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11.1 Purpose of teaching and learning 
 
1. This chapter describes the steps taken by the University of Bedfordshire to support 

student achievement through the curriculum and associated teaching and learning 
activities. It should be read in conjunction with other chapters of the Quality Handbook 
especially those dealing with Assessing learning (Chapter 8) and Student support 
(Chapter 10).  

2. The University’s has a vision of a University of Bedfordshire graduate who is:  
‘knowledgeable, critical and creative; who understands who they are and what they want 
to achieve; who can communicate effectively, evidence attainments and function in 
context, and who has the skills, self-confidence and self-regulatory abilities to manage 
their own development. Such a graduate is eminently employable, capable of working 
with and learning from others, of adding significantly to their local community and 
prepared for life in an ever-changing environment’. 
This vision guides curriculum structure, content and delivery. 
 

11.1.1 Institutional management and oversight 
1. The Deputy Vice Chancellor (Academic) provides strategic oversight of teaching and 

learning supported by the Director of Academic and Organisational Development. 
2. Teaching Quality and Standards Committee (TQSC) has responsibility for implementing 

and monitoring policies relating to the quality of teaching and learning. 
3. Student Learning and Success Committee (SLSC) (formerly the Quality Enhancement 

Committee) has responsibility for initiatives and strategies to enhance the quality of 
teaching and learning. 

4. The Centre for Learning Excellence (CLE) works across the University supporting 
effective teaching practices and developing the professionalism of academic staff. 

 

11.2 Principles of teaching and learning 
 

1. The broad principles set out here apply to all learners irrespective of: 

• Academic subject; 

• Location of study – for example at any campus, on placement or in the 
workplace, distance learning or with a collaborative partner at home or overseas; 

• Mode of study – for example face-to-face, e-learning, blended learning and 
whether studying full-time, part-time or work-based; 

• Student characteristics - age, disability, gender reassignment, pregnancy or 
maternity, race, ethnic origin or national identity, religion or belief, sex or sexual 
orientation; 

• Previous educational background, breaks since the last experience of academic 
study or time spent in the workplace; 

• Student nationality or fee-status – for example home, EU or international. 
2. It is recognised that some aspects of teaching and learning practice may need 

contextualisation or adaptation to particular contexts, for example when working with 
partners. Approval processes (see Chapters 2 and 7 of the Quality Handbook) consider 
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and agree any adaptations to ensure that the principles are met in line with the 
requirements of the University and expectations of the Quality Code. 

 

11.2.1 Definitions 
1. Teaching and learning activities are designed to convey to students the nature of the 

learning experience and, particularly, to emphasise students’ responsibility for engaging 
in structured learning activities beyond those in timetabled classes. The aim is to 
emphasise that reading and other activities are important and that as students progress 
they have an increasing responsibility for identifying these to support their own learning. 
Therefore, the University identifies the following types of learning activity: 

• Scheduled Learning, referring to ‘any activity that a student is expected to 
attend or undertake at a fixed point in time with no flexibility relating to when it is 
undertaken’. Usually this means a timetabled activity. 

• Guided Learning, referring to ‘activities defined by the tutor and expected of 
learners within a specified period rather than at a set time’. 

• Independent Learning, referring to ‘activities recommended by the tutor to 
learners in order to augment their studies and undertaken at a time of the 
students’ choice’. 

• Autonomous Learning, referring to ‘activities determined by learners and 
undertaken at a time of their choice’. 

2. Definitions of different forms of work-based learning can be found in Appendix 1. 

 
11.3 Processes for teaching and learning 
 
11.3.1 Curriculum Framework - CRe8 
a Overview 
1. The curriculum is the prime means by which learner development is supported, aided by 

support from professional services such as Academic Liaison Librarians (ALLs) and 
Professional Academic Development (PAD). Carefully considered and constructed 
teaching and learning activities provide the means by which learner development is 
achieved and CRe8 (originally the Curriculum Review for 2008) provides the agreed 
framework for institutional teaching, learning and assessment practices. CRe8 has the 
following inter-related aims: 

• to provide a curriculum which excites, motivates and engages students; 

• to develop students as independent self-regulatory learners; and 

• to prepare students for future life beyond the University. 
2. There are five inter-related strands to CRe8: Personalised learning; Curriculum design 

and delivery; Realistic Learning, Employability, and Assessment. These are set out in the 
revised CRe8 framework (see Appendix 2 and 
https://www.beds.ac.uk/cle/innovation/cre8/) 

3. CRe8 should be used in course design to: 

• develop effective teaching, learning and assessment strategies; 

• identify teaching and learning activities that provide structured learning support 
for students from diverse backgrounds; 

https://www.beds.ac.uk/cle/innovation/cre8/
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• develop effective assessment strategies; 

• establish the balance in the responsibilities of the course team and students in 
providing an effective learning experience appropriate to the level of award. 

4. CRe8 should be used in the delivery of teaching and learning activities to: 

• provide an effective learning environment in face-to-face sessions and online; 

• help make connections between activities, units and levels; 

• establish the balance in the responsibilities of the tutor and students in delivering 
an effective learning activity. 

b CRe8 in context 
5. The University’s expectation is that course teams and tutors are familiar with the ideas in 

CRe8 and are actively working to embed them in the learning experiences of their 
students. Course teams and individual unit tutors are expected to be working with the 
CRe8 framework, setting it within the context of their own subject and using it for 
evaluating and evolving their practices.  

c CRe8 and partners 
6. It is recognised that partners may be at a different level of understanding of CRe8 and its 

application. All partners should be actively working to embed the CRe8 framework into 
their practices and link coordinators and others provide support and guidance to enable 
this to happen. 

 
11.3.2 Defining courses and units 
1. The definitive record of the content and structure of courses and units as approved for 

delivery by the University is held in Course Information Forms (CIFs) and the 
corresponding Unit Information Forms (UIFs). Template forms and more detailed 
guidance on how each should be completed in associated manuals can be found on the 
University intranet.  

 

11.3.3 Delivering teaching and learning activities 
a Teaching standards 
1. The University has established minimum expectations of its teaching practices. These 

are set out in Appendix 3 and issued to staff in the guide ‘Teaching at the University of 
Bedfordshire’ available from https://www.beds.ac.uk/cle/policies/guides/. They form the 
basis for: 

• Review of teaching practices within probationary procedures; 

• Review of teaching within the peer support process; 

• Meeting the requirements of the UK Professional Standards Framework within 
the Professional Teaching Scheme (PTS); 

• Making judgements within the University’s capability procedures. 
 
b Teaching schedule 
1. Each unit has an approved schedule of learning activities. Changes from this require 

institutional approval except in the case of unforeseen events such as staff illness. The 

https://www.beds.ac.uk/cle/policies/guides/
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procedures to be followed in such circumstances are set out in ‘Teaching at the 
University of Bedfordshire’. 

c Reading weeks 
2. Students may be given reading weeks where this is formally recorded in the teaching 

schedule for the appropriate unit(s). Where reading weeks are utilised students must be 
given a range of activities to consolidate and extend their learning and which should 
feature in the teaching schedule associated with each unit. 

d BREO 
3. Bedfordshire Resources for Education Online (BREO) contains a suite of tools designed 

to support students’ learning in each unit. All units have a BREO site and each has a 
standard configuration for core information to ensure that students receive a consistent, 
minimum, level of information.  

4. The minimum specification includes the following: 

• Announcements - notifications and updates regarding the running of the unit; 

• Unit information - the current approved UIF for the unit; 

• Guided learning - structured, organised materials and activities for students to 
access and undertake so that they come to scheduled sessions (lectures, 
workshops, tutorials, seminars) fully prepared; 

• Assessment and feedback - a detailed and comprehensive assignment brief for 
each assignment and associated grading criteria. This area will also contain each 
assignment’s submission link to Turnitin; 

• Reading list - direct access to the approved reading list for the unit via Reading 
List software; 

• Teaching team - tutor information, including information about availability for 
meeting with students; 

• Student Voice - feedback from the BUS results for the unit from last year and the 
current year (when available) together with the action taken/planned as a result. 

