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 1.   Introduction   

This handbook is designed to provide you with information about the Humanities Placement Year 
(HPY), which takes place between the second and final years of your degree programme.  For 
Humanities based programmes your HPY must comprise the equivalent of at least 24 weeks full time 
equivalent work placement. During this time you will apply the knowledge, skills and techniques that 
you have gained up to that point on your degree programme. The HPY has its own Stage, [S], between 
Stages 2 and 3 of your degree, and so those students embarking on the HPY programme will be 
students for four years. The HPY is non-credit bearing as it is graded as pass/fail, however, it will appear 
on your transcript as ‘[degree subject] with a Placement Year. It is assessed by means of a brief 
Performance Evaluation Report (Form PY05) completed three times, from your line manager at your 
placement organisation, together with a written Personal Development Reflective Report and 
reflective monthly blogs to keep in contact with your Placement Team at University while on 
placement. You can find out more about the assessment of the HPY later in this handbook. 
  
If you are currently on a standard three-year degree programme and manage to secure an approved 
placement, you will need to register for the module HU504 and transfer to a four year programme, to 
include a Placement Year, provided that it is not full and sufficient time is available for administrative 
changes.  You will need to contact your Undergraduate Support Office or speak to your Placement 
Team in your Academic School who can help arrange this for you.  
  
This handbook outlines the formal requirements for placements, the training and support available, 
and some of the administrative matters that you will need to consider. This may seem a lot to take in 
at the moment, but during the latter part of Stage 1 and early in Stage 2, several workshops and 
advisory sessions will be arranged that are designed to help you develop the skills and knowledge 
needed to gain a placement. The University Careers and Employability Service (CES) are an excellent 
resource to help you with your placement search, See p.7 and 8 for additional information on securing 
your placement. 
 
The HPY does mean extra effort on your part, however, and it is not for everyone. During Stage 2 not 
only will your coursework be more challenging and take up more time than in Stage 1, but in order to 
secure a placement you will also have to spend time searching, filling in application forms, and 
developing placement proposals with potential employers/providers. You should view the placement 
process as securing and starting a job - you will need to be professional and polish your interpersonal 
skills in order to succeed. While we may have suggestions for potential placements, it is your 
responsibility to secure one. Not everyone will be able to secure a placement. Either way, the process 
of searching for and hopefully finding a placement can be a very useful step towards your future 
career.  

 

2. Who to contact  
Queries about the Placement Year should initially be sent to the Divisional Employability and 
Placements Officer, Kate Buchan (artshumsemployability@kent.ac.uk), where they can then be 
passed on to the appropriate member of staff.  Alternatively, you can contact the Divisional Director 
of Education and UG Student Experience, Wissia Fiorucci (w.fiorucci@kent.ac.uk). 
 
Within each Academic School there will be at least one member of staff responsible for Placement 
Year students. Where this information is known, it is listed in the table below.  
 
 
 
 
 

mailto:artshumsemployability@kent.ac.uk
mailto:w.fiorucci@kent.ac.uk
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Your Placement Team within your Academic School:  
  

Academic School or 
Department 

Contact Name Contact Email Address 

School of Arts James Newton j.newton@kent.ac.uk 

School of English Declan Wiffen d.m.wiffen@kent.ac.uk  

School of History Aurelie Basha I Novosejt                  a.basha@kent.ac.uk  

Modern Languages and 
Linguistics 

Tobias Heinrich t.heinrich@kent.ac.uk  

Classical and Archaeological 
Studies 

Anne Alwis a.p.alwis@kent.ac.uk  

Comparative Literature Currently unknown 

Philosophy Currently unknown 

Religious Studies Les De Vries l.devries@kent.ac.uk  

CMAT Richard Lightman r.lightman@kent.ac.uk  

 
 
The CES have buildings at Canterbury and Medway Campuses also have a useful website 
(www.kent.ac.uk/ces/) and a team of advisers who support students with placement activities:   
 
Helen Johnson     | hums-placements@kent.ac.uk  
Steph Hughes      | placements@kent.ac.uk 
Natalie Basden     | medwaycareers@kent.ac.uk 
Gemma Witts     | medwaycareers@kent.ac.uk 

 

 

 

 

3. Why do a Humanities Placement Year (HPY)?  
   
There is little doubt that undertaking a professional placement will help you develop a set of skills and 
capabilities that are widely valued by employers and will help you perform better in your Stage 3 
studies.  
 
Employers increasingly seek graduates that are able to map skills acquired during their studies onto 
generic skills required in the workplace. They often like candidates to show strong initiative and be 
able to tap into their social capital and network. These are key skills that are acquired with experience, 
and a placement can bring that experience. 
 
It is important to note that, although lots of students wish to undertake a placement at an organisation 
directly related to their subject of study, graduate destination data provides evidence that those 
students who graduate from Humanities subjects, work in a wide variety of sectors and roles and are 
welcomed to apply for placement opportunities in all fields available to them.  This often allows 
students to ‘safely’ trial work in an alternative setting before committing to a career path once they 
graduate.  
 
Students returning from placements generally agree that their placement year was invaluable, and 
many find it a life-changing experience. In addition to giving you something extra to put on your CV, it 
could also provide you with potential contacts for future employment. A sample of reasons students 
give for choosing a HPY are given below:   

mailto:j.newton@kent.ac.uk
mailto:d.m.wiffen@kent.ac.uk
mailto:a.basha@kent.ac.uk
mailto:t.heinrich@kent.ac.uk
mailto:a.p.alwis@kent.ac.uk
mailto:l.devries@kent.ac.uk
mailto:r.lightman@kent.ac.uk
file:///C:/Users/hfj/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/EAYCE3F6/www.kent.ac.uk/ces/
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4. A few questions answered 
   

Who do I speak to in the University about the placement process? 

 
Initially speak to the Divisional Employability and Placements Officer or the Placement Team in your 
Academic School (see pp.3-4).  It is good to make yourself known to them as soon as you have an 
interest in the HPY so they can ensure you have the right information before you begin to search 
 

Are there any pre-requisites for the placement programme? 
 
In summary participation in the HPY is dependent on the following: 
 

a) To have achieved an average mark in their modules of between 58-62% or above in stage 1 
b) To have a clean disciplinary record for stage 1 and 2 
c) Have good attendance record for stage 1 and 2 
d) Participation in the HPY is obviously dependent on students obtaining an appropriate 

placement or placements!  
e) A Risk Profiling assessment must be conducted by your Academic School for ALL placement 

activity – whether in the UK or overseas and this is part of the approval process (see forms 
PY01, PYo1b and relevant guidance document at the end of this handbook). 
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Students who do not meet these conditions will normally be advised to remain or transfer to the 
standard three-year degree programme without the Placement Year. This is because placements can 
be jeopardized by poor performance at Stage 2, especially if retakes are required. Equally, finding a 
placement can be a time-consuming process, and we do not wish our students to under-perform in 
their studies at Stage 2 as a result of this. For some students, other sources of experience, such as 
short term internships or regular volunteering, may be more suitable than a 24 week placement. 
 

 

What type of job do I have to do and does it have to be related to my degree? 

 
The work place may be directly related to a student’s degree, but this is not a requirement of the 
module. Notable generic outcomes that the University expect from the HPY programme include: 

⎯ Knowledge and understanding of specific areas of theory, policy or practice relevant to the 
host organisations and agreed placement task(s). 

⎯ Application of intellectual or subject-specific skills from Stages 1 and 2 of the degree 
programme from the perspective of their chosen employer. 

⎯ Ability to work in a professional setting, demonstrate enhanced inter-personal skills and 
further develop and practice graduate level skills. 

 
Therefore, in order to be approved, individual placements need to involve one or more defined roles 
or tasks that will make use of skills you have so far acquired in your degree and ensure the placement 
contributes to the learning outcomes of the module and the degree programme.   
 
The roles or tasks will typically need to be broadly defined in advance under a formal agreement with 
you, the placement organisation and the University to ensure the placement contributes to the 
learning outcomes of the module and the degree programme. These are defined in the HU504 module 
specification as: 
 
Specific Learning Outcomes: 
 

1. Gain a systematic understanding of a range of key theoretical and practical issues currently 
faced by employers in the UK or abroad 

2. Develop an insight into the functioning of the relevant  industry, including an understanding 
of the professional opportunities available within the industry, and the challenges posed by 
working in this industry and how this could also impact in the student’s chosen area of study 

3. The ability to apply their individual specific skills-set productively within the workings of a 
professional context and demands 

4. The ability to contextualise, systematically record, and critically evaluate work place 
practices and processes.  
 

Generic Learning Outcomes: 
 

5. Demonstrate the ability to identify opportunities for professional development; 
6. Work effectively both as part of a team and under own initiative, understand group 

dynamics and handling interpersonal issues; 
7. Manage workloads and priorities to meet deadlines, sustain focus for extended periods 

working on independent projects, developing autonomy and self-management; honing 
organisational and time management skills. 

8. Use IT for a wide range of purposes, which could include research, communication, 
compiling of reports, information management, promotion and design. 

9. Communicate effectively, to a professional standard, coherent arguments and propositions 
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in a variety of media, verbally and in writing, using appropriate communication and 
presentation technologies 

10. Develop a substantial degree of critical and self-reflexive awareness 
11. Reflect on own learning and development, identifying strengths and strategies for 

development, developing autonomy in learning and continuous professional development.  
 
The work you do during a placement will be under the direction of your Line Manager in the placement 
organisation. Support will also be provided as necessary via a named member of academic staff within 
the School (usually a member of your Placement Team) for each student. This support includes 
approving an outline of the responsibilities you will be given and making sure that the work you are 

being expected to do is such that you will be able to meet the learning outcomes of the module and 
degree programme and that you will be gaining graduate level skills. 
 

How long is a placement year and what will my hours of work be? 
 
The placement year for Humanities based programmes needs to comprise at least 24 weeks, 
approximately 6 months of full-time working. The full time placement will usually comprise a 5 day 
working week, or at least 120 days in total.  
 

Can I work part time if the placement organisation cannot give me full time 

hours? 
 
A part time placement might be possible as long as the total duration is at least 840 hours – i.e. 
equivalent to a 120 day full time placement. So for example:  
 

4 days per week would require 30 weeks in placement (ca. 7.5 months) 
3 days per week would require 40 weeks (ca. 10 months) 

 
This route often helps students if the placement is unpaid as it could provide an opportunity for paid 
work alongside your placement hours. 
 

 

Can I work in more than one organisation in my placement year? 
 
A combination of two or three shorter placements is possible with prior approval from your Academic 
School, as long as the total adds up to at least 24 weeks.  We do not recommend any more than three 
shorter placements as this can become difficult to organise and therefore puts the risk of placements 
falling through.  
 

Can I work abroad during my placement year? 
 
Although we encourage you to search for opportunities in the UK, placements may be located 
overseas. However, this will require additional preparation on your behalf, and in particular will require 
you to consider risk and visa requirements before we will approve the placement.   See the later 
sections in this Handbook for more information. 
 

Can I do a HPY if I am an International student sponsored under a Tier 4 

(General) visa? 
 
Students from overseas who are sponsored under a Tier 4 (General) visa are able to undertake a 
HPY, however, there are a number of factors that will need to be considered depending on your 
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individual circumstances.  

As a Tier 4 visa holder you are permitted to undertake a programme of study with a work 

placement as long as it is:  

• an integral and assessed component of the course 

• not more than 50% of the total length of the course, except where there is a 
statutory requirement for the course to contain a specific period of work placement 
which exceeds this limit. 

• Full-time (full time is not specified in UKVI rules but it is assumed to be the equivalent of 
Mon – Fri 9am – 5 pm, or thereabouts) 

Tier 4 sponsored students undertaking a work placement cannot be self-employed, engage 

in business, undertake work as a professional sportsperson (including a sports coach)or 

entertainer or take up a permanent full-time job. 

 Additional important information 

1. The course for which the University is sponsoring you must include the placement year. If 
you were originally provided a Confirmation of Acceptance for Studies (CAS) for a course 
which provided a year in industry then taking up a placement would have no impact on your 
visa.  However, if you were originally sponsored on a course that did not include a placement 
year (i.e.3 year course) and subsequently change your course to include a placement year, 
then you will have to apply for an extension to your visa.  It is recommended that you seek 
further information from Student Immigration Compliance.  

