
Item 18b 
Education and Student Committee, 24.05.16 

Mapping Chapter B10: Interim Guidance to Support Placement and Student Mobility Activities 

On 14 April 2016, Education and Student Committee considered and approved recommendations to 
address matters of compliance and good practice in relation to Chapter B10 of the UK Quality Code. 
Work is progressing in three broad areas: the updating and further development of the Student 
Mobility and Placement policies, development of guidance and pro formas to support consistent 
implementation within Schools, and ensuring explicit monitoring and review of student mobility and 
placement activities. 

At Partnerships Sub-Committee on 24 March, it was agreed that some interim guidance should be 
produced in advance of the policy development work in order to address any immediate gaps in the 
management of placement and student mobility activity. This guidance is now presented for 
consideration; it has previously been reviewed by Partnerships Sub-Committee. 

The draft pro formas and guidance presented here form part of ongoing work to address the 
recommendations and as such they are not final documents; they may be adjusted or augmented in 
light of consultation comments and the further redevelopment of the policies. However, these 
documents provide clear indication of the requirements of Chapter B10, but more importantly 
reflect strong internal and external practices in the management of education with others.  

In developing this guidance consideration was given to examples of best practice identified during 
earlier work and additionally the University’s Health and Safety Policy and associated procedures 
have been reviewed (these will be appropriately referenced in the final policies).  

The documents for consideration include: 

• Tri-Party Agreement for Student Placements
o This includes an outline of expectations and responsibilities.
o A requirement for a risk assessment to be undertaken (by the employer) and

considered as part of the approval. 
o The University Placement H&S questionnaire.

• A Learning Agreement for Student Mobility. This includes:
o A requirement to map learning outcomes for the programme overall and core

modules. A sample pro forma is provided as an example of one way to manage this. 
o A sample risk assessment pro forma.
o A requirement to document for each agreement how the marking scheme of the

Host Institution aligns with that for the programme. 

The Learning Agreement does not currently include a set of expectations (of each party), which will 
be developed for consultation as part of the full policy. 

• Guiding principles to support the module mapping requirements of the Learning Agreement
which will support arrangements where credit will be imported to the City award. 1 These 
steps will ensure greater transparency and consistency in the short-term.  

1 Further work to consider how to manage the import of credit, especially where grades are transferred will be 
undertaken but will require wider consultation.  



Actions: 
• Education and Student Committee is asked to consider this interim guidance.

Quality and Academic Development Team 
Student and Academic Services 

16 May 2016 
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City University London 

Tri-party Agreement for Student Placements 

This document captures key information required for the approval of a student placement 
opportunity. Its primary purpose is to ensure the safe delivery of a meaningful and high quality 
learning experience – the outcomes of which should be beneficial to both the student and the 
Placement Provider. 

[Note: This document is intended for use with placements of approximately 1 academic year. Shorter term 
placements and projects still require some proportionate steps to be taken (using this template as a guide) to 
ensure the quality of the experience, but specific guidance is in development for consultation in June.] 

Student Details 
Name 

Phone: Email: 

Programme of study 
Year of study 

University Placement Coordinator 
Name: Job role: 

Phone: Email: 

Placement Provider Details 
Company name 
Key Contact 
(usually the 
manager/placement 
supervisor) 

Name: Job role: 

Phone: Email: 

Company address: Other address where students are 
likely to work: 

Placement Details 
Nature of business 

Placement role/title 

Description of duties Please add a summary. A full description should be attached. 

Professional training 
provided  
Details of supervision 

Proposed start date 
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Proposed finish date  
 
 

Educational purpose of placement   
 
 

List of relevant learning outcomes  
(where placements form part of 
the mandatory learning 
experience) 

 
 

Outline of how placement learning 
will be assessed 

 
 
 

Details of the role of the placement 
provider in the assessment 

 
 
 

Has a pre-placement visit to the 
organisation been undertaken? 

