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About this guide  
 

This Course Guide will help you plan your course. The Guide also offers you brief 
descriptions of each module, including general information about assessment 

tasks, and an overview of how the Course can be used for future career 
development.   
 

You should read this Course Guide in conjunction with the Postgraduate Student 
Guide. These documents should provide you with all the basic information that 

we think you will need for your period of study here.  
 
You are encouraged to read this Guide through now.  It will be a considerable 

advantage to you to be familiar from the outset with the various aspects of your 
studies that are described.  It may be that the relevance of some of the sections 

will not be immediately obvious. Keep it somewhere accessible, so that you can 
refer to it as needed.  The answers to many of the questions that you will want to 
ask are contained in it.   

  
Obviously even in a document like this we have not covered every query and 

problem that you might have about the course.  If you find that there is 
something you need to know, please check on the WOLF topics for the module or 
contact the course co-ordinator Kate Lees (K.Lees@wlv.ac.uk.) You can also 

consult the University’s Student Services Gateway as appropriate. We are 
pleased to hear your views and welcome suggestions for ways of improving the 

operation of the Course. 
 
Throughout the guide you will see the terms “student” and “candidate” used 

interchangeably.  The University-wide information (e.g. about academic 
misconduct) uses the terminology “student”.  The course team use the word 

“candidate” to acknowledge the professional standing of those participating in 
this advanced training. 
 

Please enter the contact 

details for your Personal 
Tutor for your future 

reference: 

 
-----------------------------------------------

------ 
The name of your Personal Tutor will be 

given to you at the beginning of your 
course and can be checked via e:Vision 

Your local Academic School 

Office (HERE 2 HELP) is: 

ML Student Office  
University of Wolverhampton 
City Campus North 

Molineux Street 
Wolverhampton 

WV1 1DT 
01902 321946 

Your Student Office is: See above. 

 

Please note that in order to develop and improve the Course, it may be necessary 
on occasions to amend or revise the details given in this Course Guide.   

http://www.wlv.ac.uk/default.aspx?page=25347
http://www.wlv.ac.uk/default.aspx?page=25347
mailto:K.Lees@wlv.ac.uk
http://www.wlv.ac.uk/default.aspx?page=20726
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Welcome  

 
On behalf of the Course Team I should like to extend to you a very warm 

welcome and I would like to take this opportunity to wish you every success in 
your studies at the University of Wolverhampton, and trust that your time at the 

University of Wolverhampton will prove to be enjoyable, stimulating and 
rewarding. 
 

The Post Graduate Certificate in Mental Health Practice for Approved Mental 
Health Professionals is one of many run by the School of Health and Wellbeing 

which has itself established an excellent reputation for the quality of its courses, 
for an innovative approach to teaching and learning, and for the friendliness of its 
staff.   

 
We believe it is important that you are encouraged to make your own 

contribution to the effective operation and development of your chosen course.  
We are, therefore, keen to hear your views and would welcome any suggestions 
that you may have about ways of improving any aspect of your course and/or the 

student experience here at the University.   
 

Remember that the outcome of your studies could affect the whole of your future 
career and therefore study should certainly be your first priority. In resolving to 
work hard however, do not forget to have time for recreation and social 

activities. Do take full advantage of the University facilities at your disposal. 
 

 
 
 

 
 

 
Kate Lees 
Course Co-ordinator 

K.Lees@wlv.ac.uk 
  

http://www.wolvesunion.org/
mailto:K.Lees@wlv.ac.uk
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Attendance 

 
The University recognises that you have made a significant investment in both 

time and money in choosing to study for a degree.  Staff are committed to 
helping you fulfil your potential. Your attendance at, and participation, in classes 

is a key factor in ensuring that you do so.  
 
Attendance will help you to:- 

 
 Understand the subject area you are studying; 

 Acquire and develop the skills and knowledge needed to ensure success; 
 Prepare for and undertake assessments; 
 Learn from and with your fellow students; 

 Receive feedback from teaching; 
 Participate in practical and group work; 

 Develop your communication skills. 
 
If you are unable to attend a class please let your tutor know that you are unable 

to do so. He/she will then be able to give you advice on what was covered in the 
class, and what you need to do to catch up. Please do remember how important 

attendance is to your success. The University considers this to be so 
important that it reserves the right to review the position of students 
who fail to attend.  

 

The Wolverhampton Graduate 
 

By the end of your course, the university expects you to be a Wolverhampton 
Graduate who is knowledgeable and enterprising, digitally literate and a global 
citizen. 

 

Digitally Literate 

 
Our graduates will be confident users of advanced technologies; they will lead 
others, challenging convention by exploiting the rich sources of connectivity digital 

working allows. 

Knowledgeable and Enterprising 

 
Our graduates will know how to critique analyse and then apply knowledge they 
acquire in an enterprising way. 

Global citizens 

 

Our graduates will bring informed understandings of their place and ethical 
responsibilities in the world. 

 
Further information can be found on the University student webpage for Graduate 
Attributes. 

 
 

 

http://www.wlv.ac.uk/Default.aspx?page=22433
http://www.wlv.ac.uk/Default.aspx?page=22433
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About the Course 

 
This Guide outlines the modules which are available, teaching and learning 

activities and assessment tasks.  If there is anything you need to discuss further, 
please contact Kate Lees, Course Co-ordinator. 

 
The educational aims of the course are to enable candidates to develop their 
knowledge, skills and values in mental health practices in order to enhance their 

capabilities within their own areas of expertise.  
 

The course is designed to enable mental health professionals to develop and 
demonstrate practice in accordance with the published requirements of external 
professional, statutory and regulatory bodies in order to act as Approved Mental 

Health Professionals. 
 

 
The course learning outcomes are:- 
 

 Demonstrate critical and analytical knowledge and understanding of 
medical, social and psychological perspectives in mental health practices, 

including clear reference to service user and carer perspectives and 
cultural competence 

 Demonstrate critical and analytical knowledge and understanding of the 

legal and policy context of mental health practice 
 Demonstrate critical and analytical knowledge and understanding of 

evidence-based practice 
 Demonstrate critical and analytical knowledge and understanding of 

values-based practice and ability to recognise and resolve complex 

ethical dilemmas 
 Demonstrate the ability to deal with complex and unpredictable issues 

systematically 
 Demonstrate practice competence as determined by published             

requirements for AMHP approval. 

 
 

These will be achieved through the following learning activities: 
 Taught sessions will include the presentation of relevant information and 

concepts.  These will then be discussed in relation to the candidates’ 
practice and fictional practice scenarios.   

 Candidates will complete 43 days of supervised practice in which they will 

undertake a range of tasks under the Mental Health Act and reflect on 
them in supervision.   

 Candidates will have the opportunity for 5 days for educational visits to 
individuals and services that will enable the candidate to extend their 
knowledge and experience. 

 
The course is approved by the Health and Care Professions Council www.hpc-

uk.org.  
 

Academic Regulations 

 
This course adheres to the University’s academic regulations.  A full version of 

these regulations can be found on the University web page for Policies and 

http://www.hpc-uk.org/
http://www.hpc-uk.org/
http://www.wlv.ac.uk/default.aspx?page=6932
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Regulations.  These regulations govern your course and will be binding on you. It 

is, therefore, important that you read and become familiar with them. 
 

On this course, there is an exemption to the regulations, which is: two modules 
are delivered as custom with summative assessment at the end of taught block 

3. 
 
Course information   

 
Partnership arrangements 

This AMHP training has been developed and is delivered, managed and monitored 
in partnership between the University and employers, service user and carer 
partners.  The course is managed by a committee comprised of key stakeholders.   

 
The course management committee monitors the quality of the courses. 

Feedback is received from candidates, employer representatives, practice 
educators and tutors.  

