Collaborative Provision Guidelines: STUDENT SERVICES (October 2020)


09.7
STUDENT SERVICES CHECKLIST AND CRITERIA
 Student Services Checklist: TNE Provision  

To be completed as part of the programme approval, campus approval and periodic partnership review process. This document should be read in conjunction with Collaborative Provision Guidelines: Student Services (TNE Provision)
This checklist should be completed in two stages:

Stage 1:  The Collaborative Partner should complete the section on Evidence of Provision and should be submitted as part of the event documentation.

Stage 2: A representative of the Cardiff Metropolitan University Panel should complete the Level of Attainment section at the event. The information within the checklist should be noted as part of the report on the event and at the discretion of the panel contribute towards the outcome of the event.

Name of Collaborative Partner: …………………………………………………………

	Partner Responsibilities
	Evidence of Provision
	Level of Attainment

	· Ensure that adequate student support services are available to all HE students and meet HE standards and legislative requirements of the country in which the partner institution is based.

· Refer students to information and advice on Cardiff Metropolitan University website, Student Portal and VLE.

· Provide contact details for relevant student support staff and maintain dialogue with Cardiff Metropolitan University Student Services to ensure best practice.


	
	(   Not Met   

(   Partially Met*

(   Fully Met

	*  If partially met note the reasons why and improvement actions planned:




Student Services Guidelines: TNE Provision

Background

The QAA UK Quality Code for Higher Education includes the following Core Practice, a mandatory requirement for all UK HE providers:
Where a provider works in partnership with other organisations, it has in place effective arrangements to ensure that the academic experience is high-quality irrespective of where or how courses are delivered and who delivers them.
Cardiff Metropolitan University Student Services are responsible for providing a range of support services to students and colleagues working with students across the University and at Partner institutions.  The service areas cover Cardiff Metropolitan University Careers, Finance and Welfare, Health, Disability, Counselling and Chaplaincy (including the PREVENT agenda).

Wherever possible, student services at TNE partners will align with the advice and guidance included in the QAA Quality Code. However, account will be taken where necessary of the legislation, culture and student expectations of the partner’s own country. The University will ensure that processes are in place to review provision and to provide advice to partners and students.

	Student Services
	Cardiff Metropolitan University Responsibilities

· Provide advice and guidance to partners on the range and standards of services required to support Cardiff Metropolitan University students.

· Provide targeted information and advice via Cardiff Metropolitan University website, Student Portal and VLE.

· Provide contact details and maintain dialogue with partner institutions.
	TNE Partner Responsibilities

· Ensure that adequate student support services are available to all Cardiff Metropolitan University students and meet required standards.

· Refer students to relevant information and advice on Cardiff Metropolitan University website, Student Portal and VLE.

· Provide a named contact and maintain dialogue with Cardiff Metropolitan University Student Services.

	

	Careers

	Cardiff Metropolitan University Responsibilities:

· Engage in discussions with partners on appropriate provision and quality assurance measures

· Provide consultancy, if required, on identifying appropriate information and related resources 

· Provide targeted careers information via Cardiff Metropolitan University website – www.cardiffmet.ac.uk/careers
· Provide access for students and relevant staff to the ‘Your Career’ e-module, which includes structured careers e-learning (primarily focused on the UK employment market but with resources applicable to all students)


	TNE Partner Responsibilities:

· Engage in discussions with Cardiff Metropolitan University on appropriate provision 

· Provide appropriate careers/employability development activities 

· Inform students of central services available to them, including website pages, Student Portal and ‘Your Career’ module; provide a link to these sources from the website, intranet or other appropriate media

· Consider Service or Conference membership of the Association of Graduate Careers Advisory Services (AGCAS)

· Provide a named contact and maintain dialogue with Cardiff Metropolitan University Student Services.

 

	

	Student Finance
	Cardiff Metropolitan University Responsibilities

· Engage in discussions with partners on appropriate provision 

· Provide advice where required on general and specific issues (to student and partners)

	Partner Responsibilities

· Provide information to students on financial support arrangements relevant to the partner’s own country.

	

	Student Health and Wellbeing (including Disability)  


	Cardiff Metropolitan University Responsibilities:

· Engage in discussions with partners on appropriate provision 

· Provide advice where required on general and specific issues (to student and partners)
	TNE Partner Responsibilities:

· Engage in discussions with Cardiff Metropolitan University on appropriate provision to ensure that students who disclose a disability, mental health issue or specific learning difficulty are supported in meeting their educational goals.

