evaluate.
2. Identify areas for service development based on evidence based practice, assess the benefits and risks of the ideas, and seek constructive feedback regarding your ideas from colleagues.
3. Write a detailed business case for at least one proposed service development to include details of resources needed and costs. (This may be hypothetical if the opportunity does not arise).
4. Provide constructive feedback to others with respect to service development discussions
5. Take responsibility for organising a specific area of service development, by developing a realistic and achievable project plan and overseeing implementation
6. Understand the relationship between local service development and the wider organisational framework
7. Monitor the outcome of an area of service 
8. Challenge poor practice in a safe and constructive manner
9. Encourage shared responsibility for any arising problems
10. Demonstrate good problem solving techniques to overcome potential barriers. 
11. Demonstrate effective evaluation techniques 
12. Demonstrate effective team leadership and team working, to include inter-agency work

Examples of suitable activities to meet these outcomes can be found in appendix 1. It is expected that an individual undertaking service development should also be able to demonstrate the necessary leadership skills.

Experience of service development prior to registration for this module can contribute to the learning outcomes, however, there must be demonstration of up to date knowledge and activity within the majority of learning outcomes. 

The learning outcomes link to the following KSF criteria:
· Contribute to developing, testing and reviewing new concepts, models, methods, practices, products and equipment (KSF G2/Level 2)
· Contribute to the improvement of services (KSF Core 4/Level 2)
· Contribute to improving quality (KSF Core 5/Level 3)
· Organise specific aspects of service and/or projects (KSF G5/Level 2)

Individuals may therefore be able to use evidence provided to meet their KSF outline for this module, and visa versa.  Further information regarding these learning outcomes can be found in: Department of Health (1994) The NHS Knowledge and Skills Framework (NHS KSF) and the Development Review Process Department of Health, London.
[bookmark: _Toc264977092][bookmark: _Toc264977363][bookmark: _Toc264977708][bookmark: _Toc264977769][bookmark: _Toc264977876]Portfolio of Evidence

Candidates will be expected to present a portfolio of evidence to show that they have met the stated learning outcomes and performance criteria.  A variety of evidence can be used and should be chosen by the individual candidate.  Examples of types of evidence include:

· BAA on-line CPD diary
· Evidence of learning and development activities, e.g. courses, seminars or secondments 
· Evidence of activities undertaken, e.g. audits, accounts of service development initiatives or quality improvements
· Case studies, e.g. centered on student being supervised
· Learning log, e.g. developmental activities for self with respect to clinical/leadership/supervision skills
· Records of critical incidents, e.g. identification of personal leadership or supervision skills used in such situations
· Reflective diary or journal, e.g. account of progress when considering new practices
· Witness testimony
· Self-assessment of skills, e.g. to demonstrate your personal level of knowledge and skills

Many other types of evidence may be appropriate and further ideas can be obtained from literature focussing on portfolio building.

All candidates must include the following pieces of work in their portfolio:

Action Plan
Candidates should consider their personal training and development needs in relation to meeting the specified learning outcomes.  An action plan should be completed at the start of the training period, following registration on to the module.  

Summary statement  
This should be written at the end of the training period, when the candidate feels they have fulfilled all of the learning outcomes.  It should aim to summarise what has been learnt from the experience whilst meeting these competencies and should include reflection on the newly developed or extended knowledge and skills, considering current capabilities and future development activities.

Verification
It is compulsory that the portfolio includes supporting evidence from a third party (e.g. line manager, assessor, supervisor or a mentor) for verification purposes.  Examples of such evidence include:

· Written statement by manager or other appropriate person
· Observation of teaching/clinical supervision activity by another professional


Verification must be written and be from someone who directly observed the activity.  It must specify what experiences or activities were observed and must be written on official headed paper, signed and dated by the verifier.

Evidence summary

Candidates must complete the given table (appendix 2) in order to clearly signpost how the supplied evidence meets the learning outcomes.  This form must be displayed at the front of the portfolio.  

[bookmark: _Toc264977093][bookmark: _Toc264977364][bookmark: _Toc264977709][bookmark: _Toc264977770][bookmark: _Toc264977877]Assessment Process

Submission of evidence – see exam regulations under Non-clinical modules. 

Evaluation of evidence – the portfolio will be evaluated by a minimum of two examiners, approved by the British Academy of Audiology.  The examiners will individually assess the evidence against the learning outcomes and marking scheme (see Appendix 3).

An overall pass will be achieved when all examiners award a pass for each of the learning outcomes. Should any examiner deem one or more section not to have been passed, the lead examiner will complete a report for the individual, outlining areas which need further development in order to meet the required standard.  The portfolio may be resubmitted when the trainee and supervisors think these areas have addressed these areas. There is no limit to the number of resubmissions.

Appendices 
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	Learning outcome
	Examples 

	1.Carry out a service audit, evaluating current practice, identify the need for improvement / change, action as necessary and re-evaluate.

