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STUDENT PLACEMENTS PROTOCOL

Introduction and Background

Work placements provide students with an opportunity for vocational learning and
personal development. They can be a particularly valuable way for students to
enhance their employability skills. Placement learning is when the learner might be
considered as student first and employee second, i.e. they came to the placement
experience by virtue of their studies. This is distinct from work-based learning,
when the learner might be considered as employee first and student second; i.e. they
came into the Higher Education experience by virtue of their employment or
employer, e.g. apprenticeship provision. This Protocol is concerned with placement
learning only, also known as learning in the workplace, work experience or internship.

Placement learning may include international or domestic placements and is defined
as a planned period of learning, normally outside the University, on a full or a part-
time basis where the learning outcomes are an intended part of a Programme of Study.
Placement modules are an integral part of many of the University’s programmes. The
guidelines set out in this section shall normally inform the development and delivery
of such module(s).

The scope of this Student Placements Protocol extends only to such learning that is
integral to the programme, e.g. that forms a credit-earning element of a Programme
of Study, is a non-credit-earning year in industry (sandwich) or is a requirement of a
PSRB. Placements that are not an integral part of the programme do not fall within the
scope of these guidelines (e.g. voluntary placements that are not linked to modules
or programmes). Separate or additional procedures and protocols may govern
placements that are conducted as part of professionally accredited programmes of
study. Such additional procedures will be detailed in programme of study handbooks.

The Student’s Placement Protocol is applicable to UWTSD students studying at
collaborative partnership institutions. In these cases the responsibilities attributed to
the University are undertaken by partner institution, in liaison with the University as
appropriate.

e For partners in the UK: The Placement Protocol should be applied in full,
noting that some processes may vary from those in the protocol according to
the arrangements at individual partner institutions. Any variance will be
approved by the University.

e For partners outside of the UK: The Placement Protocol should be applied as
far as possible, and any guidance should be sought from the University where
there are differences as a result of local requirements and/or arrangements.

The University will ensure that the work that students undertake in placement

contexts reflects the precepts of the UK Quality Code. This will be linked to the

guidelines and benchmarks set by the Quality Assurance Agency (QAA), Universities

UK (UUK) and the Association of Sandwich Education and Training (ASET). This

Placement Protocol has been developed with reference to:

e the UK Quality Code for Higher Education including the QAA Advice and
Guidance on Work-based Learning, 2018;

o ASET Good Practice Guide for Work based and Placement Learning and
TOOLKIT, 2022;
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e ASET Good Practice Guide for Managing the Health, Safety and Welfare for
Student Placements, 2021;

o ASET Good Practice Guide for Supporting Students with Disabilities on Placement
and TOOLKIT, 2021;

¢ Universities UK, Suicide-safer Universities: Support for Placement Students, 2022.

Placement Learning, Learning in the Workplace, Internships
Placement Protocol

A student placement is a period of work experience or internship:

¢ undertaken as an integral part of a programme, where the achievement of the
learning outcomes for the placement is dependent on the arrangements made
with the Placement Provider;

o where the student is enrolled at the University during this period;

e where there is a transfer of direct supervision of the student to the Placement
Provider.

Student placements are a partnership between the student, the University and the
Placement Provider in which each has specific responsibilities.

Student Responsibilities
Prior to placement

Students cannot commence a placement until they have completed all the necessary
preparatory work detailed below and received authorisation from the Placement
Coordinator.

