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Placement Manager's Guide: 
Preparations and Early Challenges

2-3 months before the placement commences (May-June 2027)

· Confirm with your HR colleagues the details of exactly what is needed from successful candidates to be enrolled at your organisation and what information is needed from them for TRAC (or equivalent used at org), as this may differ from organisation to organisation. (e.g. photo ID, proof of right to work in UK, proof of address, national insurance number, bank account, etc). Also, an ESR number is needed for each candidate from HR to be able to order them IT and equipment – delays on this will cause delays with getting their laptop and emails etc.

· Confirmation of 12-month placement rotation format within finance at your organisation – sharing this with regional board/academy for info.

· Work with the regional board/academy to find a Value Maker buddy for your placement student, and / or any further support / mentors that may be beneficial in addition to the placement students line manager, and you as Placement Manager. Utilise your local Value Maker network to find volunteers who would be willing to have monthly teams catch ups with your placement student for a chat / advice etc. Would work best within the same system ideally.

1-2 months before the placement commences (July-August 2027)

· If possible, confirm who the line manager/s will be throughout the 12 months. Bring them up to speed on the expectations of entry level placement student, ensure they’re aware of the additional support and attention this person will most likely need and ensure that they feel comfortable to support them, maybe even more so, than they do for their current direct reports. 

· Start to plan the first few weeks for the placement student: induction at organisation, mandatory HR training, meeting the team, meeting other teams, getting their email and email signature set up, excel or other basic training (available via SDN), meetings they can start to attend/observe at, and tasks they can start to begin working on etc. It may be worthwhile to plan out each week for the first month, if possible, so that they’re not left with ‘nothing to do’, or unsure of what to do.

· Ensure to understand any occupational health concerns/issues from HR as this will be facilitated by them once enrolling the placement student. Make sure to understand what their home life and set up may be like as this could affect them working from home – it may mean that they aren’t able to work from home at all! This is important to understand and work out ahead of them starting their placement. 

When placement commences (first 1-3 months)

· Ensure to book in welcome meetings with yourself, line manager and the team within the first week.

· Make the student aware of the portfolio that they will be required to complete throughout the 12-month placement and ensure that this is completed on a weekly basis throughout the placement.

· Use the first few days to set expectations of the role in terms of tasks and responsibilities but also working hours (punctuality is very important), ensure they know to communicate with their line manager (make sure they have all their contact details) if they’re running late / or are not well. Email etiquette is very important – they may not know to respond to emails or even realise that they should respond, ensure they know / follow a process for this as relevant to your organisation/team, make them aware of practical arrangements such as where to get refreshments and lunchtime, ensure they are clear about any working from home policies. 

· Make sure they have regular catch ups throughout the week with their line manager, and you as the placement manager. This is very important in the first few weeks to answer any questions which may arise and help them to feel in touch with the organisation.

· Ensure they attend the regional induction event (if your region is facilitating this) and attend this with them / or ensure their line manager does.

· Encourage them to catch up with the other placement students in their region – they will meet them at the induction event (if this is taking place) and the regional board/academy will be able to set up a regular teams catch up meeting for them to come together virtually each month.

· Make the time to give additional training on excel, outlook, any other computer-based software they’ll be required to use - or ensure a team member can do this. This will most likely be needed regularly for first couple of weeks.

· When/if they are working from home, for the first few weeks/month it would be sensible to ensure they have a catch up with their team/line manager each day they’re working from home to make sure they don’t feel isolated and know what work they need to be getting on with.

· Have regular catch ups with their line manager to ensure the support in place is effective, and to provide support if needed. Talk through the kind of work they are being given and how it is going to assess any additional training needs and ensure they are being given sufficient variety and support.

· Encourage them to engage with One NHS Finance activities – show them how to set up a profile on the ONF website: and then they can book to attend any online events (lots of wellbeing, ED&I ones they may be interested in).

· Encourage them to book in monthly catch ups with any Value Maker buddies/mentors etc in addition to catch ups with you and their line manager.

· Any tardiness, behaviour issues, lack of communication/engagement etc seen early on should be addressed right away to set boundaries/expectations of the role and ensure they are aware of the consequences if they aren’t able to meet these expectations. It is a tricky balance, but you should try ensure this is done in a nurturing and supportive way to ensure you don’t disengage them. 

Further into the placement (3 months onwards)

· Encourage them to attend regional HFMA, SDN, and ONF events where possible – the regional board/academy can help with this. 

· Regularly check-in with them about how they’re getting on, find out what they’re enjoying in finance the most / what they’re finding challenging or dislike.

· Start to explore next step options with them at the relevant time, apprenticeship routes, qualifications, entry level finance roles, etc.  Support will also be provided nationally and by regional board/academy for this but helpful for line manager / placement manager to explore this as well with them during 1-2-1s.


Coming to the end of placement (3-4 months before)

· If you’re keen to retain your placement student, support them in finding something internal to apply for – explore apprenticeship options if your organisation hosts a scheme. CV and application support from line manager or members of the team willing to help.

· Ensure that they complete the NHS Finance Insights Placement scheme feedback form to provide feedback on what they have achieved and most enjoyed throughout the programme.

· Ensure that their portfolio is completed and handed into One NHS Finance before they finish the placement. This is a requirement to receive their certificates.

· Support them in exploring other avenues in the NHS if finance isn’t their thing – organise a day for them visiting wards, shadowing in other departments (HR, IT, clinical teams etc), a day in another trust / NHS org etc.

· If you’re happy to, provide them with a reference / letter of referral for once they finish to support them in future applications.
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