 
2. The University’s Student Immigration Compliance Team is required to inform the Home 

Office with the details of your placement (i.e. placement location, address and placement 
dates).  It is important that you and your School keep the Student Immigration Compliance 
Team apprised of the details of your placement to ensure the University can fulfil its 
reporting compliance duties to the Home Office. 
 

3. Whilst on placement, you must keep your term time address updated on your 
student record and also inform the Home office of any change of address. 
 

4. The university is required to monitor your engagement on the placement, so it is 
important to maintain contact with the University during your placement.  This is 
achieved through regular monthly contact with the school. 

 

Who finds me a placement? 

 
It is the student’s responsibility to find an appropriate placement and seek approval from your 
Academic School Placements Team. While we encourage our students to familiarise themselves with 
placement opportunities at Stage 1, it is important to ensure that you embrace the full experience that 
the first year has to offer, and of course, to secure good grades. After your first year exams, once you 
have had chance to recover, you can utilise the time over the summer to research fully, your options 
for a placement year, to gain some work experience and get your CV up to scratch. The placement 
process begins in earnest in the autumn term and can potentially continue throughout the second 
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year.   
 
There are several ways to find a placement, and students are advised to explore all avenues if they are 
to be successful. 
 

1) Advertised placement or internship programmes   Typical of national government 
agencies or organisations. There may be an annual call for applications, typically in the period 
from autumn to early spring, and some of these are likely to be paid. Competition is tough, but 
you stand as good a chance as any other applicant if you have prepared your application well.   
 

2) The Careers and Employability Service   The annual University of Kent Careers 
Fair at Canterbury and the Employability Festival in early Autumn each year provides students 
with a wealth of opportunity to speak to employers who have travelled to Kent especially to 
speak to our students.  Check the Careers and Employability Service pages for news on these, 
and other, employer events or visit the CES building for ideas on places to look or general 
queries about the placement process. Log into Target Connect (see point 6. Below) 

 

3) Contacts through Academic staff  Academics in your Academic School are the 
specialists and are active in their field of study. Many staff have shared contacts from their 
personal research and employment networks. These organisations may sometimes be able to 
offer placement opportunities, but are not guaranteed. A designated staff member will be 
your first point of call. 

 

4) The University of Kent LinkedIn Alumni tool Many of our ex-students are keen to 
help current students get a head start in their professional career while studying at the 
university, and sometimes offer placement opportunities.  Get advice on creating a LinkedIn 

profile to help you in your search. https://www.linkedin.com 

 

5) Your own research and network   Life after university is all about successful 
networking. If you already have contacts in your interested sector via previous jobs, 
volunteering or family members and friends, make use of that network. If not, then start that 
network early on! LinkedIn is great for this and is commonly used by those looking to fill 
vacancies too - ask the University Careers and Employability Service for tips on how to make 
the most of this professional social network. 
 

6) The University has a vacancy database   Target Connect, which employers and 
organisations use to advertise their graduate and internship opportunities 
https://careers.kent.ac.uk/home.html Login with your student details and search 

opportunities.  A different section of this database is also used by your Academic School to 

record the fact that you have a placement once you have submitted the placement details to 
them. 

 
7) Moodle page (HU504)   The placement module also has a Moodle page 

(HU504), and from time to time staff will post information or email possible placement 
opportunities for you to consider.  
 

 

 

https://www.linkedin.com/
https://careers.kent.ac.uk/home.html
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How much are the fees for a placement year? 
 
During the placement year UK/EU students pay a reduced tuition fee: 

https://www.kent.ac.uk/finance-student/fees/tuition/2020/index.html  

The student loan rate is also reduced for the placement year.  See the later sections for additional 

finance information. 

Will I be paid? 

 
Year in Industry degree programmes were originally designed for opportunities in business or 
industry, for which many placement providers provide salary. Placements for Humanities students are 
often paid well in certain industries for certain roles, however, some sectors, such as the creative 
sector, or some smaller companies do not necessarily fit this mould and it is fairly commonplace for 
placements to be unpaid. It is good, however, to expect 'out of pocket' expenses to be covered by the 
provider, and we strongly encourage our students to research fully, the cost of travel and 
accommodation and other possible expenses, prior to agreeing on a placement or volunteering 
opportunity especially if unpaid. It is very important to weigh up what you will be gaining from your 
experience and whether you can afford to do it.  
 

When I speak to employers what do they need to know? 
 
When you approach employers about the possibility of a work placement they will need to know 
what they have to do to meet the requirements of the placement.  They will need to ensure that 
employing a student for 24 weeks is going to be a positive experience and, particularly if they are 
paying you, they will want a return on their investment. You do not need to be directly monitored all 
the time but your placement provider needs to: 
 

a) Outline the tasks and duties they expect you to undertake (ideally a job description) that 
provides you with the opportunity to meet the learning outcomes of the module. 

b) Sign a Placement Agreement Contract – between you, the placement provider and the 
University (sent once your placement is approved by your School, this contract will be 
raised and sent by the University and is further detailed later in this Handbook) 

c) Provide you with a nominated supervisor – someone you can go to with queries or 
concerns 

d) Comply with health and safety legislation – the level of compliance will vary according to 
the type of employer and the role you are given. Any organisation or location that is 
deemed to be medium/high risk additional information may be required before approval 
is given. 

e) Give you an induction as they would to any new employee (to ensure you know where 
things are, who to speak to and what to do if there is an emergency or you need first aid 
etc) 

f) Be able to provide access for a placement visit from the University (at least one but 
sometimes two) 

g) Complete three performance evaluation forms (see form PY05 at the end of this 
handbook) with you during the time you are there 

 

What are the deadlines for the placement process? 

 
You can find out details about approximate deadlines in the timetable at the end of this handbook.  
The first thing you need to do is make yourself known to your Academic School placement team. See 

https://www.kent.ac.uk/finance-student/fees/tuition/2020/index.html
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details on pp.3-4 for your contacts. 
 
Stage One - your first year is a great time to start thinking about your ideas for a placement year; where 
you would like to work, what you would like to do, career ideas and who to contact about them.  
Employers visit campus all the time just to speak to Kent students so make sure you check the central 
University events calendar as well as looking into events going on in your Academic School and those 
run by the Careers and Employability Service.  Remember – don’t just listen passively to speakers – 
make sure you ask questions, introduce yourself and connect on LinkedIn. You could use the summer 
after your stage one exams to begin to do some detailed research and get your CV and covering letter 
checked too. 
 
Stage Two – many of the large graduate recruiters who offer organised placement programmes for 
groups of UG students have their deadlines from the early Autumn term through to early Spring.  If 
you leave your research too late you will miss out on these as options.  Alternatively, if you would like 
to apply to organisations outside of this group of recruiters, you will still need to start early as your 
initial applications may not get you a position straight away.   
 
It is important to consider that, although the University does its best to approve opportunities which 
arise later into the second year, other aspects you will need to organise such as accommodation, travel 
or even visas may take longer to arrange. If you have not managed to secure a place by 31st July in your 
second year you will need to have a discussion with your Academic School about what you should do 
next.   
 
Please refer to and print the timetable at the end of the handbook to ensure you are keeping on top 
of the placement process. 
 

What if I don’t get a placement secured in time? 
 
In the Spring of your second year, your Academic School release information related to 3rd year module 
choice.  If you have not secured a placement by this time, it is wise to go ahead and choose your 
modules as if you were continuing with a 3 year degree.  Once this is done, you can continue to search 
for a placement as long as you update your Academic School placement team with your intention to 
do so and any resulting developments.  If you manage to find a placement in time, you can be re-
transferred to a 4 year programme (with a Placement Year) without difficulty. If you do not manage 
to gain a position, you will continue with your 3rd year in the Autumn.  
 

What have previous Humanities students done for their placements? 
 
Students from Humanities subjects are in a great position as they are not only sought after but they 
have many roles within many sectors that they can adapt their skills to.  Some examples of previous 
placements include; 

⎯ Teaching assistant roles often with growing responsibilities as the year progresses.  This is a 
good opportunity for those considering teaching for a career but unsure if it is for them.  

⎯ Technical Assistant within a record company – primarily PR for album releases as well as some 
live work 

⎯ Public Relations Intern for a worldwide music and events company  

⎯ Art Gallery Assistant – assisting with various projects and exhibitions for a gallery in Argentina 

⎯ Record Label Intern – assisting with various record label practices including promotion and 
listening to demo submissions as well as other aspects of running a record label 

⎯ Teaching English Abroad in various locations – including obtaining an internationally 
recognised qualification 

⎯ Production Assistant for a Theatre Company – work included tasks related to pre, during and 
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post production as well as the possibility of assisting the Director. 

⎯ Sound Mixer and Mastering Engineer – opportunity for a student to undertake tasks in sound 
design and mixing for a Norwegian television network. 

⎯ Runner – everything from serving drinks and collecting/delivering items between studios to 
picking up cast members for make-up calls 

⎯ Visual Merchandising Internship – for multi-national cosmetic company which included 
implementation of merchandising initiatives for new product launches. 

⎯ Recruitment Intern – learning about all aspects of recruitment and ‘head-hunting’  to supply 
various sectors of industry 

⎯ Theatrical Publicity Intern – Large international film and media organisation – working on sets 
such as the BAFTAs as well as students own film campaigns.  

 

How will my placement year be assessed? 
 
The Humanities Placement Year is a 120 credit module (Module HU504). Your degree transcript will 
give your subject then with the added title; ‘with a Placement Year’.  There will be three different areas 
of assessment, although these count together as a single written submission. 
 
Formal assessment is based upon the following:  
 

a) What - Reflective monthly blogs (500 words reflecting on your work undertaken during the 
month)        (20%)   
When - By the last day of the calendar month 
How - Submitted to your Placement Coordinator by email and held on the Placement 
Management System (Target Connect) 

 
The blogs are personal documents where you should keep an account of the work you are 
doing, training courses, visits and any other key development events or observations about 
working life.  Alongside this you should retain a portfolio of internal reports that you have 
produced and other material that you can use in support of the blog. 

 
In the shorter term, they will help to remind you of your key achievements, which is useful 
when you have performance evaluations, and enable you to complete the form more easily; in 
the slightly longer term, it will provide evidence and inspiration for your final placement report; 
in the very long term they will be something you can look back on to refresh your memory as 
you prepare for graduate job interviews. 

 
Recorded reflection is also good practice in many organisations as it allows you to keep tabs 
on fast moving processes and gives you opportunity to evidence what you have achieved.  To 
help you facilitate this we require all students to share a statement of their expectations once 
they begin their placement as your first blog.  This will then act as a starting point for your 
reflection during your placement and provide you with a marker to look back on.  
 
 

b) What – Three Performance Evaluation Forms (either use the University form, PY05, or your 
employer may wish to use their own version)    (20%)   
When – Two weeks into your placement, half way through your placement, at the end of 
your placement.  If you are undertaking multiple separate placements during this module 
you should instead submit an evaluation 2 weeks into each placement and at the end of each 
placement. 
How – To be filled in by you and your placement supervisor and submitted to your Placement 
Team by the agreed methods 
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Either the form PY05 should be completed by you and your supervisor or, if your placement 
provider has their own methods for induction and/or performance monitoring, they are able 
to submit their own version of performance evaluation. It is treated as extremely poor 
academic practice if this form is completed solely by the student and as such, your supervisor 
is required to sign the forms before they are submitted.  The evaluation should assess any 
technical or personal performance at three milestones during your placement.  As both you 
and your supervisor will undoubtedly be very busy during your placement, it is a good idea to 
book in dates to complete this when you start your placement.   

 
c) What - A Personal Development Reflective Report (4000 words, excluding any references) 

reflecting on the work undertaken during the placement(s) (60%)  
When – on July 31st 2021 or 4 weeks after your placement ends (whichever is the sooner) 
How – submitted via the HU504 Moodle page (Turnitin)  
 
This report will be assessed using your individual Academic School’s marking criteria.  We 
have provided additional guidelines to answer any further questions you may have about the 
report in the pages that follow.  Please ensure you read these guidelines in advance and 
during your placement so you are fully aware of requirements in preparation for your end of 
year report. 
 