Prior to the commencement of the placement, students are required to:

a) Take a proactive and positive approach to securing their own suitable placement
(with the exception of students following a professionally accredited programme).

b) Seek advice on sourcing and securing a placement opportunity from appropriate
sources. This should include a dialogue with the Placement Coordinator or
Placement Tutor to clarify placement requirements and assessment requirements.

c) Actively engage in preparatory activities associated with all University and
Placement Provider requirements, including health and safety requirements,
wellbeing, equality and diversity, codes of conduct and, where relevant,
employment contracts. This includes the roles and responsibilities of all parties
detailed in the PL1c Student Placement Information and Personal Details form,
the PL1h Student Placement Checklist and the PL1i Student Placement
Flowchart.

d) Attend placement preparation briefings, including those covering health and
safety.

e) Familiarise themselves with the PL1j Student Placement Handbook that details
placement information, including guidance and support routes for, inter alia,
general and specific student services support, e.g. support for mental health and
well-being, disability, bursaries available.

f) Complete the PL1¢c Student Placement Information and Personal Details online
form. This form captures the placement details such as the name and address of
the Placement Provider, the duties to be undertaken on placement, and the
duration of the placement, among other things. It also requires consideration of
any personal factors and protected characteristics that may affect the level of risk,
may require reasonable adjustments or may affect the students ability to study or

Location of document: Academic Quality Handbook | UWTSD (associated with Chapter 11)
Page 3 of 11




Py Prifysgol Cymru
£ Y Drindod Dewi Sant
> University of Wales

Trinity Saint David
practice. Protected characteristics include race, sex, sexual orientation, gender
reassignment, religion or belief, pregnancy or maternity, marital status, age and
disability. Linguistic and cultural issues should also be considered.

g) International placements must comply with the PL1k International Travel Policy.
It incll_tddes:

o International Travel Handbook — this provides details on how to apply the
International travel policy and the stage gates in travelling

e International Travel Notification Form — to be used to log all international trips.

e [ |nternational Travel Risk Assessment template — the risk assessment
template to be used based on destination risk not necessarily workplace
hazards whilst abroad.

e [ Pre-Travel Checklist.

e International Travel Health / Emergency Contact Form — to be used by all
international travellers.

h) Complete a Disclosure and Barring Service (DBS) check, (where required). The
student will retain the original DBS certificate and must submit a copy to the
University. The student must make the Placement Provider aware of any issues
arising from the DBS check and discuss any criminal convictions with the
Placement Coordinator.

i) Complete the ethics approval processes, where relevant.

j) Liaise with the Placement Tutor and Placement Provider to develop suitable learning
objectives for the placement, within the context of the learning outcomes specified
within the placement module specification.

k) Complete the defined placement registration and approval process in full. See
Appendix PL1c Student Placement Information and Personal Details.

I) Confirm acceptance of the arrangements and responsibilities set out in Appendix
PL1c Student Placement Information and Personal Details.

During the placement
During the placement, the student is required to:

a) Comply with all placement organisation policies and procedures.

b) Report to the University any accidents or incidents in which they are involved or any
health and safety concerns, including mental health and wellbeing, they have that are
not addressed by the Placement Provider, e.g. an appropriate induction and health
and safety training is not provided.

c) Where changes occur during the placement that might require amendments to the
student’s Statement of Compensatory Measures (SCM), liaise with Student Services
for a review of the SCM/reasonable adjustment.

d) Carry out the work programme specified by the Placement Provider under the
supervision of the Workplace Supervisor.

e) Keep a log of hours worked.

f) Monitor their progress in achieving the identified learning outcomes and arrange
to meet regularly with the Workplace Supervisor and Placement Tutor (as
appropriate) to discuss workload, challenges and ideas.

g) Conduct themselves in an appropriate manner that reflects positively on their self
and the University, adhere to the Student Code of Conduct, ensure confidentiality
and treat others with respect and dignity.

h) Act in a professional manner, including notifying the Placement Provider in a timely
fashion in the event that they are unable to attend their placement due to illness
etc.

i) Respect any other requirements of the workplace such as dress codes.

j) Participate in regular discussion with the University and report any issues or
concerns that arise during the placement promptly to the Placement Provider,
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Placement Coordinator or Tutor, as appropriate.

k) Consult with the Placement Coordinator or Tutor prior to seek any changes in the
terms and duration of the placement.