· Where counselling and health services are provided, ensure that these are accessible and confidential and meet professional standards relevant to the partner’s own country. 

· Ensure that adequate policies/procedures are in place, for example: Risk Assessment Procedures, Data Protection and Confidentiality Policies, Medical/Psychiatric referral mechanisms



	


Student Services Checklist: UK Based Provision
To be completed as part of the programme approval, campus approval and partnership review process. This document should be read in conjunction with Collaborative Provision Guidelines: Student Services (UK Based Provision)
This checklist should be completed in two stages:

Stage 1:  The Collaborative Partner should complete the section on Evidence of Provision and should be submitted as part of the event documentation.

Stage 2: A representative of the Cardiff Metropolitan University Panel should complete the Level of Attainment section at the event. The information within the checklist should be noted as part of the report on the event and at the discretion of the panel contribute towards the outcome of the event.

All criteria should be met; where this is not the case an explanation and action plan should be included.

Name of Collaborative Partner: …………………………………………………………

	Student Services



	Partner Responsibilities
	Evidence of Provision
	Level of Attainment

	· Ensure that adequate student support services are available to all HE students and meet required standards, with particular reference to requirements of The UK Quality Code for Higher Education.
· Refer students to information and advice on Cardiff Metropolitan University website, Student Portal and VLE.

· Provide a named contact to maintain dialogue with Cardiff Metropolitan University Student Services to ensure best practice.


	
	(   Not Met   

(   Partially Met*

(   Fully Met

	*  If partially met note the reasons why and improvement actions planned:



	Careers



	Partner Responsibilities
	Evidence of Provision
	Level of Attainment

	UK Partners

· Offer access to impartial career information, advice and guidance services to students

(Tracking source: publicity describing the availability of services; data showing the use of the service by students; information and advice services that are tailored to relevant courses at Partners; evidence of feedback from students evaluating the quality of service provision)

· Run employability and/or careers workshops/lectures as appropriate to the programme. 

(Tracking source: details of careers programmes and workshops, together with data on take-up and evaluation results)

· Inform students of central services available to them, including website pages, Student Portal and ‘Your Career’ module; provide a link to these sources from the website, intranet or other appropriate media

(Tracking source: website and other links)

· Inform students of DLHE Survey and that they may be contacted by Cardiff Metropolitan University staff after graduation; encourage them to respond; utilise the data for quality assurance purposes

· Consider Service or Conference membership of the Association of Graduate Careers Advisory Services (AGCAS)

· Provide contact details to enable staff to maintain contact


	
	(   Not Met   

(   Partially Met*

(   Fully Met

	*  If partially met note the reasons why and improvement actions planned:



	Disability Advice and Support



	Partner Responsibilities
	Evidence of Provision
	Level of Attainment

	· Provide a Disability Service providing information, advice and guidance to students requiring disability support, both pre and post admission

· Develop, co-ordinate and implement learner support packages in conjunction with appropriate agencies and departments, including adjustment to exams and assessments in line with University Regulations.

· Facilitate diagnostic assessments for students with SpLD.

· Provide appropriate support e.g. notetakers, study skills tutors etc

· Provide staff contact details to Cardiff Metropolitan University Disability Service and update as necessary

· Undertake academic liaison to ensure implementation of reasonable adjustments

· Ensure the availability of key underpinning policies such as Data Protection, Confidentiality, Admissions, Exam arrangements, Risk Assessment etc and where appropriate to be cognisant of equivalent Cardiff Metropolitan University policies to ensure consistency


	
	(   Not Met   

(   Partially Met*

(   Fully Met

	*  If partially met note the reasons why and improvement actions planned:



	Finance and Welfare



	Partner Responsibilities
	Evidence of Provision
	Level of Attainment

	· Provide information, advice and guidance to students on a range of finance and welfare issues

(Tracking source: publicity describing the availability of services; data showing the use of the service by students)

· Signpost to Financial Advisor, students with complex circumstances who need specific 1:1 advice

· Link to Finance pages of Cardiff Metropolitan University website https://www.cardiffmet.ac.uk/study/studentservices/finance/Pages/default.aspx and Student Portal 

· Make students aware of the Financial Contingency Fund and display appropriate publicity.

