INSTITUTIONAL CODE OF PRACTICE FOR PLACEMENT & WORK-BASED LEARNING CHECK LIST
The ICP is intended to articulate the minimum requirements for students, placement providers and MMU staff in engaging with placement or work-based activities. 

The purpose of this ICP is therefore: 

(i)  To ensure that programme teams and departments have appropriate procedures in place to provide placement and work-based learning of high quality and that complies with health and safety requirements; 

(ii) To detail threshold standards for placement and work-based learning; 

(iii) To clarify the responsibilities and rights of the various parties involved in placement and work-based learning. 

The following is a checklist in order to aid our preparation for compliance with the ICP.  Any document which complies with the relevant principle, policy or procedure should be included in the right hand column.

	Principles, Policies and Procedures
	Documentation

	General Principles

	(i)
	Environments are compliant with statutory health and safety requirements.
	

	(ii)
	Responsibilities of students, staff and providers of placement and work-based learning are clearly defined and communicated to all parties concerned.
	

	(iii)
	Explicit reference is made in all definitive documentation to the intended learning outcomes of any placement or work-based learning.
	

	
	A) The assessment of such learning forms part of a coherent learning strategy as a whole.
	

	
	B) The assessment of such learning is reflected in the Programme Specification and assessment guidelines and is subject to the normal processes of assessment and moderation.
	

	(iv)
	The aims and intended learning outcomes are clearly defined and understood by all parties.
	

	(v)
	A placement or work-based learning experience provides adequate opportunities for the intended learning outcomes to be achieved.
	

	(vi)
	Information relating to the contribution that placement or work-based learning makes to the overall aims and outcomes of each programme is communicated to applicants, students and placement providers.
	

	(vii)
	Standards applied to the assessment of placement or work-based learning are consistent with available benchmark statements and, where appropriate, professional, statutory or regulatory body (PSRB) requirements.
	

	(viii)
	Where a placement or work-based learning experience is assessed summatively, appropriate arrangements are in place to ensure that such assessments are subject to the same moderation processes as other assessments.

	

	Policies and procedures

	(i)
	Respective responsibilities are set out in a formal agreement between parties.
	

	(ii)
	Agreed procedures for securing, approving, allocating, monitoring and curtailing placement and work-based learning experiences are defined at programme approval stage and subsequently in the definitive document at programme review.
	

	(iii)
	Procedures take account of health and safety considerations.
	

	
	A) There is a process for making reasonable enquiries of providers in relation to ensuring the safety of students.
	

	
	B) Students receive appropriate briefing on health and safety matters.
	

	(iv)
	Procedures reflect any specific requirements of the relevant professional, statutory and regulatory bodies
	

	(v)
	There is reference to University guidelines on ethical procedures
	

	(vi)
	Information on the allocation of placements or work-based learning opportunities involving any collaborative arrangement between institutions and/or employers are made clear in the definitive document for the programme
	

	(vii)
	Approval of placement and work-based learning experiences take account of the providers ability to:

	
	A) Provide opportunities for intended learning outcomes to be achieved.
	

	
	B) Support student on placement and work-based learning experiences.
	

	
	C) Monitor and assure the proficiency of staff involved in supporting placements and work-based learning.
	

	
	D) Fulfil responsibilities under health and safety legislation.
	

	(viii)
	Students are given an early opportunity to disclose a disability in order for any appropriate reasonable adjustments to be put in place to support their placement or work-based learning activity.
	

	(ix)
	Disclosure of such information is subject to obtaining the informed consent of the student.
	

	(x)
	Students’ availability to undertake placement and work-based learning activities limited by family, religious or other legitimate commitments are taken into consideration when allocating placement and work-based learning opportunities.
	

	(xi)
	University officers are aware that any arrangements for a placement or a work-based considered to expose students; staff and providers to unacceptable levels of risk are referred to the Registrar.

	

	Student support and information

	(i)
	Students receive appropriate guidance and support in preparation for, during and after placement and work-based learning experiences.
	

	(ii)
	Placement and work-based learning providers are involved in the development of guidance to students.
	

	(iii)


	Guidance covers the following (indicative) list:

	
	A) Information on the nature and extent of the placement or work-based learning experience and its relationship to other aspects of the student’s programme.
	

	
	B) The support that is provided to students when the responsibility for securing a placement or work-based learning experience rests with the student.
	

	
	C) Appropriate induction to the placement environment, including health and safety information (copies of the University’s ‘Health and Safety Practical Guide on the Placement of Students’ are made available to students, staff and placement providers).
	

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

	
	E) Any Criminal Records Bureau checks.
	

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

	
	G) The means of recording the achievement of specific learning outcomes and progress, through the Student Progress File/Personal Development

Planning arrangements developed by Universities UK, SCoP, LTSN Generic Centre and the QAA.
	

	
	H) The availability of additional language or skills preparation.
	

	
	I) Insurance arrangements, including:

· personal insurance cover on placement or work-based learning activity, including the use of personal transport;

· medical insurance cover when on a placement or work-based learning or experience;

· any other insurance requirements, including professional indemnity insurance where this is relevant;

· Provisions relating to legal jurisdiction.
	