Note: it may not be necessary or feasible to undertake a 
pre-placement visit in all cases. In the absence of a visit a 
number of checks will be undertaken. The following areas 
might be explored: 
 

• The company size, structure and organisation 
• Feedback from previous placements 
• Review of company website and other web-based 

information 
• Telephone discussion with placement supervisor 
• Consideration of the proposed role and duties 
• Access to supervision, training and support 
• Location of placement 
• Review of Health and Safety Policy and information 

 
Health and Safety 

Has the Placement Health and 
Safety Questionnaire been 
completed satisfactorily?  

This must be attached for approval. 

Outline any training required to 
undertake the role 

 

Has a recent risk assessment been 
undertaken? 

Please attach the full risk assessment for approval. 

Has a general health and safety 
briefing and/or guidance been 
provided to the student? 

 

 
The Agreement 

This section outlines the responsibilities of each party involved in the provision of professional 
placements. A mutual understanding of and commitment to these expectations is important to 
ensure a safe and high quality experience that benefits both the placement provider and the 
student. 
 
City University London is expected to: 
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• Manage placement activity in line with published policies/procedures in order to maintain
proper duty of care for registered students during all learning activities. 

• Provide full briefing and advice to students and placement providers before, after and
during placement activities. 

• Ensure that all placements fully comply with health and safety and risk assessment
requirements and that students are fully briefed about their general responsibilities in 
relation to this. 

• Assign a member of staff at the University with responsibility for operational oversight of
the placement and regular communication with the student. 

• Assign an academic member of staff to take oversight of the student with regard to any
academic and/or assessment issues. This member of staff will normally conduct any 
required placement visits. 

• Provide full briefing of the University’s expectations and procedures where any aspect of
the placement will be assessed, especially where a placement provider will be asked to 
contribute to that assessment.  

• Provide specialist advice and guidance for students with additional support needs.

The Placement Provider is expected to: 
• Complete and sign all relevant parts of this agreement (including the University Placement

Health and Safety Questionnaire – Appendix A). 
• Provide a clear description of the placement role and responsibilities.
• Offer a placement contract with the student for the duration of the placement.
• Nominate a placement supervisor for day-to-day supervision and support of the student in

the workplace. 
• Provide the student with a full induction to the organisation, its working practices, code of

conduct and other relevant policies. 
• Ensure a safe working environment which conforms to applicable health and safety

legislation. 
• Provide appropriate liability and insurance cover.
• Maintain contact with the University and advise the University of any concerns relating to

breach of discipline, health and safety incidents, accidents or support issues. 

The student is expected to: 
• Attend all briefing sessions offered by the University and the Placement Provider and

familiarise themselves with any information provided before or during the placement. 
• Abide by all rules regarding health and safety requirements, codes of conduct and other

policies and procedures of the Placement Provider. 
• Take professional responsibility for his/her work, maintain confidentiality and behave as an

ambassador for the University and Placement Provider. 
• Complete all assessments and attend any briefing sessions that are required as part of the

placement. 
• Maintain contact with the University and to immediately notify the University, in advance,

of any matter which might affect him/her and the undertaking of the placement including 
any special health or medical requirements. 

• Keep the University informed of any changes, issues or incidents which arise in connection
with the placement. 

• Report any concerns about health and safety at their placement to the Placement Provider
and to the University. 

• Provide feedback on their experience of the placement to the University.
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Formal Contact Points 
Placement approval visit (if 
required) 

Date: 

Placement visit 1 Date: 
Placement visit 2 Date: 
[Additional contact points for Tier 4 
students]1 

Dates: 

Placement students remain fully registered student of City University London. As such they should 
maintain contact with the University and with their Department and the University will maintain 
regular contact with them. All relevant information will be communicated to the student whilst on 
placement (usually via email) and all of the usual services and advice (Library, Students’ Union, 
Student Centre etc.) remain available to the student.  

