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1. Aims of the Placement Year
The Placement Year has the following aims:

· To develop the student's intellectual and interpersonal skills

· To provide the opportunity to apply knowledge and skills acquired on the course.

· To provide experience which can be used in critically reflecting on academic work.

· To learn the customs and conventions of working in an organisation 

· To assist in reflection on prior learning and provide a basis for career choice.

· To develop skills which are useful in gaining employment.

· On completion of the placement the student should be able to describe critically the significance to the organisation of the computer related systems with which they have been involved with and appraise their contribution to the operation and development.

2. Specific Learning Outcomes

· Plan a Learning Agreement and prioritise, from a skills audit, those skills which you feel need developing.

· Use the Learning Agreement throughout the placement as a tool for the management of your learning.

· Collaborate with other colleagues and participate in a range of tasks.

· In a report, explain the significance to the organisation of the computer related systems with which you have been working.

· In a report, reflect on your contribution to the development or operation of these systems.

· In a report, identify a range of transferable skills which have been developed during the placement year.

3.  Introduction
The placement year normally comes between the second and third level units within a degree and is a 48 week period of supervised work based learning.

The placement year is assessed and satisfactory completion of the year will result in the student being awarded a Certificate of successful completion. 

The School of Computing and Technology has an  agreement with the British Computer Society (BCS) and by completing the degree and the placement year you will automatically be exempt from Parts 1 and 2 of the BCS  professional exams.  A student’s prior work experience/employment history may qualify them for an exemption.

4. 
Important Information

External Liaison and Placement Co-ordinator
Alton Metzger

Placement Officer





Les James


CV’s and other documentation relevant to placements can be handed in at the SCOT, General Enquiry Desk in B Block. Opening times for the General Enquiry Desk are 10:00am – 16:00pm Monday to Friday.  Placement slots at the Enquiry Desk are on display in the Foyer of B Block; usually at these times a member of the Placement Office will be available to answer any placement enquiries.


If you need to speak to a member of the Placement Office please phone one of the numbers below to make an appointment.


Tel:

020 8223 2668/2219

E mail:
A.Metzger@uel.ac.uk



L.James2@uel.ac.uk

IMPORTANT DATES FOR YOUR DIARY

18th Oct ’05
Completed Placement Record forms ie “blue” forms to be 




submitted to the Placement Office.

15th Nov ‘05
Finalised version of your CV to be submitted to the School of Computing and Technology Placement Office. 

Note: Failure to submit your CV by this date will mean that you may not be assisted by the placement staff when finding a placement.  A finalised version of your CV is to be typed in Word 2000.

8th Nov ’05

Exemption applications to be received by the Placement 


Office.

1st June ’06
Earliest date you can commence your placement.




5. Aims

5.1. Placement Preparation Sessions

Attendance at the placement preparation sessions is compulsory and the aim is to provide you with the skills necessary for success when securing a suitable placement.  These skills are transferable skills which will be equally applicable to your search for employment after graduation and include the ability to write a CV, completing job application forms, sourcing a placement, interview techniques and Health and Safety issues.  It is also likely that other intangible characteristics such as your use of initiative, self-confidence and “professionalism” will also be enhanced.  

These sessions will provide an environment in which students feel confident in expressing their opinions and receiving feedback from their peers and University staff.

Students will be encouraged to take greater responsibility for their own placement preparation which will equip them for employment after graduation.

5.2. The Placement Year

The Placement Year aims to provide you with the opportunity to put into practice some of the knowledge and skills gained from the course.  You will also learn the customs and conventions of working in an organisation and be able to develop your interpersonal skills (see also Objectives of the Placement at the beginning of this handbook).  

5.3. Post Placement Reflection Session

The post placement reflection session aims to help reaffirm what has been learnt during the placement and to put this into the context of the rest of the course.  During this session we aim to give feedback on your end of year placement reports together with copies of your employer’s appraisal forms and your self assessment forms.

6. Placement Requirements

The minimum period of a placement is 48 weeks full-time employment.

