
EXTRACT FROM ACADEMIC DEVELOPMENT AND ENHANCEMENT COMMITTEE MINUTES:  8.5.12
12.49
CODE OF PRACTICE FOR ADVISERS OF STUDIES (ADEC/12/16)

The Chair presented proposed guidance on the implementation of the Code of Practice for Advisers of Studies, which had been developed at the request of Senate (November 2011) in response to a recommendation in the KPMG internal audit report on Monitoring/Managing Student Retention.  The guidance had been endorsed by the Retention Implementation Working Group (16/03/12).

It was noted that:

· Although the document was for guidance on implementing the Code of Practice, and Faculties/Schools would retain flexibility in implementation, it also detailed a number of minimum requirements and essential activities;

· The enhanced and more structured processes would need to be implemented by the next academic year;

· The minimum frequency of meetings should be four/five timetabled slots in 1st year, some of which could be conducted in a group environment;

· At least one individual meeting in Semester 1 would include a discussion about interpreting and using feedback, to which students would bring at least one assessment with feedback;
· Template Agendas provided indicative areas for discussion and students and staff could modify these as required;

· Appendix 1 detailed information for students to be provided in Course Handbooks.
The on-line course area of Blackboard Learn should be used as a common resource to reduce the administrative burden.

AGREED that the guidance be endorsed for Faculties to disseminate and operationalise with effect from the 2012/13 academic session.

GUIDANCE ON IMPLEMENTATION OF THE CODE OF PRACTICE FOR ADVISERS OF STUDIES

Context

This guidance, part of an action requested by Senate, November 2011, is issued to assist Faculties in implementing the recommendation in the KPMG internal audit  report on Monitoring/Managing Student Retention, September 2011, which says ‘Uniform approach to Studies Advice, in line with the Code of Practice, to be specified by each Faculty.’  Faculties will be reporting on their approaches at the June 2012 Faculty retention meetings. 

It is intended to provide guidance for Faculties in implementing the Code of Practice to provide an effective Studies Advice system for all students, and so enhance student achievement and satisfaction.
A student version of the agendas, for inclusion in Course Handbooks, is included in Appendix 1. 
Guidance on implementation of the Code of Practice for Advisers of Studies

An effective studies advice system should support students through their various transitions, in line with many of the principles of the Transition Policy, and so contribute to enhanced student engagement with the University and student satisfaction and success.  

The following advice applies to all Studies Adviser models:

· As a general principle, all full-time academic staff with a teaching role should be studies advisers.

· Studies adviser should come from student’s course team as far as possible.

· For 1st year students, a studies adviser who contributes to first year teaching is ideal, although this may not be possible in all cases, particularly where a student has the same Studies Adviser throughout the course.

· Studies Advisers have a key role in helping students to make use of feedback that they have received, particularly in the first year. 

· Meetings must be included in the first year timetable. (A range of slots could be time-tabled so staff could choose one that fits with their schedule).

· Meetings must have at least a minimum specified agenda so all students have the same basic level of support from the Studies Adviser.

· Students should be given the opportunity to contribute agenda items for any meeting.  

· The minimum frequency of meetings should be four/five* in the first year, including some group sessions, two per year thereafter.

· The use of PACE to record meetings and actions is strongly recommended but some faculties have alternative paper-based systems to achieve the same end.  It is essential that a record is kept of the meetings (including scheduled meetings that student has not attended) and copy of this is retained.

· New students coming into later years of a course must be appropriately inducted, in addition to the standard studies advice provision for their year.

· There should be clear procedure for students to formally request a change of studies adviser (for use in exceptional circumstances).

· Each school must have clear procedures for ensuring effective dissemination of relevant information to all Studies Advisers.

*The University Code of Practice specifies a minimum of two meetings each year.

Useful Sources

The Code of Practice is available in The Programme Approval, Management and Review Handbook at http://www.ulster.ac.uk/academicoffice/Documents&Forms.htm#Handbooks .

The Transition Policy is available from the Academic Office website: (http://www.ulster.ac.uk/academicoffice/Policies.html#T )

Effective Studies Advice will also deliver some of the requirements in the First Year Teaching Policy and Guidelines (http://www.ulster.ac.uk/academicoffice/Policies.html#T  and Senate paper S/07/43). 

In addition, Faculties are recommended to look at the NUS Charter on Personal Tutors (2011) at http://www.nusconnect.org.uk/campaigns/highereducation/learning-and-teaching-hub/personaltutors/ , and the associated NUS Charter on Academic Support (2012) at http://www.nusconnect.org.uk/campaigns/highereducation/learning-and-teaching-hub/academicsupport/ .