[) Embrace all learning opportunities during the placement with enthusiasm, and
capture learning through personal reflection. Complete all relevant academic
assessment relating to the placement experience.

m) Should legal or ethical concerns arise during the placement, raise concerns with the
Placement Co-ordinator or Tutor, to consult about the use of the University’s
Placement Whistleblowing (Public Interest Disclosure) Procedure.

(2) Placement Provider Responsibilities

A Placement Provider is a third party (usually an employer), who, during the
placement, has responsibility for the direct supervision of the student. Placement
providers are required to:

a) Confirm acceptance of the arrangements and responsibilities set out in Appendix
PL1a Placement Provider Agreement.

b) Provide a safe working environment by meeting all relevant obligations under the
Health and Safety at Work Act 1974 or other relevant country specific safety
legislation. Complete Appendix PL1b Placement Provider Questionnaire.

c) Respect equality and diversity and ensure that the student is treated with dignity.
Adhere to the responsibilities set out in the Equality Act 2010, e.g. for protected
characteristics such as age, disability, gender reassignment, marriage and civil
partnership, pregnancy and maternity, race, religion and belief, sex, sexual
orientation, and liaise with the University regarding reasonable adjustments if they
find that the reasonable adjustments appear not to be appropriate.

d) Carefully consider student mental health and wellbeing and ensure that the
placement setting has a culture that supports disclosure and provides clear routes
for support. The provider should raise with the University any serious signs of
concern relating to the wellbeing and safeguarding of a student using the Cause for
Concern reporting process so that the University can ensure that the student
receives suitable support — see UWTSD Wellbeing Service (uniticms.com) .

e) Work within the student-facing policy framework for the University especially in
relation to the Non-Academic Misconduct Policy, the Support for Study Policy, the
Fitness to Practise Policy and the Safeguarding Policy. Providers need to inform
themselves fully of the University’s student-facing policy framework in order to
adhere to it. If a Provider wishes to terminate or temporarily suspend a placement,
they should contact the University as soon as possible to discuss the situation.

f) Provide a designated Workplace Supervisor who will:

e act as the first point of contact for regular communication and collaboration
with the University, including recruitment and selection of placement students;
the organisation of University visits to the Placement Provider (where relevant),
any problems or queries during a student’s placement, and who will contact
the University immediately in cases of serious accidents, incidents or
breaches of discipline involving the student;

¢ conduct or make arrangements for the day-to-day supervision of the student
including periodic progress checks and instruction regarding hazards and
health and safety precautions;

¢ provide the University with student attendance data, where required, and in the
event of unexplained or unnotified absence, to flag to the University, concerns for
a student’s welfare as soon as possible.

g) Support staff development for workplace supervisors of students on placement,
liaising with the University for its provision, where appropriate.

h) Provide the student with a full and clear induction to the organisation and its
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working practices, procedures and requirements, including layout of the work
environment, different areas of work activity, health and safety, safeguarding
issues, introductions to supervisors, and expectations for interactions with clients
of the Placement Provider. For example, the need for client confidentiality (where
appropriate), intellectual property rights and compliance with regard to data
protection. Post-induction, provide the University with the completed PLAf
Induction Checklist.

i) Ensure that the student is fully informed about responsibilities, including those
contained in any statutory legislation and/or honorary contract.

j) Provide the student with appropriate instruction and training in working practices
to enable them to carry out their duties efficiently and safely. Where possible, offer
opportunities to assist students with career choices.

k) Liaise with the Student and Placement Tutor to ensure the placement offers
opportunities for learning and development and to develop suitable learning
objectives (which must be agreed by the student, the Workplace Supervisor and
the University).

l) Facilitate access to the student for visits by the Placement Tutor, where
appropriate.

m)Maintain clear and accessible records of any issues raised with the student and/or
Placement Tutor in line with the Cause for Concern process of the Fitness to
Practise Policy.

n) During and on completion of the placement, provide feedback to the University on
the student’s performance and confirmation of the hours in practice, (where
required) with any suggestions/recommendations for future enhancement.
Appendix PL1g Post-placement Review and Feedback is available for this
purpose.

