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Work Placement of Learners Regulations – ADF System1 

  
 

1.  Introduction 

  

1.1 Work placement of learners is a core aspect of learning through engagement.  This 

regulation document supports current placement activity, while facilitating the 

development of future placement activities at SETU, enabling learning to occur outside 

the University in an experiential setting.   

1.2 This regulation document is concerned with arrangements made for such placement 

learning that constitutes a planned and intended part of an academic programme, is 

assessed by that programme and for which ECTS credits are awarded. This regulation 

document shall encourage good practice.  

1.3 Definition of Placement: 

Work Placement is a planned period of professional learning or experience, which may 

be accredited and where the learning outcomes are part of a Higher Education 

programme or module. As the nature of placements differs depending on the discipline 

involved, each Programme Board / Stream reserves the right to issue specific guidelines 

on its particular placement process.   

 

It is a three-way partnership between an employer, a learner and a HEI, where a learner 

is given the opportunity to work and learn in a professional environment relevant to 

their studies, in order to achieve set goals2.  

  

2. General  

 

2.1 In line with Section 49 of the Qualification and Quality Assurance (Education and 

Training) Act 2012, this regulation document shall ensure that the placement process 

forms part of the determination of standards of knowledge, skill and competence for 

each programme offering placement opportunities across the ADF system. This shall be 

achieved by the co-ordination, management and operation of the learner placement 

process as part of the validation and ongoing monitoring of each programme within the 

ADF system.  

  

 
1 Academic Delivery Framework System – see section 3 (Scope) of the ‘Academic Regulations for Taught 
Programmes 2024-2025’ for an explanation on the ADF system. The ADF system applies to programmes 
that relate to the Carlow, Wexford and Wicklow campuses. 
2 Work Placement – A Best Practice Guide for Students - Association of Higher Education Careers 
Services (AHECS) is the representative body for Careers Advisory and Work Placement Professionals in 
Higher Education in Ireland.    
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3. Aims and Objectives  

 

3.1 The main objectives of work placement are as follows:                                                

 

i. Develop professional skills and competencies and to strengthen the 

application of theory to practice within the context of the commitment to 

lifelong learning and the continuing professional development of the 

individual.  

ii. Assist learners to evaluate and understand how a work environment relates 

to and informs their personal, career and future professional development.  

iii. Enable learners to have a positive academic experience.  

iv. Enhance the learners' familiarity with the world of work and enable them to 

reflect on the experience.  

v. Maintain and develop links between SETU and the placement provider. 

  

4.   Procedure  

  

4.1 The inclusion of a placement opportunity within a programme shall have a clearly 

stated academic and professional purpose. The overall rationale for the placement 

shall be clearly articulated within the programme's documentation and reflect the 

opportunity for placement experienced education. Such documentation shall 

demonstrate the role of placement in advancing learners' assimilation and application 

of knowledge.  

4.2 The academic requirements for the placement shall be specified in terms of number 

of credits to be awarded, student learning period in weeks, attendance requirements, 

duration of placement, learning outcomes for knowledge, skill and competency and 

form of assessment used and marking criteria. ECTS should reflect the workload. Work 

placement shall be appropriately assessed in accordance with the learning outcomes for 

each specific programme within which the placement occurs.   

Opportunities for remediation of unsuccessful placements shall also be set out clearly in 

the programme module assessment strategy.  

4.3 Additional information such as regulatory information and academic guidelines for 

placement providers, requirements for Garda vetting, immunisation and health and 

safety requirements etc., shall be available and referred to within each module 

definition form. All relevant additional information shall be accessible to learners.  

4.4 For placement opportunities resulting from a programme developed from a 

Collaborative or Joint Awarding Partnership, placements shall be coordinated by a 

programme co-ordination role (c.f. Appendix A1), approved by all Partners and the 

review and assessment of placements shall be conducted at the Joint Programme and 

Exam Boards.  
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4.5 Where a suitable placement, as deemed by SETU, is not available for the learner, 

provision shall be made for an appropriate alternative learning activity.  