 

Annual monitoring reports are prepared internally for the University of 
Wolverhampton and for the regulating professional body, the Health and Care 

Professions Council. 
 

All candidates will be asked to give consent for information regarding their progress 

to be shared with their nominating employer, OSP provider and the professional 
regulating body.  

 

All candidates should keep their nominating employer informed about decisions to 
defer assessments, seek extenuation or mitigation or take leave of absence. Where 

the candidate is citing work related circumstances in such a claim then evidence of 
being supported by the employer must be provided. 

 

Where a candidate is having an OSP (‘placement’) arranged by a body which is not 
their nominating employer (e.g. where a Local Authority is providing a Trust 

employee with an OSP) then the candidate should also keep the OSP provider 
informed about decisions to defer, seek mitigation or extenuation or take leave of 

absence. 
 

The taught sessions will be at city campus (Wolverhampton) on Thursdays 10-1 and 
2-4 from 18 October 2012 until 20 June 2013. Study days are an integral part of 

each module and candidates are expected to complete 5 hours of personal learning. 
 

Candidates must also undertake a 43 day opportunity for supervised practice (OSP).  
Candidates and employers are free to determine the details to suit their needs and 

guidance is provided below. 
 
Candidates should also undertake 5 days of visits to relevant agencies.  These visits 

should be planned and structured to meet the candidate’s identified learning needs. 
 

The Mental Health Act for AMHPs (7so008) 
Content: 
 Framework of legislation and understanding the relationship between the two 

Mental Health Acts 
 Legal texts 

http://www.wlv.ac.uk/default.aspx?page=6932
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 Guiding principles 

 Human Rights Act (1998) 
 Numerous topics concerning the Mental Health Act (1983) e.g. detaining sections, 

Community Treatment Orders. 
 

Assessed task: 
 A 3,500 word critical analysis of practice under the Mental Health Act (1983) and 

the Human Rights Act (1998) in relation to a fictional scenario. 

 
Candidates must submit a draft copy of this analysis to the Student Office no later 

than 17 January 2013.  The draft must be submitted in order to pass the module.  
However, the actual grade for this component does not count towards the final 
module grade.  The purpose of the task is to ensure the candidate is making 

progress with the course tasks and to give formative feedback. 
 

Candidates must submit the analysis to the Student Office no later than 4th July 
2013. 
 

        Legal and policy context of AMHP practice (7so010) 
 Content: 

 Implications of the Mental Capacity Act (2005) in Mental Health Act 

assessments  

 The interface between the Children Acts 1989 and 2004 and the Mental Health 

Act 1983 

 Adult safeguarding 
 

 Current mental health policy and the influences driving policy development 
 

 The nature of knowledge, evidence and the role of research in the creation of 

knowledge and evidence 
 

 Critical examination of the concept of 'evidence-based practice' 
 

Assessed task: 

 A 3500 word critical analysis of the legal and policy context of candidate's 
mental health practice and the evidence base of the policy/practice 

 
Candidates must submit a draft copy of this analysis to the Student Office no later 
than 17 April 2013.  The draft must be submitted in order to pass the module.  

However, the actual grade for this component does not count towards the final 
module grade.  The purpose of the task is to ensure the candidate is making 

progress with the course tasks and to give formative feedback. 
 

Candidates must submit the analysis to the Student Office no later than 4th July 

2013. 
 

Recursive feedback: requirements for submission (7so008 and 7so010) 
The candidate hands in a draft copy of the analysis for the module at the end of 
the relevant teaching block (17 Jan for 7so008 and 18 April for 7so010).  This is 

referred to as component 1. 
Component 1 must be submitted in order to pass the module.  However, the actual 

grade for this component does not count towards the final module grade.  The 
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purpose of the task is to ensure the candidate is making progress with the 

assessed coursework and to give formative feedback. 
 

Candidates must submit copies of their analyses to the Student Office no later than 
4th July 2013. These submissions are referred to as component 2. 

 
Candidates can choose to (a) make no changes between the two submissions, or 
(b) to make small or large amendments, or (c) to rewrite completely. 

 
 

Critical knowledge for AMHPs(7so011) 
Content: 
 Models of mental health and mental disorder, including social, medical and 

psychological models 
 Service user and carer perspectives in mental health 

 Understanding multi-professional perspectives in mental health 
 Understanding cultural competence 
 Values in mental health practices 

 
Assessed task: 

 A 3500 word critical analysis of the perspectives and values underpinning the 
candidate's mental health practice 

 

 
 A portfolio demonstrating competence as an AMHP (see below) 

 
Candidates must submit the analysis and the portfolio to the Student Office no 
later than 4th July 2013. 

 
Opportunities for supervised practice (OSP) 

 
Summary of learning opportunities that must be provided by opportunity for 
supervised practice: 

  

Essential: 

 Shadowing Mental Health Act assessments (the number may be negotiated on 
the basis of the candidate’s learning needs) 

 Leading a minimum of three Mental Health Act assessments, observed at least 
once by the practice educator (others can be done by different AMHPs).   

 The planning, negotiation and management of a compulsory admission to 

hospital  
 Presenting a case at two legal hearings (such as a tribunal or an application for 

a warrant). 
 A piece of practice set in an identifiable policy context and with an identifiable 

evidence base (e.g. Care Programme Approach, s117 discharge, Supervised 
Community Treatment Order, continuing care, home treatment). 

 A minimum of 16 hours of formal supervision throughout the OSP. 

 
Desirable: 

 Arrangements for supervised community treatment. 
 Opportunities to work with the Children Act (1989) and/or the Children Act 

(2004) 

 and/or an opportunity to assess for and make relevant decisions about 
treatment for mental distress under the Mental Capacity Act (2005) 
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 Opportunities to work with children and young people affected by mental 

distress (either directly or because family members are experiencing mental 
distress). 

 Opportunities to plan and implement options for care such as alternatives to 
hospital admission, discharge and after-care. 

 Opportunities for at least one other type of practice under the Act other than 
assessment for compulsory admission (such as assessment and application for 
Guardianship or s117 discharge planning)  

 Opportunities to work with a range of people regarding age, gender, ethnic 
identity, class and presenting issues. 

 Opportunity to work with carers in the AMHP role. 
 

 

Candidates and employers are free to determine the dates to suit their needs.  
However, it will be helpful to take account of the following factors: 

 
 We recommend that the candidate completes at least half of the first module 

before starting the OSP i.e. a start date no earlier than 26 November 2012.    

 Candidates must submit an analysis of practice undertaken during the OSP no 

later than 17 April 2013.  In order to allow time for this, it is recommended that 

the OSP starts no later than 25 February 2013. 

 Candidates will need to submit all their work no later than 4th July 2013; in 

order to allow the practice educator to complete the report it is recommended 

that the OSP ends no later than 24th May 2013. 

Candidates will be required to produce a portfolio of evidence of practice 
competence.  This will comprise items including: 

 
 Reports of 3 direct observations of practice 

 A 3,500 word critical analysis of practice under the Mental Health Act (1983) 
and the Human Rights Act (1998) in relation to a fictional scenario. 

 A 3500 word critical analysis of the legal and policy context of candidate's 

mental health practice and the evidence base of the policy/practice 
 A 3500 word critical analysis of the perspectives and values underpinning the 

candidate's mental health practice 
 Analyses of AMHP practice (actual or based on scenarios/case studies) involving 

issues of: 

o Mental capacity 
o Child protection 

- unless understanding has been demonstrated through the items above 
 Supervision records 
 Witness statements 

 Accounts of practice (these will be determined by the candidate’s needs for 
demonstrating competence; as a guide there will be 3-6 accounts of no more 

than 1,500 words each. 
 Reflective accounts of visits to agencies (see below) 

 

Candidates are entitled to 5 days for portfolio preparation.  This is in addition to 
the module study days, 43 OSP days and 5 days for visits. 

