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Executive Summary:

Following the Quality Assurance Agency’s revision of the section of its Code of Practice on Placement Learning, Learning and Teaching Committee has approved a new University Code of Practice on Placement Learning to replace the current version in the Academic Quality Procedures Handbook.
Action requested:

Senate is asked to approve a revised Code of Practice on Placement Learning and associated Health and Safety Documentation for implementation from the start of 2010-11.
 


AQPH Appendix 11 - Code of Practice on Placement Learning

1.  Introduction

Loughborough University has a long tradition of offering undergraduate programmes incorporating placements, typically lasting a full year and leading to the award of a Diploma in Industrial or Professional Studies or, in appropriate circumstances, a Diploma in International Studies, as a component of the final degree.  These awards are subject to the provisions of Regulation XI: http://www.lboro.ac.uk/admin/ar/calendar/regulations/current/11/index.htm 

This Code of Practice is concerned with the arrangements for these agreed and negotiated periods of learning that take place outside the University, with the support and co-operation of placement providers, during a student’s registration on a University programme of study.  

This Code of Practice draws on the Code of practice for the assurance of academic quality and standards in higher education, Section 9: Work-based and placement learning published by the Quality Assurance Agency in September 2007.  As its title implies, the QAA Code of practice covers a wider range of learning than the traditional placement model, and the precepts in the QAA Code of Practice have a wider applicability than solely to placement learning as defined above.  The University’s Code of Practice, however, is intended to relate specifically to placement learning and in the section following the precepts below it sets out what is expected of the University department, the student and the partner provider, in relation to placement learning contexts.  

It is recognised that practices will differ between University departments, depending, for example, on the industrial or professional setting of the placement learning, or the number of students from the department involved in placements at any one time.  However, the features identified here should be present in all placements across the University.

2.  Precepts

1. The University will ensure that where placement learning is part of a programme of study, its intended learning outcomes are clearly identified, contribute to the overall and coherent aims of the programme, and are assessed appropriately. 

2. The University, being responsible for the academic standards of its awards and the quality of the provision leading to them, will maintain policies and procedures to ensure that its responsibilities and those of its partners involved in placement learning are clearly identified and met. 

3. The University will ensure that all partners providing placement learning opportunities are fully aware of their related and specific responsibilities, and that the learning opportunities provided by them are appropriate. 

4. The University will ensure that students are informed of their specific responsibilities and entitlements relating to their placement learning, and are provided with appropriate and timely information, support and guidance prior to, throughout and following their placements. 

5. The University will ensure that placement learning partners are provided with appropriate and timely information prior to, throughout and following students’ placements.

6. The University will ensure that its staff involved in placement learning are appropriately qualified, resourced and competent to fulfil their roles, and that placement learning partners have effective measures in place to monitor and assure the proficiency of their staff involved in the support of the relevant placement learning. 

7. The University will maintain policies and procedures for securing, monitoring, administering and reviewing placement learning that are effective and reviewed regularly. 

8. The University Student Complaints Procedures (Ordinance XXXVIII) will be available to students in placement learning situations.  Placement learning partners will normally have similar procedures.  

3.  Responsibilities

(a) Responsibilities of the University Department 

(i) An identified member of the academic staff of the department (normally referred to as the Placement Tutor) will be responsible for the organisation of placements, for ensuring adequate liaison between the department, student and placement providers, including organising visits, and for dealing with any issues which might arise.  

(ii) The Placement Tutor will be expected to guide the student through the procedures set out in the University Health and Safety Policy: Student Placements [insert web address] for ensuring, before the placement commences, that suitable health and safety arrangements are in place; to confirm that the placement provider supplies all necessary information;  and subsequently to monitor and review the placement in accordance with the Health and Safety Policy.  Appropriate training will be made available.

(iii) They will also help the student with any questions about insurance cover provided for the placement, referring if necessary to the University Insurance Officer.

(iv) The Placement Tutor and/or other individual members of academic staff within the department will brief students before they go on placement, act as Tutors to students on placements, visit students on placements, provide any necessary academic supervision and undertake the assessment of the placement in collaboration, where appropriate, with the External Tutor in the partner placement organisation.  They will check during their visits that the student does not have any concerns about their health, safety or welfare. 

(v) Supporting administrative resources will be available within the department to ensure effective communications.  Students on placement will be provided with an emergency contact telephone number for an appropriate member of staff in the department.

(vi) The department will publish a Module Specification for the placement setting out the aims and intended learning outcomes of the placement and the method of assessment, and will incorporate the placement experience into the relevant Programme Specification.  

