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TITLE:
STUDENT GUIDANCE - ON PROGRAMME
PURPOSE/SCOPE:
To ensure that students receive a structured and appropriate provision of advice, information and support on programmes.
RESPONSIBILITY:
For the overall implementation of the procedure lies with the Faculty Head.


For the appointment of Guidance Tutors lies with the Faculty Head.


For posting a list of Guidance Tutors on the Staff Intranet lies with the Quality Development Unit.


For creating and maintaining a student guidance file for each student lies with the Guidance Tutor.


For arranging and carrying out student guidance interviews and related activity lies with the Guidance Tutor.


For the raising of student guidance issues and where appropriate for notifying the Guidance Tutor lies with all staff.


For referring students with issues to the Section Leader lies with the Guidance Tutor.


For taking all appropriate measures to deal with referred students lies with the Section Leader.


For chairing the Student Programme Forum lies with the Programme Co-ordinator.


For the inclusion of attendance and retention issues within the agenda of each Student Programme Forum lies with the Programme Co-ordinator.


For chairing the Guidance Forum lies with Head of Student Support

DEFINITIONS:
Guidance Tutor:

A lecturer delegated by the Faculty Head to provide specific support to a selected group of students. The role of the Guidance Tutor will include conducting guidance interviews, creating and maintaining guidance support files and for providing any other support as required.


Student Advisers: 


Members of Information Centre Staff.
APPENDICES:
Forms


Student Guidance Interview Record (ST-SGIR)


Student Guidance Prompt Sheet for Guidance Tutors (ST-SGPS)


Student Guidance Progress / Issue (ST-SGPI)

Student Guidance Referral (ST-SGR)

Student Guidance Referral Interview (ST-SGRI)


Student Guidance Referral Interview - Standard Letter (ST-SGRISL)

Student Support Extended Learning Needs Notification (ST-SSELNN)

Student Support Extended Learning Support Progress Review Interview (ST-SSELSPRI)
RELATED

INFORMATION:
Policy 1: 2 Equality, Diversity and Inclusion
Procedure 2: 1: 1 Student Discipline

Procedure 3: 1: 1 Academic Appeals

Originated
Approved
Date
SLWG


1.0 APPOINTMENT OF GUIDANCE TUTORS FOR FULL TIME STUDENTS 

The Faculty Head will ensure that: -

1.1
A Guidance Tutor is appointed for each full time class group by the first day of the programme.

1.2 A list of Guidance Tutors is compiled and submitted to the Quality Development Unit for posting on the Intranet by the end of the first week of the programme.

1.3 Each Guidance Tutor is adequately resourced to carry out his / her student guidance role.

1.4 The procedure is carried out in accordance with all relevant policies.
2.0
PROGRAMMED INTERVIEW SCHEDULE FOR FULL TIME STUDENTS

2.1 The Interviews identified are a minimum requirement.

2.2 The Faculty Head will ensure that each Guidance Tutor carries out:

2.2.1 First Interview Introductory – Group or Individual.

This will take place no later than the October holiday week.

2.2.2 Second Interview On Course – Individual.

This will take place no later than 31 January (or 30 April for January starts).

2.2.3
Third Interview Pre Exit – Individual

This will take place no later than 30 April (or 31 May for January starts).

2.2.4
These interviews are to be incorporated into the appropriate accredited SQA units for full time students where guidance units are undertaken.

3.0
STUDENT GUIDANCE INTERVIEW FOR FULL TIME STUDENTS
3.1
The Guidance Tutor will:

3.1.1 Open and maintain a confidential file for each student for which he / she has responsibility. This confidential file must be stored in a secure environment.

3.1.2 Make all necessary arrangements for each meeting with the student(s) concerned.

3.1.3 Record the interviews on a Student Guidance Interview Record (ST-SGIR) form for each student.
3.1.4 Use the Student Guidance Prompt Sheet (ST-SGPS) to assist in the completion of the ST-SGIR form (if required).

3.1.5 Complete a Student Support Extended Learning Needs Notification form (ST-SSELNN) if they find that a student has an undisclosed extended learning need.   On completion the form should be forwarded to Student Support Unit
3.1.6 Complete a Student Support Extended Learning Support Progress Review Interview (ST-SSELSPRI) for any student with an extended learning need. On completion the form should be forwarded to Student Support Unit
3.1.7 Issue appropriate reminder(s) if the student does not attend the interview.

