INTRODUCTORY GUIDANCE NOTES TO THE PORTFOLIO FOR STUDENT VETERINARY NURSES

SECTION A

WORK-BASED ASSESSMENT IN VETERINARY PRACTICE
THE CANDIDATE/STUDENT NURSE

This is who you are, a student nurse who has enroled with the Royal College of Veterinary Surgeons (RCVS) to study veterinary nursing.  You have met the requirements to study and be assessed with a view to becoming a LISTED VETERINARY NURSE (VN).

CANDIDATES are expected to have reached a certain academic standard before enroling as student nurses.  For most nurses, this means at least 5 GCSEs at Grades A-C.  One of these must be English Language and a further two must be either mathematics and a science subject or two science subjects.  However, there are many other equivalent qualifications which are enough to allow you to enrol, and the Veterinary Nursing Department of the RCVS can advise you on these.

Training to become a VN is hard work.  A caring attitude to animals on its own is not enough.  VNs are skilled professionals, and to qualify you will really have to want to succeed.

YOUR TRAINING PRACTICE

All student nurse candidates have to work in a TRAINING PRACTICE (TP).  This is a veterinary practice which has been inspected and approved by the RCVS.  This means that it has a suitable level of experienced staff and equipment to allow student nurses to train successfully.

You may work full-time in your TP and spend time at a college of further education in blocks or on day release in order to learn the theory you will need to pass your exams.  Alternatively, you may be a university student working at a TP on block or day release, depending on the structure of your course.

All TPs are inspected at least twice a year to make sure that a high standard of on the job training and assessment is being maintained.  If a TP does not provide sufficient support for its students, its TP status can be withdrawn.

YOUR VETERINARY NURSING AND ASSESSMENT CENTRE

All TPs have to be affiliated to a VETERINARY NURSING AND ASSESSMENT CENTRE (VNAC).  It is the VNAC which provides an INTERNAL VERIFIER (see later) whose job it is to make sure that each of its TPs are properly supporting its student nurses so that all students have the opportunity to achieve their NVQ.

HOW TO ACHIEVE YOUR NVQ

NVQ means National Vocational Qualification.  In order to get your NVQ in veterinary nursing, you must provide EVIDENCE that you have been satisfactorily assessed as competent on ALL of the National Occupational Standards for Veterinary Nursing.

When you have achieved your NVQ at Level 3 in Veterinary Nursing, passed the RCVS examinations and completed the required hours of training, you can become a Listed Veterinary Nurse and use the letters VN after your name.

You should now read this again.  It is very important that you understand it.

THE NATIONAL OCCUPATIONAL STANDARDS
These tell you the AREAS in which you must be COMPETENT.

They are divided into UNITS, which cover the main areas of your training.

Each unit is divided into ELEMENTS, which contain more detail about what you must know and must be able to do.

Each Element is made up of four parts:


i)  PERFORMANCE CRITERIA - these describe what you must be able to do practically


ii)  KNOWLEDGE & UNDERSTANDING - the theoretical knowledge you will need to demonstrate


iii)  SCOPE  - ranges to be covered; for example, which different species must be covered


iv)  NOTES - any other requirements for the assessment; for example, some elements allow you to do a simulation (see later) and some don't

YOUR ASSESSOR

Your Assessor is a veterinary surgeon or veterinary nurse who has undertaken special training (or is in the process of being trained) to allow them to assess your practical competence against the Veterinary Nursing Occupational Standards.

THE PORTFOLIO - WHAT IT IS
Theoretically, you could provide the EVIDENCE to achieve your NVQ in many ways.  However, if every student had to work out how to do this for themselves, it would take a lot of time and be very confusing for most students and their Assessors.

Because of this, the RCVS has provided the PORTFOLIO.  The Portfolio is just a framework which you can use to provide evidence for your assessments on MANY PARTS of the Occupational Standards.  Most student veterinary nurses use the Portfolio.

THE PORTFOLIO - PUTTING IT TOGETHER

When you put your Portfolio together, you must include ALL THE DOCUMENTS shown in the following table.  To find the documents needed for Annex A - Cover Sheet, go to Annex A in this file and photocopy the sheets there before filling them in, and so on for Annex B, Annex C, etc.  DON'T FILL IN THE ORIGINALS IN THIS FILE; keep them in good condition in a safe place..

