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Sign off Mentor Workbook

This workbook is to be used by existing mentors who want to achieve sign off mentor status.

Zoe Wilkes : Director of Placement Learning
Telephone : 01482 463618

Email : z.wilkes@hull.ac.uk

Taken from sign off booklet developed for use by Mentors across Humber North Bank and South Bank regional area
Introduction

The sign-off mentor role originates from the NMC publication ‘Standards to Support Learning and Assessment in Practice’ (2008). The NMC identified specific standards that need to be met before a student nurse/ midwife can achieve registration and they believe these standards are best measured by mentors in clinical practice.

Mentors have a responsibility as a profession to ‘gate-keep’ who will enter on to the nursing/ midwifery register and to ensure that registered nurses/midwives are ‘fit for purpose and practice’ on registration. Ultimately we have an obligation to protect the public from student nurses/midwives who do not meet the relevant competencies to practice as a registered nurses or midwives, and the mentors in practice are ideally placed to do this. 
The NMC standards emphasise your accountability as a mentor. Duffy (2003) reported that mentors were failing to make the decision to fail students which led to questions about the quality of student assessment in practice. 
Background 

The NMC (2008) require all Midwives and some Nurses should become sign off Mentors for pre-registration students, for overseas nursing programmes, specialist practice programmes such as nurse independent prescriber, and for students undertaking return to practice courses. A sign off mentor is a mentor that the Placement Provider has ensured is competent to make the decision about the student's fitness for practice at the end of the student’s training, is designated as a sign off mentor on the mentor register, and fits the NMC criteria for a sign off mentor which are as follows: 
· Identified on the local mentor register as a sign-off mentor or a practice teacher;
· Registered on the same part of the register (i.e. adult branch nurse mentoring an adult branch student) and;
· Working in the same field of practice as that in which the student intends to qualify (i.e. adult branch nurse mentoring an adult branch student in an adult branch environment). 

Additionally, to be a sign-off mentor they must have:   

· Clinical Currency and capability in the field in which the student is being assessed i.e be deemed capable and fit for practice, and be currently working in the same field as the nursing student;
· A working knowledge of the current programme requirements, practice assessment strategies and relevant changes in education and practice for the student they are assessing (e.g. be aware of changes such as the move to a graduate programme and the impact of this, changes in the nature of due regard for students being supervised by mentors from other fields of practice);
· An understanding of the NMC requirements and the contribution they make to the achievement of these requirements (ie be active on the mentor register, complete a yearly update, mentor a minimum of two students within a three year period and complete a triennial review every three years, be aware of the additional requirements for final semester students like additional supervision time, evidence trail of assessment decisions made);
· An in-depth understanding of their accountability to the NMC for the decision they must make to pass or fail when assessing proficiency requirements at the end of a programme.
Evidence to support sign off status 
The NMC stipulates that for mentors to become sign off mentors they must be supervised on three occasions to enable them to demonstrate understanding of the role and the range of skills involved in supporting and assessing students at this level. To apply to become a sign off mentor, mentors need to provide three pieces of evidence that they have been “supervised” on three separate occasions working with sign off students in some capacity within practice or in a simulated situation. The supervision can take different forms and can include: 

· Certificate from Sign off mentor workshop which are taking place within the organisation;
· Copy of Hull University Mentor Preparation Programme (nb. only for staff completing Hull University Mentor Preparation  programme which commenced from September 2012 onwards);
· Evidence form from sign off booklet; 

· Evidence form/ s completed by mentor supervising member of staff working towards sign off status (with at least one example of being supervised with a final semester student)(appendix 1). 

Sign off workshop
Practice Learning Facilitators, Practice Learning Educator and Clinical Nurse Tutors facilitate an in-depth workshop specifically exploring key issues involved in being a sign off mentor with final semester students, focussing on students learning outcomes and the challenges of assessment of students to meet the NMC requirements.  Participants receive a certificate which provides one piece of evidence. 

Copy of certificate from the Hull University Mentor Preparation Programme commencing from September 2012 onwards 
In a new initiative, staff completing the Hull University Mentor Preparation Programme (from September 2012 onwards) will participate in a sign off workshop which can be used to provide one piece of evidence. Mentors will need to indicate on the sign off application form that their Hull University mentor preparation course commenced after September 2012. 
Evidence form from sign off booklet
Mentors can complete this booklet under the supervision of a sign off mentor individually or within a small group scenario. The completed evidence form at the end of the booklet will provide one piece of evidence. 

Evidence form from signing off nursing student at any stage of their training 
Mentors supervising a student can themselves be supervised by a sign off mentor during a student’s placement. If the sign mentor’s assessment of the mentor’s mentorship skills is satisfactory, then they can sign an evidence form (appendix 1) which provides one piece of evidence. 

Evidence form from signing off student during final semester. 
Mentors supervising a student can themselves be supervised by a sign off mentor during a student’s placement. If the sign mentor’s assessment of the mentor’s assessment skills is satisfactory, then they can sign an evidence form (appendix 1) which provides one piece of evidence

NB: One of the three pieces of evidence has to be the evidence from signing off a student under the supervision of a sign off mentor during their final semester of the programme. 

Which students require a sign off mentor?

