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The categories of professional programme which fall within the scope of this Handbook are those 

programmes – both undergraduate and postgraduate – which either 

 

lead to qualified professional status, for example with a registered body,  
 or 

have professional requirements which do not conform to the standard interpretation of 
University regulations. 

 

These are distinct from broader categories of work-based learning programmes or programmes 

which provide professional development. 

 

The types of placement learning and work-based learning which a student of the University may 

experience are listed in Appendix D.  
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This Handbook sets out the University’s requirements and expectations with regard to 

procedures and practice relating to professional programmes across the institution.  Its 

purpose is to ensure consistency and fairness for students and to promote the assurance of 

quality and comparability of academic standards in professional programmes.  

 

Programme teams are each responsible for ensuring that the Handbook is referred 

to and enacted in their own context.  Where the placement is part of a Work Based 

Learning module, the Work Based Learning team is responsible for matters relating 

to this placement, rather than the Programme Team. In relation to the Work Based 

Learning module, where the handbook refers to the Programme team, this should be 

read as the Work Based Learning team. 

 

This handbook addresses those operational issues arising in the QAA Quality Code 

Chapter B10 Managing higher education provision with others. Handbook C addresses 

strategic aspects of this Chapter. 

 

 

1. Admissions 

 

1.1 Admissions procedures to professional programmes should follow the University’s 
Admissions policy and not discriminate on the grounds of age, gender, race, 
religion or belief, sexual orientation or disability. 

 

1.2 Therefore programme teams may not prescribe any age of entry, but may wish to 
consider other indicators of appropriate maturity or experience, so long as these 
do not amount to unjustifiable criteria which discriminate on the grounds of age. 

 

1.3 Students entering programmes with professional body health requirements are 

obliged to complete a health declaration questionnaire (endorsed by their GP) 

which is returned under confidential cover directly to the Occupational Health 

department. On scrutiny of the questionnaire, any declared disability (dependant 

on the level/context of the disability) would be discussed with the prospective 

student by the Occupational Health department and any reasonable adjustments 

recommended to the appropriate departments.  Where the student agrees that 

information about them will be shared, Occupational Health may involve Disability 

Support in discussions about appropriate reasonable adjustments.   Where it 

appears that there are no appropriate reasonable adjustments to enable a student 

to meet competence standards, the Dean of Faculty shall make the final decision, 

based on medical evidence from the Occupational Health Consultant, if 

necessary seeking guidance from the Academic Secretary/Director of Legal 

Services. 

 

1.4 Students entering professional programmes who have declared a disability, 

whether or not there are professional body health requirements, will be contacted 

by Disability Support to discuss potential reasonable adjustments which the 
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student may require.  Disability Support will provide advice and guidance about 

accessing appropriate funding for reasonable adjustments.  

 

1.5 An applicant’s ability to communicate in English appropriate to the programme and 

profession shall be assessed before an offer of a place is made. 

 

1.6 Rules of Procedure and Requirements for Admission to Undergraduate Study for 

Applicants to Teacher Education, Social Work and Nursing and Midwifery 

undergraduate provision are set out in the University’s Handbook to accompany 

Section E of the Principles and Regulations: The Admission of Students. 

 

 

2. Programme Design and Validation 

 

2.1 AQSS maintains the list of programmes subject to Professional Suitability 

Procedures, which is routinely updated through the validation process.  

Responsibility for deciding which modules and/or programmes are to be included 

within the remit of the Professional Suitability Procedures rests with Faculties, who 

should notify AQSS of any changes. 

 

2.2 Links to a range of Professional, Regulatory and Statutory Body documents are 

maintained on IBIS by the Institutional Compliance Officer, who should be notified 

by Faculties of any updates or additions required to these links. 

 

2.3 A list of programmes that have Professional, Regulatory and Statutory Body 

accreditation is maintained by AQSS.  Any approval or accreditation that is 

obtained outside the validation process should be notified to AQSS by the Faculty, 

together with a copy of the accreditation report or letter. 

 

Differences between University Principles and Regulations and professional body 

requirements 

2.4 Instances of differences between University regulations and professional body 

requirements in relation to the design of assessment shall be identified and 

considered thoroughly at an early stage within validation or module approval 

processes.  Permission to proceed with a proposal for any derogation from the 

Principles and Regulations must be obtained before a programme reaches a 

validation panel. A request for derogation from the regulations form and further 

information about the derogation can be found in Handbook B:  Validation, 

Revalidation and Modification of Academic Provision, appendices D and E. 