You can also download electronic copies from the RCVS website at www.rcvs.org.uk
As you complete these sheets, you then put them in another file, REMEMBERING TO KEEP THEM IN THE ORDER SHOWN IN THE TABLE.

Don't worry if you don't understand some of the words used in the table, such as Case Log Sheets and Modules.  They will all be explained later.

	Annex A
	COVER SHEET
	

	Annex B
	CONTENTS INDEX
	This enables you and your Assessor to find your way quickly through the Portfolio.

	Annex C
	RECORD OF VETERINARY NURSE TRAINING
	These forms are a record of where you trained and all the periods of time you spent in training, including a record of holidays and other absences from training as well as time spent attending college courses.

If you move to a new Training Practice during training, you must use the form provided to inform your VNAC and the RCVS.  The RCVS may require you to submit your record of training at any time, so you should always keep it up to date.

	Annex D
	AUTHENTICATION SHEET
	This form must show the names, signatures and positions of anyone who signs items of evidence (case log sheets, module summaries etc) in your Portfolio.

	Annex E
	TRACKING SHEET
	The forms provided here should be used by you and your assessor to note which case logs have been completed and assessed within the various Portfolio modules.  This will help you to:

i)  Identify areas within the Portfolio which you have not yet covered

ii)  Plan the collection of your evidence for the remaining case logs and modules.

	Annex F
	ASSESSMENT PLANNING AND TUTORIAL RECORDING
	These forms allow you and your Assessor to record your progress, tutorials and assessment planning activities

	Annex G
	YOUR EVIDENCE OF ASSESSMENT
	This is where you record in writing all the work you have done to fulfil the requirements of the National Occupational Standards.  Most of it will be made up of your Case Log Sheets.


However, it is very important to understand that SIMPLY COMPLETING THE PORTFOLIO SECTIONS IS VERY UNLIKELY TO FULFIL ALL THE OCCUPATIONAL STANDARDS.

For example, information about fire safety and security precautions are not specifically included in the Portfolio but are part of the Occupational Standards.  So, you and your Assessor will have to provide evidence that you know about these aspects of your work.  This can include written questions and answers, as well as an Assessor's statement about your competence in these areas (see later).

Nevertheless, the Portfolio sections have been designed to make sure that you provide sufficient information to fulfil the requirements of large areas of the Standards.  Using them as the basis for the presentation of your evidence will ensure that you complete the GREAT MAJORITY of the Occupational Standards necessary to complete your NVQ.

THE PORTFOLIO - MODULES
In the table above, Annex G - Your Evidence of Assessment is divided into MODULES, which are basically the main study areas for the student veterinary nurse.  The following table lists all the Modules for NVQ Level 2 and Level 3.

	NVQ Level
	Module number
	Module title

	LEVEL 2
	1
	Health & Safety and Personal Performance

	
	2
	Reception and client support 

	
	3
	Admit and discharge animals

	
	4
	Prepare for and assist with non-surgical veterinary procedures 

	
	5
	Basic Nursing

	LEVEL 3
	6
	Laboratory and diagnostic aids 

	
	7
	Medical Nursing and fluid therapy 

	
	8
	Diagnostic Imaging

	
	9
	Surgical Nursing and Theatre Practice

	
	10
	Anaesthesia

	
	11
	Maintain the availability of veterinary resources


However, it is very important to understand that A MODULE IN THE RCVS PORTFOLIO IS NOT THE SAME AS A UNIT IN THE OCCUPATIONAL STANDARDS.

For example, Portfolio Module 2 - Reception and Client Support is designed to cover Veterinary Nursing Occupational Standards Unit VN1 - 'Carry out veterinary reception duties' and Unit VN5 - 'Support clients in caring for animals'.  This can be confusing.

THE PORTFOLIO - CASE LOG SHEETS
Modules are then subdivided into a number of CASE LOG SHEETS, which cover different parts of the Occupational Standards.  For example, Module 2 - Reception and Client Support is subdivided into Log Sheet 2a - Reception Duties, Log Sheet 2b - Dispensing Medication to Clients and Log Sheet 2c - Detailed Client Information.