Your work must be related to your degree and involve personal responsibility (e.g. for computer related degrees, areas of software development, support or helpdesk roles, user training, programming and networking. Computer related business functions have also been found to be suitable).

All placements must be approved by the Placements Office and will be subject to supervision by University staff. 
Students will be permitted to work in a variety of organisations provided that the above aims can be achieved.  As it is only too well known, finding a placement is not easy.  We are very aware of the problems and we want you to know that the Placements Office will be as flexible as possible in assisting students.  

7. Exemptions


Students may be granted exemption from the whole of the placement requirements if their maturity and employment history make such supervised work-based learning unnecessary.  Any exemption will be granted at the discretion of the Chairman of the Assessment Board acting in accordance with University regulations regarding accreditation of prior and experiential learning.


We intend to be as generous as possible in granting exemptions, providing that you meet the criteria outlined below: 

· You should have at least 2 years relevant full time or equivalent work experience at an appropriate level.  For CBS students this needs to be in a relevant area of computing and you may wish to discuss this with the Third Year Tutor.

· We advise all students to carefully consider whether exemption is both suitable and the best option for them as many graduates believe that their placement experience greatly enhances their future job prospects.  It is however, possible to gain exemption from placement but still carry out a search for a useful placement.  If this is the case then you should discuss your circumstances with a member of the Placements Office.

· All students considering exemption should apply for it even if they think that they would like to complete a placement but are unsure.  
· Students will not be able to apply for exemption after the deadline.
Once your exemption application has been accepted, we will obtain references from your previous employer to verify your experience. 


This process usually takes a couple of months and then your case will be heard by the Board.  If you are either granted exemption or are refused, you will then receive written confirmation.  


How do you apply for exemption?

There is only one Exemption Board per year.  This means that September start students apply in the first semester of their 2nd year and February start students apply in the 2nd semester of their 2nd year.  Students are not able to apply retrospectively for exemption.

You need to complete the Exemption Form indicating all your relevant previous experience that you wish to be taken into account.  This form must contain the full names and addresses and possible telephone numbers of any previous employers and your exact dates of employment.  (ie 1988 - 1991 will not suffice.)  
We need this information as in many cases we will write to your previous employer(s) to ask them for a reference in order to verify your level of experience.  If we do not receive a response from the employer(s) we will be unable to process your application.

Attached to the completed Exemption Form should be a copy of your recent CV together with any supplementary information to support your exemption application eg. copies of references from your previous employers.

(If your previous employer is no longer in business or if you were self-employed then you must indicate this on the form and give a full description of your responsibilities and the level of experience that you gained.)
Note - All exemption applications must be submitted to the Placement Office at the Enquiry Counter, in Block B, at the School of Computing and Technology, by 8th November 2005.




8. Equal Opportunities

The University of East London’s equal opportunities policy states that “no-one will receive less favourable treatment on the grounds of age, disability and medical conditions which are not relevant to their function in the University, sex, sexuality, race, colour, ethnic or national status, marital status, personal circumstances,  class, trade union activity, political or religious belief.”

The Placement Office adhere to the above and will encourage students to let us know if they feel they have been discriminated against in any way.  The appropriate action will then be taken to address the issue.

In the case of students with disabilities they should make these known as soon as possible to a member of the Placement Office.  We have contacts with organisations that assist students with disabilities to find suitable placements.

9. Work Permits 

International students who are not nationals of European Economic Area (EEA) country are no longer required to obtain permission to do work placements which are part of a ‘sandwich course’ or with an employer while studying in the UK.  This change took effect on 21st June 1999.  Further information can be found on http://www.dfee.gov.uk/ols/html/nboard/student_working.htm
10. Teaching & Learning Methods

10.1.   Pre-Placement Preparation Sessions

i)
Your Responsibilities
The Placement Year is a very important part of your degree course - this is the agreed view of the University, employers and previous students.

Your main task is to obtain and then do, a real job which meets the placement requirements.

