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Because of the potentially serious implications for an employer of a student’s withdrawing from a
committed offer situation, the student should withdraw all other ongoing applications as soon as a
firm offer of work-based learning has been accepted.

The student should provide the HEI with details of any position accepted, to enable ongoing contact and to
enable visits to be undertaken.

Even after a period of work-based learning has been arranged, the student should continue with any
required pre-requisite academic modules.

Students about to commence work-based learning should attend appropriate briefing sessions from
the HEI, including those on Health and Safety; otherwise the HEI may not recognise it.

4.2 Students - During Work-Based Learning

Most importantly, the student should take every opportunity on work-based learning to optimise the
learning experience, relating to academic course content, developing personal and interpersonal skills, and
learning professional expectations and behaviour. Ideally, and certainly where required by assessment,
these should be not only developed but evidenced, for example in some kind of portfolio or journal.

At the same time, the student will probably also be undergoing a cultural change, perhaps experiencing the
workplace for the first time or in a new context, discovering that employers have their own priorities, and
adjusting to this new perspective may take time.

Nevertheless, students on work-based learning should realise that at all times they remain students as well
as employees, and should behave so as to enhance the reputation of their course, school/faculty, and HEI,
and maximise the potential for repeat opportunities for future cohorts.

At the earliest opportunity students should provide the HEI with any requested information such as details of
employer, start date, work and residential addresses, telephones, FAX, email contact details, and name of
workplace supervisor, to facilitate written and telephone contact with the HEI and where applicable to enable
visiting arrangements to be set in place.

Students should ensure that they are fully aware of all HEI requirements while on work-based learning,
including assessment, and comply as necessary.

Depending on the time period, students are typically entitled to be visited while on work-based learning but
should recognise that both HEI staff and employers have many other calls on their time. A student who
desires to be visited should contact the appropriate person, perhaps Visiting Tutor or Placement Tutor.
Visits should not be viewed as something that takes place only in response to problem situations, but as an
opportunity to discuss and optimise the learning process offered by the work-based learning.

Students should co-operate with the Visiting Tutor and make appropriate visit arrangements, such as

meeting room/refreshments, availability of manager, parking spaces, travel instructions and hotel
recommendations.
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4.3 Students - After Work-Based Learning

Students should realise that they can learn from work-based learning even after the experience itself has
ended, and be pro-active in optimising this experience. This learning can take the forms of:

e Further reflection on the work-based learning for example as recorded in a journal, reflective
learning logs or similar.

e Conscious integration of the work-based learning with academic modules, where experience
can intensify and deepen the understanding to be gained.

e Sharing of experience with other students in the same cohort, since there is likely to have been
a wide variety and spread of experience

e Sharing of experience with following students cohorts, to enable them in preparation and
experience optimisation.

e Sharing experience with staff such as placement tutors, placement officers, who are involved
with the preparation and overseeing of work-based learning, so as to optimise this provision.

e Using the experience as a basis for directing and focusing career plans, which may be with the
same employer in the same line of work or not. Even a career decision along the lines of “not
that employer, not that type of work” can be constructive if genuinely informed.

5 Good Practice — the Employer
5.1 Employers - Before Work-Based Learning
Employers can best contribute significantly to the smooth running of the recruitment process if they:

e Are clear about their motives for recruiting work-based learning students, and have realistic
expectations of what induction/training will be needed and what students can then deliver.

e Are aware of the requirements and expectations of student and HEI.

e Recognise that recruitment will follow a natural cycle, annual or otherwise, related to the
academic year, and where feasible adjust recruitment cycles to fit in with this.

e Treat the recruitment of placement or similar students in the same way and using the same
procedures as for any other graduate level staff, e.g. in drawing up job- and person
specifications, thinking through appropriate remuneration packages, and complying with all
relevant legislation including working-time directive, holiday time entitiement, payment of
national insurance, tax, and compliance with legislation against discrimination on the grounds of
disability, ethnic origin, gender, and good practice in respect of non-discrimination on the
grounds of age.

e Advise the HEI of whom they are interviewing, and where, to minimise clashes.

o Promptly pay students out-of-pocket expenses when they attend interview/testing, regardless of
the outcome.

o Make employment offers as soon as reasonably possible after interview/testing, in view of the
fact that students frequently need to juggle with several offers or potential offers, and it is in the
interests of all parties that arrangements be confirmed as soon as possible.

e Note that the work-based learning employment may in some cases be the first time that the
student has lived away from home, and giving support where appropriate in the finding or
provision of accommodation.

e Co-operate with the HEI in all procedural matters including confirmation of appropriate legal
Health and Safety provision.
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5.2 Employers - During Work-Based Learning

Employers should:

Note that in the UK they have full legal liability for students as employees (or visitors, for very
short periods).

Provide induction and training including Health and Safety issues

Wherever possible involve them in staff appraisal schemes, since this is a valuable way of
learning about employment norms.

Consider appointing a mentor for each student, distinct from the line manager and possibly from
another department, to oversee the training, development and general learning processes of the
student.

Ensure that the immediate supervisor or manager has access to the HEI contact, placement
tutor or officer.

Make appropriate provision for the student to be visited at a mutually convenient time and place,
providing a meeting room and ensuring availability of the student’s manager.

Co-operate with the HEI in all course requirements such as the need for the student to
undertake assessed work while on work-based learning, possibly involving some procedure for
dealing with sensitive/confidential data, and to attend any appropriate event at the HEI during
the work-based learning e.g. a residential or briefing day.

If anything goes seriously amiss with the work-based-learning experience or the student, involve
the HEIl immediately and jointly seek ways to resolve the situation, and if necessary involve the
HEI in any disciplinary action.

Provide, on request, an appropriate statement on the student’s conduct and performance.
Provide the student with a debrief session and receive suggestions as to how to make the work-
based learning experience even more rewarding for all parties.

Where a student is required for the following year, involve the existing student in the recruitment
process (e.g. drawing up the job- and person specifications) and ideally in the handover and
induction of the new recruit.

Recognise that after a period of work-based learning the student’s priority is to complete an
academic course, and to encourage that process by means such as keeping in contact
throughout the student’s subsequent studies; where appropriate a bursary or opportunity of
subsequent employment may be offered.

5.3 Employers - After Work-Based Learning

After work-based learning, most activity is carried on by the student and HEI. However the employer can

usefully:

Provide the student with an appropriate testimonial, or agreement to provide a reference on
request from a future potential employer.

If not already implemented, consider a further student from a later cohort.

Research and where appropriate implement the suggestions identified in discussions between
company and student during the debrief session.
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