Several different assessments (completed examples) of each Log Sheet are usually necessary, for example, one for cats, one for dogs and one for exotic animals.  However, it is usually possible to write less and less in each Log Sheet as you progress, as you can CROSS-REFERENCE information which you have already covered and do not have to write it all out again (see later).

At the end of each set of Log Sheets for a Module is a Module Summary Sheet

THE PORTFOLIO - MODULE SUMMARY SHEETS

Whenever you complete your evidence for a Module, your Assessor will fill in a Module Summary Sheet.  They are useful for including evidence not included elsewhere.  For example, a typical entry might read as follows;

'Although in her First Aid cases, Student Nurse X did not have to deal with a fracture case, I have observed her on (date) successfully carrying out first aid including limb immobilisation with a Robert Jones bandage on a dog with compound fractures of its left metatarsals.'

They are also useful to summarise your progress if you move practices during your NVQ or are assessed by more than one Assessor.  Your original Assessor can pass on a message about your strengths and weaknesses.

LINKING THE PORTFOLIO AND OCCUPATIONAL STANDARDS

It is a very good idea to write your Portfolio Log Sheets WITH YOUR COPY OF THE OCCUPATIONAL STANDARDS OPEN IN FRONT OF YOU.  This will help you:

1)  to include as much RELEVANT knowledge and understanding in each Log Sheet as you can, so that you don't have to answer extra questions about it later.

2)  to keep track of what you have already covered.

i)  Writing in the margin of the Log Sheet the number/letter of each part of the Standards which you have covered can be very helpful for both you and your Assessor.

ii)  It is also helpful for you if you tick off in your copy of the Standards each part of the Standards which you have included in your Log Sheet.

3)  to know what you have been assessed on already so that you choose a really useful case to be assessed on next time.

4)  to avoid repeating yourself.  It is a good idea to cross-reference information which you have already covered (see below), either to earlier Log Sheets in that module or elsewhere in the Portfolio, to avoid wasting time repeating information.

CASE LOG SHEETS - WHAT SHOULD BE INCLUDED

Currently, the Portfolio Guidance Notes at the start of each Module give you a lot of information about what you must include in your Log Sheets.  However, it is very important to understand the following:

THE PORTFOLIO GUIDANCE NOTES ABOUT WHAT YOU SHOULD PUT IN YOUR LOG SHEETS ARE NO LONGER RELEVANT AND SHOULD BE IGNORED

What you put in your Log Sheets should be WHAT THE OCCUPATIONAL STANDARDS SAY SHOULD BE PUT IN.  If you read the Standards, you will understand what to put in.

CASE LOG SHEETS - HOW MANY SHOULD BE DONE

Currently, the Portfolio Guidance Notes at the start of each Module tell you the number of Log Sheets which should be completed for each Module.  Similarly, it is very important to understand the following:

THE PORTFOLIO GUIDANCE NOTES ABOUT THE NUMBER OF LOG SHEETS REQUIRED ARE NO LONGER RELEVANT AND SHOULD BE IGNORED

The number of Log Sheets you need to complete is AS MANY AS ARE NECESSARY TO COMPLETE THE OCCUPATIONAL STANDARDS.

However, the better you and your Assessor select cases to assess for your Portfolio, ie. ones which fulfil many Standards which you haven't yet been assessed on, the fewer Log Sheets you will need to complete your evidence.

For most of the Units, at least 3 pieces of evidence are required for the small animal Portfolio, to cover dogs, cats and exotics (ie. other small pets).  That means that you will have to do at least 3 Log Sheets.

However, for many Units, more will be needed to cover the rest of the Scope.  For example, VN3 requires you to nurse cases requiring fluid therapy, dressings/bandages, wound care, assisted feeding, monitoring of vital signs, monitoring of food intake and monitoring of urine/faeces output.  Because of this, it is very likely that you will need to do more than three cases to cover this range of nursing tasks.

CROSS REFERENCING

Remember that ONCE YOU HAVE FULFILLED A PART OF THE OCCUPATIONAL STANDARDS, YOU DO NOT NEED TO REPEAT THIS EVIDENCE.