(vii) The department will provide an evaluation of its placement activity at Annual Programme Review.

(b) Responsibilities of the Placement Provider 

(i) Advice will be available to placement providers about the process of offering and accepting a student placement, from the Careers Centre and from the academic department concerned. 

(ii) The placement provider will be notified by the department of the structure of the student’s programme of study, in particular how the placement integrates within the programme, and will be briefed in advance on what is required of them during the placement.

(iii) In accordance with the University Health and Safety Policy: Student Placements [insert web address],the placement provider will be expected to have suitable health and safety arrangements in place and to accept their duty to ensure the health and safety of the student during their placement.  Except where the University categorises the placement as ‘low risk’, information will be sought from the placement provider on the hazards and risks associated with the placement using a standard template form.  This must be completed and returned to the University before the placement can be approved.

(iv) They should confirm with the student that suitable insurance is in place to cover the liabilities arising from the placement.

(v) The placement provider will be notified of procedures for reporting to the academic department concerned, and the reporting procedures the student will be expected to follow.

(vi) They will be notified of supervision expected of them, including the designation of a member of the professional staff of the organisation to act as External Tutor to the placement student, and the relationship with the academic supervision arrangements.  

(vii) They will be notified of the procedure for assessment of the placement and their involvement in this. 

(viii) Placement providers will be made aware that they should also communicate to the department any significant matters which may arise, not already covered by the normal communication process. 

(c) Responsibilities and entitlement of students 

(i) Placement students will be made aware by their department of the structure, timing, and nature of assessment of placement learning, and of how the placement is integrated with the taught part of their programme. 

(ii) They will be made aware of the process for obtaining a placement, and the support available from the department and/or Careers Centre before, during and after placement, and will also be informed of the options available if they are unable to obtain a placement. 

(iii) Students are expected to contact their prospective placement provider, before the placement commences, to confirm that suitable health and safety arrangements are in place.  Appropriate procedures are set out in the University Health and Safety Policy: Student Placements [insert web address].  Students should discuss what is required with their Placement Tutor.  While on placement students will be expected to abide by all rules regarding health and safety and other working practices and procedures of the placement provider.

(iv) Students are expected also to check with their prospective placement provider the type and extent of insurance cover that applies to their placement and should discuss any questions about insurance with their Placement Tutor.

(v) They will be briefed prior to the placement on what is required of them during their placement including procedures for reporting to the department, the procedure for assessment of the placement experience, and any other University requirements. 

(vi) Students on placements in the UK are entitled to expect to be visited by a member of staff of their University department during their placement.  Students who take placements abroad should appreciate that it might not be possible for a visit to be arranged but they are entitled to expect their department to make contact by video conferencing or other means

(vii) They should conduct themselves in a responsible and professional manner towards others in the workplace during their placement, and in all their dealings with the placement provider.  They should be reminded that, as students, they remain subject to University disciplinary procedures in respect of their conduct away from University premises.

(viii) They will be made aware that they should also communicate to the University department any significant matters which may arise, not already covered by the normal communication process. 

(ix) Placement students will be advised of the alternative courses of action available to them in the event of having to withdraw from a placement or the placement being cut short due to circumstances beyond their control.

4.  Further information
(a) Careers Centre

The Careers Centre works with departmental placement staff, employers and students to ensure that the maximum benefit can be gained by all parties in the placement situation.  The Careers Centre website contains several pages specifically on placements:  

http://www.lboro.ac.uk/service/careers/section/placements/placements.html
(b)
External sources of information

Quality Assurance Agency: Code of practice for the assurance of academic quality and standards in higher education, Section 9: Work-based and placement learning, September 2007:

http://www.qaa.ac.uk/academicinfrastructure/codeOfPractice/section9/PlacementLearning.pdf
ASET: A Good Practice Guide for Placement and Other Work-Based Learning Opportunities in Higher Education, March 2009

http://www.asetonline.org/documents/ASETCodeofPractice-Version2.1.pdf
UCEA: Health and Safety Guidance for the Placement of Higher Education Students, August 2009:

ucea_health_and_safety_guidance_for_the_placement_of_he_students.pdf
UKCISA: Student Activity Abroad: Risk Assessment FAQs, April 2004:

http://www.ukcisa.org.uk/about/liability.php 

HEA Engineering Subject Centre: Industrial Placements for Engineering Students: A Guide for Academics, 2009

http://www.engsc.ac.uk/teaching-guides/industrial-placements/ 