	· Audit to assess if staff are following clinical protocols
· Audit of clinical outcomes from balance rehabilitation
· Audit of patients referred for tinnitus therapy to see if there is a more appropriate patient journey for them

	2.Identify areas for service development based on evidence based practice, assess the benefits and risks of the ideas, and seek constructive feedback regarding your ideas from colleagues.

	· New areas of knowledge / development such as auditory disynchrony, auditory processing disorders, dead regions testing
· Introduction of a service not currently provided within local service
·  Develop departmental training strategy

	3.Write a detailed business case for at least one  proposed service development to include details of resources needed and costs. 

	· 

	4.Provide constructive feedback to others with respect to service development discussions

	· Minutes from meetings
· Written responses to proposals you have been asked to comment on

	5.Take responsibility for organising a specific area of service development, by developing a realistic and achievable project plan and overseeing implementation
	· Project plan
· Gannt charts
· Meeting minutes
· Written proposals

	6.Understand the relationship between local service development and the wider organisational framework
	· Summary document showing local organisation, stakeholders, decision making processes within department and directorate / division / hospital

	7.Monitor the outcome of an area of service
	· Procedure for monitoring
· Report from monitoring


	8.Challenge poor practice in a safe and constructive manner
	· Description of problems identified, approach taken, outcome
· Notes on giving feedback in a constructive way
· Reflective diary entries

	9.Encourage shared responsibility for any arising problems
	· Meeting minutes
· Action plans
· Notes from discussions
· Reflective diary entries

	10.Demonstrate good problem solving techniques to overcome potential barriers. 
	· Managing waiting lists using capacity and demand tools
· Meeting minutes
· Action plans
· Notes from discussions
· Reflective diary entries

	11.Demonstrate effective evaluation techniques
	· Discussion of potential ways to evaluate a particular service, highlighting the advantages and disadvantages of each
· Post exercise evaluation of approach taken to achieve service development. Identification of lessons learnt by team and self.

	12.Demonstrate effective team leadership and team working, to include inter-agency work
	· Meeting minutes (inc from meeting chaired by Trainee and evidence of pro-active contribution by trainee)
· Action plans
· Notes from discussions
· Reflective diary entries
· Copies of joint proposals with other agencies/organisations.
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Appendix 2.  Evidence summary sheet


	Learning outcome
	Evidence
	Page of portfolio

	1.Carry out a service audit, evaluating current practice, identify the need for improvement / change, action as necessary and re-evaluate.

	
	

	2.Identify areas for service development based on evidence based practice, assess the benefits and risks of the ideas, and seek constructive feedback regarding your ideas from colleagues.

	
	

	3.Write a detailed business case for at least one  proposed service development to include details of resources needed and costs. 

	
	

	4.Provide constructive feedback to others with respect to service development discussions

	
	

	5.Take responsibility for organising a specific area of service development, by developing a realistic and achievable project plan and overseeing implementation
	
	

	6.Understand the relationship between local service development and the wider organisational framework
	
	

	7.Monitor the outcome of an area of service
	
	

	8.Challenge poor practice in a safe and constructive manner
	
	

	9.Encourage shared responsibility for any arising problems
	
	

	10.Demonstrate good problem solving techniques to overcome potential barriers. 
	
	

	11.Demonstrate effective evaluation techniques
	
	

	12.Demonstrate effective team leadership and team working, to include inter-agency work
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Purpose of Document: To provide guidance to examiners for marking of portfolios submitted for consideration of the BAA Higher Training Scheme Non-clinical module in Service Development. This document defines what is considered within this assessment and records the outcome of the assessment (Pass/Fail), together with any recommendations for further work required to meet the required standard where this is not achieved.

Candidate:_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Date _ _ _ _ _ _ _ _ _ _		Assessors: 	_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

	Judging Attainment of Learning Outcome:
	Outcome Met? Recommendations for further work required to meet the required standard where this is not achieved.


	Learning Outcome 1:Carry out a service audit, evaluating current practice, identify the need for improvement / change, action as necessary and re-evaluate.

Assessment Guidance: Has a robust service audit been completed to evaluate current practice? This should feature the elements of the clinical audit cycle using a recognised/quoted format¹ eg, 
Stage 1 – preparation (choose a topic considering priority/need, Identify available resources): 
Stage 2 - select criteria
Stage 3 - measuring level of performance
Stage 4 - making improvements (change)
Stage 5 - maintaining improvements (re-audit)
[bookmark: ref1]¹ Benjamin A; Audit: how to do it in practice. BMJ. 2008 May 31;336(7655):1241-5.
    
	Yes / No

	Learning Outcome 2: Identify areas for service development based on evidence based practice, assess the benefits and risks of the ideas, and seek constructive feedback regarding your ideas from colleagues.