The bulk of marks is allocated for reflective reporting – i.e. your ability to synthesise the key 
experiences you acquired during your placement and match them to the learning outcomes 
of the degree programme. So, while your report will describe your placement experience to 
some extent and may involve some reference to external information, to be truly reflective 
you should be self-questioning your experiences during the placement and make reference to 
material and learning outcomes from your degree thus-far. The University’s Unit for 
Enhancement of Learning and Teaching (UELT) has some excellent resources on reflective 
writing, which can be accessed here:  
https://www.kent.ac.uk/learning/PDP-and-employability/pdp/reflective.html  

 
The best thing you can do to prepare yourself for writing the report is to make notes as you 
go through your placement - It is never too soon to start thinking about your report and you 
must check with your employer about any issues with confidentiality.   
 
If your placement organisation is going to check through your report you should have it 
finished at least a month before your end date to give them time to check through and advise 
you of any amendments before you leave. 

 
When the Placement Team reviews these three documents, notes from the placement visits or contact 
points will be taken into account as well. For instance, if the Placement Team found it impossible to 
get in touch with you to arrange a visit this will be taken into consideration when the assessment is 
graded. Please keep this in mind and treat placement contact points as part of the assessment.  
 

Questions about the Personal Development Reflective Report 
 

1) How long should the report be? The length for the report should be 4000 words, and it should 
be written as concisely as possible. It is worth noting that appendices are not included in this count 

 

2) Who is the audience?  Your report should be aimed at a general group who have no prior 
knowledge of your placement. You are not aiming it at a specific person or persons. 

 

https://www.kent.ac.uk/learning/PDP-and-employability/pdp/reflective.html
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3) How should the report be presented?  Reports should be typed, single line spaced in 
a size 12 font. Look at reports in your workplace, see how they are laid-out and maybe use a similar 
style. Whatever the style, the report should be appropriately sectioned and numbered, and there 
should be a contents page with all the section and page numbers on it. If you wish to include digital 
videography or other methods of submitting your report, you will need to discuss this with your 
Placement Team prior to submission.  

 
4) Where do I submit the report?  Reports should be submitted to your School 

Placement Team by 31 July, or 4 weeks after your placement ends, whichever is the sooner, via the 
HU504 Moodle page (Turnitin).  Early reports will be welcomed and gratefully received. Most 
companies have strict privacy policies, it is imperative that you therefore allow them plenty of time to 
vet your report before you submit it. This might take up to four weeks in some companies, so find this 
out as soon as possible. 
 

5) When will I get my mark? The reports are marked and moderated; the grade is combined with 
those for the Performance Evaluation and Blogs to give an overall Placement Year pass/fail mark and 
submitted to the next available Exam Board which may take place after your final year work 
dependent on when you complete your placement. Due to the possible large numbers of reports, the 
marking and moderating process takes time and the marks are not officially published until this is all 
complete. 

 
6) What is the distribution of marks between the Performance Evaluation and the Placement 

Report? The Personal Development Reflective Report mark is worth 60% of your final grade, 
the Performance Evaluation and Blogs as each worth 20%. The three are compared and combined to 
give one overall Pass/Fail mark for the year 
 

7) Will someone check a draft of my report before I submit?  You can only submit your final 
report to the University for marking.  If you want your report checked then we strongly suggest you 
ask someone in your workplace for advice. If you want to discuss whether you are on the right lines, 
we can do this at your second placement visit, by email or by arranging a telephone meeting. 
 

Guidelines and Structure 
 
Although each report will vary depending on your placement, the Board of Studies recommends that 

the report should, wherever possible, adhere to the following guidelines and include the sections 

listed below: 

1) Abstract – short summary of your work (e.g. aims, key results, significance) 
2) Placement details –The name of the host institution and the relevant address, the name of your 

supervisor and the period you worked 
3) Contents Page – an index of the whole report 
4) Introduction – background to your role and its place in the organisation 
5) Main body will be structured appropriately for the kind of work you have undertaken in your 

placement and should include the following:  
5.1  A description of the various tasks you undertook during the placement 
5.2  The training, both formal (courses) and informal (on the job), undertaken in the period   plus 

any other learning experiences 
5.3  Any changes to the supervision or nature of the placement 
5.4  Discussion about the outcomes of your work, or other influential impacts on   your placement 
5.5  Analysis of your thoughts, feelings and personal developments through the year 

6) Summary – A final round up about the key successes or otherwise of the placement and of the benefits 
you have gained from your placement year 
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7) Appendices – Optional additions to illustrate details of the work and training undertaken. These must 
be properly referenced within the report. This can include a printed version of your blog(s) 

8) Illustrations – May be used within the main body or in the appendices. Remember to give to legends 
to figures and tables. 
 

 Comments 

Report Organisation  Report contains abstract, placement details, contents page, introduction, 

logically structured main body, summary and appropriately referenced 

appendices and illustrations 

Scene Setting Background to company, department and student role 

Demonstrates a good understanding of organisation 

Intro to the report structure 

Comments on Learning Analysis of work undertaken in terms of personal development and 

knowledge gained 

Description of training, both formal and informal (on the job) 

Analysis of thoughts, feelings and personal developments through the 

year 

Work Description Description of work undertaken including discussion of outcomes 

Awareness of business environment 

Description of other impacts on the placement 

Analysis of thoughts, feelings and achievements through the year 

Presentation Professional layout including appropriate headings and numbering 

system in line with contents page 

Appropriate use of diagrams and illustrations 

Spelling/proof reading Has the document been accurately proof read? 

 
 

Common Mistakes 
 

1) Not reading the guidelines    Students don’t always read the provided guidelines 
and as a result, they don’t include an abstract, contents page or other required sections as 
instructed.  This does lose them marks and makes a poor impression from the start of the report. 
NB. An abstract is a paragraph or two that outlines what is contained in the report. It is not an 
introduction, but a brief overview and is commonly the last thing that you write before submission. 
 

2) Layout    This should be a professional report, so number the pages, have numbered 
sections and sub-sections and title them appropriately.  Use this information to present a full 
contents page. 
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3) Analysing   In previous years, some students have just described what they have 
done during the year. Remember this is an analytical and reflective report, so you need to draw 
conclusions about what you have gained out of the year as well as comment on activities you have 
participated in. 

 

4) Planning    Some students start writing their report without drafting a plan first.  Their 
reports tend to be disjointed and difficult to follow. You have a whole year to present this piece 
so take some time to think through what your main parts are and write up a plan before you start.  
You will not include everything you have done, so planning will help you to select the most relevant 
and/or interesting points. 

 

5) Proof Reading  Quite a few reports are full of spelling mistakes and garbled, long-winded 
sentences that make no sense.  Get a third party to read your report for you highlighting any errors 
or areas they don’t understand.  Your supervisor may do this for you, or a parent or even a friend 
from the course for whom you could reciprocate the favour. 

 

If you have any questions related to your Personal Development Reflective Report or any of the 

assessed aspects of this module you should speak with the Placements Team in your Academic 

School in the first instance and use your queries items to discuss during the visits the University 

representative makes to your placement. 

 

 

Will I be visited and monitored by the University during my HPY (Stage [S])? 
 
During the placement year a member of your Placement Team will have at least two supervisory 
meetings with you:   

⎯ The first meeting aims to be near the start of the placement period, to check that integration 
into the workplace is proceeding and that the work being required of the student is 
appropriate.  

⎯ The second meeting is at a later stage to assist both the student and the organisation with the 
requirements of the assessment process.   

These meetings will usually be arranged in person, via Skype or other appropriate means. You can 
outline indicative dates with your Placement Team prior to departure. 
  
Aside from these two meetings you are required to document your progress in placement via a 
monthly blog to help you reflect on your experiences during Year [S]. Your blogs will be due on the 
last day of the calendar month, be based on your start date with the placement organisation and will 
be submitted to your Placement Team in your Academic School. Once submitted your Placement Team 
will be able to provide feedback.  
Please note that writing your monthly blog is compulsory and part of the assessment of the year. You 
should ensure you are able to access and log on to the system while on placement, and if you envisage 
any delays then you should agree in advance with the administrative team in your Academic School. 
 
Throughout the year, support by email and/or phone is also available as necessary from your University 
Placements Team (or a nominated deputy within the School), where appropriate in coordination with 
the Programme Convenor, or other University staff. 
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How do I need to prepare for my final year when I am on my HPY? 

 
Module choices and research project arrangements for the final year are usually confirmed during the 
spring term at Stage 2. Students with confirmed placements at this point will not do this at Stage 2, 
but will instead need to make arrangements during their Stage [S] in other words, during the spring 
while they are on their placement. The School will therefore be in contact with you in the February of 
your placement year to make these arrangements and so it is well worth thinking about potential 
projects while you are away.  
 
Some Academic Schools offer their placement students a ‘return to university’ day at some point 
during their placement year. Consideration for an event depends, however, on sufficient interest, 
timetabling, and availability of students to travel to Canterbury. 
 
If you have any questions concerning the process or the modules available please contact your 
administration team or your Placement Team in your Academic School, or by using the generic inbox 
at: artshumsemployability@kent.ac.uk   
 
 
 
 

5. The Placement Agreement (Contract)  
 

The Placement Agreement – is a tripartite contract between you, the University 

of Kent and your placement organisation 
  
The University of Kent has advanced guidelines on management of placements, including on issues 

such as duty of care. It also requires a standard 2-3 page placement agreement, or contract, to be 

signed with the placement organisation. These contract agreements are issued once the correct 

information and approvals have been entered into the Placement Management System. You will be 

given the contract to take with you at the start of your placement – it is your responsibility to get the 

correct signatures and to ensure it is returned to your Placements Team in your Academic School. 

In your meeting with your Placement Team in your Academic School, you should discuss the match of 
the placement for your career interests, as well as the degree programme, any budgetary constraints 
and to work out your next steps in the process. For your Academic School to begin the contract 
preparation process they will need the Placement Approval (PY01) from you.  All the information 
requested on the Placement Approval Form should be entered by you. This will help them complete 
the Risk Profiling Form (PY01b) which should be completed by your Placement Team in discussion with 
your placement organisation. 
 

Responsibilities during the placement 
 
While talking with potential placement providers it is worth considering responsibilities during the 
year. Some organisations, particularly large ones with annual internship programmes, have their own 
administrative processes for hosting students. For many smaller organisations, you might be their first 
official placement student, and so there may be queries from the organisation about who is 
responsible for what. 
 
 
 

mailto:artshumsemployability@kent.ac.uk
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Responsibilities of your Placement Provider: 

⎯ Provide a clear job description or person specification; 

⎯ Treat the student as one of their employees; 

⎯ Design opportunities that will help the student develop as well as fulfil the organisation’s 
needs; 

⎯ Recruit and select students using the same standards applied to regular staff; 

⎯ Arrange an induction for the student and appoint a Line Manager who can liaise with the 
student and the University contact if need be; 

⎯ Assist with a risk profiling exercise (if appropriate) and contractual agreements specified by 
the University; 

⎯ Be familiar with details on health and safety in the workplace; 

⎯ Accept liability and responsibility for students on placement as they would with all other 
employees (this includes employer liability insurance, which is not covered by the University 
while the student is on placement); 

⎯ Report and deal with any issues or problems promptly and professionally; 

⎯ Provide feedback to the student and the University and agree to complete the Performance 
Evaluation Form(s) and agree to accommodate at least one placement visit by a representative 
from the University. 

 
Responsibilities of a Placement Student: 
 

⎯ Be aware of health and safety (having completed an employee induction at the start of the 
placement), and adhere to health and safety policies; 

⎯ Be professional (e.g. time-keeping, dress appropriately); 

⎯ Maintain contact with the University when required, including submitting a monthly blog and 
ensuring the Performance Evaluation Forms are submitted on time to the Placement Team 
using the agreed method; 

⎯ Be a strong ambassador for the University of Kent - Think of next year’s placement student 
from Kent. Set a shining example so more Kent students will get an opportunity; 

⎯ Inform their Line Manager of any problems that may hinder their placement in a timely and 
professional manner; 

⎯ Adhere to terms and conditions set by the placement organisation; 

 
Responsibilities of the University of Kent: 

⎯ To provide academic and administrative support from a named contact within your Academic 
School.  

⎯ To give support and advice from the Careers and Employability Service – open throughout the 
year and can be contacted via their webpages, in person or by using the Humanities 
Placements inbox at artshumsemployability@kent.ac.uk  

⎯ While you are on placement you are still a full member of the University of Kent Students’ 
Union and all its facilities.  On production of your Union membership, you may be able to use 
the union facilities at other universities.  You also have the same rights to stand and vote in SU 
elections. 

mailto:artshumsemployability@kent.ac.uk
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⎯ Other support departments within the University to help with your academic skills, finances or 
wellbeing and health are all still available to you whilst you are on placement.  More details can 
be found in section 6 of this handbook. 