This means that you don't need to repeat on every Log Sheet the written evidence of the tasks you have already done.  If what you did is identical to what you did in a previous Log Sheet, just cross-reference the case to the previous case.  For example, in Log Sheet 5a - Basic Animal Management, you will have to write a full entry under 'Reason for hospitalisation', as this will be different for different cases, but under 'Type of accommodation and bedding material used' you may have a single identical range of kennels available, so after the first case you may say something like 'See Log Sheet number x for details of type of accommodation'.

However, if there was anything different, you must record that.  For example, if different animals were housed in kennels of the same construction and size, but different bedding was used, you may cross reference the kennel construction but will have to write details of the bedding in full.

Similarly, if you have already restrained an animal for a blood sample to be taken from the cephalic vein, that technique will be identical to the restraint required for the administration of an intravenous injection into the cephalic vein and can therefore be cross-referenced, although you must obviously explain the difference between keeping your thumb on the vein during the taking of the blood sample and removing it during the intravenous injection.

GETTING STARTED - DRAWING UP AN ASSESSMENT PLAN

1)  Complete the front sections (Annexes A-C) of your Portfolio.  REMEMBER TO KEEP FILLING IN ANNEXE C TO RECORD PERIODS OF ABSENCE FROM WORK AND/OR THEORY TRAINING.  It is very hard to reconstruct this if you forget to do it as you go along, and it must be completed before the Portfolio is submitted for internal verification.

2)  Meet with your Assessor.  Decide which parts of the Standards you feel competent to be assessed on and which of these you feel likely to have the opportunity to do in the next week.  For example, Log Sheet 2a (VN1 and VN5) might be a good choice if you are on reception duty that week, whereas it would be useful to attempt 5a (VN3 and VN4) if you are nursing medical and surgical in-patients.

Fill in Annexe F with what you and your Assessor plan to do in the following week, including both your signatures and a date (ideally 1 week later) on which to review progress.

NB.  All assessments you do MUST be planned in advance.  You cannot ask your Assessor to sign off work which you vaguely remember them seeing a week or two previously.

You now have an ASSESSMENT PLAN and should look closely at the Occupational Standards on which you are going to be assessed to make sure that you are fully prepared.

3)  At the end of the week, or on whatever date you agreed to review your Assessment Plan (although weekly is ideal), have a meeting with your Assessor to check how much you have managed to do.  If you did not manage to complete what you had planned, try between you to work out why.  Then you must revise your plan and try again.

If you have successfully completed your Plan, decide on some new assessments based on your expected nursing duties during the following week, and draw up a new Plan.  Continue like this until you have completed all the National Occupational Standards.

GETTING STARTED - BEING ASSESSED
During the week covered by your Assessment Plan, your Assessor may come to you and suggest an assessment based on what you have planned.  For example, you may be nursing a vomiting dog which is receiving fluid therapy and is on a special dietary plan which, providing your nursing is of a sufficiently high standard, your Assessor is happy for you to include as evidence.

Remember that YOU MUST NOT BE ASSESSED THE FIRST TIME YOU DO ANY TASK.  Assessment is supposed to be evidence that you are competent to do something, and doing it correctly the first time may just be good luck.

If you have plenty of time, you can fill in a rough copy of the Log Sheet at the time the assessment is done and do a neat final copy for your Portfolio later at home, but often you will be too busy to do this.  To make sure that you get all the details right when you come to write up your Log Sheet, you can photocopy the case records at the end of the day or print off a copy if you have computerised records.

However, you must also be able to recognise for yourself if suitable cases come in during the working day, so DO NOT WAIT FOR YOUR ASSESSOR TO PROMPT YOU.  If you find yourself doing a task on which you could be assessed for your Portfolio, eg. telling a client about flea or worm control, get your Assessor to watch you doing this and, providing you are competent in what you do, you will easily complete another Portfolio assessment (see Witness Statements later).

BE AWARE OF WHAT SORT OF CASES YOU NEED TO BE ASSESSED ON SO THAT YOU DO NOT MISS OUT ON A CHANCE TO BE ASSESSED.

GETTING STARTED - YOUR WRITTEN EVIDENCE

When your Assessor or a witness (see later) has seen you doing a task which is included in your ASSESSMENT PLAN, you need to produce WRITTEN EVIDENCE of what you did to include in your NVQ Portfolio.  The easiest way to do this is to complete the appropriate Portfolio Log Sheet.

