[image: image1.png]Bath Spa
University




WORK BASED AND PLACEMENT LEARNING POLICY
1 PRINCIPLES

The University recognises and values the importance of work based and placement learning and its current and potential future benefits for the approach to students’ learning.
This policy is intended to be a general policy which gives guidance on the minimum requirements prior to the commencement of a placement, but the method by which this is done can be adapted to suit the needs of an individual School.  The policy will be supported by guidance notes on, for example, Criminal Records Bureau (CRB) checks or health and safety, and examples of effective practice, such as student, staff and employer handbooks.
The policy has been informed by the QAA Code of Practice on Work-based and Placement Learning (2007), and the ASET Good Practice for Placements Guide – Volume 2 (2009). 
Courses containing work based and/or placement learning should have a clear rationale for doing so. Intended learning outcomes should identify the knowledge and skills that students will achieve. There should be an opportunity for personal development planning and reflective practice. Work based and/or placement learning should be assessed according to the appropriate regulations. Students should also be adequately prepared for such learning. 
With the University’s emphasis on employability, it would be helpful for programmes of study to consider attention to key skills, including interpersonal skills; information handling; self-application; and personal development. 
2 SCOPE OF THE POLICY 

Work based and/or placement learning is usually taken as part of a programme of study at the University. The University would define work based and/or placement learning as any situation where a student works or studies in a non-University location in an approved situation whether in the UK or overseas, and where learning outcomes contribute to the overall aims of their programme of study, and are assessed.  
This could take the form of a year spent studying in a different institution, work undertaken over an entire academic year as part of a sandwich course, work during a whole year (as in PGCE), or a short block of work. The placement may be paid or unpaid. The student may have organised this themselves, but it would need to be approved. It does not apply to employment undertaken outside of a programme of study, even if relevant to the student’s programme of study here. It should include the assessment of reflective practice and the designation of appropriate learning outcomes, which the student may have negotiated themselves.
This policy is intended to include opportunities for students that are offered through an employer providing work-based placements for students.
There should be at least one named University school contact for each placement, although some schools may prefer to have a number of named contacts dealing with different elements of the placement. 
3 RESPONSIBILITIES

The School placement contact should be satisfied that each placement provider, whether allocated by the School or independently found by the student, is suitable.  Procedures for securing, approving and allocating placements should be transparent to all, and take in to account, as a minimum:

· the opportunity for students to successfully meet the learning outcomes
 (which should be clearly identified; contribute to the overall aims of the student’s programme; and should be assessed appropriately, including providing an opportunity for reflection) of the placement;

· health and safety requirements;

· any relevant professional, statutory or regulatory body (PSRB) requirements governing the suitability of placements;

· student support on placements, including support provided for student learning.
Information should be given to students on the consequences of failure to either secure or complete a placement.
Employers may be involved with the mentoring, supporting and assessment of students and the University has an example of a generic handbook to support employers with their role (which Schools may wish to customise, as appropriate). 
Where staff are developing programmes of study which include an element of work based or placement learning, the following should be considered:

· Ensuring that intended learning outcomes are clearly identified; that they contribute to the programme’s aims; and are assessed appropriately.

· It may be helpful to align intended learning outcomes with those determined by relevant PSRBs. 
· Assessment should include strategies to support student learning as well as measure achievement. Failure or non-completion of this element of the programme should be considered carefully; and thought given to strategies to allow students to be re-assessed in these instances. 

4 INFORMATION, SUPPORT AND GUIDANCE
The School placement contact should make placement providers aware of their responsibilities in relation to:
· their responsibility for the provision of learning opportunities;

· their role in relation to the mentoring of students, and, if applicable, the assessment of students;

· the health and safety of students, including provision of any specialist materials or clothing needed;

· their responsibility in relation to insurance cover in the event of accident;

· the need to make placement providers aware of their responsibility for making reasonable adjustments for students with a disability.

5 STUDENT RIGHTS AND RESPONSIBILITIES

The School placement contact should ensure that students are made aware of:
· their responsibilities in relation to the programme of study which the placement makes up part of;

· their responsibilities for managing their behaviour as representatives of the University;

· their responsibilities in relation to health and safety issues;

· their need to remain in contact with the School placement contact in order to provide feedback on progress;

· opportunities for personal development planning;

· intellectual property rights;

· their entitlement in relation to tutoring or mentoring;

· the need to alert the placement provider and the placement contact to any problems with the placement that may impede their satisfactory progress and completion of the placement.

· the ability of the placement provider to raise any issues with the School placement contact regarding the student’s suitability to practice. 

· their need to comply with PSRB requirements, if appropriate. 

· the formal complaint procedure.

6 STAFFING

Schools and services should ensure that all University staff involved in placements are made aware of any relevant issues relating to the identification and approval of placement opportunities.

Schools and services should also ensure that staff at placement providers receive any additional training required, including any orientation to University procedures or policy, which may impact on their role in the placement setting.
7 MONITORING AND EVALUATION 

All placements should be subject to effective monitoring procedures.  These should include as a minimum:
· The placement contacts should ensure that feedback from students is collected both during the placement and on completion of the placement.

· Analysis of the placements should take place as part of the annual monitoring process.

· The placement contacts should ensure that feedback is collected from placement providers, perhaps by means of a focussed employers group.

8 OTHER INFORMATION

Please see the ‘Work Placement Toolkit’ (developed by the Arts Council England) for sample templates including:
· pre-screening questionnaire

· guidance on preparing a CV and cover letter

· health and safety statement

· risk assessment

· monitoring form 

· feedback form

· equal opportunities statement

· contract guidelines

· guidance on preparing a personal learning plan

· student guide to work placements. 

Date policy agreed at AQSC: 

June 2009
Date policy to be reviewed:

June 2012
� Consideration should be given to relevant external reference points, such as Sector Skills Councils; any requirements of PSRBs; and National Occupational Standards.
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