Declaration 
I confirm that I have read, understood and agree to the above expectations and responsibilities. 

Student 
Name 

Signature 

Date 

Placement Provider 
Name 

Job Title 

Signature 

Date 

City University London 
Name 

Job title 

Signature 

Date 

[Note: If this document is sent electronically, please also retain a copy of the email.] 

1 To be developed following advice from the Visa Compliance Team. 
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Appendix A 

City University London: Placement Health & Safety Questionnaire 

Thank you for agreeing to accept ______________________________ as a placement student. 
Health and safety at work legislation requires the University to ensure student placements are 
made only with organisations who take health and safety seriously. Consideration should be taken 
regarding the student's unfamiliarity with the working environment.  

Overseas Placements: City University London expects that the country will hold the equivalent of 
liability and other insurance during the placement period. It is expected that details of the extent 
of cover offered for the student and those who may be affected by the student’s undertakings will 
be provided to the university. 

Please complete this questionnaire and return to: 

1. Health and Safety at Work Etc Act 1974 YES NO 
Does the company have a written policy for health, safety and welfare at work? 
Is the policy (and any revisions) brought to the attention of employees? 
Does the employer meet the obligations of the Health & Safety at Work Act? 
Is the company registered with the HSE or local authority? 
Will the activities and locations of the placement be assessed for the risk to health and safety? 
Will the student be informed of any precautions that need to be taken and of what to do in an 
emergency? 
Do you provide training, supervision and controls identified by a risk assessment? 
If the answer to any of the above questions is NO please state why. 

2. Management of Health and Safety at Work (emergency arrangements) YES NO 
Do you operate a procedure for investigating work-related accidents? 
Are accidents at work recorded in an accident book (BI510) and notified as necessary to the 
enforcing authority, in accordance with RIDDOR 1995? 
Are first-aid facilities appropriate to the class of risk identified? 
Are fire and activity-related emergency plans maintained? Are employees informed of the 
action to take in an emergency? 
Are reports of accidents and dangerous occurrences notified to senior managers / executives 
and investigated internally? 
If the answer to any of the above questions is NO please state why. 

3. Insurance etc. YES NO 
Are you required to have Employers Liability (Compulsory) Insurance? 
Do you hold a current Employers Liability policy and Public Liability insurance? 
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Is work equipment subject to compulsory thorough examination and testing certificated by a 
'competent person' (i.e. lifts, hoists, pressure systems, emergency appliances) 
If the answer to any of the above questions is No please state why. 

Please complete the following details: 
Organisation 
Site address at 
which student will 
be based 
Placement provider 
nominee name 

Job title 

Signature Date 



 

1 
 

City University London 
 
Student Learning Agreement (including Module Map) 

 
[Note: This template is an example of one way to demonstrate the structure and requirements of the replaced part of a programme for a student who will 
undertake a period of study overseas. It is essential that it can be demonstrated how the learning outcomes for the programme and core modules will be 
met through the substituted modules.] 
 

Student Name  
Department & School  
Programme  

 
Year of Study   

Period of Study Abroad 
(Autumn term/Spring term/year) 

 

Host Institution  

Country  

  
  

 Proposed Modules 
Core Elective 

Module A Module B Module C Module D Module E Module F 
Programme Learning Outcomes 
(Please add rows as necessary) ☐ ☐ ☐ ☐ ☐ ☐ 
 ☐ ☐ ☐ ☐ ☐ ☐ 
 ☐ ☐ ☐ ☐ ☐ ☐ 
 

City Module  
(Core modules only) 

Replacement Module 

Module name Module name 
  
Level Credit Level Credit 
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Learning Outcomes Learning Outcomes (or equivalent) 

Assessment Assessment 

City Module 
(Core modules only) 

Replacement Module 

Module name Module name 

Level Credit Level Credit 

Learning Outcomes Learning Outcomes (or equivalent) 

Assessment Assessment 

City Module 
(Core modules only) 

Replacement Module 

Module name Module name 
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Level Credit Level Credit 

Learning Outcomes Learning Outcomes (or equivalent) 

Assessment Assessment 

(Add additional sections as required) 

Approved Electives 
Please list other modules to be taken. 