5. How BREO is used beyond this minimum specification is dependent on the nature of the 
course and the unit tutors. The use of technology should always support effective 
pedagogic practice but actively using BREO: 

• Develops students’ digital literacy skills; 

• Provides structured access to guided learning activities; 

• Provides a repository for support materials that enhance and extend students’ 
learning; 

• Provides familiarisation with the mechanism by which students submit 
assignments. 

6. Tutors have a responsibility to ensure that online activities are appropriately structured 
and monitored.  

7. Activities using social media must adhere to the University’s social media policy.  
Specific guidelines associated with teaching and learning are provided as Appendix to 
the policy. 

e Copyright 



Page 9 of 40 

Quality Handbook Chapter 11:  
Teaching and learning  

QAP0364 
 

8. Tutors are responsible for ensuring that materials and resources utilised are accessible 
and do not infringe copyright legislation. Academic Liaison Librarians provide detailed 
guidance and support on this issue.  
 

11.3.4 Distance learning 
1. In distance learning provision there is no requirement that students meet face-to-face 

with tutors. Courses or individual units may be defined as distance learning but delivery 
of provision in this mode needs institutional approval to ensure the quality of the learning 
experience is maintained. 

2. Course or unit teams, through the approval process, will need to indicate how University 
expectations are met in the following three areas: 

• Structure and Content; 

• Community; 

• Assessment for Learning. 
Further details can be found in Appendix 4: The design, support, interaction with 
learners, feedback and evaluation of distance learning courses. 
 

11.3.5 Placement learning 
1. The University’s policy on placement learning, Appendix 5, sets out the requirements for 

student placements and related activities. It aims to: 

• ensure there are procedures in place to provide high quality placements for 
students; 

• support effective working relationships with placement providers; 

• meet legal and statutory requirements; 

• clarify the responsibilities and rights of the various parties involved. 
2. The policy covers placements where students are supported to gain work experience of 

direct relevance to their course. Two types of activity are covered: placement learning 
and some forms of internship. The policy sets out the University’s expectations of staff, 
students and employers.  
 

11.3.6 Personal Academic Tutoring (PAT) 
1. The ethos and operation of the personal academic tutoring system is one that aims to 

improve student achievement based on sustained engagement with academic staff in a 
positive coaching conversation. All undergraduate students are allocated a Personal 
Academic Tutor (PAT). For more detailed guidance on the operation of the scheme see 
Appendix 6 and https://patadmin.beds.ac.uk/ics. 
 

11.3.7 Peer Assisted Learning (PAL) 
1. Peer Assisted Learning provides a structured mechanism by which students support 

other students with their studies and with acclimatising to student life. All campus-based 
undergraduate courses should include PAL within their curriculum. Normally this involves 
trained and supported second or third year students working with groups of first year 
students through scheduled sessions. In some subject areas the nature of the curriculum 

https://patadmin.beds.ac.uk/ics
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means that there are approved variations to this practice. Further details can be found at: 
https://www.beds.ac.uk/pal. 
 

11.3.8 Inclusive practices 
1. An inclusive curriculum seeks to ensure the best educational outcomes for all learners by 

reflecting the diversity of their backgrounds and experiences and by removing barriers to 
their success. 

2. The principle of inclusivity in teaching, learning and assessment is embedded in the 
University’s educational vision. It also underlies the mission of creating ‘a vibrant, 
multicultural learning community’ and the objective as a widening participation university 
of serving its local communities and non-traditional students.  

3. These institutional aims are extended by the Equality Act 2010 which sets a legislative 
framework for inclusivity. Based on the 2010 Act, the University’s Single Equality 
Scheme makes clear that the University’s approach is proactively geared towards 
promoting equality throughout its relationships and activities rather than limited to 
meeting its legal obligations.  

4. The equality framework set by current legislation attributes a particular set of meanings 
to inclusivity which are summarised below. 

i. Gender, race, sexuality, disability, age and class are seen as dimensions of enduring 
social disadvantage and inequality which permeate all institutional structures and 
practices. Promoting inclusivity within the curriculum is a means of challenging 
institutionalised discrimination as well as protecting learners against racism, sexism, 
ageism, disablism and homophobia in the classroom.  

ii. The negatives of social difference (racism, sexism, ageism, disablism, homophobia 
and so on) are distinguished from the richness of individual and cultural diversity. To 
avoid what has been called the ‘saris, samosas and steel bands’ approach to 
multicultural education, inclusivity should move beyond valuing and responding to 
diversity to challenge the negatives. 

iii. The emphasis is on multiple and cross-cutting axes of disadvantage rather than on 
single characteristics, such as gender, ethnicity, class, sexuality or disability. Women 
may be Black and have a disability, men may be gay and working class, and so on. 
Learners belong to several social groups simultaneously rather than being fixed 
members of one. Nor are individuals inevitably disadvantaged in every situation. 

iv. Inclusive teaching, learning and assessment seek to expose and decentre taken-for-
granted disciplinary assumptions. That experiences and perspectives are diverse is 
treated as the starting point for curriculum design and delivery rather than an add-on 
extra to the mainstream curriculum.  

v. Diversity and difference is viewed as part of the experience of all learners rather than 
belonging only to minority groups. It is not a question of us and them: everyone’s 
experience is shaped by race, class, gender, sexuality, disability and so on. In other 
words, white is an ethnic category, heterosexuality is one definition of sexuality 
amongst several, gender is about men as well as women, disability is part of the life-
course experience for most people, and so on. 

5. These understandings of inclusivity need to be located within those already articulated 
within the CRe8 curriculum framework. This adds two more principles, as follows. 

vi. Although students’ differing histories, nationalities, life experiences, social and 
cultural backgrounds influence learning needs; inclusivity embraces other 
differences, including mode of study, entry qualifications, and approaches to learning. 

https://www.beds.ac.uk/pal
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vii. Whatever the relationship between learners’ needs and rights on the one hand and 
membership of social groups on the other, the individual remains the central focus of 
the inclusive curriculum. 

6. Pointers to the way in which these seven principles can be applied are set out in three 
briefing papers which can be found at https://www.beds.ac.uk/cle/policies/guides/: 

• inclusive curriculum design;  

• inclusive teaching practices;  

• inclusive assessment. 
 

11.3.9 Student feedback (BUS) 
1. The University uses the Bedfordshire Unit Survey (BUS) to gather feedback from 

students on their experiences of each unit they study. The BUS operates at all academic 
levels. The surveys are undertaken around half to two-thirds of the way through each 
unit and feedback on the outcomes are provided to students before they complete their 
units. It is the responsibility of unit coordinators to ensure that their units are surveyed. 

2. Further details of the BUS process can be found in Appendix 7. 
3. Partners who do not use the BUS must adhere to the parameters for student experience 

survey set out in Appendix 8. 
 

11.3.10 Information for students 
1. Study-related information for students is provided at a number of levels. 

• General information on the University through the University’s online Gateway 
(BREO). Students should be referred to this for current relevant policies and 
procedures.  

• Course information through course handbooks. A template for a course 
handbook is provided at https://www.beds.ac.uk/cle/policies/course-co-
ordination/. Course handbooks must be made available to students online via a 
link on the BREO gateway. They may also be provided in hardcopy depending on 
local practice. 

• Unit information through the BREO unit structure with a minimum specification 
(see 11.3.3 (d)) 

• Topic-specific handbooks about aspects of the course (e.g. placements). 
2. Further details are given in Guide 6: A Guide to information to students, available from 

https://www.beds.ac.uk/cle/policies/guides/. 
 

11.3.11 Staff qualifications, development and support 
a Qualifications and experience  
1. The University expects tutors to be appropriately subject-qualified and trained to teach at 

higher education level.  
2. All full-time and part-time, university-based, academic staff are expected to be 

recognised by the Higher Education Academy or to be working towards recognition 
through the University’s Professional Teaching Scheme, which aligns with the UK 
Professional Standards Framework or via other means.  

https://www.beds.ac.uk/cle/policies/course-co-ordination/
https://www.beds.ac.uk/cle/policies/course-co-ordination/
https://www.beds.ac.uk/cle/policies/guides/
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3. Staff new to the University receive corporate and local induction into university 
expectations of teaching and learning practices. 