Nursing students a sign off mentor is required for the final placement of the three year pre registration programme (consolidation/management placement).  In addition students on the following courses require a sign-off mentor: Overseas Nurses programmes for all their supervised practice placements, Return To Practice programme students and Specialist Practice Programmes leading to a recordable qualification on the nurses part of the register e.g. Nurse Independent Prescriber.
What are the additional requirements for taking final semester students?
The NMC requires that when supervising a final semester student, sign-off mentors have time to reflect, give feedback and keep records of student achievement in their final period of practice learning.  The NMC suggests that this should be the equivalent of an hour per student per week.   This is in addition to the 40% of the student’s time to be supervised by a mentor. The mentor will be expected to document their feedback and supervision during the placement. 
A sign-off mentor may be expected to review previous practice assessment documentation to ensure any concerns raised earlier in the programme have been appropriately addressed. This does not mean you will question the judgements of previous mentors, just that you are satisfied that all appropriate assessments have been made. You can ask for the student’s portfolio which they are asked to keep, or you could ask for previous action plans. If you are not satisfied that you are in a position to review previous placements and the student is unable to provide you with previous action plans and you have some concerns, you could contact the PLF / PLE / CNT or the student’s university supervisor to request the action plans. 
Using this booklet 
Complete sections one and two and discuss with your sign off supervisor. If they are satisfied with your answers you both need to complete the record of achievement form. You need to keep this record as evidence of achieving one piece of evidence towards becoming a sign off mentor. Once the mentor working towards sign off status has gathered a minimum of three pieces of evidence, the mentor can then apply to become a sign off mentor with the manager’s approval. The sign off application form should be filled in (appendix 2) and sent off to Zoe Wilkes, Director of Placement Learning, University of Hull, Cottingham Road, Hull HU6 (Telephone : 01482 463618/email : z.wilkes@hull.ac.uk) with copies of the supporting evidence. The evidence will be checked, the mentor will be added as a sign off mentor on the mentor register and a letter will be sent confirming this. 

Nursing and Midwifery Council 'Standards to support learning and assessment in practice' (NMC, 2008)

Section 1
In order to establish your knowledge and application of the requirements of sign off mentorship, complete the questions in Section 1 and discuss with your sign off supervisor.

What are all the requirements you need to meet in relation to becoming a sign off mentor on the mentor register?
What are the requirements you need to meet when mentoring a final semester student as a sign off mentor?
How will you ensure that you can provide the 1 hour protected time for reflection and assessment with the student in your clinical environment? 
What are the available resources with a final placement student that can aid your assessment?
What are the taxonomic levels required at this stage of training and how will the student demonstrate the correct level in your clinical environment? 
What process would you use if you had concerns about a student’s professional behaviour or clinical competence?  
Section 2

Complete the scenarios in Section 2 and discuss with your sign off supervisor.

Scenario One

Your colleague is the mentor for a third year student. It becomes apparent within the first few weeks that the student has limited knowledge around medication and pharmacology. As a sign off mentor what is your role?
Scenario Two

You are allocated a final placement student who has failed a number of skills in the previous third year placement. Other members of staff have commented to you that this student doesn’t seem to function as a third year. Their concerns include a lack of knowledge and low motivation to learn. As the sign off mentor when and how would you address this?
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Frequently Asked Questions (FAQ)

How do I maintain my sign off status?

As long as you maintain your status on the active register you do not have to do anything additional to retain your sign off status. However, this should be reviewed within your triennial review. 
We do not get final placement students in my area can I still be a sign off mentor?
If you are not already a sign off mentor you still have demonstrate you have achieved three pieces of evidence if you want to become a sign off mentor. Two of them can be achieved in placement areas which do not take final semester students. Please contact the PLF if you are unable to achieve the final piece of evidence. 
I want to be a sign off mentor but we have no other sign off mentors to act as my supervisor, what can I do?
You can ask a sign off mentor from another placement area to act as your supervisor or one of the PLF’s may be able to act as your supervisor.

I have done my three sign off observations. What do I do now?
The sign off application form should be filled in (appendix 2) and sent off to Zoe Wilkes, Director of Placement Learning, University of Hull, Cottingham Road, Hull HU6 7RX (Telephone : 01482 463618 / email : z.wilkes@hull.ac.uk) with copies of the supporting evidence. The evidence will be checked, the mentor will be added as a sign off mentor on the mentor register and a letter will be sent confirming your status.
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Appendix 1

Evidence form for mentors demonstrating competence towards gaining sign off status

The mentor working towards sign off status should be supervised by a sign off mentor whilst mentoring a student where possible. It is suggested that the sign off mentor supervising attends initial, interim and final interview of the student along with the mentor and offers additional supervision to mentor working towards sign off status in relation to the criteria they need to achieve in order to apply for sign off status. In the absence of a sign off mentor, this role may be taken by a line manager if they are a nurse by profession or a senior clinical nurse, but only if the student is not a final semester student . This evidence form can be used to support an application for sign off status.  

	Mentor Name  :
	
	


	Year and semester of student being mentored  :
	
	


	Supervision Criteria
	Tick  if Achieved 

	A robust contract of learning has been in use
	

	Regular contact and feedback with the student can be demonstrated
	

	Student’s learning needs/deficits are clearly identified in relation to clinical development 
	

	Student’s learning needs/deficits are clearly identified in relation to professional development/behaviour 
	

	Mentor has given clear and accurate feedback to the student about their clinical and professional development including strengths and needs
	

	Competent completion of clinical documents i.e. CAP documentation and Clinical Skills inventory is demonstrated
	

	Final interview comments accurately reflect the grade awarded
	

	Mentor demonstrates understanding of NMC standards of proficiency for pre-registration nursing
	

	Mentor demonstrates understanding of own accountability to NMC for decisions made to pass/fail
	

	Mentor demonstrates understanding of support mechanisms for mentoring from University and from Practice learning Facilitators 
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