Sourcing a placement involves a joint effort between yourself and the Placements Office, however it must be emphasised that it is your responsibility to obtain a placement if you wish to proceed with your degree.  The placement staff are here to help you, not to “do it for you”.  This will include writing speculative letters and utilising any contacts that you may have, as well as producing a CV and a covering letter.  However, we will assist you in many ways from helping you to prepare for placement and in identifying and developing placement opportunities which will be advertised to students.

Quote from previous placement student
"My work placement has given me that valuable experience so many employers are now asking for.  It has also allowed me to develop new skills which I would not have learnt at university, and these can now be added to  my cv.

Matthew Bird, BSc Computing and Business Information Systems

"My work placement gave me an across the board view of a business and the requirements of that business.  This experience is invaluable for my learning curve and my cv".

Andrew Stoneham, BSc (Hons) Computing and Business Information Systems

ii)
Attendance at the sessions
In order to assist you, we have organised a series of pre-placement preparation sessions running in Semester A  (See Section 12 of this handbook).  Attendance at these sessions is compulsory.  At these sessions, important documentation will be given out in relation to writing CVs, interview skills and Health & Safety and you will need to attend in order to obtain these. 

If you fail to attend these sessions then you may not be assisted in your search for a placement by the Placement Office.  (See v) “a word of warning!”)
iii)
Production of a CV and completion of Placement Record Form

If you wish to be assisted in your search for employment you must complete a Placement Record form ie “Blue” form and produce a suitable CV and then both must be submitted to the SCOT Enquiries Counter by the dates stated in Section 2 of this handbook. 

It is very important that the Placement Office have a copy of your CV as they will send it off on your behalf to certain positions that you wish to apply for.  These will usually be advertised on the placements noticeboard.

Once you have applied for a position via the noticeboard, the Placement Office will select CV’s according to the information given on the student’s Placement Record form ie “Blue” form, ensuring that everyone who has submitted a CV is treated fairly and in turn.  

Occasionally the Placement Office may be required to send out copies of CV’s to organisations and may be unable, due to time constraints, to notify you personally.  If you do not wish for your details to be sent out without your say, you must notify the Placement Office immediately.  Most employers require CV’s at least several months before the placement is due to commence and therefore the Placement Office require copies of your CV as soon as possible.  

Students are asked to email a draft CV to the Placement Office  which will then be checked by the placement staff. The amended CV will then be emailed back to you (usually within 3 or 4 days) for you to review and check. Your finalised CV will be held by the Placement Office but you should keep a copy as well. 
Please note that if any changes occur on your CV it is your responsibility to make the necessary amendments and email a revised copy to the Placement Office.

No Blue Form and No CV
= 
No Help in Finding a Placement
!!!!!!!!!    YOU HAVE BEEN WARNED    !!!!!!!!!
iv)
Attending Interviews
When you are asked to attend an interview, you should inform the Placement Office and then prepare carefully (as per the guidelines issued in the Interview Skills session).  Attendance for an arranged interview is seen as University attendance but if you have important clashes you may need to request a change of appointment with the employer.  It is your responsibility to inform the employer if you are unable to attend for any reason but please remember that if a special interview or assessment day has been arranged it may not be able to be changed.  Please remember that you have a responsibility to attend as arranged and to be in direct contact if there are any problems.  Once you are offered a position you must notify a member of the Placement Office.

Once you have accepted a position with a company either verbally or in writing you are bound to that company and the Placement Office will automatically withdraw you from any other outstanding positions. If you are unsure about accepting a particular position, you should discuss this with a member of the Placement Office.

If you find a placement position yourself, you must have the job description checked by the Placement Tutor before you accept the position.  This ensures that the placement position is suitable for you to undertake.  
Even if you have already started work, your placement will not count if you have not had it approved.  Your placement will only count from the date that the Placement Office approve it.  You have been warned!

v)
A Word of Warning

Please note that it is your responsibility to attend the pre-placement sessions and to prepare carefully for your placement year.   