 
The practice educator will make a recommendation about whether the candidate 

has demonstrated competence within the portfolio.  This will be further considered 
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by the Practice Assessment Panel.  The portfolio must pass in order for the 

candidate to qualify. 
 

Visits to agencies 
Candidates are expected to undertake 5 days of planned visits to agencies.   

These must include: 
 An agency working with people misusing drugs and/or alcohol 
 An agency working with people with specific cultural backgrounds who are 

experiencing mental distress 
 

The other visits should be planned with the candidate’s practice educator in order 
to meet the candidate’s learning needs.  Some suggested visits are: 
 

 Services for people with learning disabilities experiencing mental distress 
 Services for children and adolescents experiencing mental distress 

 Services for older people experiencing mental distress 
 Child protection services 
 Forensic services 

 
 

Role of AMHP Practice Educators/Mentors 

 
 To negotiate a learning agreement/contract with the AMHP candidate at the 

beginning of the opportunity for supervised practice. The practice portfolio 

provides a proforma for this agreement/contract. 
 

o Where the candidate has an on-site mentor (supervisor) and has 
someone else as their educator the learning agreement should 
record which of the roles are performed by which person. 

 
 To provide learning opportunities in line with meeting the learning needs 

derived from the AMHP competences. The essential and desirable 
opportunities are set out in the practice portfolio. 

 

 To offer regular supervision to the AMHP candidate, enabling learning in 
knowledge, skills and values of AMHP practices. Supervision arrangements 

should be recorded in the learning agreement/contract. A candidate should 
receive a minimum of 16 hours of supervision. 

 

 The practice educator must observe the candidate at least once during the 
course of their supervised practice taking a lead in a mental health act 

assessment. The details of the requirements for observations are set out in 
the practice portfolio.  

 
 To assist the candidate when networking with other AMHPs for shadowing or 

observed mental health act assessments. 

 
 To liaise as necessary with tutors, training and development personnel and 

the candidate. 
 

 To provide feedback to the AMHP candidate throughout their supervised 

practice and to identify at any early stage any difficulties that might be 
arising. 
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 The practice educator must formally assess the candidate’s ability to meet 

the required standard of competence and to record this in the candidate’s 
portfolio on both the ‘competence grid’ and within a practice educator’s 

report. Guidance on both these documents is contained with the practice 
portfolio. 

 
 The practice educator should attend, where possible, the practice 

assessment panel for the verification of all candidate’s practice portfolios 

 
 All practice educators and mentors/supervisors are warmly invited to the 

practice educator workshops to support them in their role. There is an 
expectation that first time educators/mentors/supervisors will attend. 

 
Dates for practice educators 

 Induction Thursday 18 October 10-1 MC227 city campus (with candidates) 

 Portfolio building workshop  Thursday 18 April 10-1 MC238 city campus (with 

candidates) 

 Workshop on direct observations and report writing 

       Thursday 18 April 2-4 MC238 city campus 

 Standardisation and Practice Assessment Panel 

        Monday 8th July 10-4 city campus 

 
 

 

PG Regulations 

 

Part-time: normally modules worth no more than 80 credits each 

academic year taught over 3 Postgraduate Blocks. 
 

 
 

 

Block 1 Block 2 Block 3 Block 4 

The Mental Health 
Act for AMHPs 

7so008 

The legal and policy 
context of AMHP 

Practice  
7so010 

Critical knowledge 
for AMHP Practice  

7so011 

N/a 

 
 
University Academic Calendar 2012/13 

  
University Academic Calendar 

 
A customised version of the University calendar is provided below. 

http://www3.wlv.ac.uk/timetable
http://www3.wlv.ac.uk/timetable
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Rooms are subject to change but can be checked on-line: www.wlv.ac.uk: 

   Current Students/Personal Resources/University timetable.  

 

UW         
PG 
Blocks 

2
0

1
2
 

         
7 18-Oct   Induction* MC227   *10-1;2-4 

        
8 25-Oct 

The  
Mental  
Health  
Act   
for   
AMHPs  
  
  
  

7so008  MB408/ Blk 1  
 

  
      

9 01-Nov    " 
 

  
      

10 08-Nov    " 
         

11 15-Nov    " 
         

12 22-Nov    " 
         

13 29-Nov    " 
         

14 06-Dec    " 
         

15 13-Dec    " 
         

16 20-Dec    " 
         

17 27-Dec vac       
         

18 03-Jan vac       
         

19 10-Jan 
 

Study day     

2
0

1
3
          

20 17-Jan   Hand-in    
         

21 24-Jan 

Legal  
and  
Policy  
Context  
of   
AMHP  
Practice  
  
  

7so010 MB405 Blk 2 
         

22 31-Jan  MB405 " 
         

23 07-Feb  MB405 " 
         

24 14-Feb  MB405 " 
         

25 21-Feb  MB405 " 
         

26 28-Feb  MB405 " 
         

27 07-Mar  MB405 " 
         

28 14-Mar  MB405 " 
         

29 21-Mar  MB405 " 
         

30 28-Mar vac       
         

31 04-Apr vac       
         

32 11-Apr 
 

Study 
day 

    
         

33 18-Apr 
 

Hand in  MC238* 
 *10-1 workshop on portfolio building 

     
34 25-Apr 

Critical  
Knowledge  
For   
AMHPs  
  
  
  
  
  
  

7so011 MC238 Blk 3 
         

35 02-May  MX006 " Note  
        

36 09-May  MC238 " variations 
        

37 16-May  MX006 " in    
      

38 23-May  MC238 " rooming 
        

39 30-May  MC238 " 
         

40 06-Jun  MC238 " 
         

41 13-Jun  MC238 " 
         

42 20-Jun  MC238 " 
         

43 27-Jun Study day   
          

44 04-Jul   Hand in     
         

 
   

          

http://www.wlv.ac.uk/
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Course Management and Staff Involved with the Course  
 

Vicky Price (Head of Social Work and Social Care) 
V.Price3@wlv.ac.uk. 01902 323425 MH020 

 
Kate Lees (Senior Lecturer) Course Co-ordinator; Module Leader 7so008 
K.Lees@wlv.ac.uk. 01902 323593 MH120 

 
Ani Murr (Senior Lecturer) Module Leader 7so010 and 7so011 

A.Murr@wlv.ac.uk. 01902 323977 MH120 
 
Rachel Clarke (Senior Lecturer) Teaching on 7so011 

R.Clarke2@wlv.ac.uk 01902 328662 MH123 
 

School of Health and Wellbeing Student Advisor SHaWAdvisor@wlv.ac.uk.  
The Student Advisors can help you with a range of issues including many  
aspects of registration. 

 
Student support 

 
LIS works in partnership with the course team to ensure that students are fully 
supported in their academic studies. We aim to achieve this by providing access 

to key sources of information; Learning Centres offering facilities to study and 
learn together; opportunities to develop a range of academic and employability 

skills; all fully supported by friendly and helpful staff.  We also welcome 
feedback, and will use it to inform our future development to support learning 
and teaching in the University. 

 
Learning Centres – These offer a vibrant blend of traditional library services, 

together with the latest learning resource technologies, wireless access, modern 
study facilities, and self-service options. Our Learning Centres are open seven 
days a week and many of our resources are accessible 24/7 via 

www.wlv.ac.uk/lib  
 

Help and advice - Our dedicated Customer Service team will welcome you and 
advise on how to find the best information, from you very first visit, and continue 

to support you throughout your course. 
 
Key texts - We work with your module leaders to ensure that we provide access 

to key texts, and the latest research publications, so saving you money and time 
locating key sources of information. For details check our catalogue Summon 

www.wlv.ac.uk/lib/search 
 
Skills for Learning - specially created to enable you to develop important 

academic and employability skills. Look out for our popular skills workshops, 
www.wlv.ac.uk/lib/skills_for_learning/workshops.aspx, or follow us on Facebook.  