4. Research students who support teaching and assessment activities are required to be on 
the register of appropriately trained research students. 

5. It is the responsibility of Faculty Executive Deans to ensure that hourly-paid lecturing 
staff are appropriately supported in line with University policy. 

b Continuing Professional Development 
6. Academic staff, in conjunction with their line managers, have a responsibility to ensure 

that their teaching practices are effective and that they are kept up-to-date with 
developments in teaching and learning within the University and in relation to their 
subject. 

7. The University operates a peer support of teaching scheme designed to share effective 
practice amongst school/departmental staff (see 
https://www.beds.ac.uk/cle/policies/guides/). 

8. The University, through the Centre for Learning Experience (CLE), provides supporting 
materials and professional updating for experienced academics and professional support 
staff.  

c Support for partners  
9. The subject qualification and training of staff in partner institutions is considered as part 

of the approval process (see Quality Handbook Chapter 7). 
  

https://www.beds.ac.uk/cle/policies/guides/
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Appendix 1: Work-based learning definitions 
 
The University uses the following definitions to differentiate between the ways in which the curriculum can be enriched by engagement with the 
world or work. 

 Definition Amplification Location Definition of 
outcomes Credit 

Work as a study-mode: where the work context provides the basis for academic outcomes 

Work-based study 

A mode of study where 
students use their employment 
to define and demonstrate 
academic outcomes across a 
programme of study. 

Students are working in subject-related employment at 
a level where the context is commensurate with the 
level of study and significant learning outcomes are 
assessable through activities aligned with work-related 
tasks. 

Work Negotiated Yes 

Work-integrated learning: educational activities that integrate theoretical learning and its application and result in the award of academic credit. 

Work-related 
learning 

Educational activities that 
integrate work practices. 

Typical workplace activities are integrated into activities 
in the University (lectures, seminars, laboratories, etc.) 
through placement-based learning, case studies etc. 
and support assessment. 

University University Yes 

Work-based 
learning 

Structured learning that takes 
place in the workplace or a 
practice setting and is integral 
to an HE programme. 

A structured academic programme with designated 
outcomes, controlled by the University, and delivered or 
facilitated in the workplace or in a practice setting by 
academic staff, staff of the employer, or both.  

Work University or 
negotiated Yes 

Placement 
learning 

Organised course-relevant 
and pre-defined work 
experience that is a scheduled 
part of the student’s curriculum 
and attracts academic credit. 

Often associated with professional body requirements. 
Students gain academic credit usually through detailing 
and reflecting on their experiences. Close supervision 
and sometimes work-based assessment is likely either 
by a member of staff or an approved workplace mentor.  

Work 
University or 
professional 

body 
Yes 

Work-informed 
teaching 

Teaching which draws on 
students’ relevant work 
experience. 

Examples include professional and vocational courses, 
usually part-time, where the students are in relevant 
work and the course deliberately draws on this but the 
academic input remains the focus of the learning.  

University University Yes 

Work-related opportunities: which enrich the learning experience but are not directly associated with credit. 

Internship Organised work experience 
that does not attract academic 

May or may not be subject related but is often mediated 
by the University (for example non-credit bearing 
sandwich years). Some supervision or monitoring is 

Work Open No 
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credit. likely to be involved since the University has a duty of 
care for its students. Students may be required to 
complete tasks or activities but these are not assessed 
and graded. 

Curriculum 
enrichment 

Activities additional to the 
curriculum which enable 
students to appreciate working 
practices and/or environments.  

Are subject related but not formally assessed. 
Examples include organised visits, study tours, guest 
lectures from professionals or other similar activities 

Any Open No 

Work experience 

Using the context of work to 
develop knowledge of working 
practices and the skills for 
work. 

May arise from students’ general employment. 
Emphasis is on the development of generic work-
related skills rather than subject-specific skills. 
Students can draw on experiences for the EDGE 
award. 

Work Open No 
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Appendix 2: CRe8 framework 
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Appendix 3: Minimum teaching expectations 
 
We expect our staff to deliver classes to a professional standard and in a professional 
manner, and to demonstrate respect for the commitment of our students, and for the work of 
colleagues. 
Anyone teaching University of Bedfordshire students must consistently demonstrate 
minimum acceptable standards and practitioner competence. Guidance, help and advice is 
provided through institutional processes, including induction, mentoring, coaching and peer 
support as well as from the Centre for Learning Excellence. 
Teaching sessions start on the hour and run for 50 minutes. 
Teaching to Approved Specifications 
The content, learning activities and intended learning outcomes of any session must be 
appropriate, accurate and relevant, consistent with the approved Unit Information Form (UIF) 
or other guidance provided to students.  
Effective Preparation and Organisation 
This requires tutors to: 

• Be prepared with clear intended outcomes for each session; 

• Provide supporting material and activities on BREO where appropriate; 

• Arrive in adequate time to start the session on time; 

• Run the session for the time scheduled – and finish on time; 

• Leave the room in a reasonable state. 
Effective Implementation and Delivery 
This requires tutors to: 

• Greet the students with respect; 

• Set the scene at the start (indicating the intended outcomes and relating the 
content to prior sessions and other learning); 

• Make sure that the session is not a verbatim account of materials already 
available on BREO; 

• Communicate effectively (in terms of diction, audibility, intelligibility, speed of 
delivery, eye contact); 

• Pitch the session at the appropriate level; 

• Display enthusiasm for the topic and for student learning; 

• Model University values and an inclusive approach; 

• Adapt sessions to maintain student interest through relevance, topicality, active 
learning or other means; 

• Check for student understanding; 

• Use AV equipment or other planned technology effectively; and 

• Summarise at the end of session. 
Effective Management 
This requires tutors to: 
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• Ensure a non-disruptive and quality experience for all by maintaining discipline 
supported by established ground rules; and 

• Deal with any lack of respect by students. 
Critically Reviewing Session 
This requires tutors to: 

• Evaluate the effectiveness of teaching after each session. 
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Appendix 4: The design, support, interaction with learners, 
feedback and evaluation of distance learning courses  
 
The purpose of this policy is to define the way in which tutors should work with students in 
the online environment. It is not meant to be exhaustive, but to indicate the range of activities 
a typical online tutor should undertake with student groups to ensure that standardised 
procedures are followed which link to the University’s main procedures. Distance learning 
covers any award or part of an award which is delivered, assessed, or supported through 
means which do not require the student to attend particular or regular events at the 
University's campuses. 
Course design 
The University has guidelines for the effective design of distance learning courses to help 
ensure a positive learner experience. These are available from the CLE who will provide 
help and support to course teams designing and developing distance learning provision 
once formal approval has been obtained.  
Teaching and assessing for learning in distance learning modes defined 
The practice of teaching and assessing for learning in the distance learning context has 
many parallels with in-person teaching, however there a number of key differences which 
this policy helps to highlight for tutors. Practices which take place in the classroom in many 
cases loosely translate into the online environment. In the sections below the policy 
discusses activities which take place solely online, and the University’s expectations. 
There are four areas which form a key part of delivering the online experience: 

• Providing support for students online 

• Interacting with students online 

• Assessing students in the online environment and providing feedback on 
progress (monitoring) 

• Evaluation of the learning experience 
Providing support for students online 
Supporting students online falls into three categories: academic, technical and 
administrative.  
Academic support is defined as being anything relating to learning outcomes or assessment 
outcomes. 
Technical support is defined as offering students support to ensure that they are able to 
satisfy a minimum level of activity, for example: students must be able to access web based 
teaching resources and must be able to log into BREO. 
Administrative support covers areas that our in-person students may typically seek help with: 
financial enquiries, enrolment issues, updating of records within SITS and enquiries outside 
the scope of academic and technical intervention. 
The routes and mechanisms for students to seek support online should be clearly presented 
to students within the initial BREO unit site, and reminders included within subsequent units. 
The time of support, and range of support that tutors can provide should be clearly stated to 
students, and the support offered to single or small groups of students should not adversely 
impact upon the greater group. 
Interacting with students online 
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The University defines four types of online learning activity: induction, guided learning, 
independent learning and autonomous learning. This mirrors that for non-distance learning 
but induction is viewed as an important part of the learning experience. The amount of 
guided learning is likely to be significantly more than that for non-distance learning as it 
encompasses both the guided and scheduled elements of traditional approaches.  
Tutors delivering distance learning programs should ensure: 

• Interactions are appropriate and relevant to the learning experience; 

• All students are encouraged to participate through techniques similar to that in 
our online teaching course (or equivalent); 

• Students are provided with clear expectations about support; 

• The rules for the types of postings and interaction online are spelt out within the 
induction materials; 

• Tutors and students should be aware of the University’s Social Media Policy and 
Guidance. 