⎯ Kent Union Advisory Service have an Advice Centre which is a useful starting point for any 
queries or concerns.  You can contact them in person, by email or over the phone. 
https://kentunion.co.uk/welfare/advice  

⎯ To give students going overseas the opportunity to attend pre-departure briefings (see p. 22 
and 23 in this Handbook) 

 

Post-contract checklist 
 
Once the placement contract has been issued there are a few final administrative matters to complete 
before you finish Stage 2. You are required to confirm your contact details before and during 
placement, and update us of any change to your emergency contact information.  

The following documents are also required before the end of the academic year: 

⎯ Confirmation that employer liability insurance is in place while on placement (or overseas 
insurance has been issued for those travelling outside UK). This is often part of the contract 
stage 

⎯ A Pre-Placement Checklist (PY02) completed, signed and given to your Placement Year 
Coordinator 

⎯ Placement Information Form (PY03) – often details change from time of approval to when 
you actually start your placement so this helps to remind all parties of current contact details 
– some of which you may not know until you start. 

For those travelling overseas additional information is required on the following (see p. 22 and 23 for 
additional details).  This information will vary depending on whether you are a UK/EU student or an 
International student intending to travel overseas: 

⎯ Overseas Travel Health Assessment 

⎯ Confirmation of travel insurance 

⎯ Confirmation of visa requirements 

IMPORTANT!  Overseas students who are studying in UK under a Tier-4 student visa (i.e. if you are 
from outside the European Economic Area) need to be aware of the implications to their Tier 4 visa. 
See information on p.7 for more details. 

 

6. Additional considerations for your placement year 
 

Fees and funding   
 
During the placement year UK/EU students pay a reduced tuition fee.  See 
https://www.kent.ac.uk/finance-student/fees/tuition/2020/index.html  
The student loan rate is also reduced for the Placement Year.  
 
The University offers a small bursary scheme to UK students to assist with travel costs for volunteering 
and unpaid placements. The scheme (https://www.kent.ac.uk/ces/bursarykew.html) can contribute 
towards minor out-of-pocket expenses. However, it is likely that you will need to consider your 

https://kentunion.co.uk/welfare/advice
https://www.kent.ac.uk/finance-student/fees/tuition/2020/index.html
https://www.kent.ac.uk/ces/bursarykew.html
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finances before you confirm a placement, and we will need to be confident that you have sufficient 
financial and logistical support to cover your basic living expenses. Some placements are paid whereas 
others may only provide expenses; it is up to you what conditions you are prepared to consider, but 
we strongly encourage you to research fully any financial considerations prior to confirming your 
availability with your placement organisation.  
 
Completing a budgeting exercise will help to look into whether an offer is affordable and it is the 
student’s responsibility to ensure that they can live on what is available before accepting a placement 
especially if the placement is unpaid. The University has a standard format to complete at: 
 
https://www.kent.ac.uk/finance-student/budgetcalculator.html 
 
More detailed information regarding student finance can be found at: 
 
https://www.kent.ac.uk/finance-student/funding/sandwich.html  
  
If you secure a placement in Europe you may be eligible for a non-means tested grant for the duration 
of the placement, through the Erasmus+ programme. Currently, during Brexit discussions, the funding 
is available to all students and your placement must be for a minimum of two months in duration. The 
exact amount of the grant depends on a number of factors but could be around €400 per month.  If 
you secure a placement in the UK but get posted to Europe for three months or more you may also be 
eligible to receive some funding.  In either case please contact the University's Erasmus team in 
International Development for full details and bear in mind that there will be specific deadlines for 
applying for funding and often these are earlier than you might think:  
 

erasmus@kent.ac.uk 
01227 824042 
www.kent.ac.uk/goabroad   

 
Finally, before you embark on your placement we strongly encourage you to double check that all 
financial arrangements are in place with the University and student loans.  
  

Tax 
 
The UK tax year starts on 6th April each year. Everyone who is resident in the UK for tax purposes has 
a personal allowance, which is an amount of income you are allowed to earn or receive each year tax-
free. For up-to-date information concerning your ‘tax-free personal allowance’ please consult the 
Revenue and Customs website at http://www.hmrc.gov.uk/rates/it.htm.  
 

Paying Tax Abroad 
 
The question of tax on earnings outside the UK is more complicated. The position regarding the 
taxation of earnings abroad depends on the country visited and the length and purpose of the visit. 
Each country has its own method of dealing with the earnings of non-residents. These vary so widely 
that details should be obtained from the Revenue Authorities of the countries involved. It is 
advisable to find out what documentation you will need to complete your tax return before you go.  
 

Council Tax 
 
During your placement year, you still have student status. This means that you are exempt from 
Council Tax. However, you will still need a Council Tax Certificate from the University to prove this.  
 

https://www.kent.ac.uk/finance-student/budgetcalculator.html
https://www.kent.ac.uk/finance-student/funding/sandwich.html
http://www.kent.ac.uk/goabroad
http://www.kent.ac.uk/goabroad
http://www.hmrc.gov.uk/rates/it.htm
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The Student Records Office in the Registry provides Council Tax certificates. If your degree includes a 
placement year in this country, certificates are available for collection prior to the placement start 
date. To get the certificate, you can use a secure online service that the university has implemented 
quite recently.  
 
For more information please visit the website https://www.kent.ac.uk/csao/student-
service/council.html  
 

Access to University facilities during the placement  
  
Whilst you are on placement you are still a member of University of Kent and the Students’ Union and 
both these organisations offer support whilst you are away from Campus.  
  
If you are leaving the Canterbury and Medway area to carry out a placement elsewhere in the UK, do 
remember that the NUS has a national agreement and you can often make arrangements to use Union 
facilities at a College/University near your placement address should you wish to do so.  In the past 
this has enabled students to join sports teams, orchestras etc. near to their placement employers.  
  
Also many universities will allow you to use their libraries providing arrangements are made BEFORE 
the beginning of the placement.  It is worth checking with the University of Kent Library whether there 
is a local university library that will let you use their facilities during your placement year.  
  
If you are going abroad, it will be worth enquiring with Kent Union about obtaining an ISIC card. This 
is an internationally recognised student ID card.   

  

Placements in London  
 
Should you secure a placement in London you will be entitled to apply for a Student Oyster Card which 
will allow you to purchase Travel Cards and Bus & Tram Pass season tickets for 30% less than the adult 
rate:  
See:   https://www.kent.ac.uk/csao/student-service/oyster-card.html 
  

Final year accommodation  
 
Students will need to arrange their own off-campus accommodation for their final year of study at 
Stage 3 (their 4th year) during their placement year. These students will be able to arrange off-campus 
accommodation online via the following websites.    
  

https://homestampkent.co.uk/ 
www.studenttenant.com/kent/  
  
These sites advertise the vast majority of student property in the Canterbury and Medway area and 
offer a wide range of housing to suit students’ budgets and other requirements.  The Homestamp site 
is managed directly by Kent Union.    
 
Further advice about renting off-campus housing near the Canterbury campus is available at   

https://www.kent.ac.uk/student/community/ 
 
For Medway students information is available at 

https://www.kent.ac.uk/accommodation/medway/student-accommodation-medway.html 

 

https://www.kent.ac.uk/csao/student-service/council.html
https://www.kent.ac.uk/csao/student-service/council.html
http://www.kent.ac.uk/student-records/students/oyster-card.html
http://www.kent.ac.uk/student-records/students/oyster-card.html
http://www.kent.ac.uk/student-records/students/oyster-card.html
https://homestampkent.co.uk/
http://www.studenttenant.com/kent/
http://www.studenttenant.com/kent/
https://www.kent.ac.uk/student/community/
https://www.kent.ac.uk/accommodation/medway/student-accommodation-medway.html
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Health and Sickness  
 

Make sure that you register with a doctor local to your placement. Finding a doctor once you are ill is 
far more difficult.   
 
In the UK, names and addresses of GP practices can be found on the internet under the NHS Direct 
pages, www.nhs.uk. Employees only need a ‘fit note’ (often called a sick note) from a doctor after 7 
days off work sick. Prior to this you will be asked to ‘self certificate’  - you will be given one of these 
through your employer or you will need to collect one from your local surgery.  If your illness extends 
past 7 days (including weekends and days off) you will need a doctor’s certificate or ‘fit note’.    
 
For placement overseas you should ensure you check the University's procedures for travel health, 
safety and welfare. This usually requires either a self-declaration of health, or a basic or full health 
assessment by your GP or medical provider. This is to ensure you are fit for travel and fulfil 
requirements of the University's travel insurance policy which will cover you for overseas trips (see 
below). Once approved by the University's Occupational Health team the resulting Fitness for Travel 
Certificate will be required for School approval of your placement. It therefore pays to start these 
procedures early. Further details can be found at  

https://www.kent.ac.uk/safety/studentsafety/index.html 
 
It is also important that you follow the host organisation's guidelines on illness and their procedures.  
This will include reporting your absence to the relevant parties within a given period of the illness 
starting, usually reporting it to someone in your department or directly to the Human Resource 
Department on the first day of absence – check your departmental policies and procedures as part of 
your induction. 
  

Safety  
 
Wherever you are employed you should be briefed on the safety issues associated with your role and 
the site where you are based. This should preferably happen during your first day, or at least your first 
week and is included as part of the Induction Checklist as a guide (form PY04).  If there are significant 
updates to the Risk Profile submitted prior to embarking on your placement then you should update 
your Placement Team.   
 
For your own safety and that of others, ask detailed questions about using equipment or carrying out 
procedures with which you are not familiar. If you are not sure, do not proceed until instructions have 
been clarified.  
 
For any emergencies that occur while you are on your placement, in the first instance speak to local 
emergency services if appropriate.  If you need to contact the University, Campus Watch provide 24 
hour support and, although you may not be on campus, they can advise you on the correct steps to 
take until the University is open.  For all other urgent queries you will need to speak to your Academic 
School.   
Campus Watch (24 hr) – 01227 823300  
  

Travel and health insurance for work placements in the EU and the Rest of the 

World 
  
Students who take an overseas placement can obtain insurance cover from the University Insurance 
Department at no extra cost.  You can find more information about what is covered and what is not 
covered here: 
 

http://www.nhs.uk/
https://www.kent.ac.uk/safety/studentsafety/index.html
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www.kent.ac.uk/finance-staff/services/insurance/studentfieldwork/index.html 
 
An Overseas Travel Health Assessment will need to be completed before the insurance cover can be 
obtained.  
 

https://www.kent.ac.uk/safety/oh/Travel/Travel%20Health%20Assessments.html 
 
Please note that the Insurance Office must be notified of any trips taken whilst on placement to ensure 
policy remains in place. Crucially, the schedule you give on the insurance application form allows the 
University and its insurers to track your whereabouts and safety, so that in the event of an emergency, 
help can get to you fast. 
  

In addition to travel insurance, if you secure a placement within Europe, don’t forget to take your 
European Health Insurance Card (EHIC) with you. Your EHIC lets you get state healthcare at a reduced 
cost or sometimes for free. Apply or renew your EHIC for free via the NHS website:   
 
www.nhs.uk/NHSEngland/Healthcareabroad/EHIC/Pages/about-the-ehic.aspx  

  

Notification of travel overseas 

 
In addition to a formal risk assessment, health assessment and insurance application, we require all 
students travelling overseas to register their travel plans with appropriate University departments: 
 
If within the EU, notify the Erasmus office via erasmus@kent.ac.uk  
If outside the EU, notify the International Office via studyabroad@kent.ac.uk   
 
These two departments also offer pre-departure briefings which will support students in integrating 
themselves into a new culture and how to stay safe.  They may also visit you while on placement if 
they are in your host country on University business. This might seem unnecessary at the moment, but 
often students report they are happy to see a familiar face from the University when they have been 
away for a long period, particularly if they are feeling a little homesick. 
 
You should also regularly check the UK Foreign and Commonwealth Office about travel advisories to 
your destination country and are advised to register at the local UK Embassy or Consulate. This ensures 
your safety and welfare is paramount if something should go wrong. 
(https://www.gov.uk/government/organisations/foreign-commonwealth-office) 

 

Overseas Students on Placement in the UK   
 
Students from outside the UK or European Economic Area (EEC) sponsored on a Tier 4 visa need to 
pay particular attention to their immigration status before, during and after placement. If you are not 
formally registered on the placement programme at the start of Stage 2 this means applying for the 
change of programme quickly. This needs to be done via your administration team in your Academic 
School in the first instance, who will seek approval from the University’s Student Immigration 
Compliance Team. It’s important to note that changing your course to undertake the placement year 
may require you to apply for a new visa from overseas. 
 
