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	Student Support and Guidance – Staff Development Programme



	Programme 
aim:


	To enable you to develop your own professional practice in relation to supporting and guiding the student experience and to equip you with the professional skills needed to work in a supporting role.

By the end of the programme you will:

	
	· Be aware of relevant University policies and strategy relating to supporting students



	
	· Understand the relevance of theoretical background to student learning and student support



	
	· Be aware of the concept of the student lifecycle



	
	· Be aware of your own behaviour, beliefs and attitudes when dealing with others



	
	· Be aware of body language, its use in building rapport and understand its application in Student Support situations. 



	
	· Show understanding of how your role impacts on supporting a diverse body of students

	
	· Understand how a range of factors might influence potential solutions to given problems


	
	· Be able to construct a rational proposal in response to a given problem in supporting students incorporating a range of influencing factors 



	
	· Be able to practise a range of approaches for engendering students independence



	
	· Understand the process for liaising with other services



	
	· Use initiative in supporting students



	
	· Show an awareness of different ways of learning and reflect on your own preferences




	
	· Use your own strengths, aptitudes and skills to determine realistic learning targets in the area of student support.



	
	· Make decisions about how to achieve learning targets


	
	· Understand how Student Support activity is informed by an awareness of and commitment to ethical practice, inclusivity and diversity


	Who is it for?


	The programme is aimed at any member of staff who undertakes a role in the non-academic or pastoral support of students. This can be staff in schools or in central support services, supporting students on taught or research based programmes, both undergraduate and postgraduate.

	What will the programme look like?


	The teaching and learning take place in a participative workshop format with a variety of skills-based exercises, case discussion and group work. There will be sessions run by specialist support departments (eg DSO, Counselling) and some sessions co-facilitated by experienced Student Support staff from a variety of roles around the University.

Learning will be focused on developing interpersonal skills using a coaching model of support and enhancing professional practice in improving the student experience. The programme will be both practical and interactive and you should be prepared to share views and opinions with colleagues in a confidential and supportive environment. It will be run during term time so that there will be opportunity to practise the skills developed back in the workplace. It involves a total of five days face to face training, run approximately every three weeks over a three month period.  
NB  In order to successfully meet the criteria for the course, you must have regular contact with students throughout the duration of the programme.
Entry numbers will be limited to 14 per programme in order that you experience the greatest benefit from discussion and activities.


	Programme workshops



	Workshop 1
23 November 2013

Introduction to the course and to student support
	· student support in higher education

· the importance of effective support

· diversity

· raising self awareness

	
	

	Workshop 2

12 December 2013
Helping Techniques
	· building rapport

· contracting

· structuring conversations

· listening skills



	Workshop 3

11 January 2013
Supporting in complex situations
	· student retention

· values and beliefs

· helping students to problem solve



	Workshop 4

4 February 2013
Disability, Student Retention, Data Collection, Complaints
	· challenging behaviour

· giving feedback

· confidentiality

· monitoring and collecting data

· the legal context
· students and disability



	Workshop 5

7 March 2013 
Putting it all together
Deadlines for Submission of Work:
	· university services

· when to refer on

· summarising learning
· mental health and counselling

Submission of draft diary – 31 January 2013

Submission of completed diary – 

30 April 2013

Submission of completed project 2 – 

31 August 2013


	How will it be assessed?

Appeals
	Assessment for the Open Awards Level 3 qualification will include three elements:

· A reflective diary showing evidence of practical work supporting students. This will include reflections on the workshop learning together with its practical applications for a minimum of three different student interactions. 
· A 3,000 word assignment describing a practical project you have undertaken (or intend to undertake) in the workplace as a result of attending this course.
· Completion of a portfolio to show evidence of additional learning not covered by the two assignments above.

· Each assignment will be double-marked and you will be given the opportunity to make any amendments necessary.  You have the right to appeal against a decision not to pass your work.  Where a candidate wishes to appeal the final decision made, they may only do so on the basis of a procedural irregularity or extenuating circumstances not previously made known. Such evidence as they submit will be considered by the external and internal verifiers at the earliest opportunity and within one month of receiving the appeal. 

· Appeals should be made to the Head of Staff Training and Development.

	Support for participants


	You will have access to a tutor to offer advice and guidance through the assessment process. This can be particularly useful if you have not studied or taken part in formal assessment for a while.



	What people say


	· “I have been able to implement changes which have benefited the students, department and myself”

· “Exceeded my expectations”

· “The course and the contacts made on the course are invaluable”


	Booking


	Participants must explain their involvement in student support and give their reasons for wanting to attend AND have the support of their line manager. 
Complete the attached application form and return it to emma.fyles@manchester.ac.uk in the Staff Training and Development Unit.
In the event of over-subscription to the programme, the decision for entry will be based on an even distribution across schools and departments and applicants will be placed on a waiting list for the next available programme. 



	
	Deadline for applications: Friday 2 November 2013


	Charges
	Places confirmed by: Wednesday 14 November 2013
STDU will register participants with Open Awards at a cost of £125.  Failure to complete the assignments will result in our requesting this money be refunded by you or your School.

	Further information


	For further information about the programme or to discuss eligibility, please contact:

Stephanie Walters
Staff Development Adviser

Staff Training and Development Unit

stephanie.walters@manchester.ac.uk 
Tel: 63532


	
	Emma Fyles
Senior Training Assistant

Staff Training and Development Unit

emma.fyles@manchester.ac.uk 
Tel: 65845


	
	Yvonne McLean

Programme Facilitator

Yvonne@inklingtraining.co.uk
Tel: 07772 274636




(SS10)

Student Support Training Programme – Application Form
Applicant details

	Name
	

	Job title
	

	School/department
	

	Email
	

	Telephone
	

	Contact address


	


Description of student support role

	Please describe your involvement with students in your current role, the regularity of interaction you have with students and your reasons for applying (continue on a separate sheet if necessary).

	

	Do you have any additional support needs?

	

	I understand that failure to complete the assignments will result in me or my School being asked to repay the enrolment fee of £125

	Signed:
	Date:


Supporting statement from nominating Line Manager

	Please confirm that you support the application, the benefits you think the applicant will gain and that you authorise attendance at all six workshops.

	

	Signed:
	Name:

	Job title:

	Date:
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Leading to the certificate in Student Support and Guidance





Accredited by Open Awards





Level 3 – 7 Units
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