Recommended minimum timetable and agenda – Staff Guidance
	When
	Format
	Agenda
	Comments

	1.Year 1

Semester 1

Induction period
	Group
	· Getting to know each other, including advisees talking to each other.

· Outline differences between previous study approach and expectations in higher education.  

· Impact of part-time working.

· Importance of regular attendance and consequences of non-attendance.

· Academic information (according to what has been given in other induction sessions) - what happens in different sessions (lecture/seminar/etc.), assessment criteria, types and use of feedback, plagiarism, referencing.

· Opportunity for questions. 

 
	This is potentially a long agenda and students may not assimilate all the information.  Some repetition may be needed in later meetings.

This session should encourage students to talk to each other and should avoid overloading students with information.

Some of this information may also be embedded in first year modules, however some repetition is appropriate for key information.

Student feedback leaflet available at: http://uusu.org/files/focus-on-feedback-2011.online.pdf 

	2. Year 1

Semester 1

Week 4/5
	Group
	· Reinforce the importance of attendance (with reference to actual records) and the consequences of non-attendance.

· Course regulations, particularly with regard to consequences of failure in modules and 40% limit for resits.

· Study skills audit (there will be examples of suitable audit tools in the study skills web area).

· Additional information –i.e. PACE, use of EC1 forms, Student Support.

· Enhancing their experience -HEAR, EDGE, other volunteering opportunities.

· Importance of student feedback to the University – student representation, module evaluation.

· Opportunity for questions.
	Opportunity for discussion of settling in/adjustment to HE.

Studies Adviser should access attendance records of students in advance.

Introduction to Employability agenda and enhancing their CV.


	3. Year 1 

Semester 1 

Week 7/8
	Individual
	· Interpreting and using feedback – student to bring at least one assessment with feedback for Studies Adviser to discuss general interpretation and use of feedback and receive advice on suitable actions to improve future work in response to feedback. 

· As relevant, information on accessing self-directed study skills materials on portal/Blackboard.

· Follow-up, if necessary on patterns of attendance

	This meeting should be timed so students are sure to have had feedback on at least one piece of work. 

Student Feedback leaflet:

http://uusu.org/files/focus-on-feedback-2011.online.pdf 

Skills audit could be completed if not done earlier, and relevant.

Studies Adviser should access attendance records in advance.

	4. Year 1 

Semester 2 

Week 3
	Individual
	· Semester 1 results and implications.

· Follow-up on use of feedback and actions from Semester 1 meeting.

· Identification of further study skills development if appropriate.
· Career aspirations and opportunities.

· Developing the CV – opportunities for enhancement and use of PDP (PACE) – e.g. EDGE, prizes, competitions, Tutoring in Schools, Science Shop, placements, study abroad.
	In some faculties, the Course Director may have a meeting to discuss results with poorly performing students, Studies Adviser may not need to do more that check that student has understood position.  S/he could however congratulate students who have done well.

	5. Year 1 

Semester 2 

Week 7/8
	Individual /Group
	· Progress in year, including EDGE if relevant.

· Module choice for next year.

· Student representation for next year.
	These two items may also be covered by Course Director


	1.Year 2 

Semester 1
	Individual
	· Previous year’s results.

· Expectations of study in year 2, including appropriate assessment criteria.

· Students with advanced entry will need enhanced induction.

· Enhancing the CV through additional activities, such as below. 

· Placement/work experience/ work-based learning.

· HEAR, EDGE, CPPD. 

· Volunteering opportunities. (Tutoring in Schools, Science Shop, etc.).  

· Other co-curricular activities i.e. prizes and competitions.

· Starting to develop the ability and confidence to articulate qualities and skills and supply relevant supporting evidence.

· Reminder of importance of feedback to the University.
· Any items contributed by student.
	

	2.Year 2 

Semester 2
	Individual
	· Progress.

· Module choice for next year.

· Dissertation (if relevant).

· Placement/work experience/work-based learning.

· EDGE.

· Student representation for next year.
· Any items contributed by student.
	Course Director may also cover some of these.


	1.Year 3/4 

Semester 1
	Individual
	· Previous year’s results.

· Study in year 3 including time management.

· Assessment criteria for level.

· Regulations applicable to final year and determining of final degree classification.

· Development of Graduate qualities and ability to articulate and evidence them.

· CV and HEAR.

· Reminder of importance of feedback to the University - NSS.
· Any items contributed by student.
	Role of Project Supervisor and Studies Adviser might be combined for the final year in some Faculties/Schools.

	2. Year 3/4 

Semester 2
	Individual
	· Progress.

· Dissertation, if appropriate.

· Graduate employability. 

· Jobs and further study.

· Making sure information is complete so references are accurate.

· Graduate survey (accurate description of job).
· Any items contributed by student.
	