For more info see www.wlv.ac.uk/skills 
 
On-line support – If you can’t come to us we will come to you via our online 

services e-books, e-journals from your Subject pages, e.g. Nursing and Midwifery 
http://www.wlv.ac.uk/lib/subjects/nursing.aspx and online help facilities via 

ASSIST www.wlv.ac.uk/lib/contacts/assist.aspx 
 

mailto:V.Price3@wlv.ac.uk
mailto:K.Lees@wlv.ac.uk
mailto:A.Murr@wlv.ac.uk
mailto:R.Clarke2@wlv.ac.uk
mailto:SHaWAdvisor@wlv.ac.uk
http://www.wlv.ac.uk/lib
http://www.wlv.ac.uk/lib/search
http://www.wlv.ac.uk/lib/skills_for_learning/workshops.aspx
http://www.wlv.ac.uk/skills
http://www.wlv.ac.uk/lib/subjects/nursing.aspx
http://www.wlv.ac.uk/lib/contacts/assist.aspx
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Find us on all campuses: City, MD Building: Walsall, WH Building: Telford, SA 

Building; Queen’s Hospital Burton, BE Building 
 

 
 

Where to get help with your course  
 
Student Support 

 

Extensions 
Candidates can apply for an extension of up to 1 week for assessed tasks.  The 

candidate should apply using a form available on the WOLF topic for the relevant 
module.  The form must be emailed to the address on the form and not sent to 
the Module Leader. Candidates must apply before the submission date. 

 
Extenuation (also known as mitigation) 

Candidates can apply for extenuation, for one or more of the assessed tasks on 
any or all of the modules.  If successful, this gives the candidate the right to 
submit work at the next Board; the module leader will clarify the exact date.  If 

granted extenuation, candidates also have the option to submit work at the 
expected time but if the work does not pass, the candidate can submit again 

without the grade being capped.  Please see the Appendix to this course guide 
and consult the module leader or tutor for more details. 
The form for extenuation is available on e-vision and must be submitted to the 

ML Student Office, along with evidence supporting the claim, before the 
submission date. 

 
It is essential to apply for an extension or extenuation for the correct component 
of the module.  The assessed tasks are described in detail above; please 

particularly note that the portfolio is the second assessed task for module 
7so010. 
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If you encounter any issues (personal or academic) the following diagram directs 

you to the appropriate department or staff member.    
 

  

 
 

 
 
 

Employability & Your Personal Development Portfolio (PDP) 
 

What is ‘Employability’? 
 

‘Employability’ is concerned with the development of skills aimed at enhancing 
your employment prospects throughout your time here at the University of 

Wolverhampton.  Developing specialist subject and academic knowledge is 
important for employers but they also want to employ individuals who are able 

to: 
 
 Communicate effectively,  

 Work in a team and have good interpersonal skills.  
 Solve problems 

 Work on their own using their own initiative and are able to adapt to 
changing situations 

 Be self-confident 

 
How Will You Develop Your Employment Skills? 

 

At the School of Health & Wellbeing we aim to provide you with the opportunity 
to develop these through the modules you will be studying.  The assessments 

  

   

Who to Contact 
 

  

   Careers & 
Employment 

Services 
 

Student Gateway 

   
   

 
    

  

  

 

   

   
  

Study Issues 
 

Study Skills Adviser 

LIS or wlv.ac.uk/skills 

Personal Issues 
 

Personal Tutor or 

Student Gateway 

Special Needs 
 

Special Needs 
Tutor Pauline Lim 
01902 518868 or 
Student Enabling 

Centre 

Academic and Course 
related queries 

 

Course Leader 

Module related queries 
 

Module Leader  

or Tutor 

Mitigating circumstances, 
enrolment queries & course 

transfer 
 

Student Office 
Here2Help 

General queries 
 

     01902 322933 

SHaW Student advisors 
 

SHaWAdvisor@wlv.ac.uk 

APA Co-ordinator 
 

Jane Harvey 

J.Harvey@wlv.ac.uk 
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you do for your modules are designed to help you develop Subject specific skills 

through the research you undertake for the assignments.  In addition, they are 
also designed to help you develop other key skills such as your written 

communication skills.  Where you have formal presentations, this will build your 
self-confidence in addition to helping you develop your skills of verbal 

communication. Working as part of a team will develop vital group-work skills.  
Attending your classes regularly will further ensure that you have the opportunity 
to develop other skills.  

 
Throughout your time at the University, you will develop and be able to 

demonstrate a number of skills, some of which are listed below: 
 
 Working as part of a group  

 Demonstrating teamwork skills and leadership skills 
 Effective communication  

 Written (via reports etc.)  
 Oral (through formal presentations) 
 Problem-solving 

 IT skills (which include use of basic packages for word processing, spread 
sheets, use of email etc.) 

 Time management – attending classes, handing in of assignments, planning 
study time 

 

You may also be working part-time.  The experience you gain within a work 
environment is a very worthwhile one and also helps you to develop transferable 

skills which are valued by employers. 
 

Student charter 

 
This can be accessed via www.wlv.ac.uk/wlvstudentcharter    

 
 
 

 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

http://www.wlv.ac.uk/wlvstudentcharter
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Academic Misconduct 

 
The University considers seriously all acts of academic misconduct, 

which by definition are dishonest and in direct opposition to the values 
of a learning community.  Academic misconduct, if not challenged, will 

ultimately devalue academic standards and honest effort on the part of 
students. 
 

Defining Academic Misconduct 
 

Cheating 
      
Cheating is defined as any attempt to gain unfair advantage in an assessment by 

dishonest means, and includes, for example, all breaches of examination room 
rules, impersonating another student, falsifying data, and obtaining an 

examination paper in advance of its authorised release. 
 
This is not an exhaustive list and other common examples of cheating would 

include:–  
 

 Being in possession of “crib notes” during an examination 
 Copying from the work of another student 
 Prohibited communication during an examination 

 Acts of plagiarism or collusion as defined below  
 

Collusion 
 
Collusion is when two or more people combine to produce a piece of work for 

assessment that is passed off as the work of one student alone.  The work may 
be so alike in content, wording and structure that the similarity goes beyond 

what might have been coincidence.  For example – where one student has copied 
the work of another, or where a joint effort has taken place in producing what 
should have been an individual effort.  

 
Collusion should not be confused with the normal situation in which students 

learn from one another, sharing ideas and group work to complete assignments 
(where this is specifically authorised). 

 
Plagiarism 
      

Plagiarism is the act of taking someone else’s work and passing it off as your 
own.  This includes incorporating either unattributed direct quotation(s) or 

substantial paraphrasing from the work of another/others. It is important to cite 
all sources whose work has been drawn on and reference them fully in 
accordance with the referencing standard used in each academic school. 

 
The most common forms of plagiarism are:–  

 
 Cut or copied and pasted materials from websites 
 Copying the work of another student (past or present) including essays 

available through “essay bank” websites – or other data. 
 Copying material from a text book or journal 
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Students may go to great lengths to disguise the source reference they have 

been consulting in contributing to an assignment – without understanding that 
with proper referencing this is entirely acceptable.  

 
Support for Students 

 
The University, through its academic staff, will be both sympathetic and 
supportive in preventing plagiarism and other forms of academic misconduct.   

 
A variety of support mechanisms are in place to help students succeed and avoid 

academic misconduct.  
 
 Visit our study skills support website at www.wlv.ac.uk/skills  See the 

section on tackling academic misconduct. 
 Download the Students' Union guide to Avoiding Academic Misconduct 

("Read, Write, Pass") - available from the same webpages.  
 Book an appointment to see a study skills adviser - through the Learning 

Centres.  