10.2.    Placement Period

Once again, it must be emphasised that the onus is on you to make the most out of your Placement Year although the University may be able to assist with certain problems either during your visits or if urgent you should contact a member of the placement staff.

i)
Health and Safety and Codes of Conduct

Whilst on placement, wherever you are working in the UK you are required to comply with the requirements of the Health and Safety at Work Act.  In most cases, your employer will have provided you with details of this.  Essentially, you must conduct yourself and work in such a way as to not expose either yourself or anyone else to health and safety risks or hazards.  It is your responsibility to observe the codes of practice specified by your employer which will usually be explained to you when you start your placement.  This will ensure that you have a safe and, hopefully, successful placement.  Please familiarise yourself with the ‘Health and Safety Policy and Guidance for Student Placements’ document given to you at the Health and Safety Session.

ii)
Assessment

Whilst on placement you should be aware how you will be assessed (see Section 13 of this handbook) and in order to help yourself, you are advised to keep either a diary or log book of what you have achieved.  This can be a useful document when you receive your visits so that you can demonstrate what you have learnt.

iii)
Keeping Everyone Informed

When you commence your placement you are required to submit a Student Details form to the Placement Office at the S.C.O.T. Student Enquiry Desk to confirm your placement details, including your home address, mobile number, your work email address, etc. so that we can contact you. 

You will also need to register for Placement Units (CB257 & CB258) with your Course Administrator. This is normally done in May of each year.  It is important that you register for these units as your Placement Year could be classed as unsatisfactory and you will be unable to proceed to the next level of the degree.

During the year, the Placement Office will keep you informed of anything relevant to your placement and will include other important University notices and events.  In order to do this you must keep the Placement Office updated if your situation changes in any way.

Also, usually at some point during your Placement Year, usually May, we will hold a “preparation for final year” day when you will be able to come in and discuss your final year options.  You will be notified well in advance of this event and you should ask your employer if it is possible to take this time off work.  

NB .This is normally taken as a holiday day.

Whilst on placement, you must be enrolled as a student with the University’s Department of Student Administration or your placement may be invalid.  
iv) Disciplinary Procedures

Any student experiencing problems at work should immediately inform their visiting tutor and the Placement Office of their situation.

10.3.   Post-Placement Reflection Session

During the first semester of your final year, we will hold a session to look at your achievements during your Placement Year and to help you to reflect on your experiences.  During this session your marked reports will be returned together with a copy of your employer’s completed appraisal form (providing that your employer does not wish this to be confidential) and a copy of your self-assessment form.  

You will also receive a certificate which will say that you have satisfactorily passed the placement. The student who produces the best end of year placement report will be announced and, if funds permit, a prize will be awarded.

At this stage your Placement Year will have ended and you will be working hard towards your final degree classification.  Keep up the good work. 

Remember, when searching for a job after graduation, students who have placement experience will be of more use to a future employer than those without.

11. TIMETABLE FOR PRE-PLACEMENT SESSIONS 2005
	Date
	Room
	Subject

	
	
	

	11th October 
	G001
	“WHY AM I HERE ?” 

	
	
	An introduction to the placement year

	11th October  
	G001
	“CV WRITING” 

	11th October 
	G001
	“COVERING LETTERS”

	18th October
	G001
	“APPLICATION FORMS” 

	15th November 
	G001
	“INTERVIEW TECHNIQUES”

	29th November 
	Goo1
	“HEALTH & SAFETY”


Time: 2:00 pm. To 4:00 pm. on the above Tuesdays.
Please Check the Notice Board in B Block for changes to dates, times and location of Placement Sessions

Pre-Placement Session
Session 1

	Subject
	“Why am I Here?” 
Introduction to Placements and Exemptions

	Session Content
	The session will introduce students to:

· Aims and objectives of the Placement Year.

· The placement requirements including type of job, approval, location, family and/or own business, monitoring of placements.

· The pre-placement preparation sessions arranged to assist students in their job search.

· The processes involved including important dates, responsibilities of students, Placement Office and other University staff.