3.1.8 Respond to any issue which is identified as a matter of concern.

3.2 Wherever appropriate refer the student to the Head of Student Support or Student Advisers for specialist support.

4.0 STUDENT GUIDANCE – OTHER MODES OF STUDY
(Infill, Part-Time, Day Release, Block Release, Outreach, Evening or Flexible Learning)

4.1
Where possible students on other modes of study will access student guidance at the times allocated to full time students.
4.2
If required students on other modes of study will have access to student guidance outwith the faculty from the Head of Student Support, Student Advisers or online guidance 24-7.

5.0 NOTIFICATION OF STUDENT GUIDANCE ISSUE BY CLASS LECTURER 


Any class lecturer who identifies a guidance issue will:

5.1
In the first instance discuss the issue informally with the student.

5.2
If the issue requires to be formally raised, complete and submit a Student Guidance Progress Issue Form (ST-SGPI) to the student’s Guidance Tutor. Alternatively, an email regarding the issue can be sent to the guidance tutor, outlining the same information as would be covered in the form
6.0 STUDENT REFERRAL
6.1
When the Guidance Tutor cannot resolve a guidance issue they will:

6.1.1
Complete a Student Guidance Referral Form (ST-SGR) giving all relevant information.

6.1.2
Submit all documents to the Section Leader with responsibility for the programme.

6.2
The Section Leader will:

6.2.1
Use the Student Guidance Referral Interview - Standard Letter (ST-SGRISL) to invite the student to attend a guidance interview to discuss the issues raised.

6.2.2
Ensure that the guidance interview is arranged within ten working days of receipt of the Student Guidance Referral Form (ST-SGR).
7.0
STUDENT GUIDANCE REFERRAL INTERVIEW

7.1
The Section Leader will:

7.1.1
Conduct the interview and record the details on a Student Guidance Referral Interview Form (ST-SGIR).
7.1.2
Retain a copy of the Student Guidance Referral Interview Form (ST-SGIR) in the student’s file.

7.1.3 Inform the Guidance Tutor of the outcome of the interview.
7.1.4
Forward a copy of the completed Student Guidance Referral Interview Form (ST-SGIR) to the Head of Student Support.
8.0
FURTHER ACTION

8.1
Further action may be necessary in which case the Section Leader may be required to implement one of the following procedures:

8.1.1 Procedure 3: 1: 1 - Academic Appeals

8.1.2
Procedure 2: 1: 1 - Student Discipline
8.1.2 Procedure 2: 2: 2 - Student Guidance On Programme: Refusal of Progression

9.0
STUDENT PROGRAMME FORUM

9.1
The membership of the forum will consist of:

9.1.1
Programme Co-ordinator – Chair;

9.1.2
Faculty Head / Section Leader; 

9.1.3
Student Representatives – 2 per class recommended.

(The students on the Programme will elect the student representatives).

9.2
The remit of the Student Programme Forum is:

9.2.1
To discuss any item(s) relating to the College or to the specific Programme;

9.2.2
To discuss attendance and retention;

9.2.3
To discuss any agenda items submitted to the Programme Co-ordinator by the student representatives; 

9.2.4
To discuss any agenda items submitted by appropriate staff.

9.3
The forum will convene:

9.3.1
No less than twice per academic session;

9.3.2
No less than once per teaching block; 

9.3.3
Generally during the periods October / November and March / April.

9.4
The Programme Co-ordinator will:
9.4.1
Draw up the agenda for each Student Programme Forum
9.4.2
Ensure the inclusion of attendance and retention issues on each Student Programme Forum agenda.
9.4.3
Submit the minutes, within ten working days to:

· All members of the Student Programme Forum;

· Section Leader;

· Quality Development Unit;

· Head of Student Support.

10.0 STUDENT GUIDANCE FORUM

10.1
The membership of the forum will consist of:

10.1.1
SMG member responsible for Student Support;

10.1.2
Head of Student Support;

10.1.3
Information Centre Manager;

10.1.4
Equality and Inclusion Manager;

10.1.5
One Academic Staff Representative from each Faculty;
10.1.6
A Faculty Head
10.2
The remit of the Student Guidance Forum is:

10.2.1
To clarify, develop and review College and Faculty Student Guidance;

10.2.2
To review the effectiveness of the Student Guidance Forum through self-evaluation.

10.3
The forum will convene at least 3 times per academic session and at additional times if required.
10.4
Meetings will be scheduled for the last week of October, February and May.
10.5
The minutes will be issued to all members of the Student Guidance Forum and posted on a Public folder.
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