Assessing students in the online environment and providing feedback on progress 
(monitoring) 
Staff should ensure that students are provided with regular feedback on progress, the 
methods for which are published in the CLE’s online guidance. 
Where students are not logging into BREO regularly tutors should contact students to ensure 
there are no barriers to them continuing their studies. 
Staff should encourage students to provide feedback to each other, and should help 
students to develop this process. 
Assessment tasks must reduce the risk of students submitting work that is not their own (the 
general processes for reducing risks as applicable to non-distance provision apply in a 
distance learning context). 
Evaluation of the learning experience 
Students should be provided with an opportunity to complete a survey about their 
experiences; this should reflect the University’s current BUS survey adapted for distance 
learners. The CLE will provide advice and guidance. 
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Appendix 5: Policy on student placements 
 
Purpose 
This policy sets out the University’s requirements for credit-bearing student placements. It 
has been developed: 

• To ensure there are procedures in place to provide high quality placements for 
students; 

• To support effective working relationships with placement providers; 
• To meet legal and statutory requirements; 
• To clarify the responsibilities and rights of the various parties involved. 

 
Scope 
This policy covers placements where students are supported to gain work experience of 
direct relevance to their course. Two types of activity are covered by this policy: placement 
learning and some forms of internship as defined in the following sections. The policy uses 
the term ‘placement’ to cover both types of activity. 
Work experience which is not part of a programme of study, such as part-time, term-time or 
holiday work which students have arranged for themselves for experience or financial gain, 
is not covered within this policy, neither is volunteering. These potentially valuable 
opportunities may form part of students’ applications for the Bedfordshire Edge Employability 
Award or alternatively be recorded on their Higher Education Achievement Report (HEAR). 
This policy does not include exchange programmes with other universities although many of 
the same principles apply.  
Placement learning 
Placement learning is defined by the University as ‘organised course-relevant and pre-
defined work experience that is a scheduled part of the student’s curriculum and attracts 
academic credit’. 
Placement learning is associated with academic credit and must be associated with 
summative assessment. This may be through assessment activities undertaken whilst on 
placement or through assessment once the formal placement is completed. Assessment of 
placements will be associated with a designated unit or units forming part of the student’s 
approved diet. 
There may be additional PSRB requirements on placement organisers and on placement 
providers in some subject areas which will be detailed within subject-specific placement 
agreements and/or handbooks. These requirements usually form part of a formal, detailed 
and documented contract between the University and placement providers.  
Internships 
Internships are defined by the University as ‘organised work experience that does not attract 
academic credit’. This policy explicitly covers those that are organised by course teams and 
are course-related. Examples include sandwich years or shorter placements arranged by the 
University. Some supervision or monitoring is involved since the University has a duty of 
care for these students. Students may be required to complete tasks or activities but these 
are not assessed for academic credit. 
Many of the practices detailed in this policy will be of relevance to other forms of internship, 
such as those organised by the University to provide general work experience, but are not 
explicitly included.  
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Placement overseas 
Students may be placed overseas or elect to be placed overseas. In such circumstances, 
those responsible for overseeing students on placements need to ensure that the basic 
principles outlined in this policy are adhered to. There is no requirement that students are 
visited but tutors must ensure that students are working in a safe environment and that there 
is regular contact. A detailed risk assessment must have been undertaken, be appropriately 
documented and contain emergency contact procedures. 
Placement within the University 
The University is a major employer and there are opportunities for suitable placements within 
the University. In such circumstances the expectations on the placement student are the 
same as any other employee and this needs to be emphasised and monitored. Steps will 
need to be taken to ensure that the placement student does not have access to the personal 
information of fellow students. 
Placements as part of collaborative provision 
Where placement learning is required a part of provision leading to an award of the 
University but delivered by one of its collaborative partners, the University will normally 
devolve the responsibility for arranging, managing and monitoring placements to the partner 
institution.  
The precise nature of the arrangements will be clarified at the point of course 
approval/approval to deliver a franchised course. The collaborative partner will be required to 
clarify the mechanism they employ to provide assurance that the principles set out in this 
policy are followed, that students undertaking placements are in an appropriate environment 
and that they are able to achieve the appropriate learning outcomes of the units/course 
through the placement. 

 
Benefits of placements 
Providing effective placements has significant benefits for all those involved. These are 
outlined below (adapted from ASET1 guidance) and the University expects these benefits to 
be maximised for all concerned. 
Placement benefits to students 

• Potential enhancement of graduate employability 

• Professional development, working knowledge and experience 

• Opportunity to recognise and meet professional standards, as required, prior to 
full employment. 

• Creation of a network of industry, sector and professional contacts and job 
opportunities; 

• Career ideas and insights; 

• Significant CV enhancement; 

• Improves academic performance  

• Provides opportunity to apply academic theory/learning to practice; 

• Increases motivation for future study; 

                                                
1 See www.asetonline.org. The University is a member of ASET and further details are 
available from the CLE. 

http://www.asetonline.org/
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• Personal development in terms of confidence, self-esteem and increased ability 
to recognise the value of the academic learning to the workplace with an ability to 
articulate that relevance; 

• Work ethic and understanding of requirements of chosen career path; 
Placement benefits to employers  

• Access to new ideas, understanding of relevant research and new approaches; 

• Access to cost-effective employees equipped with specific skills, an up-to-date 
overview of the sector/profession and latest developments; 

• Motivated, committed and engaged employees; 

• Opportunity to assess students’ potential for future employment – in some cases 
this may be an opportunity to give a potential recruit a no-obligation trial; 

• Flexibility in staff deployment and increased productivity; 

• Increased awareness of current academic developments in the particular 
discipline;  

• Generating effective links with the academic community; 

• Opportunity to work with higher education, articulating needs and requirements 
for the future in terms of workforce skilling, research and problem solving; 

• Opportunities for employer’s staff to develop CPD as mentors; 

• Mentor training offered to employer’s staff by the University of Bedfordshire for 
most professional courses; 

• Realistic opportunity to understand and explore the potential of University of 
Bedfordshire students. 

Potential employers should be aware that placement students must return to continue their 
studies.  
Placement benefits to the University 

• Opportunity to ensure graduates understand first-hand the relevance of their 
degree experience within their chosen career; 

• Promotes employer engagement in other areas such as curriculum design and 
can lead to joint ventures such as custom-built training courses and collaborative 
research; 

• Excellent way of demonstrating to employers the validity of course content; 

• Way of assisting our graduates to develop the attitudes and qualities employers 
demand; 

• Enhanced academic performance identified in many areas achieved by students 
who undertake placements; 

• Focused way of developing strong partnerships with employers; 

• Enables clear identification of ways in which partners and the University can work 
together; 

• Improved engagement and shared aims has the potential to develop new 
business. 
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Placement reimbursement  
The University, in line with other higher education institutions, expects employers to offer at 
least the minimum wage for placement or internships, and will only support unpaid posts in 
charities and voluntary organisations or those lasting less than four weeks. In such 
circumstances students are expected to be reimbursed for their travelling costs.  
For some areas, particularly linked to professionally accredited courses, students undertake 
unpaid placements but are in receipt of bursaries designed to cover placements. 
In order to enable students to be fully aware of the financial implications of their course, all 
course marketing material and the course handbook should clearly state whether students 
are expected to undertake paid or unpaid professional placement and the duration(s) of any 
placement(s).  