University Responsibilities
The University has a responsibility to:

a) Recognise that students remain students throughout the placement and commit
appropriate levels of staff and other resources to placement governance activity to
ensure strategic oversight for the learning to be delivered and managed by the
Placement Provider. This will normally include the identification of (i) a Placement
Coordinator, whose duties would normally include the authorisation of placements
including organising and managing the placement arrangements in liaison with
the Placement Provider and student, and (ii) a Placement Tutor, who will act as
the student’s first point of contact, and will be responsible for providing training for
the Workplace Supervisor, visit the student on placement, (where appropriate) and
assess the student.

b) Provide training for University staff (Placement Coordinator and Placement Tutor)
who design and manage placement activity in order to develop their competence
in supporting the process and enhancing practice. The Placement Coordinator or
Placement Tutor will offer training to the Workplace Supervisors.

c) Provide guidance on sourcing, securing and learning from placement
opportunities.

d) Provide students with an appropriate briefing on physical and mental health and
well-being, the importance of maintaining a positive work-life balance, self-care ,
health and safety support, equality, diversity and inclusion prior to commencement
of any placement. Students must be advised and supported in the transition from
student to working environments and vice versa.

e) Ensure that any placement learning that forms part of a programme of study has
associated learning outcomes which:

- are clearly defined;
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k)

- contribute appropriately to the overall aims of the programme;

- are appropriately assessed. In cases where it is considered appropriate for
the assessment to be jointly conducted by the University and the Placement
Provider, the Placement Tutor will provide training for the Workplace
Supervisor and will establish and document the procedure by which this shall
be achieved.

Assess the suitability of a proposed placement through appropriate and

proportionate placement due diligence procedures using a risk-based assessment

process. The approval process will require the Placement Coordinator or

Placement Tutor to undertake a Risk Profile for each placement using the PL1d

Placement Risk Assessment Guidance and record the outcomes in Appendix

PL1e Placement Risk Assessment Template. This risk assessment activity will

include consideration of the information supplied in Appendix PL1a Placement

Provider Agreement, Appendix PL1b Placement Provider Questionnaire and

Appendix PL1c Student Placement Information and Personal Details (online

form).

International placements must comply with the PL1k International Travel Policy. It

inclughes:

o International Travel Handbook — this provides details on how to apply the
International travel policy and the stage gates in travelling
e International Travel Notification Form — to be used to log all international trips.

e @ |nternational Travel Risk Assessment template — the risk assessment
template to be used based on destination risk not necessarily workplace
hazards whilst abroad.

e @ Pre-Travel Checklist.

e International Travel Health / Emergency Contact Form — to be used by all
international travellers.

Ensure that Disclosure and Barring Service (DBS) checks are conducted, where

relevant.

Offer access to wider support services to all students and provide specialist advice

and guidance for those with additional support needs. This includes consideration

of students mental health and wellbeing and the provision of clear routes for
support. Access to counselling is not available outside the UK.

Ensure any students with additional requirements are referred to the appropriate

expert colleagues within the University for resolution. Where there are unique

learner needs, reasonable adjustments are to be negotiated with the Placement

Provider in cases where students are assessed under the terms of the Equality

Act, 2010. This relates to a range of ‘protected characteristics’ including race, sex,

sexual orientation, gender reassignment, religion or belief, pregnancy or maternity,

marital status, age and disability.

Comply with the requirements of the General Data Protection Regulations, 2016.

Ensure that explicit consent is sought from students to share relevant personal

information (such as protected characteristics) with the Placement Provider. This

information should only be passed to people to whom it is relevant (e.g. to HR
managers or Placement Provider Workplace Supervisors).

Provide a PL1j Student Placement Handbook that details placement information,

including guidance and support routes for, inter alia, student services support, mental

health and well-being, disability, bursaries, etc.

m) Clearly define appropriate points of contact and lines of communication between

the University, the Placement Provider and the student. These should include:

o Mechanisms for the Placement Provider to raise concerns or complaints about
any aspect of the placement, including an individual student's performance
or conduct.