It is important you seek visa advice early as your UK visa arrangements will dictate what you can and 
cannot do on placement. For information regarding visa requirements for overseas students to take 
up work placements in the UK please contact:  
 

Kent Union,  

http://www.kent.ac.uk/finance-staff/services/insurance/studentfieldwork/index.html
http://www.kent.ac.uk/finance-staff/services/insurance/studentfieldwork/index.html
https://www.kent.ac.uk/safety/oh/Travel/Travel%20Health%20Assessments.html
http://www.nhs.uk/NHSEngland/Healthcareabroad/EHIC/Pages/about-the-ehic.aspx
http://www.nhs.uk/NHSEngland/Healthcareabroad/EHIC/Pages/about-the-ehic.aspx
http://www.nhs.uk/NHSEngland/Healthcareabroad/EHIC/Pages/about-the-ehic.aspx
mailto:erasmus@kent.ac.uk
mailto:studyabroad@kent.ac.uk
https://www.gov.uk/government/organisations/foreign-commonwealth-office
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Advice Centre,  
Mandela Building,  
01227 827724  
advice@kent.ac.uk  

   Further resources for Tier 4 students: 
 
Tier 4 Policy Guidance -  https://www.gov.uk/government/publications/guidance-on-application-for-uk-
visa-as-tier-4-student 
 
UKCISA - https://www.ukcisa.org.uk/Information--Advice/Working/Can-you-work  
 
University of Kent Student Immigration - https://www.kent.ac.uk/studentimmigration/during-your-
studies/changes-to-studies/work-placement.html 

https://www.gov.uk/government/publications/guidance-on-application-for-uk-visa-as-tier-4-student
https://www.gov.uk/government/publications/guidance-on-application-for-uk-visa-as-tier-4-student
https://www.ukcisa.org.uk/Information--Advice/Working/Can-you-work
https://www.kent.ac.uk/studentimmigration/during-your-studies/changes-to-studies/work-placement.html
https://www.kent.ac.uk/studentimmigration/during-your-studies/changes-to-studies/work-placement.html
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Timetable for undergraduate placement programmes 
   
The timetable below is intended to give you a general idea of what happens leading up to, during and 
after your Humanities Placement Year.    
  

Degree stage 
and timeline of 
relevant forms 

What happens 

[1] 
 
 
Students should familiarise themselves with the placement procedures, and focus on 
attaining an average mark in their modules of between 58-62% or above across first 
year modules as well as an excellent attendance record. 

[2] 
Relevant Forms: 
- PYo1- Placement 
Approval 
- PY01b-  Risk 
Profiling Form 
-PY02- Pre 
Placement Checklist 
 
 

 
Students will be registered on the HU504 Moodle page once their placement is 
approved by their Academic School.  
 
Autumn term:  

⎯ Searching for placement opportunities.  

⎯ Visit employer events on campus such as the University of Kent Careers 
Fair and Employability Festival 

⎯ Meet with your Placement Team to discuss your ideas 

⎯ Make an appointment with the Careers and Employability Service to get 
support. 

 
Throughout the term sessions will be run by Careers and Employability Service, 
covering skills such as writing CVs and applications; creative job-hunting, and 
interviews.  Check events in your Academic School and those open to all 
students across the wider University. 
 
Spring term:  

⎯ Students who have not yet secured a placement offer will be asked to 
choose contingency module choices for Stage 3. If they subsequently 
secure a placement they move back to the 4 year degree programme to 
include a Placement Year. 
 

⎯ 31st July (of stage 2) is the deadline for receiving offers.  Approvals can be 
sought after this date only in negotiation with your Placement Team in your 
Academic School. 

 

⎯ Tier4 students need to have finalised their placement details by this date to 
allow sufficient time to update UK immigration authorities via the University 
Student Immigration Compliance Team (they will need to be notified of your 
placement within 10 working days of confirmation). 

 
Summer term: (after exams) 
 
The Careers and Employability Service or your Academic School will run a pre-
departure briefing on making the most of your placement.  

 
Paperwork requirements:  

⎯ Submission of all student placement documentation including Risk Profiling 
and others completed by your Placement Team, emergency contact details 
and any requirements for overseas work should be recorded securely on 
your documents on the Placement Management System by your Academic 
School administration team. 
 

⎯ Issuance of the placement agreement (contract) will be managed by 
placements@kent.ac.uk  

 
 
 
 

mailto:placements@kent.ac.uk
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[S] 
-PY03 – Placement 
Information Form 
-PY04-Induction 
Checklist 
-PY05 – 
Performance 
Evaluation Form 
-PY05+6 – 
Placement Visit 
Forms 
 

 

 
Humanities Placement Year  (identified as academic status ‘S’ on SDS)  
 
Students will remain enrolled on HU504 – the module for students undertaking the 
Humanities Placement Year.  
 

⎯ Involves a minimum of 24 weeks of work placement(s).  
 

⎯ Day-to-day management is by a nominated Line Manager in host 
organisation, who will also complete a Performance Evaluation Form at the 
agreed times as part of the assessment for the HPY (20% of assessment).  

 

⎯ Students will submit a monthly blog on the last day of each calendar month 
which is required for the placement year to be assessed. Failure to do so on 
time may also jeopardise visas for Tier4 students.  
 

⎯ At least two meetings (i.e. in person or via Skype) with the Placement Team 
in your Academic School.  The first will be in the first few weeks of the 
placement. The second will be scheduled later on in the 24 weeks.  

 
Spring term 

⎯ In February you will receive information from your Undergraduate Office 
concerning the online module registration process via your Kent email 
account. You should keep in touch and give yourself plenty of time to 
contact tutors and decide which modules you wish to pursue at Stage 3. If 
you have any questions concerning the process or the modules available 
please contact your Undergraduate Office in your Academic School, Your 
Placement Team or the generic inbox: 
artshumsemployability@kent.ac.uk  
 

Summer term 

⎯ 31st July or 4 weeks after your placement ends (whichever is the sooner): 
submission of Placement Development Reflective Report via the Moodle 
HU504 page (Turnitin) 
 

⎯ A return to University day may be arranged. You may be asked to promote 
the placement programme to other students as well as prospective 
applicants at University open days or provide a short case study about your 
experience. 
 

[3] 
-PY08-Placement 
Debrief 
Questionnaire 

 
Early in Autumn term:   

⎯ De-briefing session or meeting, which may include student presentations, 
will be arranged for the first few weeks of term. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:artshumsemployability@kent.ac.uk
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Other useful documents and additional reading for placement students and 

staff supporting them include: 
 
ASET – Good Practice Guide for Work Based and Placement Learning in Higher Education 

http://www.asetonline.org/resources/aset-publications/  

 
ASET – Good Practice Guide for Health and Safety for Student Placements 

http://www.asetonline.org/resources/aset-publications/  
  
Code of Practice for Quality Assurance for Taught Programmes of Study. Annex Q: Work-Based and 
Placement Learning (University of Kent) 

https://www.kent.ac.uk/teaching/qa/codes/taught/annexq.html  
 

Rook, S. (2015) Work Experience, Placements and Internships Palgrave Career Skills 

 
Durrant et al. (2011) Getting Started with University-Level Work Based Learning Paperback 
 
Helyer, R. (2015) The Work-Based Learning Student Handbook Palgrave Study Skills 
 
Rook, S. (2013) The Graduate Career Guidebook: Advice for Students and Graduates on Careers 
Options, Jobs, Volunteering, Applications, Interviews and Self-employment Palgrave Study Skills 
 
 

http://www.asetonline.org/resources/aset-publications/
http://www.asetonline.org/resources/aset-publications/
https://www.kent.ac.uk/teaching/qa/codes/taught/annexq.html


 

 

  

Introduction to Placement Risk Profiling 

 

Introduction  
The information and processes contained in this document are drawn from sector guidance, ASET 

Good Practice Guide for the Health and Safety for Student Placements, and in consultation with the 

University of Kent Safety, Health and Environment (SHE) Unit. 

 
It is recommended that those arranging and/or managing placements become familiar with the guidance set out 

in the ASET Good Practice Guide for the Health and Safety for Student Placements. 

 

This guidance is in support of the following documents that will form the basis for your risk profiling 

activities for work placements.   

PY01 – Placement Approval Form  

PY01a – Placement Risk Profiling Guidance 

PY01b - Risk Profiling Form 

You will need to complete PY01 to approve the placement and PY01b to assess any potential risks, 

using PY01a as support. 

The principles of risk management have been used to produce the following guidance on the control 

of placements. The process is designed to allow you to demonstrate that you have considered the 

issues and taken relevant action, thereby properly discharging your duty of care and, as far as is 

reasonably practicable, ensuring the health and safety of your students while on placement.  

One of the ways that we do this in a placement setting is through assessing the risks and weighing up 

whether we feel that the likelihood of harm is low enough to justify the student undertaking the 

placement. There are a lot of factors that will affect this decision, including the type of placement, the 

duties carried out, the Placement Provider and their approach to risk management and the student, 

their awareness and competence. It is worth noting that this exercise will predominantly be conducted 

from your desk unless significant issues are uncovered. It is also not possible for you to fully 

understand the day-to-day risks of the student in their workplace. This risk management is the 

responsibility of the Placement Provider.   

http://www.asetonline.org/wp-content/uploads/2014/11/ASET-Good-Practice-Guide-Health-Safety-2014.pdf
http://www.asetonline.org/wp-content/uploads/2014/11/ASET-Good-Practice-Guide-Health-Safety-2014.pdf


 

 

  

Before Placement 

Process Involving Risk Profiling 
The following diagram illustrates the recommended risk assessment process for planning and 

arranging placements:

 

Risk Profiling 
You should use PY01a Pre-Placement Risk Profiling Guidance (in the Appendices) to carry out your 

risk profiling. You should judge the risk profile for the placement on the six health and safety factors 

that have been established. You are encouraged to develop and tailor the guidance document to 

address any issues that could arise from the types of placement that your students may undertake. 

You can record your judgements on the PY01b Risk Profiling Form.  

You should attempt to develop groups of placements that have similar risk profiles. This will 

particularly assist you in determining what type and level of action you need to take with regard to 

briefings, written communications and pre-placement safety visits.  

ASET have developed guidance charts which have been adapted and added as Appendices, but you 

may need to adjust the parameters to suit your specific subject areas and placements.  When adapting 

the chart, you should consider the nature, location and duration of the placement, as well as referring 

to the six factors in PY01a Pre-Placement Risk Profiling Guidance. The number and severity of these 

should be assessed in order to form a holistic judgement of the overall level of risk of the placement.  

These groupings should only be used to determine your action regarding briefings, written 

communications and pre-placement safety visits. On each individual risk profile you also need to refer 

to the right-hand column in PY01a Pre-Placement Risk Profiling Guidance to identify any further 

specific actions that may be necessary.  

When producing risk profiles, it is appropriate to involve people with relevant knowledge of, for 

instance, the practices and health and safety issues associated with the activities in which a student 

may be involved. This is particularly relevant in the case of placements with higher risk profiles. For 

example, in high risk placements where preplacement visits should be ‘determined by individual risk 

profiles’, you will need to involve the Safety, Health and Environment Unit. It would also be advisable 

to liaise with the employing organisation as they may already have completed risk profiling that would 

help in your decision-making. 

Read Available 
Placement 
Guidance

Risk Profile + 
Determine 

Control Measures

Follow-up on any 
Actions from the 

Risk Profiling

Support Available:

•Placement Guidance from 
ASET

•School Safety Contact

•SHE Office

Clarify 
Expectations with 

Provider

Approve/Refuse 
Placement



 

 

  

You will also need to refer to:  

• The requirements of any relevant professional body in relation to professional practice 

obligations.  

• Other guidance material relating to placements set by bodies such as the NHS.  

You should then undertake the following control measures, as deemed appropriate by your risk 

profile.  

Control Measures  

Preparing the Student  
Under UK legislation, primary responsibility for health and safety, assessment of competence and the 

provision of training rests with the Placement Provider. You do, however, need to prepare the student 

by helping them to understand the risks and to make informed judgements whilst on placement. The 

student should be encouraged to seek out further information and to consider the associated risks, 

not only with the Placement Provider, but with the environment in which they will live and socialise.  