 
Responsibilities 
Introduction 
Any professional body requirements for placements must be clearly stated in programme-
specific documents relating to placements within each discipline. These should be prepared 
by the course team working with professional body regulators and placement providers. 
They should be written clearly without ambiguity for all employees and students involved in 
placements to understand.  
The University will establish mechanisms at institutional, faculty or School/Departmental 
level to assist students in finding suitable placements where relevant. The onus may be on 
the University or the student supported by the University, to find the placement and this 
should be clearly specified in marketing and other relevant publicity. Where the programme 
of study incorporates a mandatory placement, there is an obligation on the University to 
provide support for securing that placement experience. The nature and extent of the 
support should be clearly set out in the Course Information Form for the programme. 
The head of the relevant academic School/Department is responsible for ensuring that, prior 
to commencement, they have in place individuals who will coordinate, manage, monitor and 
support the placement together with the administrative support for the operation of the 
placement.  
Placement Coordinator  
[This role may be identified by a different title such as Professional Lead. The title of the role 
holder must be clearly identified in course-specific documentation. There may be several 
individuals undertaking this role depending on the number of placements involved.] 
The Placement Coordinator will be a named University of Bedfordshire academic who will 
oversee placements and coordinate Placement Tutor activities within a given course or unit. 
The Placement Coordinator, who may also be the Course or Unit Coordinator, is responsible 
for the Placement Handbooks (or equivalent documentation in the form of Learning 
Agreements), setting applicable learning outcomes for the placement, ensuring support, 
monitoring, academic evaluation and, where applicable, assessment arrangements are in 
place which they consider will best support students to achieve the learning outcomes of 
their placement.  
This role-holder is responsible for the pre-course and pre-placement information to students 
enabling informed choices about routes of study. This should include as a minimum: details 
of any professional body requirements for placement, outline details of timing of placements 
within courses, whether students are expected to find their own or be allocated places, 
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duration of placements, whether they are paid or unpaid and whether weekend and/or 
antisocial hours working may be required.  
This role-holder is also responsible for overseeing and monitoring the training and support of 
the other staff members of the placement team, and monitoring that students have received 
effective pre and post-placement guidance.  
Placement Tutor  
[This role may be identified by a different title such as Professional Lead, or Placement Link 
Tutor. The title of the role holder must be clearly identified in course-specific documentation.] 
The placement tutor is a named member of University academic staff designated as the 
person responsible for overseeing the placement learning experience of individual students. 
This may include arranging and/or approving placements depending on the specific 
placement arrangements of the School/Department. Responsibilities include supporting 
students during the placement, provision of online materials where relevant to guide and 
develop learning through the placement, regular documented email and/or 
telephonic/electronic communication, and visits to the placement.  
The Placement Coordinator and Placement Tutor may be the same person.  
Placement Supervisor/Mentor 
[This role may be identified by a different title such as Practice Educator. The title of the role 
holder must be clearly identified in course-specific documentation.] 
A named individual designated by the placement provider to be responsible for supervising 
the student in the work place during their placement. In placements required for professional 
body recognition, those responsible for mentoring/supervising may be required to meet 
certain criteria and set standards in terms of qualifications and experience. Clear written 
supportive guidance must be given and agreed with these role-holders (and their employers 
if necessary) prior to commencement of the placement.  
Responsibilities of placement providers 
Each Placement Tutor is responsible for ensuring the placement providers with whom their 
students are placed are aware of their responsibilities in terms of: 

• Providing learning opportunities and what these may be; 

• Their role if appropriate in assessment of students; 

• Health and safety of our students (this may be covered by a pre-visit audit, 
learning agreement, and as an essential part of the placement monitoring); 

• Making reasonable adjustments to meet equality and diversity legislation; 

• Their role in inducting placement students into their company/place of work; 

• Their role in teaching placement students if this is relevant; 

• Ensuring students on placements have opportunities to make progress to 
meeting professional standards where applicable; 

• Confirming whether students are covered under Employer Liability Insurance or 
equivalent cover. 

Responsibilities of students 
Prior to the start of a placement, Placement Coordinators and/or Placement Tutors should 
ensure that students are aware of their responsibilities. These responsibilities should be 
included within a Placement Handbook but must be specifically addressed with students 
prior to the start of a placement. 
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• As representatives of the University for maintaining goodwill with the placement 
host, fulfilling their contracted obligations in terms of agreed duration of 
placement, demonstrating commitment and appropriate attitudes and behaviours 
towards the placement provider and its customers, clients, partners, patients, 
employees or other students; 

• For managing their learning and professional relationships including ethical 
considerations; 

• For alerting their Placement Tutor, and/or nominated administrator, and/or 
provider of problems or difficulties which may prevent the progression or 
satisfactory conclusion of the placement; 

• For recording and evidencing their progress and achievements; 

• For undertaking any assessments during the placement required; 

• For recording hours on timesheets if required 

• To follow specified processes for reviewing placement difficulties where 
applicable, or to notify their Placement or Course Coordinator of any problems or 
concerns regarding the placement as soon as these become apparent.  

Finding placements 
In order to enable students to be fully aware of requirements upon them of their course, all 
course marketing material and the course handbook should clearly state whether students 
will be allocated placements or whether they are expected to secure these for themselves, 
and the duration of any placement.  
Many placements which are requirements of professional body accreditation are allocated to 
students. 
For courses without professional body accreditation, students should be provided with 
reasonable assistance in finding a placement. This reasonable assistance should include as 
a minimum: contact details for relevant employers, advice about where and how to seek 
placements, in-course guidance from the University’s Careers and Employment Service and 
CV compilation and guidance. 
Operational responsibilities for placement learning 
The respective responsibilities of the University, placement providers and students will 
normally be set out in a formal Placement Agreement (this may also be known as a Learning 
Agreement) between the University and the provider prior to commencement of the 
placement. The Placement Coordinator will ensure this agreement is in place, and that 
records are kept. 
Each course or unit involving placements must have agreed procedures for securing, 
approving, allocating, monitoring, supporting and curtailing placements. These will be 
defined at the course approval stage, and subsequently in review documentation. It is 
recognised that some professional body requirements may influence the precise nature and 
recording of placement learning. 
Procedures for placement must: 

• take proper account of health and safety considerations. Placement providers 
must be made aware of the University’s requirements, and each course should 
have a process for making reasonable enquiries of providers in relation to 
ensuring the health and safety of our students. Students undertaking placements 
must also receive appropriate briefing on health and safety matters as part of 
their course from tutors at the University and within the placement environment 
as part of their on-site placement induction; 
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• reflect any specific requirements of the relevant professional, statutory and 
regulatory bodies; 

• reference the University’s ethical practice guidelines. 
In approving placements, Placement Coordinators/Tutors, having regard to the level of skill 
and experience of the student(s) and the academic level students are expected to achieve, 
will evaluate and document within the Placement Agreement the ability of the provider to: 

• provide opportunities for the intended learning outcomes to be achieved; 

• provide opportunities for professional standards to be met; 

• support students on placement; 

• monitor and assure the proficiency of their staff involved in supporting placement 
learning; 

• fulfil responsibilities under health and safety legislation (guidance on the 
legislation should be obtained from the relevant section of Registry);  

• issue full contact details employers providing placement and students 
undertaking placements, of the named individual responsible for the overseeing 
of the placement; 

• provide weekend and out-of-hours contact details where the placement involves 
work during these times of the named individual responsible for overseeing 
placement issues or concerns during these times. These individual members of 
staff should have access to all relevant briefing materials which support the 
placements they are overseeing including contact details for students and 
relevant Heads of School/Department. 

