EXTRACT FROM TEACHING AND LEARNING COMMITTEE MINUTES
18 June 2008
08.127
University Code of Practice, Guide to Good Practice (Item 6)

The Committee noted that, in light of the revised Section 9 of the QAA Code of Practice dealing with Work-Based and Placement Learning (September 2008), a Working Group had met to review and develop the University’s current policy and practice.

The Committee was asked to consider the draft Code of Practice for all Programmes Incorporating an Element of Work Experience and the revised Guide to Good Practice.  The Committee also received a commentary on the University’s position against the revised section of the QAA Code of Practice which identified possible improvements.


The Committee noted that Faculties had their own placement guidelines which the Sub-Committee would review at its next meeting.  Although the University did not require the same procedures and practices in Faculties, it was important that the expectations of the University’s Code of Practice were met by all.  In due course, following the embedding of the Code in the University, consideration would be given to compliance by partner institutions offering validated provision.


AGREED:


i)
that the draft Code of Practice (Appendix*) and the revised Guide to Good Practice (Appendix 4*) be endorsed and recommended to Senate for approval;


ii)
that all course/subject committees should undertake a review in 2008/9 to ensure that they were compliant with the University Code.  Assurance of compliance would be sought through the ASM process.


*Not attached - see ‘Placement: Policy: Code of Practice’ or ‘Placement: Policy: Guide’.

23 October 2002
02.201
QAA CODE OF PRACTICE: PLACEMENT LEARNING

The Committee received a draft response from the Working Party which had met to consider the University’s position against the QAA Code of Practice for Placement Learning (published July 2001) (TLC/02/92).

The Committee noted that, in all areas, University practice was largely satisfactory and often exemplary, but that in nine of the 48 items of outline guidance accompanying the Code, there was a need for enhancement, direction, documentation or review of procedures and regulations.  The review report contained nine recommendations as follows:

a)
a Guide for Placement Providers to be produced;

b)
the Health and Safety Committee to review procedures for considering health and safety requirements; (it was considered sufficient that the organisation had appropriate Health and Safety certification and that tutors should not be expected to inspect organisations);

c)
a ‘Sandwich Placement Information for Students’ leaflet to be given to all students;

d)
placement documents to include appropriate statements on students rights ie to a safe placement environment and to be treated in accordance with applicable legislation; 

e)
Placement Tutors to advise all students going on placement of the need for appropriate placement insurance cover;

f)
all courses to put appropriate procedures in place for the re-orientation of students on return;

g)
the University to formalise the various roles associated with placement and draw up job descriptions to ensure appropriateness of selection;

h)
the University to provide an induction programme for staff new to any of the roles associated with placement;

i)
a protocol to be established to deal with complaints by the placement provider.

The Committee also noted that some concern had been expressed about the erosion of the system of placement visits.

AGREED:


i)
that the recommendations be endorsed and taken forward by the Careers Service in conjunction with the Group;

ii)
that Health and Safety Management Standing Committee/Health and Safety Services be asked to consider recommendation b), and liaise with the University solicitors regarding health and safety requirements;

iii)
that, in relation to recommendation d), a statement should also be included regarding equality matters, to be drafted in consultation with the Head of Equality;

iv)
that the mechanism for placement monitoring and assessment of learning outcomes be given more scrutiny at evaluation and re-validation (the report indicated that internal moderation or external examining of placement learning outcomes were difficult or rare) (see also minute 02.190 ii));

v)
that the University Guide to Good Practice be reviewed in the light of the report.
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QAA CODE OF PRACTICE FOR THE ASSURANCE OF ACADEMIC QUALITY AND STANDARDS IN HIGHER EDUCATION: PLACEMENT LEARNING

Response from the Working Party.

The Head of Careers Service convened a Working Party with representation from all Faculties to review the University’s provision. The group met twice, had several paper consultations and presents the attached report.

