UNIVERSITY COLLEGE CHESTER


Policy Statement on Personal Development Planning and a Progress File for Students

Summary of Provision for Students and Staff
It is the policy of University College Chester that:

1. All students will receive an annual summary transcript and an exit transcript, formulated in accordance with national specifications

2. All students and staff have access to an electronic Progress File which is located on the college Intranet (IBIS)

3. While completion of the Progress File is not mandatory, 

(i) students are encouraged and supported, from induction to graduation, in the process of Personal Development Planning (PDP) and in the use of the Progress File for recording and reflecting on their achievements and action planning for the future.

(ii) Staff are encouraged to use their Progress File to record SPD and as the basis for their annual Staff Development Review.

4. Developments in PDP and the Progress File will be overseen, coordinated and promulgated by the Progress File Steering Group which reports through the Learning and Teaching Committee of Academic Board, and as appropriate, to the Senior Management Executive Group
Introduction and Context
Recommendation 20 of the National Committee of Inquiry into Higher Education (the Dearing Report, July 1997) stated:

"We recommend that institutions of higher education, over the medium term, develop a Progress File. The File should consist of two elements:

· a transcript recording student achievement, which should follow a common format

· a means by which students can monitor, build and reflect upon their personal development"

This latter process is now referred to as Personal Development Planning (PDP).

A student-owned Progress File should contain:

· a formal Transcript, produced by the Institution to an agreed, common format

· a Personal Development Record, selected by the student (PDR)

· a series of reflective statements, which summarise the student’s engagement with the processes of recording achievement, namely

reflection by the student on their PDR and what it represents;

regular, formal review carried out with support from a mentor;

a personal action plan for development; (the overall process known as PDP).

In May 2000, the CVCP (since re-titled UUK), CoSHEP, SCoP, and QAA.HE issued a “Policy Statement on a Progress File for Higher Education”.

This Statement contained two sub-sections relating in turn to the Transcript element and the Personal Development Planning (PDP) process.

The Policy objectives identified for the HE Transcript were as follows:

· to improve the quality and consistency of information on the learning and achievement of individual students in higher education for the benefit of everyone who has an interest in such information;

· to promote awareness of the national qualifications frameworks and national and international transparency and recognition of higher education awards;

· to contribute to an individual’s lifelong record of learning and achievement;

· to support the process of personal development planning;

· to promote good practice in the provision of information on the outcomes of UK higher education.

PDP was defined as “a structured and supported process undertaken by an individual to reflect upon their own learning, performance and/or achievement and to plan for their personal, educational and career development”.

The purposes of PDP were articulated as helping students to:

· become more effective, independent, and confident, self-directed learners;

· understand how they are learning and relate their learning to a wider context;

· improve their general skills for study and career management;

· articulate their personal goals, and evaluate progress towards their achievement;

· encourage a positive attitude to learning throughout life.

The Representative Bodies’ Policy Statement recommended that PDP development nationally should be based on “institutionally determined policies within a national guidance framework”, and that “Policy should be underpinned by the following designation of responsibilities:

· HEIs should be responsible for providing opportunities for PDP and for guidance to support the process;

· The nature, scope and extent of opportunities and support for PDP should be determined by each institution (influenced by professional and statutory regulatory bodies where appropriate);

· The ultimate responsibility for deriving benefit from PDP should rest with each student, although institutions will influence this;

· QAA should, through its development and review activities, support the introduction of policy, and when practice is established, be responsible for providing public assurance that institutional policies are being implemented effectively.”

Statement of commitment to the national Policy Framework

University College Chester (UCC) endorses fully the Policy Framework as proposed and recommended by the National HE Representative Bodies. The College has recognised the distinct advantages of recording of student achievement for many years, and welcomes the current policy formalisation, which will provide a national framework for development of PDP and Progress File within the organization. The College has already made considerable progress in the implementation of the national guidance framework, and has developed the initiative on a number of fronts. This statement does not imply that the College is complacent about its state of development, nor about its success in introducing the benefits of PDP to all its students and staff. However, a significant amount has been achieved, an action plan for further development has been agreed, and the mechanisms for implementation have been put in train. In addition, the College has recognised the need for new research and development into the perceived benefits of PDP, both for individuals, for teams of people, and for the Institution.