Legislation requires that all universities must act to ensure disabled students have the same 
opportunities as others to benefit from work placements but this is challenging. Course 
teams should demonstrate the adjustments available in terms of the type of placement and 
the implications of the student’s disability. In order for reasonable adjustments to be made it 
will be necessary for the placement provider to be made aware of the student’s disability with 
the student’s informed consent.  
Wherever possible the University, if arranging placements, will endeavour to secure suitable 
placements which meet notified family, religious, ethical, health or other commitments to 
enable students to participate and benefit from that participation.  
Students undertaking mandatory professional placements should be made aware in advance 
of the course if these require specific health checks prior to commencement.  
If the University considers the arrangements for a placement may expose a student, or the 
University and its staff, or a placement provider to an unacceptable level of risk (this should 
be documented) and the placement will not be permitted to proceed. Placement or Course 
Coordinators should seek advice from their Head of School/Department if they have 
concerns regarding a placement.  
Difficulties obtaining a placement 
For students who are unable to find suitable work placements for whatever reason, the 
course team should demonstrate the options available. These may include a placement 
within the institution, if the University can replicate work placement experience for any 
student who has been unable to achieve a placement externally, or transfer to a similar 
course without a work placement or sandwich year requirement.  
Course teams should clearly indicate the final date by which a placement must be found in 
order for students to be clear about their future course direction.  
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Preparation and support for placement 
Students 
The University requires students to be provided with appropriate guidance and support in 
preparation for, during, and after placement learning. Wherever practicable, placement 
providers and student peers who have already experienced placement learning should be 
involved in the development of guidance with and for students.  
The guidance will normally be included in a Placement Handbook supported by a face-to-
face briefing and placement specific information. This may be developed in line with 
professional body requirements, and where possible should involve students in the 
preparation and development of the handbook so they are aware of the scope and import of 
its contents.  
The following areas should normally be covered: 

• details of the support provided to students for securing a placement;  

• information on the nature and extent of the placement and its relationship to other 
aspects of the student’s course of study and career goals; 

• a clear indication of the assessment process;  

• the outcomes of a risk assessment of the placement undertaken by both the 
University’s course team and the placement provider; 

• appropriate induction to the placement environment, including health and safety 
information;  

• any occupational health considerations or requirements, including immunisation 
(for example, for health service or some international placements). Guidance 
should clearly indicate whether the student or the University is responsible for 
ensuring these requirements are met and the consequences if they are not; 

• any requirements for personal checks (for example CRB: Criminal Records 
Bureau, or DBS: Disclosure and Barring Service);  

• any legal or ethical considerations (for example, whistle blowing, client or patient 
confidentiality, use of intellectual property, use of internet access etc); 

• the means of recording the achievement of specific learning outcomes and 
progress, and training arranged prior to placement in any technologies required 
e.g. BREO/PebblePad;  

• the availability of additional language or skills preparation and details of any 
timetables and expectations as to whether these are compulsory or optional, 
assessed and if so what standards students are required to achieve together with 
details of consequences of non-achievement; 

• insurance arrangements including personal insurance cover on placement, 
personal transport use insurance; medical insurance cover on placements within 
the UK and abroad; other insurance requirements including professional 
indemnity insurance where relevant (a letter from the University’s insurers is 
available from the University solicitor);  

• generally all placement providers are required to provide evidence that students 
on placement are covered by their Employer Liability insurance – exceptions 
should be discussed with the University Solicitor; 
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• work and cultural orientation and expectations – use of company property, work 
ethic, standards of behaviour, dress code etc; 

• the academic and administrative support students can expect to receive or 
access whilst on placement; 

• emergency contact arrangements; 

• details of any formative/guided exercises on BREO or another platform which 
students are expected to complete during their placement; 

• mechanisms for providing feedback on the quality of the placement experience 
including a requirement for every student to complete a placement evaluation; 

• arrangements for de-briefing on return from placement; 

• responsibilities for taking account of travel advice from the Foreign and 
Commonwealth Office in respect of any overseas travel; 

• information on complaints procedures.  
Placement providers  
In advance of agreeing to host the placement and signing the Placement Agreement, each 
provider should receive from the Placement Coordinator or Placement Tutor: 

• Objectives of the placement; 

• Expectations of their involvement in monitoring student progress and reporting it 
to the Placement Tutor; 

• Responsibilities of any mentoring or supervisory role to be undertaken; 

• A copy of the Student Placement Handbook; 

• A copy of the Provider Placement Handbook; 

• Specific information of University policies, procedures and support structures 
applicable when there is an issue relating to student performance and/or 
discipline or conduct; 

• Specific information of University policies, procedures and support structures 
applicable in the instance of a student complaint against the placement provider; 

• Arrangements or procedures for visits to the student by Placement Tutors. 
Staff Development 
Heads of School/Department have responsibility to ensure that staff who are involved in 
placement arrangements and delivery are given regular training and updates to develop their 
competencies to fulfil their roles. The University will, through the appropriate 
School/Department or through the Centre for Learning Excellence, deliver training for those 
involved in arranging and supporting placements upon request.  
Monitoring and evaluation of placements 
Course Coordinators and/or Unit Coordinators shall monitor and evaluate the effectiveness 
of their policies and procedures in developing effective placement learning. This shall be 
recorded within the Unit and Course Evaluation Plans (collaborative partner courses will 
additionally be recording via Course Journals) and Portfolio Monitoring Reports.  
Placement Tutors must formulate and document evaluation procedures for: 

• encouraging supervisors and students on placement to provide feedback on 
progress and concerns; 



Page 29 of 40 

Quality Handbook Chapter 11:  
Teaching and learning  

QAP0364 
 

• encouraging students on placement to contact Placement or Course 
Coordinators with concerns regarding placement issues as soon as possible; 

• periodically reviewing the progress of students; 

• developmentally using feedback from staff involved in these arrangements, 
supervisors and mentors in provider organisations, external examiners and 
students; 

• gathering feedback on a formal and informal basis from placement providers 
about the arrangement; 

• managing 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 
Complaints from or about students on placement should be raised with the Placement or 
Course Coordinator in the first instance. If the matter requires escalation this should be 
taken as part of the University’s Student Complaints Procedure.  
Records will be kept of all formal complaints and of the follow-up action taken. 
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Appendix 6: Personal Academic Tutoring policy  
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Personal Academic Tutoring Policy 2019-20 
 
1. Purpose 

This policy provides overview guidance for academic staff who undertake the Personal 
Academic Tutor role and for Faculties and Professional Service teams who support students 
and staff within Personal Academic Tutoring. 

 
2. Scope 
The provision of personal and consistent advice supports our mission to offer a 
transformational learning experience to a diverse student population.   
 
The ethos and operation of our personal academic tutoring system is one that aims to 
improve student achievement based on sustained engagement with academic staff in a 
positive coaching conversation.  The role of the PAT is therefore distinct from that of 
academic tutoring role at unit level (i.e. through seminars etc) and from the personal support 
provided to student by specialists within the central student support services. This identifies 
our approach as one of personal academic tutoring, and distinguishes the proposed system 
one in which personal tutoring is ‘part of the test’,  and a ‘last resort’ system, in which the 
personal tutor is predominantly the source of advice on problems and/or part of an 
administrative system designed to ensure baseline engagement and clarity of student status. 
 
Personal academic tutor time is focused on developing and sustaining a valuable 
professional relationship with students.  Our students have identified the academic coaching 
role, particularly focused on interpreting and using assessment feedback, as particularly 
important.  Our objective of encouraging students to be ambitious and determined in 
preparing for and securing their careers provides a second priority focus for our PAT policy. 
In addition to these two priorities, we recognise that our students constitute a diverse 
population of learners, who may at certain times need support in managing their student 
experience effectively, and whose requirements for support vary significantly. 
 
It remains a feature of our PAT scheme that reporting is kept to a minimum, and additional 
administrative tasks are not allocated to personal academic tutors in their role as PATs, 
based on the information available in the PATAdmin system and in conversation with 
individual students. 
 
3. Policy 
Allocation of PATs 
 
Although we would like to allocate PATs to new entrants before they arrive, this isn’t always 
practical.  But we do allocate as early as possible, and ask PATs to make contact with their 
new tutees as soon as possible.  This is the case with all campuses and all entry points. 
PATs (levels 4 to 7) are allocated through SITS by Registry staff, with the oversight of 
Academic Heads of Department and Associate Deans with particular responsibility for the 
student experience, to ensure that the allocations are supportive of effective tutoring for 
students and equitable workload allocation for staff. 
 
PATs are not allocated to students at level 3 and students studying at level 6 on pre-Masters 
courses (see Preparatory courses section below). 
 
The allocation of PATs must also be consistent with a student’s campus of study, and the 
presence of academic staff on a particular campus. 
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Part-time students studying under 60 credits per academic year do not have a personal 
academic tutor other than their unit coordinator(s), because at that study intensity the 
addition of a further staff contact is deemed not to be useful. 
 