QAA Definition:   

PLACEMENT LEARNING is a planned period of learning, normally outside the institution at which the student is enrolled, where the learning outcomes are an intended part of a programme of study. It includes those circumstances where students have arranged their own learning opportunity with a placement provider, with the approval of the institution. The code is not intended to cover learning outside an institution that is not a planned part of a programme of study, such as part-time, term-time and vacation work which students have arranged for themselves

This section of the Code contains 8 precepts and 48 items as accompanying outline guidance.  

It is the view of the Working Party that in all areas practice is largely satisfactory and often exemplary, but that in 9 of these 48 item areas there is a need for enhancement, direction, documentation or review of procedures and regulations.    

9 Recommendations are made in the appropriate sections of the review report.

 In addition the Working Party wishes to express its concern about perceived erosion of the system of placement visits. 

Brian Linden

15 October 2002
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DRAFT RESPONSE FROM THE WORKING PARTY 

TO THE QAA DOCUMENT 

‘CODE OF PRACTICE FOR THE ASSURANCE OF ACADEMIC QUALITY AND STANDARDS IN HIGHER EDUCATION: PLACEMENT LEARNING.’

1.
General principles

Where placement learning is an intended part of a programme of study, institutions should ensure that:

· their responsibilities for placement learning are clearly defined;

· the intended learning outcomes contribute to the overall aims of the

programme; and

· any assessment of placement learning is part of a coherent assessment strategy.

1.
When designing, approving, monitoring and reviewing the programme

and 

2.
When designing and implementing the assessment strategy for the programme

The University of Ulster values the concept of placement learning as defined by QAA.  The Teaching and Learning Committee sets and approves policy which is implemented at course committee level.  The Careers Service is responsible for supporting and coordinating  the practical aspects associated with placement.  The University’s procedures ensure that the intended learning outcomes contribute to the overall aims of the programme and that assessment of placement is part of a coherent assessment strategy.

These considerations should be reflected in:

3.
The programme specification

and 

4.
The assessment guidelines

Course documents provide a clear statement of the aims of placement learning and of the assessment procedures.

Consider

5.
The information and guidance for applicants, students and placement providers

(i)
Applicants – Course publicity stresses the role of placement learning.

(ii)
Students – Course documents and in particular module booklets associated with the placement learning programme give detailed information.

(iii)
Placement Providers - Whilst there is anecdotal evidence of good practice there is no executive document either to provide guidance to placement providers or to the marketing of placement learning.

Recommendation – Guide to be produced

6.
Whether any assessment of placement learning is covered by their arrangements for internal moderation and external examining

Whilst there is no doubt placement learning is assessed, the internal moderation of such assessment, because of the number and variety of placements involved, is extremely difficult.  Whilst there are clearly defined roles for the assessment of clinical and teaching practice placements, there is seldom external examination involved in assessments.

7.
Whether the standards which are applied to any assessment of placement

learning is consistent with available subject benchmarks and other relevant

reference points and, where appropriate, fulfil professional or regulatory body

requirements.

Appropriate arrangements are in place.

2.
Institutional policies and procedures

Institutions should have in place policies and procedures to ensure that their

responsibilities for placement learning are met and that learning opportunities

during a placement are appropriate.

1.
Define procedures for securing, approving and allocating placements, including information on the consequences for students of a failure to secure or complete a placement

Appropriate procedures are in place and are clearly stated in course documentation.  Where clinical/professional courses have placement, it is normally mandatory without exception.  Arrangements are also in place so that appropriate provision can be made to exempt students from placement when such placements, normally for economic reasons, are not available.  Such arrangements are normally ratified at Faculty and University level.

2.
Define procedures and criteria for the approval of individual placement

opportunities

Procedures and criteria are defined at course level and within appropriate module booklet.

3.
Consider health and safety requirements

The University’s document Health and Safety – Guidance Notes for Students on Placements is made available to every student undertaking placement learning.  (Procedures to ensure that students have read the booklet vary across courses with some requiring the student to return a signed checklist.)

The CVCP Guidelines on Health and Safety have been adopted as University policy.  (However their use causes concern and there is general feeling they are impractical.  Whilst Placement Tutors through practice are in a position to recognize potential hazards, there are concerns that visiting tutors may not have the same level of awareness.)