Appendix 1.

Information for students, to be provided in Course Handbook. 

Studies Advice
Faculties have different ways of coordinating the Studies Advice system, but you can expect the following however the details are organised:

· To be told the name and contact details for your designated Adviser of Studies.

· Your Adviser of Studies will give you general advice regarding the University environment and guide you in matters affecting your choice of optional modules, curriculum content, assessment, progress, and study and examination skills.

· You should contact your Adviser of Studies for information on accessing resources to help you to improve your learning e.g. managing your time, improving referencing skills and developing research skills. 
· The range of topics that may be covered in meetings with your Studies Adviser is shown in the next table.  Some topics may instead be studied in your modules. 
· Students should be given the opportunity to contribute agenda items for any meeting.  

· There should be clear procedure for students to formally request a change of studies adviser (for use in exceptional circumstances).

The University of Ulster provides different opportunities for you to engage fully in, and enhance, your own learning, and this is one of these.  It will only help you if you play an active role.  

Indicative timetable and agenda for meetings with your Studies Adviser  

First Year

	When
	Format
	Agenda

	1.Year 1

Semester 1

Induction period
	Group
	· Getting to know each other, both other students in your group and your Studies Adviser.

· What are the main differences in studying at university; what you can expect and what is expected of you.  

· Impact of part-time working – managing work and your study. 

· The importance of regular attendance and consequences of non-attendance.

· Information about your course – for instance - what happens in different sessions (lecture/seminar/etc.), assessment criteria, types and use of feedback, plagiarism, referencing.

· An opportunity for you to ask questions. 

 

	2. Year 1

Semester 1

Week 4/5
	Group
	· Review of attendance so far.

· Course regulations, particularly with regard to consequences of failure in modules and 40% limit for resits.

· Study skills audit.

· Additional information –i.e. PACE, use of EC1 forms, Student Support.

· Enhancing your university experience - HEAR, EDGE, other volunteering opportunities.

· Importance of student feedback to the University – student representation, module evaluation.

· Opportunity for questions.


	3. Year 1 

Semester 1 

Week 7/8
	Individual
	· Interpreting and using feedback. 

· As relevant, information on accessing self-directed study skills materials on portal/Blackboard.

· Follow-up, if necessary on patterns of attendance



	4. Year 1 

Semester 2 

Week 3
	Individual
	· Semester 1 results and implications.

· Follow-up on use of feedback and actions from Semester 1 meeting.

· Identification of further study skills development if appropriate.

· Career aspirations and opportunities.

· Developing the CV – opportunities for enhancement and use of PDP (PACE) – e.g. EDGE, prizes, competitions, Tutoring in Schools, Science Shop, placements, study abroad.

	5. Year 1 

Semester 2 

Week 7/8
	Individual /Group
	· Progress in year, including EDGE if relevant.

· Module choice for next year.

· Student representation for next year.


	1.Year 3/4 

Semester 1
	Individual
	· Previous year’s results.

· Study in year 3 including time management.

· Assessment criteria for level.

· Regulations applicable to final year and determining of final degree classification.

· Development of Graduate qualities and ability to articulate and evidence them.

· Your CV and HEAR.

· Reminder of importance of feedback to the University - NSS.

· Any items contributed by you.

	2. Year 3/4 

Semester 2
	Individual
	· Progress.

· Dissertation, if appropriate.

· Graduate employability. 

· Jobs and further study.

· Making sure information is complete so references are accurate.

· Graduate survey (accurate description of job).

· Any items contributed by you.


	1.Year 2 

Semester 1
	Individual
	· Previous year’s results.

· Expectations of study in year 2, including appropriate assessment criteria.

· Enhancing the CV through additional activities, such as below. 

· Placement/work experience/ work-based learning.

· HEAR, EDGE, CPPD. 

· Volunteering opportunities. (Tutoring in Schools, Science Shop, etc.).  

· Other co-curricular activities i.e. prizes and competitions.

· Starting to develop the ability and confidence to articulate your qualities and skills and supply relevant supporting evidence, to enhance your employability.

· Reminder of importance of your feedback to the University.

· Any items contributed by you.

	2.Year 2 

Semester 2
	Individual
	· Progress.

· Module choice for next year.

· Dissertation (if relevant).

· Placement/work experience/work-based learning.

· EDGE.

· Student representation for next year.

· Any items contributed by you.


Second Year

Third/Fourth Year 

EXTRACT FROM TEACHING AND LEARNING COMMITTEE MINUTES: 25.4.07
07.88
STUDIES ADVICE 


The Committee received a paper on Studies Advice (TLC/07/31) from a Working Group chaired by Dr C Curran which had been established to reconsider the principles of studies advice within programmes of study and the implementation of an effective studies advice service, as part of the Wharton senior staff initiative.