Students on a Higher/Degree apprenticeship are allocated PATs and have the same 
schedule of meetings as students on other courses at an equivalent level of study. 
All academic staff, including FEG members, are expected to undertake the PAT role. 
 
HPLs may undertake this role where a) they are allocated a specified number of paid hours 
for undertaking it, b) their employment by the University is substantive (i.e. teaching at least 
6 hours per week in the semester of employment as a PAT / employed for at least 4 hours 
per week over two sequential academic years), and c) there is a Faculty record of their 
having attended PAT induction in the academic year in which they work as a PAT.  They 
may not undertake the preparatory course role described below. 
 
In all cases (excluding staff departure) students who proceed to level 5 retain their PAT from 
level 4.  Whether a change of PAT is made after level 5, is a matter for departmental policy 
(see below). 
 
There are a couple of aspects of policy implementation that may vary by faculty and 
department, i.e. 

1. What is the policy on tutee allocation?  Do UG students keep the same tutor for all 
three years of potential registration or is there a change after level 5/year 2?  (Note: 
there is no option to change tutors after level 4/year 1) 

2. What is the policy on the relation between dissertation tutoring and PAT?  Is the PAT 
a) always the dissertation tutor, b) not necessarily but possibly the dissertation tutor, 
c) definitely not? 

 
Needless to say the answers have to be consistent with each other, but it is accepted that 
Academic Departments might quite legitimately have different views on question 2 and 
different approaches to resourcing that would respond differently to question 1. 
 
Faculty Academic Board (or Faculty Executive Group on its behalf) should record the 
decisions of academic departments at the start of each academic year, and approve any 
subsequent changes.  The decision must be recorded at FTQSC by the end of October in 
each academic year. 
 
PAT training 
 
Staff development sessions are offering in September each year, as well as training 
sessions on the PATadmin system. ADSEs will provide additional induction briefings for 
new-start staff arriving in-year, where those staff are expected to undertake the PAT role 
within the academic year.   
 
Overview of PAT system 
 
Personal academic tutors are asked to contact their personal tutees individually (by email 
unless through the PAT admin system) to introduce themselves, make clear that they are 
available for advice, and mention that they’ll be inviting them soon to a group meeting. 
The PAT system includes scheduled meetings and requirement-based meetings, and 
accommodates the use of small group rather than individual meetings at certain stages. 
 
There is an online system (PATadmin) that allows PATs to: 

• identify and maintain a record of their tutees; 
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• gauge priorities in following up with tutees, based on a retention model that identifies 
students with characteristics associated with risk of non-progression, and ongoing 
information related to campus presence, assignment submission, and (from 2019-20) 
each tutee’s employability priorities for the year. 

• respond to requests from the student support team that they meet a student; 
• record their overall engagement with their tutees; 
• keep additional summary notes of their interactions (if they wish to do so); 
• refer matters to support areas and receive an update on subsequent actions by 

specific support teams. 
 

The PATadmin system provides PATs with information about their tutee, and with: 
 

• A preliminary evaluation of their retention risk on entry (level 4 only) 
• An indication of any drop in or absence of engagement with campus life, generated 

through weekly review of data on their campus presence (excluding teaching rooms) 
• Immediate data on any non-submission to BREO of an assignment by deadline 
• An end-of year indication (default current status green) of their continuation status as 

progressed without resit( green), progressed (amber), continuing but without 
progression (red) 

• (from 2019-20) each tutee’s priority for employability development for their current 
stage of study. 

 
All of the above information is intended to allow PATs to start conversations with their tutees 
about matters that may be indicators of concern.   
 
PATadmin is accessible from the in.beds homepage, and off-campus via Virtual Desktop. 
 
What personal academic tutoring involves 
 
At induction, students receive information on how this policy works, and the name of their 
PAT, wherever possible. 
 
For level 4 students there are a minimum 3 core meetings in the academic year – 1 group 
meetings and 2 individual meeting.  

 
• Meeting 1: Informal group meeting (10:1) within the first five weeks of the 

commencement of teaching.  The purpose of these meetings is to: 
 

a. Introduce the academic tutor and the students to each other in an informal 
group setting 

b. Provide an opportunity for the students to hear about the interesting debates 
and emerging practices in their field of study and to understand their personal 
academic tutor’s interest in it 

c. Provide answers to some of the questions that students often ask at the start 
of their studies and to provide an opportunity for them to ask any questions 
they may have 

 
Meeting one is the time to engage students in their chosen subject and their career 
prospects with it.  It is not the time to talk about plagiarism. 

• Individual meetings 
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These should occur once in each semester of a student’s study year, before the final 
examination period in their first semester of study, and in the first half of their second 
semester of study. 

 
The purpose of these individual meetings is to: 

a. Identify for each student their current academic standing (meeting 2) 
b. Discuss the assessment feedback received by the student (both meetings) 
c. Make clear their options for improving performance / recovery (meeting 2) 
d. Clarify any regulatory issues that concern them / represent a general 

uncertainty at the time (both meetings) 
e. Reassure the student that their PAT will be available for discussion after the 

main diet examination boards and encourage them to make contact for any 
further advice (both meetings) 

f. Advise the student on how best to achieve their employability objective for the 
year (meeting 1) 

 
For year 2 and 3 UG (level 5 and 6) and PGT students in their first academic year of study at 
UoB, and repeat-year students at level 4, individual meetings 1 and 2 will be conducted on 
the same basis as for level 4 students, without a group meeting (unless determined by the 
School/Department as required for a specified cohort). 
 
Students on four year courses, sandwich years, and with cross-stage study to be supported 
as per 2 (above) until the final year of expected study; 
 
Students entering the honours study stage with advanced standing should be a priority for 
scheduled PAT meetings. 
 
Monitoring points 
 
To allow Faculties to monitor the engagement of students with personal academic tutoring, 
and the operation of the system, all tutors are asked to complete a PAT note for each of their 
tutees, in December 2018, and to upload it to the PATadmin site.   
 
The note must use the topic selection Monitoring Note 1 (which will be added to the 
dropdown selection)  and should be completed for all current students whatever their start 
point. This note should include the following information (numbering is provided to allow 
PATs to number their responses): 

 
1. Have you yet met this tutee in an individual PAT meeting? 
2. Have you had email conversation with them in your tutor role? 
3. If neither of the above, how many times have  you attempted to contact the tutee? 
4. Have you submitted a PAT note to any student support service, relating to this tutee? 
5. In your opinion, are there indications that this tutee is at significant risk of withdrawal 

or failure at the end of this academic year?  

A second monitoring note should be completed in April, on the same basis, and titled 
Monitoring Note 2 
 
Tutors are welcome to add additional information but the above is the essential inclusion. 
This timing is of affected by the entry point of individual tutees. 
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Preparatory courses 
 
For students on Foundation Year/ Pre-Masters course, the availability of immediate 
academic advice may be more important than the nomination of a single PAT for contact.  
Therefore, for these courses, the University will, for each location at which one of these 
courses is offered, allocate academic staff to be available as ‘Foundation Study Office 
Hours) at each delivery site for a minimum of 6 hours per week, to include a minimum of 3 
hours on a day on which the cohort is taught.  These hours will be shown on the staff 
member’s schedule and will constitute a formal element of the University’s operation of these 
courses (including Operations Manuals).  During these hours, staff will be available for 
booked/drop-in meetings, to support the academic progress of students and to 

 
o Identify for each student their current academic standing  
o Discuss the assessment feedback received by the student  
o Make clear their options for improving performance / recovery  
o Clarify any regulatory issues that concern them / represent a general 

uncertainty at the time (both meetings) 
 

This is a core University responsibility, and the University will not employ staff specifically to 
fulfil this role, unless it is accompanied by a substantive teaching role (involving a minimum 
of 6 hours of teaching for every week of a semester, and a minimum of 3 years’ experience 
of teaching, marking, and grading at UoB). 
 
4. Forms/Instructions  
 
 
5. Links/Dependencies 
This policy should be read and its use considered with reference to: 
 

• The Quality Handbook 
• The academic workload planning framework 
• CLE guidance documents on various aspects of supporting student learning 

 
 
6. Appendices  
Appendix 1: Personal Academic Tutoring: suggested areas for initial meetings 
 
Level 4 Focus of meeting Other 

considerations 
Employability 

elements 
Group meeting (1 
hour slot) and chance 
for individual 
meetings if students 
want them. 
 