Recommendation -  The Health and Safety Committee to review procedures.

4.
Consider the requirements of relevant statutory regulatory, professional or

funding bodies

These are addressed in course documentation.

5.
Ensure there is clear information available about the allocation of placements

where these involve collaborative agreements between institutions, employers

and placement providers or students from more than one higher education

institution (for example regional or transnational consortia).

There are small numbers of such collaborative agreements and appropriate agreements are in place.

The criteria to be used when approving placements should address placement

providers' ability to

6.
Provide learning opportunities that enable the intended learning outcomes to be achieved

and

7.
Support students on placement

and 

8.
Fulfill their responsibilities under health and safety legislation in the workplace, having regard to the level of skill and experience of placement students.

These are addressed in course documentation.

3.
Placement providers

Institutions should be able to assure themselves that placement providers know what their responsibilities are during the period of placement learning.

1.
The provision of learning opportunities

and 

2.
Their role, where appropriate, in the assessment of students

These are addressed in course documents

3.
The health and safety of students

Whilst employers have legal responsibility to provide a healthy and safe environment, the University also addresses these issues.

4.
Student responsibilities and rights

Prior to placements, institutions should ensure that students are made aware of their responsibilities and rights.

1.
As representatives of the institution

and 

2.
Towards the placement provider and its customers, clients, patients, and employees

These are addressed in course documentation and in the ‘Sandwich Placement – Information for Students’ leaflet.

3.
For managing their learning and professional relationships

Programmes of preparation for industrial and clinical/professional placements are in place.

4.
For recording their progress and achievements.

Most courses require students to keep a log or records of their progress and achievements which forms the basis of discussions with their placement tutor and their industrial placement and/or visiting tutor.

5.
For alerting the placement provider and institution to problems with the placement that might prevent the progress or satisfactory completion of the placement.

Students are made aware that they must keep in contact with placement tutor throughout the period of placement and keep them fully informed if problems arise.

Recommendation – ‘Sandwich Placement – Information for Students’ leaflet to be given to all students.

Students should be aware of their rights:

6.
To a safe placement environment

and

7.
To be treated in accordance with applicable legislation.

Whilst there is ample evidence that students are made aware of their rights regarding a safe placement environment and to be treated in accordance with applicable legislation, appropriate statements should be added to placement documents.

Recommendation - appropriate statements should be added to placement documents.

5.
Student support and information

Institutions should ensure that students are provided with appropriate guidance and support in preparation for, during, and after their placements.

1.
The support provided to students where the responsibility for securing a

placement  rests with the student

The University of Ulster takes the responsibility for finding clinical/professional placements.  Where finding placements is the responsibility of students, most placements are found with long- standing arrangements with placement providers.  There are programmes of preparation for the world of work.  Placement Tutors provide guidance and assistance to students in finding and choosing placements to ensure learning outcomes.  There is support from the Work Experience Co-ordinator in the Careers Service.

2.
Appropriate induction to the placement environment, including health and

safety information

Clinical and professional courses have a formal requirement that employers/placement providers provide induction.  For other courses, it is recommended to the provider that there should be appropriate induction.  Many courses provide a pre-placement induction/preparation using profiles, information and presentations from students who have previously been on placement.  It is recognized that in view of the number of participating employers and the diversity of size and structures, it is not possible to monitor the quality or extent of induction in the workplace.

3.
Any occupational health considerations or requirements, including immunisation (for example for health service or some international placements)

Detailed requirements and procedures are in place in relation to clinical and professional courses.  There is considerable reliance on advice from placement providers in relation to other placements but since many of these are provided year on year placement tutors have also become aware of requirements for those environments.

4.
Any legal or ethical considerations (for example client or patient confidentiality)

Such matters especially in relation to professional and clinical placements are covered in course documentation and appropriate guidance is given by Placement Tutors.