2.5 At revalidation, where an existing derogation is in place for a programme, the 

Programme Team must complete and present a new Request for Derogation 

from the Regulations Form. 
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2.6 Where, due to changes made by a professional body, there are either new 

proposed derogations which may arise following validation or where existing 

derogations may require amendment, these shall be agreed by Boards of Studies 

before proceeding for approval to Quality and Enhancement Committee (or a 

subset thereof), which represents the authority of Senate. Following approval of 

the derogation, the Secretary to Quality and Enhancement Committee shall inform 

Registry Services of the decision, and forward a copy of the approved amendment  

to Registry Services. 

 

2.7 Programme teams shall ensure that the impact of failure or non-completion of 

placement learning on progression within an overall programme, and the provision 

of reassessment opportunities, are considered when developing an assessment 

strategy. 

Professional competence 
 

2.8 Staff designing new professional programmes shall decide on the way in which 

professional competence is to be assessed, and gain advice from AQSS at an 

early stage in programme design.  For example, a model that may be considered 

is the embedding of professional competencies within credit-bearing modules 

(possibly as a Pass/Fail component). 

 

 

3. Evaluation Monitoring and Review 

 

3.1 The programme team shall ensure that there is an evaluation of each placement 

experience 

 

3.2 All programmes are subject to internal annual monitoring and revalidation. 

 

3.3 Programme teams shall ensure that the nominated external examiner of a 

professional programme meets criteria set by the relevant PSRB requirements 

where applicable.  

 

3.4 Where professional programmes are subject to external monitoring and review, 

which is separate from any validation or revalidation process, all ensuing reports 

should be sent to AQSS by the Faculty. 

 

 

4. Assessment and reassessment 

 

4.1 In professional programmes in which the academic qualification might be available 

without the professional body qualification (or vice-versa), the assessment 

requirements to gain each must be documented and made explicit to students.   
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4.2 Although it may not be possible for all students in placement learning situations to 

have exactly the same learning experiences, programme teams shall ensure that 

they all have opportunities to achieve the same learning outcomes, and that 

support is provided for the student if circumstances change and s/he is no longer 

able to achieve the outcomes in the agreed settings. 

 

4.3 In those programmes where it is the responsibility of students to make their own 

arrangements for suitable placements, this should be made explicit in the 

programme handbook. 

 

4.4 Each programme must have well-documented reassessment processes and 

procedures with guidelines of appropriate actions.  Such information must be 

made available to students. 

 

4.5 Programme teams shall make clear to students the consequences of placement 

failure. In any case of placement failure, the Subject Assessment Board must 

clarify whether a student is required to repeat a placement, or simply to undertake 

re-assessment in relation to the placement. 

 

4.6 Programme guidelines shall include procedures for organising reassessment or 

repeat placements, and the steps/lines of enquiry which would be taken until all 

reasonable efforts had been exhausted.  In the case of programmes where 

responsibility for arranging placements lies with the students themselves, it should 

be made clear in the programme guidelines that the same responsibility also 

applies to the organisation of reassessment or repeat placements. 

 

4.7 Programme managers must have made all reasonable attempts and efforts to 

provide the opportunity for reassessment within the most appropriate context, 

before a student can be informed that it is not possible to offer a re-assessment.  

These attempts must be documented and open to scrutiny.  Where it is the 

responsibility of students to organise their own placements, programme managers 

should make all reasonable efforts to support and advise a student doing so for 

the purpose of reassessment. 

 

4.8 If a case should arise in a professional programme where, despite all reasonable 

attempts and efforts by the University, it is not possible to provide (or for a student 

required to identify their own placement to find) a reassessment opportunity, it may 

be appropriate to consider whether this is as a result of a student’s failure to meet 

the Professional Suitability requirements. 

 

4.9 In all cases, final responsibility for judging that ‘all reasonable attempts and efforts’ 

have been made to find a suitable reassessment placement rests with the Dean of 

Faculty, who may wish to take advice from the Director of Legal Services. 

