



INTRODUCTION
The University of the Highlands and Islands is committed to ensuring that our students are prepared for the working world, with the skills and attitudes you value.  
One important way in which we can support our students to understand your needs and expectations is through structured placement opportunities.  For students it can enhance their knowledge and understanding and better prepare them for their future career path.  For you it can provide on-going access to a rich talent pool, the most up to the minute thinking and provide you with the opportunity to help potential employees of the future to develop an insight into the skills and attitudes required by the business world.
This guide offers practical advice on the main issues relating to developing placement opportunities for students.  Its intention is to help you establish a structured placement programme which generates maximum benefit for both you and the student.
For more information or to discuss potential placement options please contact:
E-mail: lyndsay.maccoll@uhi.ac.uk
Tel: 01463 279276
Or alternatively register your interest at www.uhi.ac.uk/en/students /careers
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BENEFITS OF HOSTING A PLACEMENT
Placements provide many opportunities and benefits to both you and students. Those most commonly cited by employers are:
· Influencing the quality of future employees: you can help improve the quality and preparedness of young people coming onto the labour market;
· Development of recruitment channels: building links with the university can help to attract students and graduates into jobs and can reduce your recruitment costs;
· Influencing career choices: many employers have found that placements are the ideal way of raising the profile of career opportunities within their organisation and, in some cases, of dispelling unwarranted stereotyped views;
· Raising the community profile: many employers attach importance to raising their profile in the community. Placements provide a valuable means of creating a positive image amongst students, teachers, parents and employees; 
· Creation of management development opportunities: the process of policy development, planning, implementation, monitoring and evaluation of work experience programmes gives scope for your existing employees to develop their management and coaching skills, and widen their experience;
·  Increased motivation of employees: companies participating in education-business link activities have found that such activities increase the motivation of their core workforce; and
· Monetary: students may provide fresh perspectives, as well as providing an additional resource


DEFINING PLACEMENT ACTIVITY
The term ‘placement’ and work-based learning’ can be interpreted in a number of ways, and is often subject to cultural/sector or organisational norms. The university has therefore adopted the terminology and definitions outlined below in respect of placement activity.

	Student work placement or internship: A period of time a student spends in the workplace as an assessed component of their studies.  This includes placements taking place in health, social care and educational settings.  The terms ‘placement’ and ‘internship’ are interchangeable and as such contain the same features, however it should be noted that their application externally is subject to cultural/sector/organisational norms.

	
Work experience: A supervised period of time a student spends participating in activity in the workplace relating to their programme of study, which is not directly assessed against specific learning outcomes.


	Work shadowing: A period of time a student spends in the workplace observing an identified member of staff and/or role, which is not directly assessed against specific learning outcomes.


	Volunteering: A period of time that a student spends on an activity which may benefit society or the environment, or themselves through the development of skills and broader experience.  Volunteering may be related to the completion of an extra-curricular award.











	Employer project:  A period of time a student spends on delivering an employer generated project requiring specific knowledge or skills, and may or may not require the student to be based on the employer’s premises.


	International placement or internship:  A period of time a student spends in the workplace out with the United Kingdom as an assessed component of their studies.


	Work-based learning:  Where the student is in full/part time employment and applies their work context through an agreed learning contract as a key component of their learning and assessment.




WHAT YOU CAN OFFER 
What you can offer will depend on the nature and size of your organisation, and the complexity of the work you do.  Another key consideration is the link between the student’s course of study and the experience offered.  
Regardless of what type of activity is offered, success relies upon an effective partnership between you as the employer, the university and the student.
The activity the student engages in needs to be well planned, initial time spent on planning an effective placement is an investment and will ensure the activity undertaken by the student adds value to your organisation.   


WHAT THE UNIVERSITY CAN OFFER YOU
The University of the Highlands and Islands is very different from most university campuses; we offer the choice of studying at one of our 13 partner colleges and research centres and over 50 local learning centres, allowing us to cover an area that exceeds that of Belgium. Given the geographical challenges of reaching such a dispersed student population, the university has become a world leader in online learning with all of our courses using virtual classroom technology.
We are committed to working with a diverse range of employers from multi-national companies to SMEs, operating across a wide variety of sectors. We welcome the opportunity to work in partnership with you through a range of collaborative options, including offering placement opportunities to students.

Placement design is driven by the needs of your business.  Students can help you to tackle large scale complex problems or a range of smaller ones relating to a specific project or issue, or you may simply need an extra pair of hands during a busy period.  

Students will come to you with a degree of technical knowledge and understanding drawn from their academic studies and will be eager to enhance their understanding of how this compares and contrasts with practice within industry.  

For more information or to discuss potential placement options please contact:
E-mail: lyndsay.maccoll@uhi.ac.uk
Tel: 01463 279276
Or alternatively register your interest at www.uhi.ac.uk/en/students /careers









The University’s Careers and Employability Service will work with you throughout the promotion and recruitment process. You will be asked to provide a job description and person specification, details on your preferred application format and a closing date for applicants. If required we can assist you in collating applications and provide support during the interview process.

Once you have made an appointment we will ask you to provide us with some information regarding Health and Safety and Insurance. Whilst you will directly employ the student during the placement period they remain a student of the University and as such we have a duty of care to ensure they are placed within a safe working environment.

Once a start date has been agreed we will issue a Tripartite Learning Agreement (an example of which is shown at the end of the guide), the agreement clarifies expectations on behalf of all parties. 