Your evidence must be:

Reliable - it must accurately reflect your performance

Current - it must be recent

Sufficient - it must meet the Standards

Valid - it must be relevant

Authentic - it must be produced by you

Your written evidence must be handed in to your Assessor AS SOON AS POSSIBLE.  This is because it has to be fully complete, including any questions which your Assessor needs to ask about it, WITHIN 2 WEEKS, or it will be out of date and not valid for inclusion in the Portfolio.

Your Assessor is likely to ask you some further questions about what you are doing to confirm your competence, either at the time you carry out the task or when you hand in your Portfolio Log Sheet.  These questions and your answers will be noted in the 'Assessor's Comments' box of your Log Sheet.

When your Assessor is happy with your written and oral evidence, he or she completes the Assessor's Statement at the end of the Case Log Sheet, signs it and dates it.  You must keep this in a safe place, as it is now a piece of evidence for your NVQ qualification and it MUST appear in your Portfolio.

You may be able to complete more than one Log Sheet using one case which you have nursed, as long as you can provide the written evidence to complete the other Log Sheets.

For example, if you admit a cat after a road accident, perform first aid to control haemorrhage from an injured paw, nurse it while it is hospitalised, administer its treatment during hospitalisation, care for its paw bandage and discharge it to its owners when it goes home, you could be assessed on all these to complete some parts of many of the Occupational Standards and will be able to complete several Log Sheets as evidence for parts of:

VN2 (preparing for bandaging)

VN3 & VN4 (first aid, nursing care)

VN5 (dispensing treatment to go home on)

VN6 (admission/discharge)

If you do this, REMEMBER TO CROSS REFERENCE.  DO NOT REPEAT THE SAME INFORMATION ON LOTS OF LOG SHEETS.  That simply creates unnecessary extra work for you, your Assessor and the Internal Verifier who will check your Portfolio.

GETTING STARTED - OBSERVED ASSESSMENTS

NVQ training is meant to be ON THE JOB, which means that you will be assessed while you are actually working.  Your Assessor will be working with you, but may be doing other things and may not actually see you doing something which is necessary to demonstrate that you are competent.  If this happens, your Assessor may set up an OBSERVED ASSESSMENT with you, during which the Assessor may ask you to demonstrate a particular task and/or ask questions about work which you have done.

These observations and questions and answers will then be written down and must be included in your Portfolio.  Although observed assessments do not actually happen on the job, they will enable the Assessor to say honestly that you have satisfied the Standards in that area and are competent.

WHEN CAN I START?

You are able to start being assessed AS SOON AS YOU HAVE BEEN ENROLED AND HAVE YOUR ENROLMENT NUMBER.  You don't even have to wait for your Portfolio to arrive, which can take some time and result in you missing useful cases to be assessed on.  This is what you do.

i)  Go to the RCVS website and download the LATEST version of the Portfolio from Home Page -Veterinary Nurses - Student Veterinary Nurses - Work-based Assessment - Portfolio Downloads.

ii)  Get a copy of the Occupational Standards from your Assessor and read them.

iii)  Form an Assessment Plan, agree on a case for assessment and do the assessment.

iv)  Write the case up on the appropriate Case Log Sheet on your computer and then print it out to be examined by your Assessor and signed and dated that you have completed the work satisfactorily.  (You could also print out the blank Case Log Sheet and fill it in by hand).

v)  Make out an Evidence Tracking Grid (see later) for the Element you have been assessed upon and fill in as much of it as your Case Log will allow.

WITNESS STATEMENTS

YOUR ASSESSOR DOES NOT HAVE TO SEE YOU DOING EVERY PORTFOLIO TASK.  If a suitable case comes in and your Assessor is busy, somebody else can watch you working.  Ask another suitable member of the practice team to watch you do the task and, providing it is done competently, that person can verify what you have done.  That person becomes a WITNESS and must then either sign your Log Sheet or write a WITNESS STATEMENT to provide evidence of your skills.

Usually, what you do must be witnessed by a VETERINARY SURGEON OR VN.  However, another suitably qualified person can also act as a witness.  For example, a qualified laboratory technician may witness you carrying out a laboratory test.  You must tell your witness beforehand that you want to use the case as evidence for your Portfolio and they must agree.  You must not ask them after the task has been done.