CLE guide to 
effective academic 
induction can found 
here 

Important information. 
Addressing questions 
and concerns.  
 
Transition to HE 
 
Importance / value of 
PALs and student 
reps and the student 
voice 
What a PAT can and 
cannot do. 
Contact protocols. 

Make sure that late 
arriving students get 
a similar meeting. 
 
The difference 
between 
school/college and 
University. 
 
The difference 
between pastoral and 
academic support 
 

Awareness of 
previous student 
employment profiles. 
 
Possible alumni 
involvement in 
welcome event. 
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Office hours and 
email 

Some areas allocate 
students to a PAT on 
the bases of student 
characteristics such 
as PT; mature; top-up 
degrees etc. this 
might shift the 
meeting agendas to 
topics more relevant 
to these groups. 

Level 5, 6, 7 
 

Focus of meeting Other 
considerations 

Employability 
elements 

Initial individual 
meetings  

Manage PAT 
changes if the PAT 
migrates to being 
dissertation adviser. 
 
Rehearse dissertation 
adviser arrangements 
 

Time management 
and the dissertation 

Careers guidance 
 
Where career support 
is available 

Repeat year 
students 

Focus of meeting Other 
considerations 

Employability 
elements 

First teaching week Emphasize 
importance of 
attendance at repeat 
units. 
 
Outline support 
available and in 
particular financial 
issues 

Set dates of 
subsequent meetings 
to monitor and 
assess progress 

Same as that 
identified in the levels 
above 

 
Office hours 
 
All FT staff teaching on undergraduate courses should identify ‘office hours’ (where they will 
guarantee being in their designated office and available to students on a drop in basis. 
Hours can be notified on BREO, on office doors or on email signatures. The designated 
hours may not be consistent through the academic year but should be regular as far as 
possible.  They should not just be bolted on to teaching sessions for the cohort involved, but 
should offer a separate opportunity for engagement, after reflection and reading by the 
student.  This does not preclude other arrangements for meeting. 
 
Email contact protocols 
 
Agree email contacts and reinforce expectations about conduct and courtesy in email coms.  
Also expectations about email response times 
 
CLE Guide to Effective Academic Induction can be found 
at:https://www.beds.ac.uk/__data/assets/pdf_file/0007/274156/Guide-8-Academic-Induction-
Guide-2013.pdf  
  

https://www.beds.ac.uk/__data/assets/pdf_file/0007/274156/Guide-8-Academic-Induction-Guide-2013.pdf
https://www.beds.ac.uk/__data/assets/pdf_file/0007/274156/Guide-8-Academic-Induction-Guide-2013.pdf
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Appendix 7: Bedfordshire Unit Survey (BUS) 
 
The purpose of this policy is to describe how the learner experience at the University of 
Bedfordshire is monitored at the unit level through the BUS process. It describes the 
different roles of staff across the University in the form of roles and responsibilities. All units 
that have five or more registered students should be surveyed.  
Overview 

• The BUS is a survey undertaken by all units just after the mid-point of teaching.   

• The BUS is occurs in class using standard paper-based questionnaires. 
Aims 
The aims of the BUS process are to: 

• Identify areas of high teaching quality for recognition and dissemination 

• Enable any issues with the quality of taught provision to be identified and 
responded to promptly and, where appropriate, whilst units are still in operation 

• Enable the quality of the learning experience to be compared across the 
institution 

• Inform institutional annual monitoring processes 

• Inform Performance and Development Appraisal discussions 

• Complement other surveys of the student experience 
Questions  
Questions are agreed by the Teaching Quality and Standards Committee and reviewed on 
an annual basis.  
Timing 
The University requires that students are surveyed around the midpoint of a unit’s delivery. 
This is to ensure that any issues are identified in time for any corrective action to be taken 
and for feedback to be given to students whilst they are still studying the unit emphasising 
that we value and respond to their views. 
For example:  

• Units with S or T (e.g. Sem 1, T1) should normally be surveyed at weeks 6-7 of 
delivery 

• TY / Year long units should normally be surveyed at weeks 16-17 of delivery 
For units with non-standard delivery (e.g. 45 weeks) then the survey should be undertaken 
at the midpoint. 
In cases where students are unavailable to complete surveys at this time (owing to 
placements or other class absence) arrangements must be made to complete the survey at 
the next class meeting point. 
Arrangements should be made for students who do not normally attend the University on a 
regular basis (e.g. distance learning students) to complete the BUS. The CLE will support 
this process and ensure students are capable of completing the survey. 
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Roles and responsibilities 
Administrative teams: 

• Ensure that SITS records, including unit coordinators, are correct and up to date; 

• Make contact with unit coordinators to ensure units are valid and running; 

• Disseminate BUS survey passwords and resources to staff at the start of the 
academic year; 

• Act as a point of contact for staff who are delivering surveys, and ensure survey 
materials are available. 

 
Heads of School/Department and Portfolio Leads: 

• Ensure that staff are aware of the importance of the BUS process, and commit to 
delivery; 

• Ensure that unit coordinators are briefed about the process and that they 
understand the importance of providing feedback and the results; 

• Acknowledge the work of staff where students’ levels of satisfaction are high; 

• Deal with students’ feedback where responses indicate strong negative 
indications. 

 
Unit Coordinators: 

• Identify the most appropriate session(s) in which to survey students;  

• Where appropriate, manage the team of tutors to ensure surveys are completed 
where there are multiple sessions; 

• Collect survey passwords and deliver surveys to students in classes; 

• Consider issues and develop actions as a result of the survey outcomes; 

• Provide a response to students via the ‘Student Voice’ menu item in BREO. 
CLE: 

• Send passwords to access surveys to Faculty Executive Administrators for 
dissemination 

• Process completed surveys;  

• Return a report directly to unit coordinators detailing students’ feedback at four 
set points throughout the year; 

• Produce summary reports for Heads of School/Department, Faculty Executive 
Deans and others at four set points throughout the year; 

• Provide an annual report on the operation of the BUS process and its outcomes. 
 
Distributing surveys 
Faculty offices are the main focal point for tutors to collect the survey forms. In cases where 
units operate away from the two main University campuses (Luton and Bedford), unit 
coordinators will need to make arrangements to ensure passwords are available to teaching 
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staff. For academic partners, passwords will be disseminated through the Centre for 
Academic Partnerships where this is in respect of collaborative partnership delivery. 
Surveying students 
Staff delivering the BUS must provide students with the standard overview which is sent to 
FEAs at the start of each year. 
Surveys must be administered digitally and within the classroom.  
Supporting students with specific needs 
The CLE can, on request, make arrangements for students who have specific needs to 
contribute their views as part of the BUS. Unit coordinators will need to make contact with 
the CLE to determine the best method to support students not able to engage via the normal 
process. 
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Appendix 8: Parameters for partner student experience surveys 
 
Overview 
This paper identifies parameters that should be included in partner approved student 
experience surveys. This assumes the partner institution is not utilising the University’s 
standard BUS (Bedfordshire Unit Survey).  
The parameters are based on items that provide useful indicators of students’ experiences 
as shown in our BUS, the NSS or TEF. This is to enable comparisons with our wider UoB 
student experience data.  
 
Recommendation 
The items measure perceptions of teaching, assessment, academic support and overall 
satisfaction as detailed in table 1. 
 

Table 1 – dimensions of quality & the BUS equivalents 
 

Quality dimension Suggested focus  

The teaching on my course 
 

Staff are good at explaining things 

Staff have made the subject interesting 

The unit is intellectually stimulating 

I have been encouraged/challenged to achieve/do 
my best work 

Assessment and feedback 

The assessment arrangements are clear/criteria 
used in marking are clear 

The feedback on my work has been timely 

Academic support 
I have been able to contact the staff on this unit 
when I needed to 

Overall satisfaction level Overall, I am satisfied with the quality of this unit 

 
Partner institution surveys should incorporate the questions from table 1 and the students 
should respond on a five-point Likert scale covering options from Strongly Agree to Strongly 
Disagree. 
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