 

4.10 Where a student intends to undertake a self organised placement that contributes 

towards specific academic credit, it is the student’s responsibility to inform and gain 

agreement from the relevant programme or module leader who then must ensure 
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that, prior to embarking on the activity, an appropriate and proportionate 

assessment of risk and any other material issues to which it may give rise is 

undertaken. A formal record of the recommendation of the activity should be 

logged by the programme or module leader and held in the relevant department. 

 

 

5. Accusations of malpractice on professional programmes 

 

5.1 A range of procedures may need to be invoked following an accusation of 

malpractice on a professional programme and could involve either or both of the 

following: Professional Suitability; Academic Malpractice.   

In professional programmes, disciplinary matters are encompassed by the 

Professional Suitability Procedures. (Appendix A). 

 

5.2 Where a situation may give rise to action under more than one procedure, the 

Programme Leader and Dean of Faculty shall determine the most appropriate 

course of action and ensure that the situation is actively managed. 

 

 

6. Responsibilities in relation to partners 

 

6.1 Programme teams shall set out explicitly the organisation of responsibilities for 

academic standards and the quality of provision leading to them, where these are 

devolved or shared with partners.  This may be achieved through, for example, 

memoranda of understanding, service level agreements, the provision of 

handbooks for students, employers, providers and staff, and learning contracts. 

 

6.2 The programme team shall set out how it expects the responsibilities associated 

with each placement learning experience to be undertaken and achieved.  A 

memorandum of understanding or other types of formal agreement can assure the 

University that the placement provider understands, agrees to and is able to 

demonstrate its ability to fulfil its responsibilities under relevant legislation.  It 

should in all cases be clear and understood by all partners where responsibility 

lies for, among other things, the provision of appropriate learning opportunities, the 

health and safety of students, insurance arrangements, and, where delegated by 

the University, any assessment of students.  A risk assessment can provide the 

assurance that the University needs prior to agreeing the placement learning 

opportunity.  In cases where students organise their own placements, programme 

teams should satisfy themselves that responsibility for all of the above is clearly 

articulated. 

 

6.3 The nature of the placement setting, and the student’s employment status with the 

partner, may have a bearing on the applicable legislation and whether the 

University or the partner(s) is identified as the ‘responsible authority’.  Programme 

teams are responsible for identifying and clarifying these responsibilities and 
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duties with their partners and should seek advice from the Director of Legal 

Services if appropriate. 

 

6.4 Programme teams shall provide placement providers with clear information about 

the objectives of the placement learning, their particular roles and responsibilities, 

the nature and scope of the activity involved and how responsibilities are to be 

fulfilled.  Guidance shall be provided about their involvement in the procedures 

for the monitoring of the progress of students and mechanisms for reporting to the 

University at the end of the placement. 

 

6.5 Where a partner has one or more programmes of study that lead to provisional or 

full registration with an appropriate Professional, Statutory or Regulatory Body, or 

which confer a professional qualification or entitlement to practise a particular 

profession or calling, the Partner shall have a professional suitability procedure 

which shall be approved by the University. 

 

6.6 Where concerns are raised by either staff or students about the quality of the 

standard of placement learning opportunities, these concerns shall be 

investigated in the first instance by the programme leader or placement co-

ordinator as appropriate. 

 

 

7. Setting up and ending placements 

 

7.1 Programme teams shall publish clearly defined policies and procedures for 

securing, approving and/or allocating placements to help ensure that, where 

applicable, any partner providing a learning opportunity can deliver these 

appropriately and has the capacity and capability to assist students to achieve the 

intended learning outcomes. 

 

7.2 In the case of professional programmes, any issues relating to a student’s ability 

to undertake a placement, including concern, for any reason, that vulnerable 

persons may be put at risk, shall be dealt with under the University’s Professional 

Suitability Procedures (Appendix A).  The Professional Suitability Procedures 

shall not be used for issues which could be addressed by academic or professional 

assessment.  

 

7.3 In the case of all other (i.e. non-professional programmes), if there is cause for 

concern by any parties that may lead to significant negative impact on the 

successful completion of the placement, the appropriate University procedures 

shall apply.  It shall be made clear in the programme, module or placement 

handbook to whom such concerns should be addressed.  Advice should be 

sought where necessary from appropriate staff within the University. 
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7.4 Programme teams shall ensure that there is a clearly documented procedure for 

dealing with the situation should (a) a placement provider request termination of a 

placement or (b) a student request withdrawal from a particular placement. 