The witness can then verify what you have done in one of two ways:

i)  Sign and date your Case Log Sheet once you have written it up and comment on your performance if necessary.  Your Assessor will look at all the evidence provided and sign and date your Log Sheet when satisfied that you are competent.

ii)  Write a WITNESS STATEMENT on practice headed writing paper, stating the nature of the task observed and commenting on your standard of performance.  This must also be signed and dated.

Don't forget that the witness must also SIGN ANNEXE D.

Your Assessor will need to be satisfied that you did enough while you were being observed by the witness to fulfil the requirements of the Occupational Standards.  He or she will read your Case Log and/or Witness Statement and may also ask you and your witness questions about your knowledge and performance before signing your written evidence.

SUPPLEMENTARY EVIDENCE

Most of your evidence will appear in your Case Log Sheets, but sometimes extra written evidence is very useful to fulfil parts of the Standards without writing all the details out on the Log Sheet.  These can be such things as copies of:

Consent forms for admission/anaesthesia

Dispensing labels for drugs

Hospitalisation charts

Anaesthetic monitoring charts

Fluid therapy monitoring charts

However, supplementary evidence must add relevant information to your Case Log Sheet and MUST RELATE DIRECTLY TO WORK WHICH YOU HAVE DONE PERSONALLY.  For example, if a hospitalisation chart contains work which has been done by other people as well as yourself, use a highlighter to indicate the work which has been done by you.

CLIENT CONFIDENTIALITY

No personal client details such as names and addresses may appear in your Portfolio.  This is in order to preserve client confidentiality.  However, you must KEEP A RECORD SEPARATE FROM YOUR PORTFOLIO of the details of all clients whose pets you nurse as part of your evidence.

This is because when the Internal Verifier (see later) visits your practice, he or she will check a random selection of your Portfolio cases against the practice records.  This is to make sure that your Portfolio cases are genuinely based on cases you have nursed in the practice, and have not been made up or changed in any way.  To allow this check to take place, you must be able to locate the practice case records of any case appearing in your Portfolio and to be able to show that they match with what you have written in evidence.

However, this record contains information which is confidential to the practice and must not be removed from the practice under any circumstances, even if you move to another practice.

SIMULATION

There are a VERY FEW parts of the Standards in which you are allowed to set up a SIMULATION with your Assessor.  This is not a real case, but is an assessment of your ability to cope with a real circumstance which might arise.  For example, you might demonstrate on a toy dog how you would dress and bandage a bleeding wound.  However, when simulations are used this should be made absolutely clear on the Case Log Sheet.

Simulations are not ideal, but are allowed in some situations because assessment may be difficult for your Assessor.  For example, this could be because you are dealing with a patient in an emergency situation or because some diagnostic tests are done at an outside laboratory.

If you and your Assessor are having problems acquiring appropriate experience in your practice of all the Scope required by the Standards, let your INTERNAL VERIFIER (see later) know so that a solution can be found.

INTERNAL VERIFICATION

Your Assessor is the person who assesses  your nursing and who checks your written evidence to make sure that it is of the correct standard to be included in the Portfolio.

However, you also have an Internal Verifier (IV), usually someone from your VNAC, whose job it is to check that you are being properly assessed and that all parts of the Occupational Standards are being completed.  An Internal Verifier is likely to visit your practice at least twice a year to check how things are going.  They may watch your Assessor assessing you, either while you do a practical task or while asking you questions about your written evidence.  They have to look at your Portfolio at least twice for each NVQ level to make sure that enough appropriate information is being included.

If you are having problems being assessed, eg. because your Assessor is too busy or perhaps not working closely enough with you during the average day, the Internal Verifier is the person who will try to sort out the problem.

When your Portfolio is complete, you have to send it to the Internal Verifier to have it checked and (if it is complete) certified, so that you can be awarded your NVQ qualification.  If you have not completed all parts of the Standards, expect to have your Portfolio returned and to have to do extra work to complete what is missing.  It's better to make sure everything is complete first time round.

