
Personal Tutoring, Guidance and Support for UCL students
Summary:   
UCL is committed to providing all students with the academic guidance and personal support they need to flourish as members of our active learning and research community. This paper draws on the work of the Connected Curriculum Personal Tutoring Working Group, and on additional consultation on personal tutoring following discussions at the last Education Committee (1 Dec 2015), to recommend a number of changes to UCL’s current personal tutoring policy. 
Action required of Education Committee:
For discussion and approval.
Author/Proponent:
Dr Dilly Fung, on behalf of the Connected Curriculum Personal Tutoring Working Group (co-chaired by Dr Kathy Barrett, Dr Cloda Jenkins and Dr Anne Vanhoestenberghe).
1
Introduction
In response to discussions of the personal tutoring paper submitted by Dr Paul Walker at the last Education Committee meeting (Dec 2015), and drawing on the recommendations of the Connected Curriculum Personal Tutoring Working Group, this paper makes a series of specific proposals about how UCL can best provide, from 2016-2017 onwards, consistently excellent academic guidance and personal development support for all students on taught programmes. Members of Education Committee are asked to discuss and approve the recommendations.

2
Key principles established through the consultation 
It was agreed that: 

· Personal tutoring provision needs to sit within a clear, extremely well explained and well signposted wider infrastructure for student support.

· As part of the wider support infrastructure provided by a programme, every student on a taught programme, whether undergraduate or postgraduate, should be assigned a member of staff who can and will provide constructive academic and personal development guidance and support. 

· Students need to understand fully the role of their personal tutor – its limitations as well as its features - and should be regularly and explicitly informed about the support they can access from their personal tutor, from their programme/department and beyond.
It was also noted that practices vary across UCL with respect to the ways in which personal tutoring and wider student support opportunities are configured. This variation is appropriate given the diverse kinds of academic tutoring and face-to-face contact hours across different subject areas. For example, students who are lab-based are often in regular contact with staff, whereas on some humanities programmes students spend more time studying independently and/or with peers. In some programmes, personal tutoring is closely connected with academic tutoring on the programme of study, while in others it may be closely connected with the development of professional competencies. In some departments there is a culture of running small tutorial groups, and the UCL Connected Curriculum initiative is providing a framework whereby some programme leaders are considering whether personal tutors might have a role in guiding students as they engage with the connected ‘throughline’ of research and enquiry activities built into programme structures
.  

UCL recognises and supports the need for variety in the way in which programmes provide all taught students with the opportunity to access a consistent level of support, and is committed to enhancing provision across the institution through the sharing of good practice rather than by stipulating a ‘one size fits all’ model. It is not seen to be necessary to stipulate the precise number of individual meetings, for example. However, shared principles and an agreed means of evaluating and enhancing provision and sharing good practice in this area are vital. Equally important is a commitment by UCL to continue to develop appropriate central resources for those providing support to students at programme level, including personal tutors, to work effectively alongside the professional services that provide invaluable guidance and information for students, personal tutors and others providing support at programme level, and to reward staff appropriately for their contribution to student guidance and support. 
The following recommendations reflect these principles.
3
Recommendations
3.1

The responsibilities of departments and/or programme teams 

The Working Group recommends that departments, or programme teams as appropriate, will:
1. Agree annually on their approaches to providing student support a) for undergraduates and b) for taught postgraduate students, and communicate these effectively to all students and staff. The approach should specify individuals, or roles, where responsibility sits for different types of support including welfare, academic development, personal development, skills and careers advice and specialist needs.
2. As part of the overall approach to providing student support, provide clear guidance to personal tutors and to students on the nature of the academic and professional support that personal tutors are expected to provide.

3. Alert students within the first week of their studies to the name and identity of their personal tutor, the date of their first meeting, and where and when the personal tutor can be found in term time.

4. Ensure all other staff responsible for wider student support at department or programme level understand their remit and that students have named contacts for different types of personal, professional and academic support that they may need.

5. Provide clear guidance about how students contact their personal tutors and other staff members responsible for wider student support at department or programme level, for example whether via personal email addresses or generic, role-based email addresses (for example, PT@programme.ucl.ac.uk).
6. Regularly remind all personal tutors, and others responsible for student support, of the Personal Tutoring Handbook and portal, which provide clear guidance, advice and information about when and how to refer students on to other experts.

7. Recommend that all new personal tutors, and others responsible for other areas of student support, attend relevant developmental opportunities through the UCL Arena Open events programme (https://www.ucl.ac.uk/teaching-learning/arena/events). 

8. Remind experienced personal tutors and others who provide support and guidance about the Arena Open events and associated resources for staff and students (https://www.ucl.ac.uk/personaltutors). 

9. Engage explicitly with students as partners in reviewing, developing and enhancing the local provision of personal tutoring, guidance and support.
3.2
The responsibilities of personal tutors


The Working Group recommends that all personal tutors will:
1. Act as an accessible
 point of contact for tutees, providing an appropriate combination of individual appointments, regular ‘office hours’ and small group tutorials, so that students who want to can discuss academic progress and associated professional development needs.