The amount of information that the student will need in advance will depend on the extent to which 

the placement is unusual, complex, or involves significant risk. Fig. 1 in the appendices advises what 

level/type of briefing is required and what the delivery might involve for particular profiles of 

placements; whether the briefing should be to a large group, smaller groups, or individuals also needs 

to be decided. You should provide this information in such a way that you can be satisfied that the 

student has received the information. Attendance/participation should certainly be recorded and a 

simple test of understanding could also be performed.  

You should remind the student to advise you of changes in their contact details and also those of their 

next of kin (for use in an emergency). These can be updated online by the student at 

https://www.kent.ac.uk/csao/student-service/address.html 

 

Clarifying Expectations  
You must inform the Placement Provider of Kent’s health and safety expectations. To ensure the 

Placement Provider’s compliance, and to be able to demonstrate it, these expectations should be 

translated into respective roles and responsibilities. These should be identified in a written document 

at the outset of the relationship and before any student commences their placement.  

There are two levels of documentation, depending on the type of placement - Letters of Expectation 

and Placement Agreements. Generally speaking, most topics are covered in the Placement 

Agreement. If there are additional concerns, speak to CES to establish whether a tailored Placement 

Agreement or additional letter is the appropriate method for confirming roles and responsibilities. 

These documents are described in Fig. 2. 

Pre-Placement Safety Visit  
You need to decide whether a pre-placement safety visit is required. In most cases (see Fig. 3 in 

Appendices) these are not required unless there are specific concerns.  

The DfES guidance Providing Work Placements for Disabled Students states that institutions may wish 

to carry out an access audit and visit the placement with the student or prepare the student for a 

https://www.kent.ac.uk/csao/student-service/address.html


 

 

  

meeting with the Placement Provider. This will of course depend on the student, the placement and 

the nature of the disability. 

Approving the Placement  
When you are satisfied that all the necessary actions have been completed, you are ready to approve 

the placement. This includes a judgement that the Placement Provider understands and accepts their 

roles and responsibilities, and that there are no unresolved concerns highlighted in the review. This 

approval should be formally communicated to the Student and the Placement Provider. 

All this information is summarised in PY01b Risk Profiling Form, which you can use as the basis of your 

records for each student or student group and should be saved on the Placement Management 

System. Since a placement is an integral part of the course, you have the right and responsibility to 

refuse any placement on health and safety grounds. For high risk placements, a senior member of staff 

within the School may need to approve the placement – please see Fig.4 for suggestions. 

Training Staff  
Kent staff who play a part in organising, approving or supporting a placement should be given 

appropriate guidance and training and know when and how to obtain specialist advice. They should 

also be fully aware of the risk profiling for any workplace they are visiting.  Much of this information 

may be industry specific, but some helpful examples are available in Fig. 5. The Safety, Health and 

Environment Unit also run regular courses on Risk Assessments.  

After Placement  
You should have processes for monitoring feedback from students, as well as Visiting Tutors, on health 

and safety issues during the placement. Routine feedback can be appended to the relevant risk 

profiling form. Any concerns that are raised should be addressed and then recorded on the Placement 

Management System against the organisation/placement/student as appropriate.  

You should consider your School’s portfolio of Placement Providers and identify any providers about 

whom students or Visiting Tutors have raised health and safety concerns. You should review each 

Placement Provider by checking any concerns that were raised and, if they were justified, whether the 

Placement Provider did or did not take appropriate action to prevent recurrence. The conclusions of 

this review process should be fed back to inform future risk profiling relevant to the approval of 

Placement Providers.  Please notify the Careers and Employability Service who will raise this with other 

placement offices. 

 

 

 

 

 

  



 

 

  

Figure 1 - Briefing Required Pre-Placement Based on Risk Profile 

General Placement Risk 
Profile 

Examples Level/Type of Briefing 

Low  UK office-based/business. General student briefing, delivered by in-house 
staff/Placement Organiser, covering generic risks and 
controls.  
 
Standard briefing and information package. 

Medium  UK other (industrial, 
laboratory, nursing etc.).  
 
Or  
 
Europe, North American and 
Australasia (office-based or 
other). 

General student briefing, delivered by in-house 
staff/Placement Organiser covering generic risks and 
controls, with extra information on any additional 
risks identified during specific risk profiling.  
 
Standard briefing and information package. 

High  UK, Europe, North American 
and Australasia particular high 
risk (construction, forestry, 
agricultural, medical, dental 
etc.).  
 
Or 
 
Rest of world (office-based, 
other or particular high risk). 

Specific student briefing, delivered by in-house 
staff/Placement Organiser, with additional 
advice/input from in-house safety advisers or 
external consultants, with extra information on any 
additional risks identified during specific risk profiling.  
 
Additional training as part of course may be 
necessary. 

Figure 2 - Documents Required to Outline Roles and Responsibilities 

General Placement Risk 
Profile 

Examples Clarifying Expectations and Approving the 
Placement Provider 

Low  UK office-based/business. Placement Agreement  
(signed and returned) 

Medium  UK other (industrial, 
laboratory, nursing etc.).  
 
Or  
 
Europe, North American and 
Australasia (office-based or 
other). 

Placement Agreement (signed and returned), which 
also addresses any additional matters identified 
during specific risk profiling.  
 
 

High  UK, Europe, North American 
and Australasia particular high 
risk (construction, forestry, 
agricultural, medical, dental 
etc.).  
 
Or 
 
Rest of world (office-based, 
other or particular high risk). 

Placement Agreement (signed and returned), which 
also addresses any additional matters identified 
during specific risk profiling. Exchange of information 
about risks and skills/competence required of 
student. 



 

 

  

Figure 3 - Pre-Placement Safety Visit and Communications 

General Placement Risk 
Profile 

Examples Possible Pre-Placement Safety Visit and 
Communications 

Low  UK office-based/business. No visit. 
 
Contact via email or telephone. 

Medium  UK other (industrial, 
laboratory, nursing etc.).  
 
Or  
 
Europe, North American and 
Australasia (office-based or 
other). 

No visit. 
 
Contact via email or telephone. 

High  UK, Europe, North American 
and Australasia particular high 
risk (construction, forestry, 
agricultural, medical, dental 
etc.).  
 
Or 
 
Rest of world (office-based, 
other or particular high risk). 

Visit determined by individual risk profile. 
 
Robust communications process in place and 
establish effectiveness of system in advance (e.g. 
networks and signal strengths) and have contingency 
plans which are recorded in the Placement 
Management System via Academic School. 

Figure 4 – Who Should Approve a Work Placement (this is advisory and local arrangements should be in place) 

General Placement Risk 
Profile 

Examples Approval for placement given by 

Low  UK office-based/business. Administrative or Academic staff involved in 
placements. 

Medium  UK other (industrial, 
laboratory, nursing etc.).  
 
Or  
 
Europe, North American and 
Australasia (office-based or 
other). 

Administrative or Academic staff involved in 
placements. 

High  UK, Europe, North American 
and Australasia particular high 
risk (construction, forestry, 
agricultural, medical, dental 
etc.).  
 
Or 
 
Rest of world (office-based, 
other or particular high risk). 

Head of School with guidance from Administrative or 
Academic staff involved in placements. 

 



 

 

  

 

Figure 5 - Examples of Health and Safety Questions that Visiting Tutors Should Ask  

Area Question Action (As Necessary) 

General How do you feel about the 
placement and your own 
wellbeing? 

Raise with Placement Provider contact/manager. 
 
Record concerns on Placement Management System 
via Academic School 

Training and Induction Did you receive any induction 
training? What ongoing training 
have you been given? 

Raise with Placement Provider contact/manager. 
 
Record concerns on Placement Management System 
via Academic School. 

Supervision Have you been left in charge of 
a situation for which you felt 
you needed more training or 
closer supervision? 

Raise with Placement Provider contact/manager. 
 
Record concerns on Placement Management System 
via Academic School. 

Accidents and Incidents Have you had any accidents or 
witnessed any accidents or 
unsafe practices that you are 
concerned about? 

Assess the relevance.  
 
Raise with Placement Provider contact/manager.  
 
Contact local competent safety person.  
 
Record concerns on Placement Management System 
via Academic School. 
 
Notify Safety, Health and Environment Unit.  
 
Notify HSE. 

 

 

Please submit to your placement details to the placement contact within your school to approve. 

Once approved the academic school placement contact will forward it on to placements@kent.ac.uk 

 

 

 

mailto:placements@kent.ac.uk


 

 

  

Guide to risk profiling and suggested actions to reduce risk 
 
Adapted from UCEA Health and Safety Guidance for the placement of Higher Education Students. 

 
Note this document can be used to complete the Pre-Placement Risk Profiling Form. It is not an exhaustive list and specific local 

indicators and actions can be included through consultation. There is no way of knowing everything about a placement. This process 

is to identify known or likely risks and to help identify opportunities for mitigating risks. It is also an opportunity to weigh all risks 

together and decide whether the placement is a viable option. 

 

 Factor Risk 
Level 

Risk Profiling Indicators Suggested Actions 

E Work Factors High Work with hazards that have potential to cause permanent injury 
or fatalities, including: 

• Construction site with work at height, dusts, moving 
machinery, electrical systems. 

• Operation of machinery with mechanical hazards such as high 
speed rotating parts, crushing or entanglement risks.  

• Laboratory work with toxic/hazardous materials. 

• Community work with known high risk groups of clients or 
locations (drug abusers, homeless, violent patients). 

• Work with animal bedding or large or dangerous animals. 

• Activities requiring specific licences or qualifications (e.g. 
diving, flying aircraft, crewing an aerial device). 

• Work involving significant hazards in small companies that do 
not have professional health and safety advice. 

• Seek confirmation from Placement 
Provider about the expectations of the 
student’s prior competency in high risk 
activities, and confirm with the student that 
they meet these. 

• Confirm that training and supervision will 
be provided by the Placement Provider 
throughout the placement. 

• Include in the written communication with 
the Placement Provider. 

• Consider pre-placement site visit. 

• Ensure a named supervisor is in place for 
the student on a day-day basis and that 
the student knows who this is. 

Medium • Work in proximity to high risk factors (but not directly with 
them). (e.g. working in an office within a factory) 

• Seek confirmation from Placement 
Provider that the student will not be 
expected to participate in high risk 
activities, and will be appropriately 
supervised in medium risk activities. 

• Include in the written communication with 
the Placement Provider. 

Low • Office work or other low hazard environments and activities. • None 



 

 

  

F Travel and 
transportation 
factors 

High • Significant travel to reach placement, prolonged or on local 
transport facilities known to be high risk (poor driving or 
vehicle safety standards).  

• Demanding travel during placement e.g. length of time, over 
physical terrain, through time zones; night driving. 

• Student is required to drive others in unfamiliar vehicles. 

• Request further information on travel 
arrangements for work activities from the 
Placement Provider.  

• Brief student on travel arrangements, 
discuss implications with them. 

• Consider their experience. 

• Get confirmation from them that they have 
relevant driving licences and insurances. 

• Consider reducing risks by requesting that 
the Placement Provider ensures travel is 
accompanied where practicable. 

• Specify regular contact times with the 
Placement Provider. 

Medium • Night travel. 

• Long daily commuting requirement. 

• Student required to drive familiar vehicle in reasonable 
conditions. 

• Brief student on travel arrangements. 

• Confirm that these are acceptable to them.  

• Advise students to check that they have 
the necessary driving licences and 
insurances. 

Low • No significant travel, comfortable daily commute. 

• No driving associated with placement. 

• None. 

G Location 
and/or 
regional 
factors 

High • Significant risk of civil disorder, crime or similar danger (e.g. 
placement in war zones, countries where the Foreign and 
Commonwealth Office (FCO) advises against travel). 
https://www.gov.uk/government/organisations/foreign- 
commonwealth-office 

• Unavoidable lone or remote working in proximity to significant 
risk (e.g. medical student elective in a refugee camp). 

• Medical and rescue services not available quickly or locally. 

• Means of communication likely to be difficult or compromised. 

• Check Foreign and Commonwealth Office 
restrictions and recommendations 

• Ask International Office for 
recommendations and consult guides on 
appropriate behaviour, clothing, etc. 

• Provide information and discuss potential 
cultural issues around disability, gender 
and sexual orientation. 