Prior to the start of the placement a visiting tutor will be allocated. They will be the main point of contact for your organisation and the student during the placement period and will usually make contact with your organisation at least once during the placement period to discuss how the placement is progressing.




INITIAL PLANNING – KEY QUESTIONS 
Some key questions you may want to ask yourself when deciding whether to offer a placement include:
· How much time and resources – both human and financial you can devote to the placement;
· Which departments, posts or tasks are most suitable, including specific duties and responsibilities;
· The dates and duration of placement activity, ensuring you provide enough time for the recruitment process;
· The location and hours of work;National Minimum Wage Guidelines
Student work placement or internship: Exempt from NMW only when part of university course and the placement/internship does not exceed one year. Non accredited placement activity which takes place during vacation periods and is not accredited by the university is subject to NMW legislation   

Work experience: Exempt from NMW only when part of university course and the placement/internship does not exceed one year. Non accredited work experience which takes place during vacation periods and is not accredited by the university is subject to NMW legislation

Work shadowing: Exempt from NMW only when part of university course and the activity does not exceed one year

Volunteering: Exempt from NMW

International placement or internship: Exempt from NMW only when undertaking voluntary work

Graduate placement or internship: NMW Legislation applies

Part-time work: NMW legislation applies



· Who will supervise the student and ensure that they understand their role; and
· What will cause the least disruption to the normal routine of the organisation 
OTHER CONSIDERATIONS

Hours: Full-time students are advised to work no more than 16 hours per week in order not to compromise their studies.
Payment: The University supports payment of placement activity and expects employers to adhere to the National Minimum Wage Act which entitles any ‘worker’ to receive a certain amount of money per hour .  Some exemptions do apply, the table provided will help you to decide whether your placement activity is subject to NMW legislation.

Equal Opportunities: The University expects employers to adopt a policy of equal opportunities in their placement programmes. The Equality Act 2010 offers protection from discrimination on the 

basis of 8 protected characteristics; age, disability, gender, pregnancy/maternity, race/ethnicity, religion and belief and sexual orientation.
Students are protected from discrimination in the United Kingdom by the employment provisions of the Equality Act, whether they are in paid or unpaid positions. Under the Act employers are obliged to provide ‘reasonable adjustments’ for students with disabilities.  

The nature of these adjustments may vary depending on the resource capacity of each employer. 



















OTHER CONSIDERATIONS CONTD.

Health and Safety: All placement activity must take into account the Health and Safety at Work Act 1974. A risk assessment will be carried out for each organisation hosting a placement student.  Once complete you will be asked to sign a Tripartite Learning Agreement which clarifies responsibilities on behalf of the student the university and the organisation.
Protection of Vulnerable Groups: Where a placement constitutes regulated work with children, or vulnerable adults the university will request a PVG check is undertaken.
For regulated work, the terms of the s Rehabilitation of Offenders Act 1974 apply. The university will ask about previous convictions, whether spent or unspent. Students are not entitled to withhold information on a criminal conviction on the grounds that it is spent under the Act. Having an unrelated criminal conviction will not necessarily debar a student placement as part of a programme of study. This will depend on the nature of the position and the circumstances and background of the offence or other information contained on a PVG Scheme Record or Basic Disclosure Certificate, or information provided directly to the AP by a Police Force. 
Confidentiality:  employers sometimes have concerns about confidentiality.  In practice very few problems ever arise, however If you do have concerns you may seek to protect yourself against 



unauthorised use or disclosure of information by requiring the student to sign a confidentiality undertaking.  Students will be made aware that any breach of an implied or express confidentiality undertaking would lead to personal liability for the student rather than any liability for the university. 
Insurance: The University will check with you that you cover insurance policies that cover the risks arising from hosting a placement student. In the United Kingdom (UK) employers are legally required to hold Employers Liability Insurance (ELI).  ELI policies within the UK classify work experience or placement students as employees.  Under UK ELI provisions should an accident at work occur arising from the placement provider’s negligence the student will be covered in the same way as an employee.

Although not a legal requirement most UK employers also have Public Liability (PL) insurance. This provides employees, and therefore placement students, with protection should a claim be brought against the placement provider by other third parties.

Other than the NHS and the MoD, confirmation that the host organisation holds current ELI and PL policies is a mandatory element of placement approval.

Sole traders are not legally required to have ELI, however as soon as they take on a placement student they effectively become an employer.  


OTHER WORK RELATED ACTIVITIESIf you would like to discuss any of the information in this guide, please contact:

E-mail: lyndsay.maccoll@uhi.ac.uk
Tel: 01463 279276
Or alternatively register your interest at www.uhi.ac.uk/en/students /careers

(This section could be adapted to include college contact)


In addition to placements, there is a variety of ways in which students can gain a useful insight into working life. These include:
Informational interviews: where students are given the opportunity to interview a member of staff and discuss their career aspirations.
Work observation or visits: where individuals or groups of students are guided round the workplace to watch a range of employee activities or processes.
Employer presentations: where an employer visits the students and speaks about their role and aspects of the organisation they work for.
Interview and recruitment surgeries: where employers provide students with an insight into their preferred recruitment methods and what they look for in student and graduate applications.
Mock interviews: where employers participate in mock interview panels with small cohorts of students
Virtual career fairs: where employers from across the region participate in a virtual career fair from their office desktop.
Skills and Employability Award: participation in assessment of the university’s extra-curricular skills award
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