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EAPC TASK FORCE EPSO

Recommended Terms of Stage/Placement 
(for Host Centres, Applicants and Applicants’ Employers)


The purpose of this document

This document aims to identify the key matters to be included in an agreement (or contract – we use the terms interchangeably) between the Host Centre, the Applicant and the Applicant’s Employer to ensure that the best possible opportunities are available to meet the respective needs of both the Host Centre and Applicant. It has been drafted by members of the EPSO group and is based on considerations and principles which we consider essential in delivering a successful ‘stage/placement’. However, differing legal systems, with different laws and regulations, apply throughout Europe, and it is impossible to create a template agreement which will be universally appropriate and applicable. In dealing with several matters we have simply indicated what should be dealt with in the relevant arrangements. These should be incorporated into any agreement so that the applicable national laws or local regulations are complied with, always bearing in mind that national laws or local regulations might imply or impose certain requirements.

We therefore strongly recommend that these terms are adapted to the needs of the Host Centre and that professional advice is sought to ensure that any agreement is appropriate and effective in that it meets the requirements of the applicable national laws or local regulations.

The contract/agreement is to be made between the Host Centre and the Applicant and endorsed by the Applicant’s Employer

	The Host Centre
	

	Address 
	     

	City
	     

	Postal code
	     

	Country
	     

	Telephone
	     

	Email
	     

	Fax
	     

	The Applicant  
	

	First name  
	     

	Surname/family name
	     

	Title
	(Dr  FORMCHECKBOX 
/ Mrs  FORMCHECKBOX 
/ Miss  FORMCHECKBOX 
/ Ms  FORMCHECKBOX 
/ Mr  FORMCHECKBOX 
/ Rev  FORMCHECKBOX 
)

	Address
	     

	City
	     

	Postal code
	     

	Country
	     

	Telephone
	     

	Email
	     

	Fax
	     

	The Applicant’s Employer
	

	Address 
	     

	City
	     

	Postal code
	     

	Country
	     

	Telephone
	     

	Email
	     

	Fax
	     


The above parties agree to abide by the principles and conditions concerning the placement as set out below.
1. 
Type of stage/placement
This agreement/contract provides for a Clinical practice  FORMCHECKBOX 
/ Observation  FORMCHECKBOX 
 training placement.
2. 
Duration of stage/placement
The duration of the placement is for a fixed period of        days with effect from       [insert day, month, year] to       [insert day, month, year], for a minimum duration of eight hours each day. 

3.
Location of stage/placement

The Applicant will be placed in the following department(s):

[Cross against relevant department(s)]
In-patient unit   
 FORMCHECKBOX 

Home Care Team                      FORMCHECKBOX 



Day Care Centre
 FORMCHECKBOX 

Physiotherapy Department 
 FORMCHECKBOX 

Education Centre 
 FORMCHECKBOX 



Bereavement Service 
 FORMCHECKBOX 



Spiritual care
 FORMCHECKBOX 




Other
 FORMCHECKBOX 





4. 
Objectives:
The agreed learning objectives of the stage/placement, having been discussed and agreed jointly by the Applicant, the Host Centre and the Applicant’s employer, are attached. 
5. RESPONSIBILITES OF THE APPLICANT

5.1
Health and safety and insurance

The following points should be included, although responsibilities relating to insurance may be affected by the applicable national law or local regulations (see also 11 below):

· adequate accident, professional and public liability insurance 

· adequate insurance cover for the duration of the placement to cover healthcare, personal belongings, cancellation of travel or placement

· relevant certificates of medical fitness, e.g. up to date vaccinations if required by Host Centre

· responsibility for personal possessions at all times during the placement. (The Host Centre will not be responsible for any loss or damage)

· provision of European Health Insurance Card (EHIC) (Applicants from European Union) or local equivalent 

· provision of valid passport/national identity document and VISA if required.

6.
Cancellation
Consider what happens in the event of cancellation, either by the Host Centre or by the Applicant. Total or partial reimbursement of prepaid fees would normally be made (see 10 below).
7. 

Confidentiality
Ensure that all confidentiality requirements imposed by your organisation are included. In particular we suggest the following: 

7.1 The Applicant must agree to hold in strict confidence all patient information that may come into her/his possession, during and after the stage/placement and return any documents (including copies) relating to such information at the end of the stage/placement
7.2 The Applicant agrees not to take photographs of patients and families unless permission has

been granted. Any permission must clearly identify for what purpose the photograph will be used.
8. 
Conduct

8.1 We suggest you ask the Applicant to abide by the rules of the Host Centre (for example in case of absence).
8.2 We suggest you ask the Applicant to confirm that this is the only Host Centre from which he/she has accepted a stage/placement.
9. 
Remuneration
As it would be unlikely that the Applicant would be entitled to any remuneration and reimbursement of expenses from the Host Centre during the stage/placement, make this very clear.
10. 
Costs of the placement
If a fee is charged by the Host Centre for the stage/placement, this must be specified and indicated to the Applicant, making clear when payment is due, and what happens if the stage/placement is not completed for any reason (see 6 above).  
11. Responsibilities of the Host Centre

We recommend that the following points are included:

· Agreement that prior to the start of the stage/placement the Host Centre will provide to the Applicant:

· a copy of the internal rules of the centre
· full details of the type of placement, costs, information on local accommodation and an indication of any additional costs that may be incurred during the placement such as the cost of meals. 
· an appropriate health and safety induction

· Agreement that the Host Centre will allocate a mentor (an experienced health care worker) whose specific responsibility will be to facilitate and encourage the Applicant to achieve maximum learning from the agreed objectives.

· Agreement that the Host Centre will provide a certificate of attendance of the placement stating the number of hours undertaken according to the Host Centre’s rules (see 2)
· Insurance issues – check that responsibilities for insurance in accordance with national laws or local regulations are complied with and that all appropriate insurances are in place (see 5.1).

· Check and identify responsibilities of Host Centre in the event of the Applicant having an accident at work (e.g. who is Host Centre to contact in event of an accident) and set out any conditions or requirements around this (e.g. Applicant must tell the Host Centre as soon as possible if any effects of an accident are not immediately obvious). 

12. Data protection
In accordance with local Data Protection regulations, the Host Centre may be required to retain personal details on file. 

Signing the contract/agreement
It may be sufficient for all parties (i.e. Host Centre, Applicant and employer) to sign the agreement/contract and keep a copy in case of any difficulties arising (as in the illustration below). However, in some countries the document may only become legally enforceable if it is signed in the presence of an independent third party, such as a notary or lawyer. Please check the requirements in your country as to how such agreements/contracts must be signed to ensure they are enforceable. 

.
This agreement/contract takes effect from the first day of the stage/placement on      

insert date] and lasts for a period of       days until       [insert date] being the date of the end of the stage/placement.

Host Centre

Signed by      
Chief Executive      
Person responsible for education and training      
On behalf of [insert name and address of Host Centre]
Address:       
     
Dated:      
and

Applicant 

Signed by:      
[insert name and address of the Applicant]

Name:      
Address:      
     
Dated:      
and
Applicant’s employer

Signed by:      
Chief Executive
[insert name and address and official stamp of the Applicant’s employer]

Name:      
Address:      
     
Enclosures:

· A copy of the letter from the Applicant’s employer supporting his/her stage/placement should be attached to this contract. [The letter should endorse that the Applicant is sufficiently positioned within his/her palliative care setting to benefit from the stage/placement and to implement the learning that has taken place].

· A statement of the objectives of the stage/placement, having been discussed and agreed jointly by the Applicant, the Host Centre and the Applicant’s employer, should be attached.
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