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Completing the Nursing Associate 
Practice Assessment Document and 
Ongoing Achievement Record
(NA PAD and OAR)

You need your PAD document and OAR document with you at all times 
so they are available to your practice supervisor and practice assessor
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Use the guidance available

There is extensive guidance within 
your PAD and in the document 
‘Guide to using the PAD’ for you 
and for your practice supervisors 
and assessors. Please make sure 
they have seen a copy

Your programme hours
• Your programme is made up of 1,150 

theory hours and 1,150 practice 
hours

• Of the practice hours, you must 
achieve 600 by completion of stage 1

• You must gain practice experience in 
your usual place of work (primary 
placement) and a minimum of 460 
hours outside your usual place of 
work, in at least 2 different 
placements, across the whole 
programme (external placements)

Example Primary
Placement

External 
placement

Total 
hours 
per year

Year 1 490 hours 110 hours 600 
hours

Year 2 200 hours 350 hours 550 
hours

Total 
across 
the 
degree

1,150 
hours

Check page 6 of the PAD guidance for other 
examples of how practice hours can be achieved
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“Guided participation in care”

In stage 1, using PAD 1, you will be 
assessed in practice using the criteria 
for “Guided participation in care”.

You must demonstrate that you have 
the knowledge, the skills and the 
required attitude and values to your 
practice assessor to be able to 
complete the proficiencies and 
procedures required within the PAD

See more detail on pages 5 & 6 of the 
Guide to using the PAD

Signature verification record

Make sure all practice supervisors, practice 
assessors and academic assessors complete 
the signature verification records on pages 
8 and 9 of your PAD

This includes those you work with in your 
primary placement
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Documenting your placement experiences

Make sure all the details relating to your practice 
experiences are completed – this includes the 
details of those who are supporting you, and applies 
to your primary placement as well as external 
placements.

You must also receive an orientation to your practice 
experience, even if it is your usual place of work, so 
that you are aware of all policies and procedures 
that are relevant to you. 

Make sure you know who to contact if you are ill or 
have a problem.

Use the example on page 11 of your PAD

Process of practice assessment
This is the process that will be used to assess 
your practice.

Within your first week in placement, you 
should have your initial interview with your 
practice supervisor or practice assessor, to 
identify your learning needs and a plan to 
achieve them. You also need to have an initial 
review meeting with your practice tutor and 
practice assessor.

You must have a mid-review and a final 
review meeting with your practice assessor.

After the final review, a summary is 
completed in your Ongoing Achievement 
Record (OAR)

This is repeated for all placement experiences
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Professional values in practice

You are also required to demonstrate the 
professional values identified in the NMC 
Code in practice.

Your practice assessor will ask you to 
provide an example of how you have 
acted within the values at the mid-point 
review and at the final review meetings

You can do this by giving an example of 
the care you have provided and how the 
values were met

Service user or carer feedback

Your practice supervisor or practice assessor 
may ask a service user of carer to provide 
feedback on your performance.

You can use the feedback form as evidence of 
your achievement, so be sure to keep it safely, 
as well as learning from the experience!

Additional forms are available from your module 
website – do ask your practice supervisor or 
assessor to do this if they overlook it.
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Completing the assessment of Proficiencies

Assessment of the Proficiencies should be 
undertaken across the year and in a range 
of placements

The practice supervisor and any other 
regulated healthcare professional can 
contribute to  assessment, but the 
practice assessor must confirm 
achievement at the final interview.

If a proficiency is assessed as achieved 
early in the year, it is expected that the 
level will be maintained throughout the 
year and may be re-assessed at the final 
interview

Completing the assessment of Proficiencies

Proficiencies usually only need to be 
achieved once during the year

‘Yes’ should be inserted in the box 
with the date and signature of the 
assessor

Although there are four areas 
identified for assessment, if the 
student has only one additional 
placement experience (external 
placement) to the primary 
placement, only three columns will 
usually be completed.

Yes J. Smith
14/09/19

Yes B. Bailey
15/12/19

Yes P.Singh
18/02/20
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Episode of care

You will be formatively and 
summatively assessed by your 
practice assessor on an episode of 
care that you have been involved 
in.