2. Make every effort to get to know their tutees, and in particular make efforts to support their transition into undergraduate or postgraduate study and out of UCL onto the next stage of their career journey.

3. Offer to schedule at least two meetings in each academic year to discuss explicitly students’ academic progress, asking them to bring to those meetings a summary of their assignment feedback, in order to discuss key generic learning points and to help students draw on that feedback as they approach their future studies
.

4. Understand the wider support network available to students at programme and/or department level and across UCL, and be in a position to direct personal tutees to wider support services and events, including those provided by Student Support and Wellbeing and the Careers Service.

5. As part of their role as academic advisors within a wider support infrastructure, help students to identify how they can access help and guidance with academic writing and wider study skills and encourage them to find ways to undertake independent Personal Development Planning (PDP) including, for example, by making use of online facilities at http://www.ucl.ac.uk/ppd. 

3.3
The responsibilities of Faculties
The Working Group recommends that Faculties will work with departments to ensure that they:
1. Publish a clear, accessible, annual statement
 on ‘Personal Tutoring, Guidance and Support’ statement for their students, which will

· outline the core UCL principles of student support and entitlement; 

· detail local arrangements with regard to student support and personal tutor provision within that Faculty, department and/or programme
;

· include key information about/links to support services, including counselling, accessibility support and career guidance;

· explain how students can work in partnership with staff, for example through SSCCs and UCL ChangeMaker projects, to enhance the provision of student support. 

2. Oversee a streamlined yet formal annual evaluation of how student support is provided within the Faculty, focusing on the quality of communication with students as well as satisfaction with the provision itself. (Education Committee is invited to discuss possible approaches to this process.)
3. Ensure that these annual evaluative reports, in the agreed format, are made available for peer review as part of the Internal Quality Review
 process.

3.4
UCL’s responsibilities to Faculties/departments

The Working Group recommends that UCL will:
1. Publish an introductory document for students, setting out the guidance and support all UCL students can expect, as well as their responsibility in this area.

2. Update its current guidance
 for personal tutors to reflect changes agreed, and develop new case studies of good practice for personal tutors and others involved in providing support to students at department and programme levels.

3. Develop and circulate adaptable resources, including a generic template for students to collate and review their ongoing academic performance in line with the new recommendations, following the successful use of such a template by the Institute of Archaeology.  

4. Invest in the development and communication of a related suite of online resources designed to connect students with the support provided and facilitate information sharing between those providing support, including, for example: MyFeedback, an online system for providing students and their Personal Tutors; the use of Moodle Scheduler for setting up tutorials; more modern and effective alternatives to the current Personal Development Planning (PDP) online portfolio software.

5. Increase its provision of developmental opportunities for Personal Tutors and others who support students through the UCL Arena Open programme (http://www.ucl.ac.uk/teaching-learning/arena/open).

6. Include personal tutoring and wider elements of student support explicitly in criteria for staff reward and promotion, ensuring that these criteria are understood, valued and utilised by those who make decisions about reward and promotion.

7. Continue with the work of the Personal Tutoring Working Group, to promote good practice via events, case studies and accessible resources.
Education Committee is invited to discuss and approve these recommendations.
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�	 � HYPERLINK "http://www.ucl.ac.uk/teaching-learning/connected-curriculum/CC_Brochure__for_online_viewing_.pdf"��http://www.ucl.ac.uk/teaching-learning/connected-curriculum/CC_Brochure__for_online_viewing_.pdf� 


�	 � HYPERLINK "https://www.ucl.ac.uk/personaltutors/documents/PT_Staff_Handbook_2015-16__final_.pdf"��https://www.ucl.ac.uk/personaltutors/documents/PT_Staff_Handbook_2015-16__final_.pdf� 


�	 Departments’ provision of education, personal tutoring, guidance and support must ensure that disabled students are not put at a disadvantage, and that ‘reasonable adjustments’ are made in line with the Equality Act (2010).


�	 This use of assessment feedback by personal tutors has already been successfully developed by the Institute of Archaeology, with very good feedback from students. Tutors are not expected to make detailed comments on topic-specific issues, but to help students draw out generic advice they can make use of as they move forward on their programme. Further guidance on this will be provided in the updated Personal Tutoring Handbook.


�	 It is likely that provision for postgraduate taught students will differ in emphasis from that developed for undergraduate students.


�	 The communication with students should clarify which elements of support and guidance are the responsibility of staff delivering the programme, and which are the responsibility of staff in other departments, e.g. UCL Careers, Student Disability Services and Student Psychological Services.  An organisational chart providing the names and roles of the people involved in this provision, and clarifying the relationships between them, will be helpful. It should also make it clear that the onus of responsibility is on the student to make best use of the provision available, for example by preparing appropriately for tutorials, and who should be the first point of contact.


�	 Through IQR, students will also be invited to discuss the extent to which the support they receive is in line with the published provision. Examples of particularly good practice emerging will be noted in the IQR Report and shared via the UCL Teaching and Learning Portal.


�	 � HYPERLINK "https://www.ucl.ac.uk/personaltutors"��https://www.ucl.ac.uk/personaltutors� 
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