 

5.  General Principles  

 

5.1 Placement learning opportunities are required to adhere to the following basic 

general principles, regardless of the length of time spent in the placement. Assessment 

of work placement is primarily an academic activity. Work placement, like any other 

module, shall be assessed against the learning outcomes using appropriate criteria for 

the evidence provided by the learner. In the event that a final report has not been 

provided by the Placement Site despite communication from SETU, alternate 

assessment of the learner shall be considered, e.g. a report from the learner, in 

consultation with the Placement Co-ordination Role, detailing the learning conducted 

while on Work Placement. The ultimate responsibility with respect to assessment 

remains with the Examination Board.  

5.2 Placement learning is appropriate to the aims and learning outcomes of the 

programme of study.    

5.3 All required documentation, including documentation pertaining to a placement 

agreement between SETU and the Placement Site to be completed prior to the 

commencement of placement.  

5.4 Placement learning takes place in a safe and supportive environment.  

5.5 SETU to ensure that learners are required to know what they need to do to make 

successful use of the placement opportunity.  

5.6 Placement providers are to be aware of their responsibilities to the learner and how 

the placement contributes to the programme of study.  

5.7 Placement learning opportunities that are used or available for use on an on-going 

basis are monitored and evaluated to ensure their continued success and 

appropriateness.  

 

6.   Roles and Responsibilities  

  

6.1 Refer to Appendix A1 for roles and responsibilities within the ADF system pertaining 

to Learner Placement.  

  

7.   Placement Approval  

  

7.1 Faculties/Departments/Programme Boards/Streams within the ADF system shall 

approve only placements that offer good opportunities to learners for fulfilling learning 

outcomes and that meet the required standard of support and supervision for learners.  
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7.2 Faculties/Departments/Programme Boards/Streams shall provide guidance for 

learners in their initial approaches to placement providers. The placement shall be 

approved by the Faculties/Department/Programme Boards / Streams and assess that 

the standards and learning opportunities of the proposed placement as stated in the 

Programme Schedule are suitable for the learner's needs before approval is given.  

  

8.   Agreement between SETU, Placement Provider and Learner  

  

8.1 There shall be a documented agreement between SETU, the placement provider and 

the learner. The purpose of this agreement is to set out the requirements of the 

placement learning activity, to minimise misunderstandings and possible complaints. 

The length and detail of such an agreement would vary according to the nature of the 

placement learning opportunity. Placement may be paid or unpaid depending on the 

placement site and / or the requirements of the programme as determined by the 

Programme Board/Stream.   

8.2 It is the responsibility of the Faculty/Department/Programme Board/Stream to 

ensure that placement providers are briefed fully on SETU's requirements and any 

specific placement agreements and/or regulations that relate to the placement.   

  

9.   Conduct of Learners while on Placement  

  

9.1 Refer to Appendix A2 for conduct of learners while on Placement.  

  

10.  Placement Preparation and Monitoring  

  

10.1 All learners who are potentially working with children or vulnerable adults during 

their placement shall be made aware of the requirement to undergo Garda Vetting. 

This requirement shall be included in programme and placement documentation.  This 

documentation shall state that it is the learner's responsibility to proactively disclose 

any convictions or pending cases.   

10.2 Learners are not to be on placement where there is a conflict of interest relating to 

assessment and progress reports. Learners are responsible for informing the 

Faculty/Department if such a situation arises.   

10.3 The Faculty/Department shall ensure that preparation programmes for learners are 

arranged in advance of placement learning activity and shall develop a preparation 

programme which:  

10.3.1 Ensures that learners are aware of the range of work placement 

opportunities;  
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10.3.2 Illustrates how placement contributes to the development of career 

management and transferable skills including verbal and written communication 

skills, self-awareness, self-promotion, action planning, team-working, 

assertiveness, negotiation and decision making and exploring opportunities;  

10.3.3 Provides the opportunity for all learners to address individual issues in 

relation to their specific situation, for example, advice on disclosure of disability;  

10.3.4 Informs learners about professional issues in relation to work;  

10.3.5 Expands learner awareness and understanding of the value of work 

experience and work related learning and how their objectives may be achieved;  

10.3.6 Develops learner awareness of what skills, qualities and abilities 

employers seek in potential employees;  

10.3.7 Supports learners’ awareness of Health and Safety arrangements, ethical 

consideration, confidentiality and IPR.  