 

 

8. Equality 

 

8.1 The programme team shall ensure that all relevant University and Professional 

Body requirements relating to the Equality Act 2010 are observed. 

8.2 Where a student or member of staff has any concerns that the provisions of the 

Equality Act 2010 are not observed, they should seek advice from the University 

Student Equality Officer or the placement provider equality officer, programme 

leader or placement co-ordinator, as appropriate. 

 

Support for disabled students in placement 
(Please also refer to Appendix C for legal responsibilities) 

 

8.3  Where an individual student has already disclosed a disability to the University, 

and where they have engaged with Disability Support, a student will be entitled to 

reasonable adjustments as agreed in the student's Inclusion Plan. Where a student 

chooses not to disclose their disability at the beginning of their programme or prior 

to entry Departments and Placement Providers are not obliged to provide any 

reasonable adjustments. 

 

8.4 In order to afford students with disabilities every opportunity to request reasonable 

adjustments as necessary, departments should encourage students to fully 

disclose any disability as part of the preparation for the placement. Departments 

should have a system for sharing information with the placement provider about 

the student’s disability and reasonable adjustments required on the placement.  

 

8.5 There is no legal requirement to make reasonable adjustments to professional or 

academic competence standards.  However, there is a requirement to make 

reasonable adjustment to the process by which a competence standard is 

assessed.  Where there are concerns about a disabled student’s professional 

competence or fitness to practice the procedures outlined in 7.2 above should be 

followed. 

 

8.6 In situations where the professional suitability procedures do not apply, where a 

student does not wish to disclose their disability to a placement, and where the 

University deems that it would be unsafe either for the student or for vulnerable 

people in the placement, the university reserves the right to either change the 

placement, if a more appropriate placement can be found; to  disclose (in full or 

in part) to the placement provider the reasonable adjustments which would be 
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necessary for the student to successfully undertake the placement, or to prevent 

the student from going on placement. 

9. Dignity in the Placement 

 

9.1  The Dean of Faculty is responsible for implementation of the Dignity in Placement 

procedure (Appendix B) within the Faculty, but may delegate operation of the 

procedure to an Associate Dean or other senior member of academic staff. 

 

9.2 The programme team shall ensure that the student and the placement provider is 

aware of the Dignity in Placement procedure. 

 

9.3  The programme team shall ensure that, where students are in a placement, the 

placement provider has a ‘Dignity at Work’ or equivalent policy. Where a placement 

does not have such a policy, a proforma policy is available from the Institutional 

Compliance Officer) which the placement provider may be invited to adopt. 

 

9.4 Where a student considers that s/he is a victim of bullying or harassment on 

placement by a member of staff of the placement provider, or by a service user of 

the placement provider, the student should be directed to the Dignity in Placement 

procedure. 

 

 

10. Risk Assessment 

 

10.1 The Programme Team shall publish clear requirements for risk assessment for 

each placement, and ensure that arrangements are in place for these to be 

undertaken, including stating who is responsible for undertaking the risk 

assessment. The arrangements for each risk assessment shall be proportionate. 

 

 

11. Whistleblowing 

11.1 The University recognises that students on placements have a duty to report 

dangerous, abusive, discriminatory or exploitative behaviour and practice.  

Where students on placement wish to report such behaviour or practice the 

Whisteblowing procedure as set out in Appendix E should be used. 

11.2 The purpose of the procedure is to provide a mechanism for such reporting and to 

assure students who report such concerns without malice and in good faith that no 

detrimental action of any kind will be taken against them on that account.  

Malicious or vexatious complaints may result in disciplinary action through the 

Student Disciplinary Procedure or Professional Suitability Procedure as 

appropriate. 
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Concerns covered by the Procedure 

11.3 Whistleblowing is defined as raising serious concerns about malpractice or 

serious wrongdoing in the workplace (placement) without fear or reprisal. The 

procedure is intended to cover raising concerns in the public interest which may 

include (without limitation) any of the following: 

i. committing a criminal offence  

ii. failure to observe a legal obligation  

iii. miscarriage of justice 

iv. endangering health or safety or the environment  

v. administrative malpractice (financial or non-financial)  

vi. abuse of, or matters relating to the safeguarding of, service users or 
patients including children or vulnerable adults 

vii. other improper conduct or unethical behaviour  

viii. suppression or concealment of any information relating to any of the 
above 

 

 

12. Providing students with information on their responsibilities and 

entitlements 

 

12.1 Programme teams shall clearly publish to students a statement of the norms, 

responsibilities and expectations for professional conduct in the particular field of 

work or study that they are undertaking through a placement and ensure that they 

are understood at the outset of the placement.  For example, students on health-

related practice must conduct themselves and practise within an ethical 

framework.   