· Provide contact details to enable staff to maintain dialogue

	
	(   Not Met   

(   Partially Met*

(   Fully Met

	*  If partially met note the reasons why and improvement actions planned:



	Student Health



	Partner Responsibilities
	Evidence of Provision
	Level of Attainment

	· Provide health advice to Cardiff Metropolitan University students via appropriate media

· Provide a link from Partner website to Student Health pages of Cardiff Metropolitan University website 


	
	(   Not Met   

(   Partially Met*

(   Fully Met

	*  If partially met note the reasons why and improvement actions planned:



	Counselling and Personal Support



	Partner Responsibilities
	Evidence of Provision
	Level of Attainment

	· Ensure that any counselling service provided to Cardiff Metropolitan University students is accessible and meets professional standards

(Tracking source: publicity describing the availability of services, tailored to the needs of HE students; data showing the use of the service by HE students; data indicating that there are systems in place to monitor the efficiency, effectiveness and quality of the service provided)

· Provide a link from Partner web sites to Cardiff Metropolitan University Counselling pages (Tracking source: website links)

· Ensure that adequate policies/procedures are in place, including: Risk Assessment Procedures, Data Protection and Confidentiality Policies, Medical/Psychiatric referral mechanisms

(Tracking source: copies of policies to be made available on request)

Provide a named contact to liaise with the Counsellors at Cardiff Metropolitan University


	
	(   Not Met   

(   Partially Met*

(   Fully Met

	*  If partially met note the reasons why and improvement actions planned:



	Religion and Belief



	Partner Responsibilities
	Evidence of Provision
	Level of Attainment

	· Provide advice on issues of student religion and belief to Cardiff Metropolitan University students via appropriate media

· Provide a link from Partner website  to the Chaplaincy pages of Cardiff Metropolitan University website https://www.cardiffmet.ac.uk/about/structureandgovernance/equalityanddiversity/Pages/Chaplaincy.aspx 


	
	(   Not Met   

(  Partially Met*

(  Fully Met

	*  If partially met note the reasons why and improvement actions planned:



	PREVENT (radicalisation)



	Partner Responsibilities
	Evidence of Provision
	Level of Attainment

	· Provide a central point of contact with responsibility for PREVENT

· Produce a policy and procedures for PREVENT which reflect current legislation and developing good practice

· Maintain a dialogue with the Cardiff Metropolitan University staff member responsible for PREVENT, regarding

·  the development of policies and practice within the Partner institution

·  any cases which might require referral to the Police


	
	(   Not Met   

(   Partially Met*

(   Fully Met

	*  If partially met note the reasons why and improvement actions planned:




Student Services Guidelines: UK Based Provision

Background

The QAA UK Quality Code for Higher Education includes the following Core Practice. A mandatory requirement for all UK HE providers:
Where a provider works in partnership with other organisations, it has in place effective arrangements to ensure that the academic experience is high-quality, irrespective of where or how courses are delivered and who delivers them.
Cardiff Metropolitan University Student Services are responsible for providing a range of support services to students and colleagues working with students across the University and at Partner institutions.  The service areas cover Cardiff Metropolitan University Careers, Finance and Welfare, Health, Disability, Counselling and Chaplaincy (including the PREVENT agenda).  

	

	Student Services
	Key Principles

The Student Services mission is ‘to support the University in meeting its strategic aims through:

· delivering high quality, accessible, flexible and inclusive support services that enhance the student experience;

· working collaboratively with University staff and providing consultancy and support within areas of Student Services expertise;

· working collaboratively with partners regionally, nationally and internationally.


	
	Cardiff Metropolitan University Responsibilities

· Provide advice and guidance to partners on the range and standards of services required to support HE students.

· Provide targeted information and advice via Cardiff Metropolitan University website, Student Portal and Blackboard.

· Maintain dialogue with partner institutions to ensure continued support.
	Partner Responsibilities

· Ensure that adequate student support services are available to all HE students and meet required standards, with particular reference to requirements of The UK Quality Code for Higher Education.
· Refer students to information and advice on Cardiff Metropolitan University website, Student Portal and VLE.

· Provide a named contact and maintain dialogue with Cardiff Metropolitan University Student Services to ensure best practice.