When you send your Portfolio to the IV, you must include information about where each piece of evidence is.  This is not just an index, as individual Log Sheets may fulfil several parts of different standards.  We have provided a useful Evidence Tracking Grid to help you to do this.  If your Internal Verifier can't find the evidence in your Portfolio, he or she cannot certificate it as being complete.

EXTERNAL VERIFICATION

The RCVS employs a number of External Verifiers whose job is to check that internal verification is taking place correctly.  An External Verifier (EV) may occasionally visit your practice with the Internal Verifier and want to see you perform a task and be assessed.  This is nothing to worry about.  Although you may not be comfortable with a group of strangers watching you, the External Verifier is not really concerned about what you are doing.  They are there to make sure that NVQ assessment runs as it should, and they are more interested in the Internal Verifier and Assessor than in you.

However, they may ask to look at your Portfolio, as a proportion of Portfolios have to be checked by the External Verifiers every year to ensure that an appropriate standard is being maintained.

TIME LIMITS

For NVQ evidence to be valid, which means that you can include it in the Portfolio, it has to be CURRENT.  This means that it has to represent what you can do NOW, not what you might have been able to do in the past.

To keep your evidence current, all Units should contain some evidence produced within the previous 18 months.

If you complete your Portfolio but fail the exam, you can ask your Internal Verifier to apply for UNIT CERTIFICATION to avoid your Portfolio evidence going out of date, ie. your Portfolio 'passes' and is allowed to stand.

APPEALS PROCEDURES

If during the course of your training you disagree with an assessment decision, you may appeal.  Your TP will have a written appeals procedure for you to follow.  You should be provided with this at the beginning of your training and it should be kept with your Portfolio.

APPENDIX A

CANDIDATE INDUCTION RECORD

When you have read these guidance notes for yourself, you should go through them again with your Assessor to make sure that you have fully understood them.  You should then complete this Candidate Induction Record.

Candidate Induction Record

	Candidate
	Assessor


	What do you understand by the term candidate?
	

	What do you understand by the term assessor?
	

	What role does your assessor play within your training?
	

	Who else can help you collect evidence?
	

	Who should be involved in planning your portfolio completion?
	

	What are the occupational standards?
	

	What is meant by the terms:

Unit

Element?
	

	What do you understand by the terms:

Performance Criteria

Scope

Knowledge & Understanding?
	

	How must you compile your portfolio?
	

	How are the portfolio and occupational standards linked?
	

	What types of evidence can be included within your portfolio?
	

	How much evidence is required within your portfolio?
	

	What do you understand by the term cross referencing?
	

	How do you draw up an assessment plan?
	

	When is an assessment plan reviewed?
	

	When should you be assessed?
	

	Who should be contacted if you have problems gathering the required evidence?
	

	How soon after assessment should evidence be signed and dated by your assessor?
	

	What do you understand by the term Witness Statement?
	

	Who can provide you with a witness statement?
	

	What will the assessor do with the witness statement?
	

	What is supplementary evidence?
	

	Why should you ensure client confidentiality?
	

	What is simulation?
	

	When should simulation be used?
	

	What do you understand by the terms:

Reliable

Current

Sufficient

Valid

Authentic?
	

	Who is your internal verifier? 
	

	What is the role of the internal verifier?
	

	Who is your VNAC?
	

	What is the role of your VNAC?
	

	What do you understand by the term Unit certification?
	

	When would unit certification be necessary?
	

	What do you understand by the term Appeals Procedure?
	

	Where would you find a copy of the appeals procedure?
	


	Signature of Candidate

Date
	Signature of Assessor

Date


APPENDIX B

The following is a useful guide to show you which Case Logs refer to each Unit and where you can find them in your Portfolio.  You will not really understand this table until you have started to put your Portfolio together, but then you will find it very helpful.