 

12.2 Programme teams shall make available to students information on the 

opportunities for international study, to include any pre-requisites, and to indicate 

where there are no opportunities for international study.” 

 

12.3 Students must also be made aware of their entitlements to, for example, work in a 

safe environment and to be treated in accordance with applicable legislation, as 

well as being fully informed of their responsibilities, including those under statutory 

legislation covering, for example, the need for client or patient confidentiality, 

intellectual property rights and data protection. 

 

12.4 Programme teams shall provide students with a range of information on their 

entitlements and responsibilities, including conduct expected of the student by the 

institution, the level of student autonomy, and the nature and scope of learning 

support available from the University and its partner(s) at different times before, 

during and after the placement learning opportunity.  Programme teams shall 

publish information about the level and amount of guidance and support available 
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to students, how they can access it, who will be providing it, the frequency with 

which such support may be available and who to contact in case of an emergency. 

 

12.5 It should in all cases be articulated by programme teams and understood by 

students where responsibility lies for, among other things, the provision of 

appropriate learning opportunities, the health and safety of students, insurance 

arrangements, and, where delegated by the University, any assessment of 

students. 

 

12.6 The nature of the placement setting, and the student’s employment status, may 

have a bearing on the applicable legislation and whether the University or the 

placement provider/employer is identified as the ‘responsible authority’.  

Programme teams are responsible for identifying and clarifying these 

responsibilities and duties to students and should seek advice from the Director of 

Legal Services if appropriate. 

 

12.7 Students with a disability shall be made aware of, and wherever possible involved 

in discussion of, the nature and extent of the reasonable adjustments that can be 

made by the University in their case with regard to both academic and placement 

learning. 

 

12.8 Programme teams shall ensure that students have information about the 

procedures they should follow if they have a problem or complaint about their 

placement.   

 

12.9 Should a member of staff be approached by a student seeking to make a 

confidential disclosure, that member of staff should indicate that it might not be 

possible or desirable for the unqualified confidentiality which the student seeks to 

be given.  In the event of a disclosure being made by a student in the expectation 

of confidentiality, it may nonetheless be appropriate for the member of staff to 

report this information to their line manager under the terms of their duties to the 

University as their employer.  The University must also perform its obligations to 

students with reasonable skill and care; a member of staff concerned over 

maintaining confidentiality might discuss the case with SSG, giving anonymity to 

the student involved, in order to reach a decision as to whether the information 

should be shared. 

 

12.10 Any case that gives rise to serious concern or requires legal or complex procedural 

advice regarding confidentiality should be referred directly to the Director of Legal 

Services. 

 

 

13. Complex or novel situations involving students on placement. 

 

13.1 In cases which are particularly unusual, novel or complex and which, therefore, 

have no precedent, the Dean or his/her nominee will liaise with the Director of 
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Legal Services or other appropriate University officer(s) to identify an appropriate 

course of action.   

 

13.2 The Dean or nominee is responsible for identifying the member of staff who would 

carry out the appropriate action. 

 

13.3  Where a member of staff has concerns about the fitness to practice or professional 

suitability of a student who is on a professional programme which does not lead to 

initial registration or licence to practice then the University of Chester’s 

Professional Suitability procedures do not apply. The member of staff should 

consider whether their professional responsibilities mean that the concerns should 

be drawn to the attention of the relevant professional body. The advice of the Head 

of Department or Dean should be sought. 

 

 

14. Staff development, monitoring and review 

 

14.1 Programme teams shall ensure that their staff involved in placement learning are 

appropriately qualified, resourced and competent to fulfil their role(s). 

 

14.2 In the case of professional programmes, programme teams shall satisfy 

themselves about the effectiveness of the measures that placement learning 

partners have in place to monitor the proficiency of their staff involved in support 

of the relevant placement learning. 

 

14.3 Programme teams shall have policies and procedures for securing, monitoring, 

administering and reviewing placement learning that are effective and reviewed 

regularly. 

 