5.
The means of recording the achievement of specific learning outcomes and progress, for example by adopting the HE Progress File initiative developed by Universities UK, ScoP, LTSN Generic Centre and the QAA

Whilst Progress Files are not presently formally in use in the University of Ulster, there are similar models for example, log books, skills audits, portfolios of evidence in use for recording progress.  Students on many programmes are required to present placement logs to the Visiting Tutor who will record comments and report on the visit.

6.
Availability of additional language or skills preparation

Language: For programmes such as Socrates and Erasmus, arrangements are often in place at the host institutions.  Pre-departure courses have been provided when it was thought appropriate or necessary.

Skills: Extra or specific skills preparation is provided as required mainly in clinical and professional courses.

7.
The need for personal insurance cover particularly when on placement abroad

The University has arrangements in place to provide personal insurance for those who require it.  Arrangements are normally made through Faculty offices.  (It is a condition for obtaining a Visa to the USA that a student must have appropriate personal insurance.)

Recommendation - Placement Tutors advise all students going on placement of the need for appropriate insurance cover.

8.
Cultural orientation and work expectations

Placement Tutors work closely with the relatively small numbers of students whose placements will be in a workplace with a different cultural orientation.  All students receive information and guidance on normal work expectations and cultures.

9.
The institutional support services that will remain available to students during

placements

Students on placement continue to be students of the University and as such may avail of any of the support services available.  It is recognized that because of distance there may be some diminution of services available.

10.
Appropriate re-orientation on students' return to institutions

Practice in relation to re-orientation varies.  Most courses have a review and a debriefing.  

Recommendation – All courses to put appropriate procedures in place.

6.
Staff development

Institutions should ensure that their staff who are involved in placement learning are competent to fulfil their role.

1.
Institutional placement staff are competent to identify and develop placement

opportunities

Placement related duties are allocated by Heads of School often on the basis of peer recognition or willingness to become involved in this area.

Recommendation -  the University should formalize the various roles associated with placement and draw up job descriptions to ensure appropriateness of selection.

2.
The development needs of institutional placement staff are met.

Placement Forums to identify relevant issues and allow discussions between staff involved in placement are provided during each Semester.  Courses and training programmes are organized to meet identified needs.

Recommendation -  the University should provide an induction programme for staff new to any of the roles associated with placement..

7.
Dealing with complaints

Institutions should ensure that there are procedures in place for dealing with

complaints and that all parties (higher education institutions, students and

placement providers) are aware of, and can make use of them.

1.
Keeping records of all formal complaints received in connection with a

placement, and follow up action taken

and 

2.
Investigating and responding to reasonable causes of complaints about

placement learning.

The University’s complaints procedures extend to students on placement.  There is an identified need to extend the complaint system to include complaints made by the placement provider.

Recommendation – Establishment of a protocol to deal with complaints by the placement provider.

8.
Monitoring and evaluation of placement learning opportunities

Institutions should monitor and review the effectiveness of their policies and

procedures in securing effective placement learning opportunities.

1.
Encouraging placement supervisors and students to provide feedback on

progress and communicate any concerns in a timely way to the institution

Placements are monitored and reviewed at Placement Tutor, Course and School level.  The system of supervision provides for feedback from the student in case of concern and the Visiting Tutor system provides an additional check.  Written records are kept and problems reported to the Course Director or Head of School as appropriate.

2.
Periodically reviewing the progress of students

Arrangements are in place across all courses and progress is reviewed yearly by Course Committees.  Visit reports note advice given to students and contact with the employer.

(Concern has been expressed about the erosion of the system of placement visits.)

3.
Using feedback from institutional placement staff, placement

supervisors/mentors, external examiners and students

Arrangements are in place and effectively relate to day-to-day management of placement.

4.
Establishing procedures within which feedback on the quality and standards of the placement can be received and appropriate action taken where necessary

Structures and practices within Schools/Departments and day-to-day management of placement provide adequately for this feedback and allow for appropriate action.

5.
Formal and informal means of gathering feedback from placement providers

about the placement arrangement

Most placements require a formal report from the student’s industrial supervisor.  Placement visits by Tutors are seen as important both for building the relationship and developing the appropriateness of it.  In some course areas, employers sit on Vivas in relation to placement.