 Speak to your personal tutor or module leader.  
 There is help available if you need it.  The University caught and prosecuted 

500 cases of Academic Misconduct last year - it is better to do the work than 
think you can get away with cheating - the penalties are severe. 

  

Penalties 
 

Where an offence is admitted, or a panel decides that cheating, plagiarism or 
collusion has occurred, a penalty will be imposed.  The severity of the penalty will 
vary according to the nature of the offence and the level of study.  Penalties will 

range from failure of the assignment under investigation to a restriction of the 
award a student may ultimately achieve or a requirement to leave the University.  

  
Full details about the University's policy on Academic Misconduct and regulations 
and procedures for the investigation of academic misconduct are available at our 

website:   www.wlv.ac.uk/polsregs  
 

http://www.wlv.ac.uk/skills
http://www.wlv.ac.uk/polsregs
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Appendix 1: Guidance for Students on extenuation 

 
The University wants all students to do their best. You are expected to take 

responsibility for your own learning and the University knows students perform best 
if they regularly attend classes and participate in all activities associated with their 

modules.  
 
What may be valid extenuating circumstances? 

 
The University knows that very occasionally something may happen suddenly which 

is beyond your control and this will prevent you from attending an examination (or 
other test) or completing an assessment. This event must be one you could not 
have foreseen or not manageable by short term arrangements e.g. extensions. On 

these occasions you should submit a claim for extenuating circumstances and if 
your claim is considered valid you will be permitted to take the missed assessment 

as if for the first time at the next opportunity. 
 
Examples of circumstances which would normally be accepted are: 

 
 The death of a close member of the family - a parent, grandparent, 

guardian, sibling, son or daughter. (Members of your extended family will not be 
accepted); 
 Serious ill health; 

 Personal accident or injury; 
 Acute personal or emotional trauma; 

 Major and unplanned changes to student’s employment (for students in full 
time employment) 
 Jury service (if attendance is compulsory and cannot be deferred); 

 Impact of a natural disaster. 
 

Please remember, however, that should you suffer an event such as these it must 
significantly affect your ability to complete the assessment for which you make a 
claim.  

 
What are NOT valid reasons for submitting a claim for Extenuating 

Circumstances? 
 

As a student of the University you are expected to manage minor illnesses and life 
events which may be distressing and occur as part of normal life. You are expected 
to continue studying and participating in scheduled learning activities such as, field 

work, in-class tests, presentations and practical’s while you cope with these 
problems. All employers will expect this of you as would other Universities or places 

of learning. If you do have to be absent for a short period during teaching you will 
be expected to make good this time through additional study.  
 

Examples of the types of life events you are expected to cope with are listed below. 
These will not be accepted as extenuating circumstances. 

 
 Retrospective (late) claims - claims received after the examination or 

assignment due date (see below).  

 Short term illness for coursework submissions. This should be covered by an 
application for an extension.  

 Examination stress or anxiety during revision and assessment periods; 
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 Domestic or personal disruptions such as, moving house, a change of job, 

weddings, religious festivals, failed travel arrangements, financial difficulties; 
 

o Study related problems such as, equipment failure, failure to back up 
copies of stolen or corrupted work;  

o Disabilities and medical conditions known to you when you accept a place 
to study at University and for which special arrangements or adaptations 
have been made. However, exceptionally the University may consider a 

sudden and unexpected worsening of a condition known to you for 
example; fluctuating or intermittent medical conditions i.e. Multiple 

Sclerosis (MS); Myalgic Encephalomyelitis (ME) ; Rheumatoid Arthritis, 
Parkinson’s Disease, Chrohn’s Disease, Diabetes, Sickle Cell Anaemia, 
mental illness, acute stress.  Conditions such as these will only be 

considered if you are registered with the Student Enabling Centre and 
have provided medical evidence to confirm your condition.  For further 

advice and assistance please consult specialist staff who work in the 
Student Enabling  Centre 

o The absence of a member of your team when your assignment is group 

work, subject to the nature of the group work. Please consult your 
module leader if a group member is absent for an extended period.  

o The death of a member of your extended family, e.g. an uncle or aunt.  
o Employment-related issues (except for students in full time employment 

normally studying on a part time course ) 

 
How and when should you make a claim? 

 
You should treat a claim for extenuating circumstances in the same manner as if 
you were notifying your employer of any absences. You must submit your claim 

when you experience difficulties.  Do not delay. Retrospective (late) claims will not 
be accepted. Your claim must be made before or on the day of your examination or 

your assignment is due.  
 
1. Log a call on the E-Vision Helpdesk to your Student Office stating that you will 

be submitting a claim for Extenuating Circumstances along with original 
independent evidence within the next 5 working days. If you are not able to 

submit the form and evidence at this point, please notify your Student Office 
when logging a call. 

 
2. Download an Extenuating Circumstances form from your E-Vision account and 

ensure that it is fully completed.  

 
3. Submit this to your Student Office along with original, independent, supporting 

evidence. If you send your form to the University by post we recommend that 
you send it recorded delivery. 

 

4. Claims will be considered when the Student Office receives your fully completed 
form and supporting evidence. Incomplete forms or insufficient evidence will 

result to your claim being rejected  
 
A form must be completed for each period of assessment within the academic year, 

e.g. a claim made and accepted for June will not cover the July retrieval period. A 
new claim must be submitted. However, please be aware that the University will 

not normally accept a second claim if the difficulties you state have affected your 
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performance are the same as the first. (except if it is because of one of the 

disabilities mentioned above.) 
 

You are expected to make use of the leave of absence process if your studies are 
interrupted for a lengthy period. Further more you should seek the advice of 

Student Enabling Centre staff, which may be able to offer you support to cope with 
a condition which persists.   
 

 
What evidence should be provided? 

 
You must attach to the form original independent supporting evidence. Examples 
include:-  

 
Death certificates - if there has been a death in your immediate family you must 

attach a verified copy of the death certificate. 
 
Medical notes - if you have been ill the evidence you must provide is a doctor’s 

medical certificate. The certificate must state clearly the dates and duration of your 
illness and provide a clear diagnosis. The University will NOT accept a certificate in 

which the doctor reports that you said that you were ill. If the date of your medical 
note differs significantly from the dates cited on the note, then your claim will be 
rejected. 

Please note that it is the student’s responsibility to obtain a medical note. The 
University will not contact your Doctor on your behalf. 

 
A police crime report detailing the incident, a Crime Reference Number by itself will 
not suffice. 

 
Letter from your employer; only students in full time employment, may claim for 

exceptional changes to work patterns. If you consider it necessary to claim for this 
you must provide signed correspondence from your employer confirming this 
commitment and the duration and that the work could not have been undertaken 

by anyone else.  
 

You may feel that your circumstances are sensitive and not wish to write them on 
the form. If this is the case you must seek counselling. This could be a professional 

University counsellor, a member of staff employed by the counselling service or a 
counselling professional independent of the University. If the counsellor considers 
your circumstances valid s/he will write a supporting statement for you to attach to 

the form. You must be known to the counselling service for it to be able to support 
your claim. If you are not, staff will be able to advise you on services which can 

provide independent evidence. Academic staff and your personal tutor are not 
considered to be independent.   
 

You may also be asked to submit the work you have already completed so that your 
claim can be assessed fairly.  

 
Please take care in completing the form and attaching evidence. If any sections of 
the form are not completed or are ambiguous the form will be returned to you and 

your claim will not be considered.   
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What should I do if I have a minor, short term illness? 

 
For coursework assignments/groupwork only - Minor and short term illnesses eg 

coughs, colds, headaches, stomach upsets will not be covered by the Extenuating 
Circumstances process – extension requests should be made instead. 