• Arrange briefing / information to be 
provided in conjunction with someone with 
local experience or knowledge of 
conditions (e.g. student on previous 
placement or a placement practitioner at a 
local HEI in the overseas country). 

  Medium • Higher than normal risk of civil disorder, crime or comparable 
danger. 

• Delays likely in communicating with tutors and others. 

• Check Foreign and Commonwealth Office 
restrictions and recommendations. 



 

 

  

• Placements abroad in areas identified as low risk by the FCO. • Provide information to students on guides 
on appropriate behaviour, clothing etc. 

• Ask International Office for 
recommendations. 

• Provide information and discuss potential 
cultural issues around disability, gender 
and sexual orientation. 

• Supplement general briefing with 
information about the identified medium 
risk factors. 

  Low • Placements in the UK with no significant local risks. • None 

H General/ 
Environmental 
Health 
Factors 

High • Regional / local health risks require mandatory and specific 
health protection measures e.g. inoculations. 

• Very hot or strenuous working conditions (e.g. manual 
working outdoors in the sun). 

• Very cold working conditions (e.g. catering placement in a 
food cold storage / cook chill or freeze facility). 

• Ensure students consult medical/health 
professional for advice regarding 
immunisations and other preparations. 

• Ensure students have received all relevant 
immunisations. 

Medium • Regional / local conditions require some precautionary 
measures, e.g. optional inoculations against diseases, 
medical travel kit. 

• Consult medical/health professional for 
advice regarding immunisations and other 
preparations.  

• A medical travel kit is a sensible 
precaution. 

Low • No significant environmental health risks. • None 

I Individual 
Student 
Factors 

High • The student has personal factors (e.g. health, disability, 
linguistic or cultural) which may increase the risk of illness or 
accident during work-related activity even following 
adjustments. 

• The student has personal factors (e.g. health (including 
mental health), disability, pregnancy, linguistic or cultural) 
which may require specific adjustments or support if living 
away from home, or makes them susceptible to episodes of 
illness. 

• The student’s knowledge, understanding, and skills are low 
for the type of work. 

• Discuss activities of high risk with the 
student, try to eliminate or reduce them 
where possible. 

• Engage with Medical Health Professional 
and/or Student Support and Wellbeing or 
other relevant support professionals to 
develop reasonable adjustments. Confirm 
these in the written communication with 
the placement provider. 

• Consider pre-placement site visit to 
establish…….. 

Medium • The student has personal factors (e.g. health (including 
mental health), disability, pregnancy, linguistic or cultural) 

• Engage with Medical Health Professional 
and/or Student Support and Wellbeing or 
other relevant support professionals to 



 

 

  

which may require specific adjustments or support during 
work, or in social interactions at work. 

develop reasonable adjustments. Confirm 
these in the written communication with 
the Placement Provider. 

Low • The student has no known or disclosed long-term medical 
conditions or disability likely to cause episodes of illness or 
require specific support whilst on placement. 

• Student has relevant knowledge, understanding and skills for 
the type of work. 

• None 

J Insurance 
Limitations 

High • Locations, activities and / or circumstances that are excluded 
from the UoK or students travel and other insurance cover. 
www.kent.ac.uk/finance-
staff/services/insurance/studentfieldwork/index.html  

• Locations where the Placement Provider’s insurance does not 
cover the student for personal or third party liability associated 
with the work by the student. 

• Potential for negligent acts to affect future career prospects 
e.g. professional negligence such as medical negligence. 

• If locations, activities and / or 
circumstances are excluded from the 
University or students travel and other 
insurance cover, consider alternative 
placements. 

• Contact the Insurance Office for 
clarification. 

• If placement is to proceed, additional 
specific insurances may be available. 

• Brief student on limitations of the 
insurance cover available (the small print). 

Medium • Locations, activities and/or circumstances that require prior 
acceptance from our insurers before being covered. 

• If locations, activities and/or circumstances 
require prior acceptance from our insurers, 
ensure notification and acceptance is 
given. 

• Brief student on limitations of insurance 
cover (the small print). 

Low 
• Locations, activities and/or circumstances that are 

automatically included in our insurance cover. 

• UK locations (where the Placement Provider must have 
Employers’ Liability Insurance Cover). • None 

 

 

http://www.kent.ac.uk/finance-staff/services/insurance/studentfieldwork/index.html
http://www.kent.ac.uk/finance-staff/services/insurance/studentfieldwork/index.html
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Pre-Placement Risk Profiling Form– PY01b  
 
Pre-Placement Risk 
Profiling Form to be 
completed by: 

 
The Placement Team in your Academic School as part of the approval 
process   

 
Given/sent onto: 

 
Kept on student’s record on the Placement Management System 

 
When: 

 
As soon as approval is sought by the student after an offer from a placement 
organisation 

General Information 

 
Follow up Action Action By 

Action 
Completed 

A 

Will the placement be 
recorded on the 
Placement 
management System 
to enable a Placement 
Agreement to be 
generated? 

Yes / 
No 

   

Is the students’ 
information up to date 
to help them complete 
the Placement 
Agreement? 

Yes / 
No 

   

 

B 

Has the Placement 
Provider been used in 
the past? (Placement 
Management System 
could indicate this)  

Yes / 
No 

   

If so was health and 
safety reviewed after 
previous placement(s)? 
(check notes on the 
organisation) 

Yes / 
No 

   

If yes are there any 
unresolved concerns - 
what are they? 

Yes / 
No 

   

 

C 

If the Placement 
Provider has been 
used in the past have 
there been significant 
accidents / incidents or 
other concerns?  

Yes / 
No 
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If yes have these 
concerns been 
resolved satisfactorily? 

Yes / 
No 

   

 

D 

If the placement 
involves a medium/ 
high risk activity (as 
indicated by completing 
the sections below), 
have you seen a copy 
of the company’s Risk 
Assessment, or spoken 
to the company about 
potential risks? 

Yes / 
No 

   

 

Placement Risk Profile (Please see PYO1a guidance document here for further information). 
If any of the Risk Levels are high or raise concern/cannot be addressed, it is advised that a senior 
member of staff from the Academic School should sign off on the placement.  Details of how the 
risks will be mitigated should be recorded. 

Factor 
Risk 
Level 

Follow up Action Action By 
Action 

Completed 

E Work Factors 
High / 
Medium 
/ Low 

   

F 
Travel and 
Transportation Factors 

High / 
Medium 
/ Low 

   

G 
Location and / or 
regional Factors 

High / 
Medium 
/ Low 

   

H 
General / 
Environmental Health 
Factors 

High / 
Medium 
/ Low 

   

I 
Individual Student 
Factors 

High / 
Medium 
/ Low 

   

J Insurance Limitations 
High / 
Medium 
/ Low 
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Final Conclusion 

 Follow up Action Action By 
Action 

Completed 

Will the student have a 
briefing prior to the 
placement beginning? (this 
will need to address any 
issues raised above) 

Yes / 
No 

   

Has the student been 
issued with the relevant 
Health and Safety on 
Placement guidance form? 

Yes / 
No 

   

Is a pre-placement site visit 
required prior to approval? 

Yes / 
No 

   

Are residual risks tolerable? 
Yes / 
No 

   

 

Have the above actions been completed? Yes/No 

 

I……………………………………………Job Title…………………………..…have completed this 

document to the best of my ability and I approve this placement. 

 

 

Signed…………………………………………….. 

 

Date………………………………………………. 
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Pre Placement Checklist – PY02 
 
Completed by: 

 
The Student     

 
Given/sent onto: 

 
Your Placement Team in your Academic School 

 
When: 

 
Before you leave University to begin your placement 

 

 
Student ID 
 

 

 
Email address 
 

 

 
Name of Placement 
Organisation 
 

 

My Placement – the process 

I have completed my Placement Approval form and had confirmed approval from my 
Placement Team in my Academic School 

 

I have been given details and understand how to log into the Placement Management System 
while I am on placement 

 

If I am an International student, I have spoken with my Academic School UG office and had 
confirmation that my Year in Industry has been added to my degree programme and I have 
sought advice from Kent Union Advice Centre regarding my UK visa arrangements. 

 

I have spoken to my supervisor at my placement organisation and I am aware of and 
completed any additional paperwork required by the organisation (if any). 

 

My Placement  - the experience 

I have a job description or a list of roles I will be taking on when I am on placement which has 
been provided by the organisation – please attach/send onto your Academic School 
Placement Team 

 

I understand what is required of me to successfully complete the assessment(s) as part of my 
placement year and have made a note of when these are due to be completed and know who 
to talk to at the University if I have any questions. 

 

I have/will discuss the assessment(s) required with my placement supervisor to ensure that 
anything I submit to the University of Kent will not include any identified commercially 
sensitive information. 

 

I know who to contact at the University if I have any issues while I am on placement  

I understand that I must keep the University updated if my address or contact details change  
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My Placement – financial and safety considerations 
I have contacted the Student Loan Company and notified them about my placement year and 
that I will now be on a four year degree 

 

I have completed the budgeting activity set out by Kent Union  

I can evidence if asked that I have investigated the cost of transport to and from my 
placement and living expenses while I am on placement and how I am going to budget for this 

 

If my placement is overseas I have registered my travel plans with the relevant University 
departments and will attend their pre-departure briefings 
If in the EU – the Erasmus Office -  erasmus@kent.ac.uk 
If outside the EU – the International Office – studyabroad@kent.ac.uk  
 

 

If my placement is overseas I have completed the relevant forms for travel, and health 
insurance and agree that I must check regularly the UK Foreign and Commonwealth Office 
advisory information about my destination. Relevant forms and further advice can be found in 
the handbook relating to your placement module or by speaking with your Placement Team in 
your Academic School in the first instance. 

 

  

 

Thinking Ahead - my first day 
I have contacted the organisation and I know what date and time I will be starting my 
placement 

 

I have contacted the organisation and I know where to go on the first day of my placement  

I have planned my journey for the first day of my placement  

I have contacted the organisation and I know who I need to ask for or who I am meeting with 
on the first day of my placement 

 

 

Thinking Ahead – when I return to University 
I understand that I will need to look into and register for my final year modules in the spring 
whilst I am on placement 

 

I know that I will need to arrange my own off-campus accommodation for my final year whilst I 
am on placement  

 

 
 

Checklist complete  
 
 
student ID………………………………………………….Date………………………………………… 
  

mailto:erasmus@kent.ac.uk
mailto:studyabroad@kent.ac.uk
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Placement Information Form – PY03 
 
Completed by: 

 
The Student     

 
Given/sent onto: 

 
Your Placement Team in your Academic School 

 
When: 

 
Prior to the start or at the start of your placement 

Your contact information at University 
Student ID 
 

 

Mobile number  

Skype address  

Academic School Placement Team 
contact name 

 

Your contact information at your placement 

Your position/job title in organisation  

Your organisation email   

Your organisation phone number  

Placement start and end date  

Your salary (optional)  

Your home address whilst on 
placement 

 

The details of your placement organisation 

Organisation name  

Organisation address and postcode  

Supervisor’s name and job title  

Supervisor’s email and telephone 
number 

 

 

Information Form complete 
Student ID …………………………………………… Date ……………………………………………..          
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Induction Checklist – PY04  
 
Completed by: 

 
The Student     

 
Given/sent onto: 

 
Your Placement Team in your Academic School 

 
When: 

 
Within the first two weeks of the start of your placement 

 

Student ID  

Email address  

Name of Placement 

Organisation 

 

 

The following is a list of the essential information that should be included in your induction into your 
placement organisation.  This has been put together to act as a prompt for you to ensure you have 
the necessary information to settle into your placement quickly.  Some of this will be information 
you need to find out before you start such as dress code or parking if relevant. 

Work Environment 

Introduced to key staff members and had their roles explained so you 
start to learn who to go to for information and more importantly what 
goes on in your team 

 

Location of toilets, break areas, canteen etc. plus lunch, tea and 
coffee arrangements  

 

Dress code  

Travel and any car parking or permits needed including any 
arrangements for claiming travel expenses 

 

Procedures 

Misuse of e-mail policy 
Many organisations have stringent disciplinary procedures (some 
result in immediate dismissal) for the misuse of e-mail.  Make sure 
you are clear about what you can and cannot use the system for 

 

Use of web resources 
Many organisations have very strong views on this, for example all 
organisations will take strong action for downloading inappropriate 
material or using web access for personal reasons 

 

Telephone procedures 
Some departments will have a “correct” answering procedure for the 
telephone (particularly where the department has a customer facing 
role). It is generally the practice to answer with either your name or 

 



   

 46 

 

that of the department.  You will need to know how to make calls 
internally and externally plus how to transfer calls and even record 
your own voicemail message. 
 