Implementation of the Dearing Recommendations, and the mechanisms for further development across the Institution.

The University College has driven forward development on a number of fronts, and in a range of initiatives, which are identified below. The College reaffirms its commitment to meeting in full the recommendations of the national, sector-endorsed framework for PDP and the development of HE progress Files for all its students.

A. 
The Institutional Student Transcript

The College will continue to produce an annual summary transcript of individual student achievement in their programme of study, with details of performance at module level. Registry Services generates the Transcript from the central student database, according to the data specification as agreed nationally. An electronic link sends the transcript to the individual student’s personal portal on the Intranet-based Information System (IBIS). The student is able to access the personal file either from within the College or externally via the internet.

B. 
The Electronic Portfolio for all students: the Progress File at UCC

At the point of registration with the Institution, all students are registered with the College’s CIT network and have access via a password-protected individual portal to IBIS. One of the facilities available is the Progress File. Essentially this is a template for recording their achievements, reflecting on their progress as learners, and specifying action plans for their future development. It is a tool to help them chart their own progress through HE, to develop their own skills of learning (so-called “meta-learning”), and to develop autonomy in planning their own development as learners.

The Progress File for Students is underpinned by and linked to the following processes and structures

C.1
Academic Guidance for students through the Personal Academic Tutor (PAT) System

The Progress File acts both as a record of past achievement and as a planning tool for future learning. There is a facility for students to share documents from the File by sending them electronically to their PAT, or to another colleague or tutor, which may help them prepare in advance to make more effective use of personal tutorial time. The PAT may utilise the system to provide academic guidance and to inform student choices, through ready reference to module lists and descriptors, and individual programme requirements.

C.2
New Student Induction and Mentoring

New student induction is now widely recognised as being a crucial phase for many in determining their future success within HE. Within the intensive occasion of their “first week” within higher education, new students are allocated both a Personal Academic Tutor (PAT) and another student as mentor. An extended induction period enables students to develop progressive understanding of the requirements of HE, of their own personal needs, and of the support facilities available to them. One of the latter is the electronic Progress File. The student mentor system enables new students to adapt to the new environment and provides them with practical tools to manage their own learning and decision-making.

C.3
Learner Support Unit

A relatively recent development from within the Learning Resources Service has been a Support Unit which provides students with skills development to enable them to improve their personal effectiveness as students within HE. The Progress File and its underpinning processes form key elements in the range of tools available to help students develop their autonomy as learners. The Institution believes that this will be a valuable mechanism to improve student retention and successful progression.

C.4
PDP within the academic curriculum

The College has appointed academic posts of Learning, Teaching and Assessment Co-ordinator (LTAC) in each of its Schools of Study. Among a wide range of activities associated with enhancing teaching delivery, the LTACs actively promote student use and staff understanding of PDP and the Progress File. New programme design is expected to include statements about the use of PDP by students within the context of module and programme delivery, learning and assessment. These statements are tested and assessed within the validation process.

C.5
PDP outwith the taught curriculum
In addition to supporting student learning within the formal curriculum delivery, the College is active in encouraging student learning outside formal teaching (LOFT). Specific aspects of individual programmes utilise the PDP process and associated learning logs or portfolios to enhance student learning, for example, within Work-based and Placement learning, a Language year abroad, Sandwich year placements in business, Foundation Degree study, with its integral elements of work-based learning.

C.6
Career Development and student Employability

The provision of Careers education and guidance is well developed at UCC and utilises PDP as a vehicle for student personal development and action planning. Current action research focuses on the use of PDP to improve student planning for career development and the gaining of employment, both during their HE study and upon graduation. The College has evidence of improving employment rates from its annual survey of “Destination of Leavers from HE”. While this does not define a causal relationship, the evidence suggests that a range of factors applied during an undergraduate career can make a significant difference to subsequent employability. Through its corporate membership of the Centre for Recording Achievement (CRA; see below), the College is making an active contribution to the ESECT research project into graduate employability.

C.7
The Progress File Steering Group

Implementation of the College Policy and practical monitoring of activity is steered by this Group, which is cross-College and multi-disciplinary. The Terms of Reference and Membership are presented in an Annex to this Statement. The commitment, initiative, innovation and energy of this Steering Group has been one of the major driving forces behind the success to date of PDP at Chester, and will continue to be the inspiration for future progress The Steering Group is chaired by the Director of Student Guidance and Support Service (SGSS), recently appointed as Dean of Students, and actively promotes research into PDP and student learning.