Modules Level Credit 

Alignment of Assessment/Marking Schemes 
An alignment between the City University’s grade-related criteria scheme and that of the Host Institution must be proposed. 

City University Scheme Host Institution Scheme Comments 
(Add details that apply For credit to be imported to the City award on a pass/fail basis it is necessary to ensure 

that there is alignment at the module pass mark ONLY. Please indicate the information 
that has been used for the alignment to be reached at the module pass mark.  

e.g. 85-100%
75-84%

etc.) 

OR 
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Pass – 40%... 

Arrangements for Re-sit Assessment 
In order for the credit for the period of study abroad to be awarded it is necessary for all modules to be completed and assessment to be passed. 

Please outline arrangements in the event that a 
re-sit assessment is required. 

Health and Safety 
Please indicate that the following checks have been undertaken as part of the approval and guidance has been issued. 

Risk Assessment Yes/No This document should be attached. 

Health and Safety guidance/briefing Yes/No Date of briefing: 

Student travel insurance Yes/No 
Placement visit Yes/No If yes, proposed date for visit: 

Key Contacts 
During the period of study at the host institution the student remains registered with City University London. The following contacts are provided. 

Student Exchange Coordinator (City University) 
(or equivalent) 

Name: Phone 

Email: 

Academic Supervisor (City University) 
(or equivalent) 

Name: Phone 

Email: 

Host Institution Coordinator Name: Phone 
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Email: 

Approvals 
We confirm that this proposed programme of study has been approved and that all of the required information has been provided. 
Student Name: Date 

Signature: 

City University 
(Sending Institution) 

Name: Date: 

Job title: 

Signature: 

(name to be added) 
Host Institution 

Name Date: 

Job title: 

Signature: 

PARC approval Date: 
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City University London 

Principles for Mapping of Modules to Support the Import of Credit from Study Abroad 

Introduction 

The following best practice guidance has been prepared to support staff who are in the process of 
arranging outgoing study abroad for next academic year (2016-17). Further guidance should be 
available following the re-approval of the Student Mobility Policy in July 2016.  

These notes are provided to ensure that arrangements are in place that support the delivery of high 
quality learning opportunities where these are offered through a third party provider. The crucial 
purpose of mapping modules is to ensure that the University retains careful oversight of the 
academic standard of all of its awards.  

The guidance is intended to compliment existing procedures in Schools and support the delivery of 
provision/expansion of this provision where it is less well embedded. Importantly, it has been 
developed following a review of internal processes, sector best practice and external requirements 
(following the revision of Chapter B10 of the UK Quality Code).1  

The initial stage of such oversight should be undertaken through a process for the approval of a new 
partner; this will include steps to ensure the academic standing of a proposed institution. Work to 
formalise such processes is currently in development for consultation in June. Subsequently, and for 
each arrangement, where an outgoing study abroad arrangement will replace a period of learning at 
the University and contributes directly to the final award, a formal process must be undertaken to 
guarantee the equivalence of standards and learning.  

In other study abroad arrangements, where the period of learning is recognised (on the transcript 
and/or the degree certificate), but it is not credit bearing, it is strongly recommended that a process 
is followed to ensure the quality of that learning experience. The application of the process should 
be more proportionate and guidance to support this will also be developed for consultation.  

By mapping the modules that are to be exchanged, it must be demonstrated that the modules 
selected for the period of study abroad enables the student to meet all of the learning outcomes for 
the term/year that is to be replaced.  

In the interests of transparency, high academic standards and equal treatment of all students 
undertaking study abroad, these principles are intended to provide a common approach for the 
management of credit transfer. 