Assessment Guidance: Have areas for service development been identified and has the associated evidence based practice been clearly described? There should be evidence of constructive discussion of development ideas with others eg, minutes of meetings with relevant staff showing full consideration of the benefits and risks of ideas. There should be reference to identification and justification of needs (eg associated with supporting demographic/epidemiological data).

	Yes /No

	Learning Outcome 3: Write a detailed business case for at least one  proposed service development to include details of resources needed and costs. (This may be hypothetical if the opportunity does not arise).

Assessment Guidance: Has an appropriately structured and detailed business case been provided? including:
Statement of proposal clearly defined.
Background information describes current situation and why service development is required. 

A number of options have been considered to address need and appraisal shows rational selection of an appropriate option.
Project plan time scale that is realistic
Realistic and comprehensive cost analysis of resources required (staff, equipment), balanced against income (where applicable). 


	Yes / No

	Learning Outcome 4: Provide constructive feedback to others with respect to service development discussions

Assessment Guidance : Is there evidence that the candidate has provided constructive feedback to others following discussions regarding the service development? This should show that the views of others have been considered and responded to reasonably with positive outcome eg, minutes of meetings lead by candidate showing consensus agreement reached on service development.

 
	Yes / No

	Learning Outcome 5: Take responsibility for organising a specific area of service development, by developing a realistic and achievable project plan and overseeing implementation 

Assessment Guidance: Is there evidence that responsibility has been taken for organising the implementation of a specific area of development? Is the project plan realistic and achievable (time and resources)? Is there evidence that implementation is monitored effectively? The following materials should be provided: project plan, Gant Charts, Minutes of meetings (showing development of the project plan.)

	Yes / No

	Learning Outcome 6: Understands the relationship between the local service development and the wider organizational framework

Assessment Guidance: Is there evidence that the relationship between local service development and the wider organisational framework is understood and is reflected in service development activities? The following materials should be provided: documentation to show local organization structure; how decision-making processes work within the department, within the directorate/division/trust/local health board/PCT. Is national policy linked through to specific local service developments? (eg refer to project plans/proposal documents/business cases)

	Yes / No

	Learning Outcome 7: Monitor the outcome of an area of service.  

Assessment Guidance: Is there evidence that outcomes have been appropriately and effectively monitored for an area of service?  The following materials should be provided:  Evidence that a monitoring procedure has been developed and examples of reports produced.

	Yes / No

	Learning Outcome 8: Challenges poor practice in a safe and constructive manner.
Assessment Guidance: Is there evidence that poor practice has been challenged  in a safe and constructive manner from description of problems identified, approach taken and outcomes? The following materials should be provided:  minutes of meetings. notes taken on constructive feedback given, reflective diary entries.
 
	Yes / No

	Learning Outcome 9: Encourage shared responsibility for any arising problems.

Assessment Guidance: Has a collective/collaborative approach been encouraged and pursued demonstrating shared responsibility for arising problems? The following materials should be provided as evidence: minutes of meetings, notes from discussions, actions plans, reflective diary entries.

	Yes / No

	Learning Outcome 10: Demonstrates good problem solving techniques to overcome potential barriers

Assessment Guidance: Is there evidence of effective problem solving techniques/tools applied to overcome barriers? The following materials should be provided as evidence: minutes of meetings, notes from discussions, actions plans, reflective diary entries, description of tools/approaches used to solve problems.

	Yes / No

	Learning Outcome 11: Demonstrates effective evaluation techniques.

Assessment Guidance: Is there evidence that the impact of service development has been thoroughly and critically evaluated? This should feature full consideration of both advantages and dis-advantages it has brought to the service. There should also be evidence of critical evaluation of approach (process) taken and own role. What lessons have been learnt to guide future approaches to service development?  The following materials should be provided: minutes of meetings and reflective diaries.

	Yes / No

	Learning Outcome 12: Demonstrates effective team working to include inter-agency work.

Assessment Guidance: Is there evidence that a lead role has been taken in pursuing and achieving effective team work? Has this included interagency participation? (eg with social services and/or Education and/or voluntary sector). The following materials should be provided as evidence: minutes of meetings (and associated actions), notes from discussions, plans, reflective diary entries, copies of joint proposals.

	Yes / No

	
ASSESSORS RECOMMENDATION   (All learning outcomes must be met in order to achieve a PASS)

	PASS /FAIL
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Appendix 4. Details of Tutorials and Associated Exercises

To be included with submitted portfolio.


	Topic

	Associated tasks set and completed
	Name and role of individual delivering tutorial
	Date

	NHS organisation and structure (for the UK countries)

	
	
	

	Operational and business planning

	
	
	

	Strategic healthcare planning

	
	
	

	Human resources, team management and leadership
	
	
	

	Management report writing 

	
	
	

	Finance and budget control

	
	
	

	Effective meetings

	
	
	

	Audit and clinical effectiveness
	
	
	

	Other public bodies and non-governmental organisations 

	
	
	









Document control notes:

Version Aug 2010 (Ver 2) revised by addition of marking template (Appendix 3).
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