· Equal Opportunities.

· Methods of communication between the Placement Office and students.

· Criteria for gaining exemption from the Placement Year.

· Advantages and disadvantages of being exempted and progressing to the final year.

· Procedure and deadlines for application.

	Material Distributed
	· Student Handbooks.

Placement record forms - ie “Blue” forms which are to be completed and returned to the SCoT Enquiry Counter by 20th October 2004.

· Exemption Application documentation.

Exemption Applications Closing Date 8th November 2004.

	Learning Outcomes
	On completion, students should understand/be in a position to understand:
· The aims and objectives of the pre-placement preparation sessions and the Placement Year.

· What is expected of them during that year including important dates.

· The responsibilities of the Placement Office and other University staff.

· Equal Opportunities 

· Whether they meet the exemption criteria and how to apply.


Pre-Placement Session

Session 2

	Subject
	CV Writing

	Session Content
	The session will cover/introduce the following:

· The purpose of a CV and the different types.

· How to write a suitable 1 or 2 page CV.

Person specifications and job descriptions and how to know what the employer is looking for.

	Material Distributed
	Handouts on how to produce a CV.

Example CV.

	Learning Outcomes
	On completion, students should be able to:

· Understand why a CV is used and how they can “sell themselves” on their CV.

· Produce a first draft of their own CV to submit to the School of Computing and Technology Student Counter/Placement Office.

	Note
	A finalised version of your CV must be submitted to the Placement Office by 
15th November 2005



Pre-Placement Session

Session 3
	Subject
	Covering Letters

	Session Content
	The session will include/cover the following:

· The purpose of a covering letter.

· The structure and content of a covering letter.

· Addressing potential weaknesses on the CV.

· Example of an effective covering letter.

	Material Distributed
	Handout on how to produce a covering letter and an example letter.

	Learning Outcomes
	On completion, students should be in a position to:

· Identify the key elements of what a covering letter should contain.

· Be able to write their own covering letter.

	Suggested Reading
	Various sources of information are available in the UEL Library and the Employability Unit.


 Pre-Placement Session

Session 4
	Subject
	Interview Techniques 

	Session Content
	The session will include/cover the following:

· Explanation of the purpose of an interview and the variations in use eg panel interviews, group tasks and giving presentations.

· The preparation required before an interview including company research.

· The types of questions usually asked at placement interviews and helpful hints on how to answer difficult ones.

· “Selling yourself” in the interview.

· Post interview reflection and finding out the outcome.

	Material Distributed
	Handout on interview skills.

	Learning Outcomes
	On completion, students should be in a position to:

· Prepare appropriately for job interviews.

· Have an understanding of the types of questions to expect in a job interview.

· Be able to answer questions confidently and capably (including difficult questions).

· Reflect on their own interview technique or that of their peers in order to improve their skills.


Pre-Placement Session

Session 5
	Subject
	Application Forms 

	Session Content
	The session will include/cover the following:

· Explanation of the research needed prior to completing an Application Form.

· Being able to audit their list of significant events both from a work and leisure perspective.

· Matching their skills to the employer’s needs.

· Answering Analytical questions. 

· Writing a personal statement.

· Filling out the form.

· References.

· Medical & Ethnic monitoring questions.

	Material Distributed
	Handout on Application Forms.

	Learning Outcomes
	On completion, students should be in a position to:

· Prepare appropriately before completing an Application Form.

· Prioritise the key skills required by the employer and match their own skills and experiences to them.

· Answer analytical questions.

· Present themselves on an Application Form in the most favourable manner.

	Suggested Reading
	Various sources of information are available in the UEL Library and the Employability Unit.


Pre-Placement Session

Session 6

	Subject
	Health and Safety

	Session Content
	This session will be presented by The Occupational Health & Safety Unit of UEL.
Explanation the importance of Health and Safety at work.

Explanation of the forms that need to be completed by students who are going on placement ie. Checklist Form.

