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Student Placement Approval Form 
for External Curriculum-based UG and PGT Placements, PGR Placements & UG Extra-ECTS placements

For one or more placements at a single Placement Provider in any one academic year (including modifications during the actual placement period)


	1.  Student and Placement Details

	Academic Year
	
	Department
	
	Course Code 

(no more than one course code per form)
	

	Placement Provider
	
	Location
	

	Name of Placement Manager
	

	Name(s) of other staff formally involved in the supervision of the placement (e.g. Placement Tutor
	

	Student or Student Group


	No.
	Surname
	First name
	CID
	Date added

	
	1.
	
	
	
	

	
	2.
	
	
	
	

	
	3.
	
	
	
	

	
	4.
	
	
	
	

	
	5.
	
	
	
	

	Duration (be as precise as possible)
	Start
	
	End
	

	Repeat if the Placement Period falls into more than one distinct period
	Start
	
	End
	

	
	Start
	
	End
	

	Text box for notes on Individual Students or the Placement (e.g. Visa requirements) 



	2. Brief description of Placement

	Describe the format which most readily fits the placement(s) at this Placement Provider. E.g. a Year Abroad; Industrial placement; PhD Study Leave; Taught masters placement to support project; Undergraduate vacation placement for extra ECTS.

	

	3. General control measures

	Has this Placement Provider been used before?
	YES  FORMCHECKBOX 
    NO  FORMCHECKBOX 


	If ‘Yes’, had previous feedback been reviewed and concerns followed up?
	YES  FORMCHECKBOX 
    NO  FORMCHECKBOX 


	Has a completed Placement Provider Information Form been received from the Organisation for this particular placement(s) or is there a valid Student Exchange Agreement?
	Placement Provider Information Form
	YES  FORMCHECKBOX 
    NO  FORMCHECKBOX 


	
	Student Exchange Agreement
	YES  FORMCHECKBOX 
    NO  FORMCHECKBOX 


	Please tick to confirm that a risk-based assessment has been undertaken (template risk-based assessment and guidance is available on the Registry website)
	YES  FORMCHECKBOX 
    

	If the risk-based assessment highlighted any medium or high risk factors, have these been considered and, if appropriate, further specific risk assessments undertaken? 
	YES  FORMCHECKBOX 
    NO  FORMCHECKBOX 


	Was a preparatory site visit necessary on this occasion?
	YES  FORMCHECKBOX 
    NO  FORMCHECKBOX 

	Date of last relevant visit to the Placement Provider
	

	Confirm here that the on-site delivery of the placement, including any “off-site working” is under the full control of the Placement Provider
	YES  FORMCHECKBOX 
    NO  FORMCHECKBOX 


	Extra-ECTS Placements ONLY:  Has the Application Form for Extra ECTS-credit been approved and submitted to Registry? The credit approval form is available at: http://www.imperial.ac.uk/about/governance/academic-governance/academic-policy/placement-learning/  
	YES  FORMCHECKBOX 
    

	A risk profile does not have to be “low” across the board for a placement to be approved. The Department must assess all risks, pursue follow-up actions and come to a judgment as to whether any medium or high risk can be tolerated. 


	Has the student(s) received sufficient briefing prior to departure? This should include opportunities for the student(s) to discuss responses from the Placement Provider and to raise problems that they may be experiencing and receive guidance and support on their resolution. 
This can be ticked after the Placement has been approved.
	YES  FORMCHECKBOX 
    NO  FORMCHECKBOX 


	Has the student completed a Pre-departure Checklist (for placements abroad) and Emergency Contacts Form?  This can be ticked after the Placement has been approved.
	YES  FORMCHECKBOX 
    NO  FORMCHECKBOX 


	Text box for notes



	4. Approval by Department (pre-departure)

	Have the above actions being completed to the satisfaction of the Department
	YES  FORMCHECKBOX 
    NO  FORMCHECKBOX 


	This part of the form is approved by
	Name
	
	Post
	

	Signature
	
	Date
	

	5. Changes to circumstances post-approval

	Please describe any change in circumstances:



	Duration of Modified Placement (if required)
	Start
	
	End
	

	Repeat if the Modified Placement Period falls into more than one distinct period.
	Start
	
	End
	

	6. Changes in circumstances post-departure

	Does this require a change of Placement Provider? 
 If yes, then a new form should be completed.
	YES  FORMCHECKBOX 
    NO  FORMCHECKBOX 


	If it does not involve a change in Placement Provider has the change in circumstances been discussed with the student(s) and the placement provider? General control measures must still be reviewed and a risk-based assessment undertaken if the change of circumstances warrants it. 
	YES  FORMCHECKBOX 
    NO  FORMCHECKBOX 


	Has the student(s) received sufficient briefing to deal with the change in circumstances? This should include opportunities for the student(s) to discuss responses from the Placement Provider, raise problems that they may be experiencing and receive guidance and support on their resolution.
	YES  FORMCHECKBOX 
    NO  FORMCHECKBOX 


	This part of the form is approved by
	Name
	
	Post
	

	Signature
	
	Date
	

	Text box for notes (perhaps to note comments on further correspondence and tolerable risks :




� If the original Placement Provider was a HEI and the original placement included the provision of an internship managed by the HEI then this would not be considered a change of placement provider. However, if a HEI refused to manage a placement, perhaps because a student has gone beyond the scope of the internship programme available to students of the HEI, then that would be considered as a change of Placement Provider.
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