The Committee noted that the Working Group had undertaken a survey which indicated broad satisfaction with the current system, the balance between academic and pastoral support, and the University’s Code of Practice for Advisers of Studies.  It was noted that specialist counselling support was accessible as appropriate.  However, the report concluded that the overall effectiveness of the policy depended on the priority and resources accorded by individual schools.


Mr McGivern reported that, although the Committee had agreed that Faculties should record the names of studies advisers on the student records system (min 03.59 refers), only a quarter of advisers were identified.  He proposed that the Faculties’ responsibility in this regard be explicitly added to the Code of Practice.


AGREED:

i)
that the following recommendations be endorsed:

a)
that the topic of studies advice be a standing item on the agendas of staff/student consultative committees for subsequent report to the course/subject committee;

b)
that an analysis of this activity for each subject area be a required component of the Annual Subject Monitoring exercise, and that opportunities for sharing good practice and innovative approaches be exploited within the ASM process;

c)
that the interface between PDP and studies advice be exploited at the level of each School;

d)
that it be reaffirmed that all members of academic staff were eligible to fulfil the role of adviser of studies, but that the determination of individual staff members’ responsibilities was a matter for the Head of School;

ii)
that the Code of Practice be amended to specify Faculties’ responsibility to record names of Advisers of Studies in the student records system.

Code
EXTRACT FROM TEACHING AND LEARNING COMMITTEE MINUTES: 22.6.04
04.88
Code of Practice for Advisers of Studies

The Faculty of Social Sciences’ Teaching and Learning Committee, had asked the Committee to review clause 6 of the Code of Practice for Advisers of Studies:

‘Advisers of Studies have a responsibility to guide their students in matters affecting their choice of course, course content, assessment and progress, and to assist them to improve their study and examination skills.’

The Faculty was concerned that the phrase ‘to assist them to improve’ implied an outcome which could not be guaranteed.  The Committee considered other revisions to wording.

AGREED:
that clause 6 of the Code of Practice be amended to the following:

‘Advisers of Studies have a responsibility to guide their students in matters affecting their choice of optional modules, curriculum content, assessment, progress, and study and examination skills.’


EXTRACT FROM ACADEMIC POLICY COMMITTEE MINUTES:  6.3.00

00.80
Advisers of Studies (Item 6)


The Committee considered recommendations from the Sub-Committee [on Taught Courses] to revise the University’s Code of Practice for Advisers of Studies, in light of a review following a Business and Management project in this area.


The University’s Code functioned as broad guidance, with Faculties having detailed statements of operational practice in accordance with the Code.  The sub-Committee had sought to ensure that the Code was feasible and effective and sufficiently flexible to respond to different circumstances in Faculties.  The Sub-Committee had given particular attention to arrangements for meetings between advisers and students and agreed a replacement clause(s).


The Committee welcomed the proposals from Student Affairs and Staff Development to relaunch the Code.


AGREED:
(i)
that the revised Code of Practice (appendix 3 – not attached – see updated Code) be adopted:

(ii)
that it be recommended to Senate that, subject to the confirmation of Research Degrees Committee, Section 4 of the General Regulations for Students be revised as follows:


[Replace] “Every registered student shall have an adviser of studies or research supervisor and shall be required to see the adviser or supervisor at the beginning of the academic year, at the end of each semester, and at such other times as may be required.”


[With] “Every registered student shall have an adviser of studies or research supervisor.  The adviser or supervisor will agree with the student the frequency and format of meetings which will normally take place at least once during each semester.”

EXTRACT FROM ACADEMIC POLICY COMMITTEE MINUTES:  17.5.00

00.120
Advisers of Studies  (Items 6)


Following endorsement of the revised Code of Practice, the Sub-Committee had received proposals from the EDU, Staff Development and Student Affairs for the relaunch of the Code.  It was proposed that student handbooks should contain the Code of Practice, and that the introduction of Advisers of Studies to students should form part of the induction process.  In addition the following action was agreed:

· Staff Development to include Guidance and Counselling booklets on liaison with Advisers of Studies in information packs for induction courses for academic staff, course directors, modules coordinators and part-staff

· Staff Development to organise suitable web-based material for staff

· the revised Code of Practice to be considered by the Student Services Policy Committee and the Students’ Union Sabbatical Officers would be asked to play a complementary role alongside advisers in providing appropriate support and guidance.

· a videotape to be produced by the EDU and Staff Development illustrating the importance of the role

· workshop to be organised on a Faculty basis in early June.

The Committee noted the problems associated with arranging training during June owing to the other commitments of academic staff at that time.
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