« University emergency contact details.
« a schedule for maintaining contact (check-ins) with students and Placement
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Providers, including frequency and method.

n) Retain a full and detailed record of each placement.

o) Ensure that any concerns, complaints, incidents or breaches of codes of conduct
or discipline are dealt with in line with its student-facing policy framework,
Safeguarding Policy and the Placement Whistleblowing (Public Interest Disclosure)
Procedure.

p) Monitor all placement activity, ensuring that milestones are established,
maintained and recorded, and identifying and addressing promptly any issues of
concern and promoting the sharing of good practice.

q) Liaise with PSRBs or external accreditation bodies to ensure that placement
opportunities meet their requirements

r) Ensure that all parties are clear about the arrangements that will be made in the
event that a placement terminates prematurely.

s) Encourage connections and networks between placement students before they
begin their placement to create a supportive environment for individuals in similar
circumstances.

t) Arrange appropriate opportunities for gathering feedback from students,
Placement Providers and Placement Tutors, including suggestions for
improvement (see Appendix PL1g Post-placement Review and Feedback).

u) Support students in the transition back to the University, e.g., by reviewing
reasonable adjustments or offering refresher sessions.

1.2.2 Complaints Procedure

In the event that a student has a complaint about a placement, they should seek to
discuss the matter, in the first instance, informally with the Placement Tutor,
Placement Coordinator or Academic Director. In the event that the student is
dissatisfied with the response, they shall follow the formal Student Complaint Policy
associated with Chapter 12 of the Academic Quality Handbook.

The University can only consider student complaints about a placement where the
service provided by the placement provider has impacted on the learning experience
for which the University is responsible. The University may advise the student to raise
their complaint directly with the placement provider in the first instance, e.g. to seek
a local remedy or allow a comprehensive investigation.

1.2.3  Fitness to Practise Policy

The University, in conjunction with the placement provider, has a responsibility to
ensure that the student exhibits principles, values and behaviours during the course
of their studies that demonstrate that they are ‘fit to practise’ and are adequately
prepared to function at a professional standard upon successful completion of the
Programme of Study.

The University expects that concerns relating to a student’s fithess to practise are
raised in the first instance through the Cause for Concern process outlined in the
Fitness to Practise Policy. Actions and outcomes of cause for concern should be
recorded by the Placement Provider and communicated to the University.

Where there are serious concerns in relation to the fitness to practise of a student,
the Fitness to Practise Policy and/or Support for Study Policy will be instigated.
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Leaving a placement before the agreed end date of the placement

Should a Placement student need to leave the Placement earlier than the agreed
date, they must seek approval from the Placement Coordinator who will evaluate the
circumstances in liaison with the student. Approval should usually be sought in
advance of the departure but in urgent circumstances may be as soon as possible
afterwards. Placement Coordinator approval will be granted only in cases where there
are valid or exceptional circumstances and any further Placement opportunities will
be undertaken without penalty, which may be subject to the usual Extenuating
Circumstances application approval.

Should a Placement student leave the Placement early, either (i) without valid reason
and approval by the Placement Coordinator or (ii) as a result of dismissal by the
Placement Provider arising from poor performance or inappropriate behaviour, the
student will receive a mark of zero for the Placement module or specific component(s)
thereof. At the discretion of the Examining Board, the student may be eligible for a
resit opportunity, which may be with an alternative Placement Provider, at a time
determined by the Examining Board. In such instances, all resit Placement related
paperwork must be submitted by the student and approved by the Placement
Coordinator before the commencement of the resit Placement.

Document version control

Version No: | Reason for change: Author: | Date of change:

0.1

Draft Protocol to Chair of ASC KJ 29.06.2021

0.2

Approved Protocol KJ 29.06.2021

0.3

Minor revisions to appendices references | CJ 12.09.2022

0.4

Draft revised Protocol, incorporating new| KJ 22.09.2023
ASET/UUK guidance, to Chair of ASC
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