Post arrangements  
Where post is collected from and when and how your post is delivered 
to you 

 

Holiday arrangements  
How to book and mark annual leave 

 

Notify Absence 
Ensure you have the contact details of the person you should notify in 
case you are absent and what time in the morning you should do this 

 

Health & Safety Issues 
Emergency procedures 

 

Safety policy received and location known   

Location of First Aid box and First Aiders  

Fire procedures and location of extinguishers  

Accident reporting and location of accident book  

All technical regulations/requirements  

Display Screen Equipment regulations/procedures  

Manual handling procedures (if any lifting required)  

 

Induction Checklist complete  
 
 
Student ID ……………………………………………… Date……………………………………………….. 
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Performance Evaluation Form – PY05  
 
 
Performance 
Evaluation Form to 
be  completed by: 

 
Your supervisor or line manager at your placement organisation.  To be 
discussed and shared with the student     

 
Given/sent onto: 

It is the responsibility of the student to ensure this document is sent onto 
the Placement Team using the agreed timescales and methods  

 
When: 

 
At the agreed timescales (usually at week 2, half way through and at the 
end of your placement). If you are undertaking multiple separate 
placements, you should instead submit an evaluation 2 weeks into each 
placement and at the end of each placement. 

 

Performance Evaluation Form 

 

Summary of student’s main job duties and assignment during review period: 
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Supervisor’s overall comments on performance during the review period: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Student’s overall comments on performance during review period: 
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Student Performance – 
see Guidance notes 
 

 
Grade 
1-5 

 
Remarks 

 
Management capability and 
decision making 
 
 
 
 

  

 
Resourcefulness and creativity 
 
 
 
 
 

  

 
Functional and technical skills and 
knowledge 
 
 
 
 

  

 
Communication 
 
 
 
 
 

  

 
Teamwork 
 
 
 
 
 

  

 
Reliability 
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Performance Evaluation Form – detailed guidance notes 

 
The form is a mixture of written feedback and a marked scale.  At the appropriate milestones you and 
your placement supervisor should complete this form with the comments you wish to raise on each of 
the assessed sections and appropriate marks. 
 
The following guidelines to the scale should be used: 
 
5 Exceptional: Performance always exceeds expectations, adds unique value to the 

organisation, demonstrating excellence and exceptional ability.      
  
4 Excellent: Performance consistently exceeds expectations, adds value to the organisation 

and demonstrates excellent ability in field. 
 
3 Good: Consistently meets expectations and is doing a fully competent job. 
 
2 Satisfactory: Generally meets expectations, however improvements can be made. 
 
1 Poor: Not meeting the minimum expectations. 
 

Management capability and decision making - Having a clear sense of priorities, 

logically analysing situations, exercising sound judgement and being able to display initiative in 
problem solving. 
   

Judgement, evaluation of options and management capability 1 2 3 4 5 N/A 

Depth of task evaluation and suggestions for improved working 
methods 

1 2 3 4 5 N/A 

Ability to work unsupervised and obtain advice when necessary. 1 2 3 4 5 N/A 

Time management and prioritisation 
 

1 2 3 4 5 N/A 

Level of self-organisation 
 

1 2 3 4 5 N/A 

 

Resourcefulness and Creativity - Tasks maybe highly technical and complex or 

straightforward and predictable, however resourcefulness and creativity is still crucial. 
       

Inquisitiveness and display of initiative 
 

1 2 3 4 5 N/A 

Recognises and analyses practical constraints to problems 1 2 3 4 5 N/A 

Systematic approach to the solution of problems 1 2 3 4 5 N/A 

Knowledge applied to providing solutions to problems 1 2 3 4 5 N/A 

 

Functional/Technical skills and knowledge - Development of functional and technical 

skills is an important facet of this programme. 
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Competence in application of methods, policy and procedures 
specific to the area, including the adoption of appropriate 
professional, ethical and legal practices 

1 2 3 4 5 N/A 

Development of practical skills in specific projects and ability to 
develop theory in use 

1 2 3 4 5 N/A 

Manages their own learning and development, grasps at all 
available opportunities to do so 

1 2 3 4 5 N/A 

Understanding of how the department contributes to the business 
as a whole 

1 2 3 4 5 N/A 

 

Communication - For a business to work effectively there must be exchange of ideas, 

information and instructions making the ability to communicate in writing and verbally essential.   
  

Ability to communicate with colleagues and senior management 1 2 3 4 5 N/A 

Written communication and ability to convey information clearly 
and concisely 

1 2 3 4 5 N/A 

Ability to listen, retain and appropriately use information 1 2 3 4 5 N/A 

Presentation skills 1 2 3 4 5 N/A 

 

Teamwork - Teamwork reflects interaction with others to achieve mutual objectives. 

  

Ability to work as a team member 1 2 3 4 5 N/A 

Contribution to team objectives and department as a whole 1 2 3 4 5 N/A 

Support of supervisors/seniors 1 2 3 4 5 N/A 

Display of professional attitude and adaptability 1 2 3 4 5 N/A 

 

Reliability - Refers to “being there” and coming through time after time, project after project, 

completing tasks in a timely manner. 
  

Level to which objectives have been completed by deadlines 1 2 3 4 5 N/A 

Time management and organisational skills including timely 
completion of “routine” tasks 

1 2 3 4 5 N/A 

Punctuality  
 

1 2 3 4 5 N/A 

Drive and self-motivation 1 2 3 4 5 N/A 

I……………………………………………      job title…………………………..…have completed this 
document in communication with the University of Kent student on placement with  

……………………………………………………. Organisation 

Signed……………………………………………..Date………………………………………………. 
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First Placement Visit Form – PY06 

 
Completed by: 

 
The Academic School Placement Team  or their representative    

 
Given/sent onto: 

 
Placement Team in your Academic School to keep on record using the PMS 

 
When: 

 
On the first placement visit 

Placement visit - confirmation of details 

Student ID  

Mobile number and Skype address  

Organisation name  and job title  

Organisation email   

Organisation phone number  

Placement start and end date  

Date and time of visit  

Name of University Placement 
Team or representative visiting 

Signature: 

Name of Placement Supervisor  

Placement Supervisor contact 
details 

 

Placement Visit Report: 
Company overview: 
 
Induction process, level of 
supervision and how often, 
appraisal process, student 
understanding of company’s 
business, students understanding of 
own role/team 
 

 

Key personal objectives for 
placement: 
 
E.g. Technical knowledge, business 
awareness, push comfort zones, 
opportunities for training/personal 
development  
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Departmental role: 
 
e.g. Business objectives, student’s 
role within structure of the team, 
geographical/functional, mix of 
team, do they rotate to other 
departments 
 

 
 
 
 
 
 
 

Student’s role: 
 
E.g. Day-to-day responsibilities, 
what does a typical day look like, 
Projects, training & support, key 
learning points to date, integration 
with others, looking ahead, 
challenges, do they feel they have 
been prepared sufficiently by their 
programme/modules/University 
and/or placement organisation 
 
 
 
 

 

Technical skills 
developed/enhanced: 
 
E.g. depending on role and 
placement organisation – could 
include reflections on skill 
development specific to project or 
organisation 
 
 
  
 

 

Business skills 
developed/enhanced: 
 
E.g. Business awareness, meetings, 
presentations, report writing, time 
management 
 
 
 

 
 
 
 
 

Personal/soft skills 
developed/enhanced: 
 
E.g. confidence, assertiveness, 
communications, what has gone 
well/badly and why. 
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Blogs: 
 
Format? 
Content adequate?  
Reflective element? 
Frequency of input? 
On time? 
 
 

 
 
 

Assessment and evaluation 
done/planned: 
 
Performance Evaluation Form – 
when due/has it been submitted? 
 
Personal Reflective Report – any 
questions? 
 
 

 
 

Checkpoints & objectives before 
next visit: 
 
 
 
 
 
 

 

Actions to follow up:  
 
By who and when? 
 
 
 
 
 
 

 

 
Placement Supervisor Comments: 
 
 
 
 
 
 
 

 
First Placement Visit Report Form complete  
 
Student ID …………………………………………… Date …………………………………………….. 
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Second Placement Visit Form – PY07 
 
Completed by: 

 
The Academic School Placement Team or their representative    

 
Given/sent onto: 

 
Placement Team member to keep on record using the PMS 

 
When: 

 
On the second placement visit or skype meeting 

Placement visit Report 

Student ID  

Organisation  

Confirm placement end date  

Date and time of second visit  

Names of Academic School 
Placement Team/representative 
visiting: 

Signature: 

 
Technical skills 
developed/enhanced since last 
visit: 
 
E.g. depending on role and 
placement organisation – could 
include reflections on skill 
development specific to project or 
organisation 
 

 
 
 
 
 
 
 
 
 

Student’s role since last visit: 
 
E.g. Day-to-day responsibilities, 
what does a typical day look like, 
Projects, training & support, key 
learning points to date, integration 
with others, looking ahead, 
challenges, do they feel they have 
been prepared sufficiently by their 
programme/modules/University 
and/or placement organisation 
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Business skills 
developed/enhanced since last 
visit: 
 
E.g. Business awareness, meetings, 
presentations, report writing, time 
management 

 
 
 
 
 
 
 
 
 

Personal/soft skills 
developed/enhanced since last 
visit: 
 
E.g. confidence, assertiveness, 
communications, what has gone 
well/badly and why. 
 

 
 
 
 
 
 
 
 
 

Key personal objectives for 
placement – have these been 
met/revisited: 
 
E.g. Technical knowledge, business 
awareness, push comfort zones, 
opportunities for training/personal 
development  
 
 
 
 

 
 
 
 
 
 
 
 
 

Blogs – re-visit: 
 
Format? 
Content adequate?  
Reflective element? Can it be used 
to inform end of year report? 
Frequency of input? 
On time? 
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Assessment and evaluation 
done/planned: 
 
Performance Evaluation Form – 
when due/have all been submitted? 
Supervisor/student comfortable with 
process? 
 
Personal Reflective Report: 

- Deadline 31st July 
- Structure/basic outline 

grasped 
- Reflective aspect of report 
- Concerns 
- Confidentiality 
- Marking guidelines 
- Questions 

 
 
 
 
 
 

 

Checkpoints & objectives raised 
at last visit – have these been 
met? 
 
 
 
 
 
 
 
 
 
 

 

Name of Placement Supervisor 
 
 
 

 

Placement Supervisor contact 
details 
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Placement Supervisor Comments (if appropriate): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Second Placement Visit Report Form complete  
 

Student ID …………………………………………… Date …………………………………………….. 
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Placement Debrief Questionnaire – PY08 
 
 

Placement Debrief Questionnaire to be  
completed by: 

 

The Student     

 

Given/sent onto: 

 

Your Placement Team in your Academic School  

 

When: 

 

When your placement ends or as you return to 
your 3rd year of study 

 

Student ID:  

Course:  

Placement Organisation: 

 

 

Please circle 

Would you recommend a placement year?     Yes   No 

Was the placement what you expected?     Yes   No 

If no, why 

 

 

Do you feel you received adequate briefing before starting your placement?  Yes  No 

What further information would be useful? 

 

 

Do you feel you received adequate support during your placement?   Yes  No 

What further support would have been useful? 

 

Can you say a few words about the placement service you received from the various departments at 
your University?
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Has the placement year changed your career aspirations?   Yes  No 

If yes, in what way? 

 

 

Did your placement provider discuss a graduate position with you?  Yes  No 

If yes, are you likely to accept?       Yes  No 

If no, what are your plans after graduation? 

 

 

If you were to sum up the placement year in 3 words what would they be? 

 

 

What advice would you give to placement students for next year? 

 

 

Would you be interested in supporting potential placement students by:- 

 

Providing a blog or case study for our web 
pages or offline marketing? 

 

Yes 

 

 

No 

 

Being part of a presentation to students 
about your experience? 

 

Yes 

 

No 

 

Being part of a group of 4th year student 
contacts who could meet and chat with 
potential placement students – likely to be 
from your Academic School? 

 

 

Yes 

 

 

No 

 
 
Placement Debrief questionnaire completed  
Student ID ………………………………………………….Date………………………………………… 

 