	
	J) Cultural orientation and work expectations.
	

	
	K) A written statement of the full range of the University support services, both academic and other, that students can expect to receive while they are on a placement or work-based learning experience.
	

	
	L) Appropriate re-orientation on return from a placement or work-based learning experience abroad.
	

	
	M) The need to take account of travel advice from the Foreign and Commonwealth Office in respect of any overseas travel.
	

	
	N) Information on the rights that students have to any intellectual property they might develop as part of a placement or work-based learning experience.
	

	
	O) Information on complaints procedures.
	

	
	P) Guidance on the standards of behaviour expected of students on placement and work-based learning experiences, and the consequences if those standards are not met.
	

	
	Q) Any other relevant guidance

	

	Staff development

	(i)
	Staff are competent to identify, develop and supervise placement and work-based learning
	

	(ii)
	Staff involved in placement and work-based learning activities are adequately supervised.
	

	(iii)
	Staff involved in placement and work-based learning activities are aware of the University’s policy

‘Health and Safety Practical Guidance on the Placement of Students’.
	

	(iV)
	Staff involved in placement and work-based learning activities are aware of guidance on development needs provided by relevant University departments/groups or committees with responsibilities in this area.


	

	Monitoring and evaluation of placement and work-based learning opportunities

	(i)
	Policies and procedures in securing effective placement and work-based learning opportunities are monitored and through the Programme Committee and

Reported in the Quality Action Plan. 
	

	(ii)
	Supervisors and students on placement and work-based learning opportunities provide feedback on progress and concerns.
	

	(iii)
	Student progress is periodically reviewed.
	

	(iv)
	Programme teams make use of feedback from staff involved in these arrangements, supervisors and mentors in provider and partner organisations, external examiners and students.
	

	(v)
	Feedback is gathered on a formal and informal basis from placement and work-based learning providers and student exchange partner institutions and organisations about the arrangement.
	

	(vii)
	Procedures are in place to manage situations where a student’s placement or work-based learning opportunity is unexpectedly curtailed for reasons other than the performance of the student.

	

	Dealing with complaints

	(I)
	Procedures are in place for dealing with complaints from students relating to placement and work-based learning activities.
	

	(ii)
	Programme teams are aware of and can make use of procedures are in place for dealing with complaints from students relating to placement and work-based learning activities.
	

	(iii)
	Procedures cover, inter alia, matters relating to allegations of discrimination and harassment and are in line with the University’s Student Complaints Procedure.
	

	(iv)
	Records are kept of all formal complaints and of the follow-up action taken.
	

	(v)
	Students and providers of placement and work-based learning experiences are made aware of who, in the first instance, is responsible for investigating and responding to reasonable causes of complaint.

	

	Responsibilities of placement and work-based learning providers

	(i)
	Programme teams responsible for placement or work-based learning ensure that providers are aware of their responsibilities for:

	
	A) The provision of learning opportunities.
	

	
	B) Their role, where appropriate, in the assessment of students.
	

	
	C) The health and safety of students.
	

	
	D) Making reasonable adjustments to meet equality and diversity legislation requirements where appropriate.
	

	(ii)
	Programme teams should also ensure that providers and student exchange partners have timely information on:

	
	A) The objectives of the placement or work-based learning opportunity.
	

	
	B) Their involvement in monitoring student progress and reporting it to the University.
	

	
	C) The responsibilities that attach to any mentoring or supervisory role that they undertake.
	

	
	D) University policies, procedures, and support structures that may apply when action is required where issues arise that relate to student performance and/or to discipline or conduct.
	

	
	E) The arrangements and procedures for visits to the provider by University staff.
	

	
	F) University policies, procedures and processes that may apply where students complain about aspects of their placement or work-based learning experience.

	

	Responsibilities and rights of students

	(i)
	Prior to the start of a placement or work-based learning activity, programme teams ensure that students are aware of their responsibilities:

	
	A) As representatives of the University for maintaining goodwill within the host organisation, fulfilling contracted obligations (including any agreed weeks of placement or work-based learning experience that exceed the University’s normal term dates) and demonstrating commitment and appropriate attitudes and behaviours towards the provider and its customers/clients/patients/employees/students.
	

	
	B) For managing their learning and professional relationships, including ethical considerations.
	

	
	C) For recording their progress and achievements.
	

	
	D) For alerting the provider and the University to problems that might prevent the progress or satisfactory completion of the placement or work-based learning opportunity including any health and safety or ethical matters.
	

	
	E) For undertaking any assessments during the placement or work-based learning experience which may be required in fulfilment of the programme regulations.
	

	(ii)
	Students are informed by the appropriate programme team(s) of their rights:

	
	A) To a safe environment.
	

	
	B) To be treated in accordance with applicable legislation.
	

	
	C) To provide feedback on their placement or work-based learning experience.
	

	
	D) To be aware of the nature and scope of the learning support they can expect from academic and work-based or placement staff.
	

	
	E) To be fully informed of their responsibilities whilst on placement or undertaking work-based learning.
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