Principles: 

1. The mapping process must be documented for approval, both to ensure transparency but
also to provide a definitive record of the programme for the year. 

2. In designing a period of study abroad, it is essential that all of the learning outcomes for the
year (and for any core modules) are met through the replacement modules. 

1 The scope of Chapter B10 includes all learning opportunities that are delivered with others and requires that 
institutions retain proportionate oversight for the learning experience and academic standards.  
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3. Replacement modules must be demonstrated to be at the appropriate academic level for
the year of study being replaced. 

4. Mapping must confirm that the volume of credit is equal to the study that will be
substituted. 

5. Module content must not duplicate learning that has already been credited and must fulfil
any prerequisites for study in subsequent years. 

6. Substituted modules must provide a coherent programme of study and prepare students for
progression to the next stage of their programme. 

7. The process of mapping learning outcomes and credit is an academic responsibility and it
requires an understanding of the assessment systems in place at partner institutions. 

8. Whilst taking steps to ensure the learning experience of its students, the University will
demonstrate respect for the academic standards and quality of assurance arrangements of 
its partners. 

9. Each arrangement must be approved by the School PARC. Changes to the approved modules
must also be approved. 

10. Consideration must be given to appropriate arrangements for resit assessment if any aspect
of the year (or term) is failed. 
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Risk Assessment for Study Abroad 

The University will take all necessary and reasonable measures to ensure student safety whilst they are on University business – this includes active study at 
any outside locations for all fully-registered students.  

The Risk Assessment Form must be completed for all proposals for outgoing study abroad. This typically includes an assessment of the destination, travel 
and for the specific activities to be undertaken. The assessment is an opportunity to consider a range of factors that might affect the student during the 
period of time abroad. The form can be completed initially by the student, but they may require support. It must also be considered by a University 
representative to ensure its completeness before it can be approved. It is expected that the assessment is will be discussed with the student before their 
departure. 

The Risk Assessment Form must be considered as part of the approval process for the study abroad proposal. 

The University’s duty of care does not extend to circumstances where students: 
• Voluntarily choose to undertake additional travel or participate in activities which do not form a pre-approved part of their programme – e.g.

student holidays, tours, excursions or visits other than approved University business. 
• Undertake personal activities that present additional risk to safety – e.g. extreme sports, winter sports, and deliberate exposure to danger.

Full information on the scope of the University’s duty of care and the University’s insurance policy will be outlined in the Student Mobility policy and 
guidance. This document has been developed with reference to the University’s Safety Procedure No. 10: Risk Assessment. 

Risk Assessment Form for Outgoing Study Abroad 

Factor Risk Level Issues and follow-up action Action By Complete 

Travel 
 To and from Host Institution 

and day-today transport during 
stay 

High / 
Medium / 
Low 



Destination 
Any environmental, geological 

or biological hazards. This might 
include factors associated with 

severe weather/extreme 
climates. 

High / 
Medium / 
Low 

Consider current FCO advice - https://www.gov.uk/foreign-travel-
advice  

Cultural 
Any social, political or cultural 
differences. This might include 
differences in laws or expected 

behaviour. 

High / 
Medium / 
Low 

Accommodation 
Will accommodation be 

provided by the University or 
privately owned.  Factors 
relating to the location of 

accommodation. 

High / 
Medium / 
Low 

Individual Student Factors 
Any health conditions or other 

disability that may require 
medication or specific 

arrangements. Arrangements 
for personal safety.  

High / 
Medium / 
Low 

Other considerations 
Any visa or additional insurance 
requirements. Use of specialist 

equipment for studies. 

High / 
Medium / 
Low 

Comments 

https://www.gov.uk/foreign-travel-advice
https://www.gov.uk/foreign-travel-advice


Please confirm that a consideration of risk factors has been undertaken: 

Student Name: 

Signed: 

Date: 

Student Exchange 
Coordinator  
(or equivalent) 

Signed: 

Date: 
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