	

	Careers

	Key Principles

· CEIAG provision will be impartial, client-focused, confidential, collaborative, equal and accessible, and quality assured in accordance with the UK Quality Code for Higher Education.  Where these principles cannot be met any limitations must be made clear to the student.  This applies not only to staff employed within a careers service but also, for example, those offering admissions advice and personal tutoring or supervision.

· Students will have the opportunity to achieve the following outcomes:

· knowledge about the wider graduate labour market, about how organisations work and about relevant opportunities: in the case of professional programmes this will include a detailed picture of the relevant sector;

· understanding of the importance of work experience to their employability;

· development of Graduate Attributes as defined by Cardiff Metropolitan University;

· career development skills, including self-analysis, goal setting and self-promotional skills applicable to the recruitment and selection process;

· entrepreneurship skills;

· understanding of the links between career development skills and personal development planning.

	
	Cardiff Metropolitan University Responsibilities:

· Provide consultancy on identifying appropriate information and related resources; and developing employability/ career management skills input into programmes

· Provide targeted careers information and advice via Cardiff Metropolitan University website – www.cardiffmet.ac.uk/careers 

· Provide access to jobs and other opportunities via the Careers website

· Provide access for students and relevant staff to the ‘Your Career’ e-module, which includes structured careers e-learning 

· Provide support to enable the Partner adviser to develop and deliver career education sessions 

· Collect annual DLHE data and provide electronic summaries accessible by partner institutions

· Provide contact details to enable staff to maintain contact and seek support as required


	Partner Responsibilities:

· Offer access to impartial career information, advice and guidance services to students

(Tracking source: publicity describing the availability of services; data showing the use of the service by students; information and advice services that are tailored to relevant courses at Partners; evidence of feedback from students evaluating the quality of service provision)

· Run employability and/or careers workshops/lectures as appropriate to the programme. 

(Tracking source: details of careers programmes and workshops, together with data on take-up and evaluation results)

· Inform students of central services available to them, including website pages, Student Portal and ‘Your Career’ module; provide a link to these sources from the website, intranet or other appropriate media

(Tracking source: website and other links)

· Inform students of DLHE Survey and that they may be contacted by Cardiff Metropolitan University staff after graduation; encourage them to respond; utilise the data for quality assurance purposes

· Consider Service or Conference membership of the Association of Graduate Careers Advisory Services (AGCAS)

· Provide a named contact to enable staff to maintain contact



	

	Disability Advice and Support


	Key Principles

To ensure Cardiff Metropolitan University students receive impartial, confidential and student centred disability advice, guidance and support in accordance with the UK Quality Code for Higher Education and the Equality Act 2010.  

	
	Cardiff Metropolitan University Responsibilities:

· Provide information and advice for disability support staff who are assisting students with their applications for the Disabled Students’ Allowance (DSA) and co-ordinating disability support

· Provide information and guidance on wider funding issues, e.g. benefits, FCF etc as they apply to disabled students 

· Provide information and advice to enable staff to develop learning support packages to meet the needs of disabled students 

· Email contact studentservices@cardiffmet.ac.uk
· Provide contact details of Cardiff Metropolitan University’s Disability Services staff to ensure partner staff have direct access to information and advice

· Maintain dialogue with partner institutions to ensure continued support


	Partner Responsibilities:

· Provide a Disability Service providing information, advice and guidance to students requiring disability support, both pre and post admission

· Develop, co-ordinate and implement learner support packages in conjunction with appropriate agencies and departments, including adjustment to exams and assessments in line with University Regulations.

· Facilitate diagnostic assessments for students with SpLD.

· Provide appropriate support e.g. notetakers, study skills tutors etc

· Provide staff contact details to Cardiff Metropolitan University Disability Service and update as necessary

· Undertake academic liaison to ensure implementation of reasonable adjustments

· Ensure the availability of key underpinning policies such as Data Protection, Confidentiality, Admissions, Exam arrangements, Risk Assessment etc and where appropriate to be cognisant of equivalent Cardiff Metropolitan University policies to ensure consistency



	

	Finance  and Welfare

	Key Principles

To ensure Cardiff Metropolitan University students receive impartial, confidential and student centred financial advice, guidance and support and are aware of the services and funds available to them and how to apply.