You might choose to take the 
formative assessment at the mid-
review meeting and the 
summative assessment at the final 
review meeting.

The requirements for the 
assessment are in the PAD pages 
35-40

Medicines management

You must have the opportunity to 
practise the administration of medicines 
under supervision as part of your 
placement experiences.

Before completion of Stage 1 of your 
programme, you will be assessed by your 
practice assessor to ensure you meet the 
requirement of Annexe B10.1-10.10 of 
the Standards, for medicines 
administration.

There will be a further assessment for 
medicines administration in Stage 2 of 
your programme.

The requirements for the assessment are 
in your PAD pages 41-43
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Recording student hours in practice
It is important to keep an accurate 
record of the hours you spend in your 
practice experiences.
Make sure you can account for each 
day, including your days off.
The column labelled actual workplace 
hours is the total number of hours you 
worked that day; you then need to 
work out the number of hours spent in 
your primary placement, external 
placement, or in off the job learning.

You should ensure that each shift is 
verified each day by the person in 
charge. Send a copy to your practice 
tutor each month, no more than 5 days 
after the end of the month, and retain 
a copy for yourself.

16

16

Enter the hours for the shift 
and the actual hours worked 
excluding breaks.  In the 
example shown, the shift lasts 
for 12 hours, but hours worked 
are 11 as there is a one hour 
break.

7.30-19.30
11 hrs

Remember to scan all three pages of your record to your practice tutor !
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The Ongoing Achievement Record (OAR)

The Ongoing Achievement Record (OAR) contains:
In Part A:
• A summary of each placement experience
• Practice assessor checklist and comments
• Progression statements

In Part B:
• Additional documents to support your qualification

Your OAR covers both stages of your programme and contains 
important guidance notes which you must read.

Part A of the OAR

Your practice assessor, academic assessor 
and practice tutor must have access to your 
OAR at all times.

They will be required to complete the 
records in Part A of your OAR, which 
summarise your achievements in practice

Note that you may not need to complete the 
page relating to a ‘Retrieval placement’ 
unless you need an additional placement to 
gain hours or proficiencies

Make sure all the required pages in the OAR 
are completed before leaving a placement as 
they will not be completed retrospectively
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Part B of the OAR

As an apprentice, you are 
required to have 20% of your 
time spent in ‘off the job 
learning’

Make sure you know which 
activities are appropriate for 
you to do during this time, and 
keep a note of your activities.

Note that this only applies 
when you are in your primary 
placement

Your practice tutor will monitor 
your OTJ learning time each 
month

Part B of the OAR

Use this form to record all 
the placements and 
practice experiences you 
have during stage 1 of 
your programme.

Keep all your experiences 
records with your PAD for 
review by your practice 
assessor, practice tutor 
and academic assessor.
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Part B of the OAR

Use activity logs to identify which 
proficiencies and procedures you 
have achieved when in practice.

Your activity logs should build into 
a store of evidence to 
demonstrate that you have 
provided care across all four fields 
of nursing practice and with a 
range of people across the 
lifespan.

Keep a record of your activity logs 
with your PAD

Part B of the OAR

As part of the Apprenticeship for 
Nursing Associates, it is a 
requirement to demonstrate 
achievement of the Care 
Certificate and / or that the 15 
standards of the Care Certificate 
have been achieved.

A copy of this form must be 
completed and submitted at the 
end of stage 1 of your 
programme.
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Part B of the OAR

Evaluating each of your practice 
experiences is really important to 
demonstrate your learning and also 
to ensure the quality of the 
experience.

You should complete an evaluation 
form at the end of each placement 
and send a copy to your practice 
tutor no later than 5 days after the 
experience.

Further copies of the form are 
available on the module website, to 
download.

Part B of the OAR

The student self declaration of 
health and character is a 
requirement of completion of stage 
1 of the programme.

Complete it within the last 3 
months of the programme.

Additional copies of this form are 
available on the module website in 
case you need to complete one 
sooner, if concerns are raised about 
your health or character.
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Part B of the OAR

• The procedure for raising and escalating concerns is the last section in 
the OAR

• Further details about this process can be found in the Student 
Handbook

• All the forms in Part B of the OAR are available to download from the 
Apprenticeship Resources page of the K*117 website.