	Material Distributed
	     Handout on Health and Safety

	Learning Outcomes
	On completion students should understand:

· The importance of Health & Safety in the Work Place and their individual responsibilities.


12. Assessment

Your placement can be the most significant part of your undergraduate study programme as it provides a valuable opportunity to put into practice and gain confidence in much of the academic studies you have undertaken so far.

Your Placement Year is assessed on a pass or fail basis and in order to pass satisfactorily you are assessed on each of the items listed below:

NOTE: The Assessment Board may withhold the award or decide that a student should not proceed to the final year of the course if the placement is deemed to be unsatisfactory or if any of the requirements have not been met.

12.1   The Employer’s Appraisal of Your Performance.

Towards the end of your placement, your line manager will be sent a copy of our “Appraisal of a Student on Placement Form” which they are requested to complete and return as a summary of your performance over the year.  In this document your line manager will rate your performance from unsatisfactory to excellent in the following groups of factors: work control, communication, general conduct and work style.  They will also note your technical abilities together with your strengths and areas for improvement.  If your employer does not indicate on the form that their comments are confidential then we will provide you with a copy at the post placement reflection session in your final year.

12.2    Your Completed Self Assessment Form.

This document is an opportunity for you to appraise yourself and is very similar to the one completed by your employer.  You will be provided with this form during your Placement Year and it is to be completed and returned together with your end of year placement report.  When completing the self assessment form you are required to be critical and honest about your placement and what you achieved or were unable to achieve.  At the post placement reflective session we will return your completed Self Assessment form and you will have the opportunity to compare how your employer rated you with your own assessment.

12.3   End-of-Year Placement Report

Your end of year placement report is one of the factors on which your Placement Year is assessed and is used to determine the level at which you have been involved and the contribution you have made to your employing organisation.

The report should be approximately 2000-4000 words long, neatly word processed and bound in a folder. The length is only a guideline as clarity and conciseness are valued. We would be willing to accept a shorter report. (Please note that it takes longer to write a well thought out, well structured business report, than it does to write a long rambling one.)   

The submission date is the first Friday in August if you are a summer student or the second Friday in January if you are a February student. Your report should be submitted to the Placement Office at the SCoT Enquiry Counter (but don’t forget to keep a copy).

The report should consist of the following elements:

i)
Front page containing the following:


a)
your name and Student No.

b)
name and address of your employing organisation


c)
line manager’s name and job title



d)
your dates of employment


e)
the date of the report

ii)
List of contents

iii)
The body of the report containing the following headings:

iv)
A brief introduction to the organisation and your role ie. it should include the type of organisation (eg NHS Trust, Plc) and a summary of your role and where you fit within the department.

v)
Skills gained, both technical and inter-personal.

vi)
Contribution towards your career ie. what you did that you consider made a significant contribution towards your career progression.

vii)
Relation to previous studies ie. indicate how your previous studies have assisted you on the placement and comment on how either you or the University could have prepared you better for your placement.

viii)
Overall view of the year’s placement ie. your general conclusion on the effectiveness of the experience.

You may add other headings if you consider them appropriate, however, as indicated previously, do not pad out a short report with 20 pages of diagrams or organisation charts etc. as this could be a waste of paper.

12.4   Visit Reports

During your Placement Year, you will usually be visited twice by your Visiting Tutor.

Your first visit will usually be once you have been in employment for around 3 or 4 months and the second visit towards the end of your placement.  (In certain circumstances the timing may need to be altered due to holidays, peak periods of work etc).  
The visits are an opportunity for your Visiting Tutor to talk, usually separately, to both yourself and your line manager about your progress, although this arrangement may be adapted to suit the needs of those involved.  During these visits you have an ideal opportunity to both discuss your successes and to highlight any areas of concern which may need to be addressed.  Your Visiting Tutor will complete a Visit Report Form either during or after each visit for the University’s reference.  If you have not had contact from your Visiting Tutor and wish to arrange a visit then you should act as the liaison point between your line manager and the University to arrange a mutually convenient time and date, obviously giving plenty of notice.
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