D.
PDP for Staff within University College Chester

The process of dissemination of understanding of PDP and the benefits that application of the process can bring have been much slower to permeate the academic staff of the College. As with other initiatives, there exists a series of “champions” who are committed staff and actively promote Progress File with their students. The numbers of staff who have recognised the possibilities for their own personal development are much fewer. New staff induction programmes introduce PDP to academic staff, both for themselves and for their students. Successful completion of the probationary period does not yet require formal completion of a Progress File, although a portfolio approach to personal record keeping and development is strongly recommended. For some colleagues, who require professional body registration, the process forms an integral part of their strategies for CPD, in order to maintain their professional accreditation. Increasingly, this has included membership of the ILT.HE for academic staff in higher education.

E.
External Support and opportunities for staff development

The College was a founder member of the Centre for Recording Achievement (CRA), and continues to benefit from advice and guidance from the network of colleagues which membership opens up. In addition, opportunities for staff to attend and present papers at national seminars and conferences have formed a significant strand of the development of PDP policy and practice at Chester. As a member, the College has access to the CRA in-house electronic journal, “On Reflection”.

F.
Current and Planned Research Projects

The College has appointed a Research and Development Officer within the Student Guidance Service. Among her responsibilities lies promoting PDP among students, as well as pursuing an action research project to explore perceptions of the effectiveness of PDP as a vehicle foe enhancing student learning. Other research projects across the College include:

PDP influences on widening participation and student support;

the impact of PDP on student retention rates;

enhancing the effectiveness of the year abroad for language students (British Council sponsored);

negotiation of student learning contracts and work-based learning;

mapping of the College Progress File against professional body requirements for Trainees in order to gain accreditation, in both Initial Teacher Education and within the School of Health and Social Care (Nursing and Midwifery Council).

G.
Timeframe for future development

The College has complied fully with the sector-endorsed recommendation for student transcript provision. An electronic system for Progress Files has been implemented across the College for all students. Progress has been better embedded for full-time undergraduate students than for other study modes, although all students, including those studying part-time and at postgraduate level are introduced to the systems available, and are supported in their personal development planning. By the sector recommended deadline of 2005-06 academic session, the College will have in place a well-tried and tested system for student support in PDP. The major challenge facing the College over the period 2005-2008 will be to encourage take-up and use of this valuable tool, by all students on taught programmes of study, and by their academic tutors and support staff.

H.
PDP as a process to support postgraduate research students

In May 2004, the College launched its Graduate School to provide a framework to support postgraduate research students. As an integral component of their training, research students will be encouraged to develop their skills of personal audit and action planning for personal development and for successful research careers. By 2005-06, all PG Research students will be introduced to the processes of PDP and supported by the College’s bespoke systems for learner development.

P H Woodhead

Academic Secretary

May 2004

ANNEX

PROGRESS FILE STEERING GROUP

Terms of Reference

1. To advise Academic Board on the introduction and content of an institutional policy on Progress Files, to be incorporated into the QAA Handbook and to be developed into a strategy statement to be placed on IBIS.

2. To advise the Implementation Team on the development of the content and structure of the Progress File at University College Chester.

3. To ensure that all staff are kept up to date with institutional and national developments in the Progress File.

4. To devise and implement ways to stimulate and encourage the use of the Progress File by students and staff to support learning, career planning and continuing professional development.

5. To report to Academic Board via Student Services Committee and to copy minutes to the Chairs of the Information Strategy Sub-committee and the Teaching, Learning and Assessment Sub-committee.

December 2001

Membership

Chair:  Director SGSS

Deputy Director, SGSS

Academic Secretary

Deputy Director, AQSS & Senior Assistant Registrar

HRMS: HR Manager & Performance Management Officer

Deputy Director, Registry Services

Deputy Director, CWRS

Director CITS & IBIS Programmer

Reps from:

4 LTACs from Schools of Study

4 Academic staff representatives from Schools of Study

Vice-President & Students Union Officer representatives

2 Student Representatives

Secretary: R & D Officer, SGSS
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