 
The maximum extension permitted is 7 calendar days from the original due date. 
Your request for an extension must be made before your assignment deadline and 

you may be required to attach to your request the work you have completed so far. 
This will be used to assess your request. Remember that you should plan your work 

and should have completed most of it well before the submission deadline. 
 
For examinations, in-class tests and practicals (eg one-off timetabled events 

requiring your attendance) – please follow the process outlined above under ‘How 
and when to make your claim?’ 

 
What should I do if I have a long term illness or personal difficulties? 
 

The University has a number of services to support students. These include the 
following:- 

 
School-based services eg Special needs Tutor, Personal Tutor 
Student ‘here2help’ Offices 

Counselling Services 
Student Enabling Centre 

Student Gateway 
Student’s Union – Advice and Support Centre 
 

If your illness or situation is likely to be ongoing, please speak with your disability 
adviser or your personal tutor as soon as possible so that you can be reassessed.  

You may also need to speak with your academic counsellor who may, depending on 
your condition recommend that you take a leave of absence as your condition could 
affect your ability and performance on the course.    

 
On return from your leave of absence you may need to provide the Student 

Enabling Centre or Personal Tutor with evidence that you are well enough to study.  
It is possible that your support may need to be reassessed to ensure that 

appropriate arrangements are in place to support you throughout your course.  You 
are allowed to request a leave of absence which lasts a maximum of four 
semesters, unless professional body requirements which govern your course 

prohibit this. It is always advisable to speak to staff in your Student Office before 
you request a leave of absence. Staff in your Office will be able to explain the 

financial implications of a leave of absence.   
 
If you are an overseas student and consider it better to return to home for 

treatment please go to the International Office for advice before you leave 
Wolverhampton. The UK Border Agency will need to be informed of your absence 

and the reason for it.  
 
What happens after I have logged my extenuating circumstances claim on 

e:Vision and submitted the form and evidence to the Student Office? 
 

You claim will be considered by your Student Office Manager. Student Office 
Managers will work as a team to ensure that they apply the same criteria in 
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determining the outcome of a claim. They will let you know the outcome of your 

claim by e:mail. They will do this by responding to your initial Helpdesk call and this 
will be within seven days.     

 
What will be the outcome of a claim?  

 
If your claim is accepted you will be permitted to submit assessment at the next 
opportunity within the current academic year. The work you submit then will be 

graded and you will receive the true grade. If you do not then pass this re-
assessment you will still have a further right of resit it at the next opportunity.  

 
If your claim is rejected you will receive an NS or 0NS for the work not submitted. 
You will receive brief information on why your claim was rejected. 

 
If there is a delay in the assessment of your claim you should still prepare and 

submit assessment at the next opportunity within the academic year. Do not wait 
for the outcome of the claim before you begin preparing work or submit 
assessment.  

 
What Will Happen If My Claim Is Successful? 

 
If your claim is successful and you have not submitted the relevant work, or you 
have submitted the relevant work but not passed it, you will normally be offered 

the opportunity to sit the assessment, as if for the first time. This must be within 
the current academic year. 

 
The next available opportunity should be given in your module guide, but it will 
normally be within the same academic year unless, for example, it relates to 

placement-based assessment that needs to be rolled over to the next year. If in 
doubt please look on WOLF or contact the module leader, who will be able to 

confirm when the next opportunity is.  
If you don't take the assessment at the next opportunity, your assessment will 
become subject to the rules of re-sits (i.e. your next attempt will be capped at 

grade D/D5). 
 

 
 What happens if my claim is rejected? 

 
You will be given the reason(s) why your claim has been unsuccessful. You will 
have to re-sit or retake the relevant assessment as normal, providing you are 

within your registration period (please refer to the University regulations if you are 
not sure of this period). If you pass it on resit the maximum grade you will get for 

that assessment is a D/D5. 
 
If, having read the reasons for rejection, you wish to  appeal,  you must justify why 

you are making this appeal in writing and submit it to your Student Office Manager 
along with any additional evidence. Please do this promptly and within two calendar 

weeks of the publication of the original decision. Your appeal will be considered by 
the University Extenuating Circumstances Committee. 
 

If the Extenuating Circumstances Committee also rejects your claim you can appeal 
against this decision to the Conduct and Appeals Unit, within three months of the 

publication of the decision. Once again you must justify why you believe you still 
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have a valid claim after you have considered all guidance published to students and 

the reasons the Committee did not accept your claim.  
 

What If My Extenuating Circumstances Relate To Re-Sits? 
 

If you have valid extenuating circumstances that relate to re-assessment  (your 
second attempt), you will normally be given the chance to take the re-sit again at 
the next available opportunity. The grade for this assessment will still be capped at 

D/D5, as is normal for re-sits. 
 

If you don't take the re-assessment at the next available opportunity, you will 
receive grade 0NS for the assessment. your overall module grade will then be given 
a retake status, requiring you to retake the whole module, including attending the 

lectures and retaking ALL the assessment. Your module grade will be capped to a 
D/D5 upon retake. You could also be charged for this.    

 
Do The Normal Rules Of Compensation Apply To Extenuating 
Circumstances?  

 
No, you will not be compensated if you submit your assessment with valid 

extenuating circumstances and you receive an overall module grade of E4. You will 
be given chance to take the relevant assessment again, as if for the first time, at 
the next available opportunity. (Note that Postgraduate students are not entitled to 

have final grades compensated) 
 

What If I Submit My Assessment And Pass It With Grade D Or Above? 
 
If you did submit work and passed your assessment you may submit the 

assessment for a second time to improve your grade. You must register your 
intention to submit the assessment again within 14 days of the publication of your 

results. If you register your intention, however, and the grade you get for the 
second attempt is lower than the first (including an 0NS for non submission) this 
will be the grade awarded for the assessment. (Note, this doesn’t apply to 

Postgraduate students). 
 

You must register your attention via the E-Vision Helpdesk. 
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Extenuating Circumstances Check list 

 
You should only submit a claim for extenuating circumstances if you can answer yes 

to the following questions:-  
 

1 I have read the guidance notes (available on e:Vision/Student 
Union Web pages) and believe that I am eligible to apply. 

□ 

   

2 I am logging my intention to claim for extenuating 

circumstances on the e:Vision Helpdesk prior to the assessment 
date. 

□ 

   

3 I have appropriate and original, independent, documentary 

evidence to support my claim (Copies will not be accepted unless 
the original has been verified). 

□ 

   

4 I have FULLY completed the University’s Extenuating 

Circumstances claim form (downloaded from e:Vision), including 
all module and assessment information and due dates. 

□ 

   

5 I have submitted the full claim to my local Student Office within 

five working days of my initial Helpdesk call. 

□ 

 

Mitigating Circumstances – Decision Code Description 
 

Decisio
n Code 

Decision Meaning 

M1A Claimed accepted due to ill health 

M1B Claim accepted due to unexpected changes in the pattern of 
employment – Students in full time employment only 

M1C Claim accepted due to the death or serious illness of a close relative 

M1D 
Claim accepted due to the failure of the University to provide 
special needs 

M1E Claim accepted due to the breakdown of a relationship with a partner 
or close relative 

M1F Claim accepted due to severe financial hardship suffered above that 
normally encountered 

M1G Claim accepted due to the theft of property or negligence suffered 

M1H Claim accepted due to adverse weather conditions 

M1I Claim accepted due to the disruption or breakdown of public 
transport 

  

M1K Claim accepted for other reasons 

  

M3A Claim rejected as it was not submitted by the assessment date claimed 
for. 