	Case log number
	Portfolio Page No
	Unit reference

	Level 2


	
	

	1a

1b
	4-5

6-7
	CU2



	1c
	8-9
	CU5

	2a
	13-14
	VN1

	2b

2c
	15-17

18-19
	VN5



	3a

3b
	22-23

24-25
	VN6



	4a
	28-29
	VN2



	5a

5b

5c
	33-35

36-38

39-40
	VN3 and VN4

	Level 3


	
	

	6a

6b
	44-46

47-48
	VN7

	6c
	49-50
	VN13

	7a

7b
	54-56

57-59
	VN8

	8a

8b
	62-64

65-66
	VN9

	8c
	67-68
	VN13

	9a

9b

9c
	72-73

74-78

79-80
	VN10 and VN11

	9d
	81-82
	VN13

	10a

10b

10c
	85-88

89-90

91-92


	VN12

	11a

11b


	95-96

97-98
	VN13


APPENDIX 3

THE EVIDENCE TRACKING GRID

This is a chart which will enable you to find very quickly where you have written every piece of evidence for every Element.  It will also help you to know when you have provided enough evidence to satisfy the Occupational Standards for an Element.  For the new student, this may look very difficult to understand, but it's actually very easy and your Assessor will be able to put you on the right track very quickly.  Don't worry if you don't understand this straight away.

USING THE EVIDENCE TRACKING GRID

Before starting to read these explanatory notes, please open your copy of the National Occupational Standards at Element VN7.1 (Prepare Diagnostic Test Equipment and Materials).  In addition, please have before you the attached fully completed example of the Grid representing a typical fulfilment of the Standards for Element VN7.1.  These will make understanding the following instructions much easier.
To make things as user-friendly as possible for nurses using the grid, we wanted the grid to fit easily on an A4 page and to have boxes which were big enough to hold all the information that a nurse needed to satisfy the National Occupational Standards for a complete Element.  

Even so, the boxes are still quite small, and it is often going to be necessary to record your information in a compressed form, eg. writing C for cat, D for dog and E for exotic, and so on.  As long as the information can be clearly understood, that's OK.
 

So, staying with VN7.1 and with the Standards open before you, let us say that you are going to start by recording the evidence for taking a blood sample from a cat, intending to send that sample for analysis in the practice laboratory.  You are going to use the case to fill in your first Laboratory Case Log Sheet, so you would enter 'LAB 1' under the Evidence I/D column for the first row of the Evidence Tracking Grid.

From looking at the Standards for this Element, you see that you can fulfil Performance Criteria 1-6 (by doing them as part of an assessment) and Knowledge & Understanding points a-g and i-j (either by answering questions from your Assessor or by including the information in your written evidence), so when your Assessor has signed off this Case Log Sheet as being satisfactory, you can tick all these boxes on first row of  the Grid.

In the Scope columns, you would put the following, also on the first row of the Grid:

C (for cat) under Scope column A, which deals with species

1 for a blood sample under column B, which deals with the sample you have taken

Additionally, a blood sample taken for laboratory analysis should enable you to satisfy the following parts of the Standards:

1-3 and 5 under column C, which deals with diagnostic test equipment and materials

You will by now have satisfied many parts of the Standards for this Element, but not all.  You should now look for cases which will enable you to satisfy the rest.

Your second piece of evidence might well be completion of the Laboratory Health & Safety Case Log Sheet, which would be entered on the second row of the Grid.  This will normally enable you to satisfy Performance Criteria 7-8, the remaining parts of this area, and Knowledge & Understanding points h and k-m, the remaining parts of this area, as well as 1-4 under column D of the Scope columns, which deal with the application of infection control procedures.  These will also be recorded as shown on the second row of the Grid.

Your third piece of evidence (Case Log Sheet LAB 2 on the third row of the example) should try to complete further parts of the Standards for this Element, so you might look for a case  involving a urine sample (not yet completed for Scope column B) from a dog (not yet completed for Scope column A) using a preservative (not yet completed for Scope column C).

Your fourth piece of evidence (Case Log Sheet LAB 3 on the fourth row of the example) might include an exotic animal (not yet completed for Scope column A) involving a skin sample (not yet completed for Scope column B), and so on until the Standards have been completely satisfied for this Element.

Not all case logs required to fulfil the Standards for this Element have to be laboratory cases.  For example, packing a biopsy in preservative and sending it for pathology could be done as part of a surgical log, eg. removal of a tumour, or as part of a medical log, eg. if a skin biopsy is taken from a hospitalised medical case and the student is assessed handling its preservation and dispatch to the lab. 

 

Finally, the grid is generic - you will only ever need the one rather than different ones for every Element.

Jacqueline Buck & Charles Ross

November 2004
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