	
	Cardiff Metropolitan University Responsibilities

· Provide partners with appropriate information and literature on the Financial Contingency Fund (FCF) and application process

· Make application form and guidance notes accessible to students at partner institutions

· Assess applications and authorise payments by BACs

· Support partner teams with annual awareness-raising visits where possible

· Provide consultancy on student finance issues by email to financeadvice@cardiffmet.ac.uk 

· Support individual students with complex circumstances as negotiated with Partner
· Provide contact details to enable staff to maintain dialogue and seek support as required


	Partner Responsibilities

· Provide information, advice and guidance to students on a range of finance and welfare issues

(Tracking source: publicity describing the availability of services; data showing the use of the service by students)

· Signpost to Financial Advisor, students with complex circumstances who need specific 1:1 advice

· Link to Finance pages of Cardiff Metropolitan University website and Student Portal https://www.cardiffmet.ac.uk/study/studentservices/finance/Pages/default.aspx
· Make students aware of the Financial Contingency Fund and display appropriate publicity.

· Provide a named contact to enable staff to maintain dialogue

	

	Student Health


	Key Principles

To ensure that Cardiff Metropolitan University students are signposted to relevant information sources to ensure their health and wellbeing.

	
	Cardiff Metropolitan University Responsibilities:

· Consultancy on student health-related issues via email to healthadvice@cardiffmet.ac.uk


	Partner Responsibilities:

· Provide health advice to Cardiff Metropolitan University students via appropriate media

· Provide a link from Partner website to Student Health pages of Cardiff Metropolitan University website

	

	Counselling  


	Key Principles

To ensure that Cardiff Metropolitan University students have access to a confidential, non-judgemental counselling service in line with professional guidelines and sector best practice.


	
	Cardiff Metropolitan University Responsibilities:

· Ensure that partners are invited to any training events; attendance at zero cost to Cardiff Metropolitan University.

· Consultancy on student counselling related issues through email to 

wellbeingsupport@cardiffmet.ac.uk

	Partner Responsibilities:

· Ensure that any counselling service provided to Cardiff Metropolitan University students is accessible and meets professional standards

(Tracking source: publicity describing the availability of services, tailored to the needs of HE students; data showing the use of the service by HE students; data indicating that there are systems in place to monitor the efficiency, effectiveness and quality of the service provided)

· Provide a link from Partner web sites to Cardiff Metropolitan University Counselling pages

(Tracking source: website links)

· Ensure that adequate policies/procedures are in place, including: Risk Assessment Procedures, Data Protection and Confidentiality Policies, Medical/Psychiatric referral mechanisms

(Tracking source: copies of policies to be made available on request)

· Provide a named contact to liaise with the Counsellors at Cardiff Metropolitan University


	

	Religion and Belief
	Key Principles

To ensure that Cardiff Metropolitan University students are supported in practising their religion and beliefs without detriment to their studies.

	
	Cardiff Metropolitan University Responsibilities:

· Provide consultancy on issues of student religion and belief.

· Provide contact details - email to ABahadur-Kutkut@cardiffmet.ac.uk
	Partner Responsibilities:

· Provide advice on issues of student religion and belief to Cardiff Metropolitan University students via appropriate media

· Provide a link from Partner website to the Chaplaincy pages of Cardiff Metropolitan University website https://www.cardiffmet.ac.uk/about/structureandgovernance/equalityanddiversity/Pages/Chaplaincy.aspx

	

	PREVENT

(radicalisa-tion)


	Key Principles

To ensure that any Cardiff Metropolitan University students are protected from radicalisation; to ensure effective communication between Cardiff Metropolitan University and Partner staff and relevant authorities including the Police.

	
	Cardiff Metropolitan University Responsibilities:

· Provide a central point of contact with responsibility for PREVENT - 

JLStorey@cardiffmet.ac.uk
· Provide consultancy on the PREVENT agenda for Partner staff if required

·  Maintain a dialogue with Partner staff regarding:

· compliance with legislative/best practice requirements 

· potential cases of radicalisation and referrals to the Police
	Partner Responsibilities:

· Provide a central point of contact with responsibility for PREVENT

· Produce a policy and procedures for PREVENT which reflect current legislation and developing good practice

· Maintain a dialogue with the Cardiff Metropolitan University staff member responsible for PREVENT, regarding

·  the development of policies and practice within the Partner institution

·  any cases which might require referral to the Police
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