M3B Claim rejected because the dates cited should not have prevented 
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preparation and completion of assessment 

M3C Claim rejected because the normal pattern of work should not have 

prevented adequate preparation and completion of assessment 

M3D Claim rejected because the normal pattern of family commitments 

should not have prevented adequate preparation and completion of 
assessment 

M3E Claim rejected because special needs have already been addressed 

M3F Claim rejected because there was insufficient or photocopied evidence 
submitted to support the claim 

M3G Claim rejected as form not completed fully 

M3H Claim rejected for other reasons 

M4 Retake a semester without penalty 

M5 Retake a year without penalty 
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APPENDIX 2: GRADE DESCRIPTIONS FOR THE MARKING OF ASSESSED WORK AT LEVEL M 
 

The banding descriptions given below are intended to provide general guidelines, 
not rigid prescriptions.  They are given to clarify the type of work that is required, 

not to insist that every criterion has to be reached for a mark within a particular 
banding to be attained Assessed work is often a mixture of qualities from different 

grades. Markers should make a judgement about the overall impression that they 
have of the quality of a piece of work.  
 

 A5 B4 C3 D2 E 1 F0 

Structure Evidence of 

coherent and 

comprehensive 

structure 

supporting an 

authoritative 

grasp of the 

subject matter. 

Clear 

structure that 

enables a 

logical & 

reflective 

development 

of ideas and 

arguments. 

Explicit 

structure 

enabling an 

argument 

which shows 

grasp of the 

relevant 

issues.   

Appropriate 

structure and 

evidence of a 

logical 

development 

of argument. 

Evidence of 

reasonable 

attempt to 

structure 

discussion but 

the argument 

is not well 

organised. 

Lack of a 

structure.  

Failure to 

develop a 

clear theme or 

line of 

argument. 

Use of 

Evidence 

Evidence of 

substantial use 

of more 

complex texts 

and sources, 

and has made 

imaginative use 

of this material. 

Evidence of 

ability to 

make 

perceptive  & 

extensive use 

of relevant 

literature, up-

to-date 

material and 

original 

sources. 

Clear and 

perceptive use 

and in-depth 

understanding 

of an adequate 

range of 

sources. 

Evidence of 

clear but 

unimaginative 

use and 

understanding 

of adequate 

range of 

relevant 

material. 

Uninspired 

use and 

understanding 

of limited 

range of 

relevant 

material 

and/or 

incomplete 

grasp of wider 

selection of 

sources. 

Insufficient 

and/or 

inappropriate 

use and 

understanding 

of material 

relevant to the 

assignment. 

Analysis Original and well 

argued analysis 

demonstrating an 

authoritative 

grasp of the 

subject and ability 

to integrate 

relevant and 

complex material. 

Evidence of 

perceptive, 

analytical 

approach using 

a range of 

conceptual 

material with a 

degree of 

originality. 

Well argued 

analysis 

showing 

writer’s own 

thinking as well 

as critical 

appreciation of 

relevant 

material. 

Predominantly 

descriptive but 

showing 

reasonable grasp 

of the subject 

although relying 

more on other’s 

ideas than 

developing one’s 

own. 

Evidence of 

ability to be 

descriptive but 

lacking in 

coherent 

analysis. 

Limited in 

discussion of 

perspectives 

and relevant 

examples. 

Disorganised, 

descriptive 

discussion of 

material 

containing 

factual errors 

and inaccuracies 

in text. Generally 

fails to address 

the task set. 

Integration 

of Values & 

Practice 

Reflective, 

relevant and 

creative 

application of 

professional/ 

personal 

experience that 

develops new 

perspectives. 

Original 

thinking and 

development of 

anti-oppressive 

values. 

Reflective, 

relevant and 

fresh 

application of 

professional/ 

personal 

experience 

with creative 

and 

thoughtful 

integration of 

anti- 

oppressive 

values. 

Reflective 

and relevant 

application of 

professional/ 

personal 

experience 

with some 

creative and 

thoughtful 

integration of 

anti- 

oppressive 

values. 

Reasonably 

reflective and 

generally 

relevant 

application of 

professional/ 

personal 

experience 

with 

integration of 

anti- 

oppressive 

values. 

Some relevant 

reference to 

professional/ 

personal 

experience but 

with limited 

integration of 

anti-

oppressive 

values. 

Little 

reference to 

professional/ 

personal or 

use of 

inappropriate 

or irrelevant 

reference. 

Little 

application of 

anti-

oppressive 

values. 

Presentation  Clear, fluent and 

individual style 

enabling a precise 

and concise 

analysis with no 

significant errors 

of grammar.  

Articulate and 

fluent style 

conveying lucid 

analysis with no 

significant 

errors of 

grammar.  

Clear and 

accessible 

writing style 

with 

infrequent & 

only minor 

grammatical 

errors. 

Good standard 

of written 

English with 

occasional 

minor 

grammatical 

errors.   

Acceptable 

standard of 

written 

English but 

grammar 

requires some 

attention.  

Unacceptable 

level of error- 

prone English 

expression.  

Referencing Accurate and 

complete 

referencing with a 

Accurate and 

complete 

referencing with 

Accurate and 

complete 

referencing 

with some 

Mostly 

accurate 

referencing. 

Referencing 

needs greater 

precision. 

Inaccurate and 

incomplete 

referencing. 
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high proportion of 

original sources. 

several original 

sources. 

original 

sources. 
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Appendix 3 Termination of Approved Mental Health Professional Training 

addressing issues of suitability 
 

Introduction 
All GSCC approved programmes are required to have formal arrangements to 

terminate the training of participants. Termination would take place if a 
participant’s behaviour was confirmed to be damaging to service users, other 
participants or programme providers, seriously breaches professional codes of 

practice or creates unacceptable risk to themselves or others. 
 

General Principles 
The law, terms and conditions of employment and professional requirements all 
provide frameworks within which appropriate conduct and the consequences of 

misconduct are defined in a number of general and specific way. 
 

All participants on this award who are qualified workers have professional 
responsibility to practice observing ethical principles with the aim of protecting 
clients and other members of society. There may be occasions on this award when 

a minor breach of professional standards occurs during participants learning. In 
these cases opportunities for the participant to learn from the experience shall be 

made available and a facilitative, rather than a punitive approach will be taken. The 
participant’s attention will be drawn informally to the ways in which his/her conduct 
is considered to be deficient; the participant will be given the appropriate 

assistance required. 
 

If the participants standard of conduct is still considered to be inadequate or in the 
event of more serious allegations of damaging behaviour or unacceptable risk, for 
example, physical, sexual, mental or emotional abuse and other breaches of trust, 

(principally dishonesty) then the termination of training will move on. At the later 
stages these will be integrated with employer agency disciplinary procedures. 

 
There will be three stages to these procedures. 
 

Stage 1 
 

The person concerned about the participant’s behaviour will discuss it with the 
participant in the first instance and inform the participant that they will report it to 

the Award Co-ordinator as soon as possible. 
 
The Award Co-ordinator will arrange for the people who originally met to discuss 

their concerns to meet again. They will identify and discuss the behaviours causing 
concern with the participant as soon as possible providing him/her with the 

opportunity to explain their behaviour. This discussion must be recorded by the 
Award Coordinator. 
 

If, as a result of this meeting, those raising the concern and the Award Co-ordinator 
believe that there is a prima facie case that the participants behaviour has been 

damaging or has created unacceptable risk then the training will be suspended and 
the procedures (at Stage 2) will be implemented. 
 

If the concerns about behaviour(s) or risk are less serious the meeting will specify 
the improvements required  and a time and date of follow up discussion and these 

must be recorded and presented within the participant’s portfolio. A follow-up must 
be arranged, at which the necessary improvements must be demonstrable and 
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sustained. In order that the participant has reasonable opportunity to achieve 

improvements, sufficient time will be allowed, as far as possible within the 
constraints of the service requirements. 

 
If concerns about behaviour and unacceptable risk arise again during the training 

programme, the training will be suspended and Stage 2 will be implemented. 
 
Stage 2 

 
An additional meeting will be called by the Award Co-ordinator as soon as possible 

to discuss the serious or continuing concerns. The participant will be given at least 
5 clear working days notice of the meeting, the intentions being to mutually agree a 
convenient date. The participant will be notified in writing that he or she is required 

to attend the meeting which falls within Stage 2 of the Termination of Training 
procedures, the reason for the meeting, including the specific issues to be 

addressed, the time and place of the meeting and the right to be accompanied or 
represented by the person of his/her choice. The meeting will include: 
The participant and the person of their choice 

The Award Co-ordinator and line manager (a Principal Lecturer) 
The practice educator or line manager 

The participants usual operational line manager  
The agency training representative 
 

Minutes of the meeting will be taken formally by a programme administrator. 
 

At the meeting the alleged behaviours causing serious concern or the unacceptable 
risks will be put to the participant by the Award Co-ordinator together with any 
evidence relevant to disputed matters of fact. The participant will have the 

opportunity to explain and challenge both the allegations and the evidence. 
 

The participant and the Award Co-ordinator will then withdraw from the meeting 
and the agency staff, together with the Award Co-ordinator’s line manager (i.e. 
Principal Lecturer (PL) Grade member of staff) will decide to: 

 
 recommence the training or 

 continue to suspend the training and invoke Stage 3 
 

Stage 3 
 
In the case of continued suspension the PL will write a report to the participant’s 

operational service manager. The participant’s Service Manager, having fully 
investigated the issues would make a decision about instigating a formal 

disciplinary procedure using the agency’s normal disciplinary process. 
 
If disciplinary procedures are instigated then the matter of continuing or not 

continuing training would be addressed specifically as part of the hearing. 
 

If disciplinary procedures are not instigated the Principal Lecturer would need to 
make a decision, in consultation with the participant’s Service Manager, as to 
whether the participant could continue to train as an Approved Mental Health 

Professional or not.  
 

The participant will be given a copy of the procedures before any action in relation 
to his/her conduct or competence takes place. 
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Additional comments in respect of social work candidates 
 

In adhering to the above University policy for addressing concerns about conduct 

within professional training, the programme will also be mindful of GSCC guidance 
for ensuring the suitability of social workers to access and continue their training 

(GSCC 2007 Suitability for Social Work pp 21 and 22).  
 
This document advises that: 

 
Where a candidate employed and being supported by their employer on the course, 

becomes the subject of a serious disciplinary investigation for reasons of 
unsuitability, the employer should inform the HEI so that the student does not 
continue to practice. This should apply to all employers of registered Social 

Workers. 
 

Where concerns about the suitability of a candidate employed and being supported 
by their employer on the course occur on the course, the HEI should inform the 
employer and agree action to be taken. The HEI can take independent action, under 

their own suitability procedures and duty of care to the public, and should inform 
the GSCC and the employer if they decide this is necessary. An example of this may 

be where the employer does not consider it is their duty to conduct a suitability 
investigation and inform the GSCC. 
 

Where a candidate is a self-employed independent social worker the HEI should 
invoke suitability proceedings informing the GSCC and informing any employers 

that are aware of. 
 
The award will also ensure compliance with equivalent suitability policy and 

procedures within the professions of nursing, occupational therapy and psychology. 
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Appendix 4 Complaints 

 
In the event of a candidate wishing to make a formal complaint, the University of 

Wolverhampton has standard procedure that should be followed, and which 
involves a complaint form similar to that included in this handbook.   

 
‘This is not good enough – someone ought to do something about it!’ 
 

There are times when we all feel or say something like this, such as when an 
expected level of service has not been met or something has happened about which 

we are not happy. More often than not, such concerns or dissatisfaction with any 
aspect of the services provided by the University of Wolverhampton can be dealt 
with by raising the matter immediately with a member of staff. The University 

welcomes feedback both positive and negative because it is only by having such 
feedback that we can check that we are providing you with a quality service. We 

acknowledge however that sometimes, matters cannot be dealt with on an informal 
and immediate basis and that a more formal, documented approach, is necessary. 
 

So – how do I make a formal complaint? 
 

One way is by completing this form and sending it to the Dean of School or 
Departmental Manager responsible for the service you are not happy about. 
 

=================================================
========== 

COMPLAINT FORM 
 
In the spaces below, please outline the nature of the complaint. 

 
1. Date of Complaint: ______________________________________________ 

 
2. Have you already raised this matter with a member of staff? Yes / No 
  

If Yes, to whom was the matter addressed? 
____________________________ 

  
And When? (Date)    

_________________________________________________ 
 
3. Your Name: _______________________  

 
4. Your Address: _______________ 

_________________________________________________________ 
 
(All the following are 'as applicable') 

 
Contact Telephone Number:__________________  

 
Course/Year:____________ 
 

Full/Part Time Study School/Department: 
______________________________ 

 
Campus/Location:_________________   
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Student Number:__________________ 
(You do not have to give your name, address or any other information in Section 3 

but if you withhold this information, it will not be possible to provide you with a 
direct response or undertake any follow-up enquiry. This information may also be 

held subsequently by the University in accordance with its registration under the 
Data Protection Act.) 
 

5. Details of your complaint: 
______________________________________________________________ 

______________________________________________________________ 
______________________________________________________________ 
______________________________________________________________ 

_____________________________________________________________ 
______________________________________________________________ 

______________________________________________________________ 
______________________________________________________________ 
______________________________________________________________ 

______________________________________________________________ 
______________________________________________________________ 

______________________________________________________________ 
______________________________________________________________     
______________________________________________________________ 

______________________________________________________________ 
______________________________________________________________ 

______________________________________________________________ 
______________________________________________________________ 
______________________________________________________________ 

______________________________________________________________ 
______________________________________________________________ 

______________________________________________________________ 
______________________________________________________________ 
______________________________________________________________ 

______________________________________________________________ 
______________________________________________________________ 

______________________________________________________________ 
______________________________________________________________ 

(please attach a separate sheet if required) 
 
Where do I send the completed form? 

 
Completed complaint forms should normally be sent to your Dean of School 

or Head of Department. 
 
If, having completed the form, you are unsure to whom it should be addressed, you 

may, wish to address the form to the University Complaints Controller, Room MA 
131, The University of Wolverhampton, Wulfruna Street, Wolverhampton, WV1 

1SB. The form will then be passed to the appropriate member of staff for action and 
response to you. 
 

What happens next? 
 

The complaint will be dealt with by the member of the University's management 
team who is directly responsible for the service about which your complaint is being 
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made and, where Section 3 of the form has been completed fully, you will receive 

an acknowledgement that your complaint has been received and will then normally 
receive a substantive response in writing within 28 days. If your complaint is about 

academic assessment; matters of racial or sexual discrimination or harassment; or 
is a grievance by a member of staff, you will be informed that your complaint will 

be dealt with in accordance with specific University procedures for such matters. 
The details of these procedures are available for reference at Student Access Points, 
School Offices, University Learning Centres, the University Counselling and 

Guidance Service offices and for staff grievance matters from the Personnel 
Services Department. 

 
The receipt of complaints and the actions taken to resolve them are recorded and 
monitored by the University, particularly to identify any recurrent problems and 

ensure generally that a consistent and positive approach to complaints is 
maintained. The effectiveness of this complaints procedure is also subject to regular 

scrutiny and in this regard we may contact you at some future date so that we 
might know your views about the effectiveness of this procedure. The space below 
allows the recipient of this complaint form to record the actions taken for report to 

the University complaints monitoring team. 
 

=================================================
========== 
For Receiving Office Use School/Dept. Reference No.___________________ 

Date Received ________________  
 

Person Dealing with Complaint: 
 
Action taken 

 ____________________________________________________________ 
_____________________________________________________________ 

(Append correspondence where appropriate) 
 
Date of response ______________  

 
Action agreed by Dean of School/Head of Department/Unit  

 
(Signed)______________________________ 