  

10.4 Learner Conduct: Learners shall be made aware by the Faculty/Department of their 

own responsibilities towards the successful outcome of a placement opportunity, 

including the need to communicate with the Placement Co-ordination role, to meet 

academic requirements and to observe the expectations of both SETU and the 

placement provider relating to the management of the placement.   

10.5 Academic: Learners shall be made aware by the Faculty/Department/Programme 

Board/Stream of a placement's academic content, including, number of credits; aims, 

intended learning outcomes, assessment requirements and submission deadlines. The 

contribution to a programme's overall assessment and consequences of failure shall also 

be made clear to all learners.  

10.6 Placement Provider: Placement Providers shall be made aware by the 

Faculty/Department of their responsibilities in relation to the supervision and 

assessment of learners as defined by the Programme Board / Stream, on placement. 

This includes the provision of a programme of induction. They shall communicate as 

appropriate with the Placement Co-ordinator.   

10.7 The Faculty/Department shall ensure that feedback from learners returning from 

placement is used as part of the preparation of those intending to go on the same 

placement in the future.  

10.8 It is recognised by SETU that placement visits are an important mechanism for 

securing or retaining placement contacts and ensuring quality assurance and 

compliance with this placement regulation document.   

10.9 Assessment and re-assessment procedures for work placement modules shall be 

outlined in the relevant programme schedule and programme documentation.  

 

11.  International Placements  
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11.1 The Faculty/Department within the ADF system shall follow the guidance in the 

preceding sections for all placements. All reasonable care shall be taken in the selection 

of placement providers, and the Faculty/Department shall alert learners going aboard 

to the fact that relevant standards of health and safety, and other legal requirements, 

may well differ.  

11.2 Living Abroad: Learners shall familiarise themselves with appropriate information 

on the customs and culture of the country in question and on any health requirements. 

This may take the form of visiting appropriate websites such as the Department of 

Foreign Affairs.  

 

12.  Complaints Procedure  

 

12.1 Literature provided to learners, placement providers and staff by SETU under the 

ADF system shall clearly indicate procedures for dealing with complaints from any party 

involved in Placement Learning.  

12.2 Accurate records shall be kept by Departments of complaints for monitoring 

purposes and so that SETU can learn from the exercise and put in place such 

procedures that remain of future benefit to all parties engaged in Placement 

Learning.   

12.3 The Faculty/Department shall review any difficulties or risks identified by 

learners in their report or feedback. The Faculty/Department shall address any 

negative feedback received from either the learner, the placement provider or a 

deemed representative from SETU.  
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Appendix A1 - Roles and responsibilities within the SETU ADF System for 

Learner Placement Roles  

 

SETU Faculty/Department - The unit within the University where learners undertaking 

placement are enrolled.  

Programme Board / Stream – A body established by the University with overall 

responsibility for a particular programme(s), including the programme assessment 

strategy. 

Placement Co-ordination -The Placement Coordination role is an amalgam title for 

the different tasks/aspects that SETU within the ADF system needs to undertake in 

conducting placement within a programme. Depending on the Programme and the 

nature of the tasks, aspects of the co-ordination role may be vested in one or more 

individuals as appropriate. The role of the Placement Coordination role is to support 

learners throughout the placement process, maintaining contact with the learner 

while on placement and is a member of the Programme Board / Stream.  

Placement Provider - Work Based Supervisor - Designated person within the 

placement provider organisation who is responsible for supervising the learner while 

on work placement.  

Learner - Placement Learner - Learner undertaking a period of placement learning.  

Responsibilities  

SETU Faculty (under the ADF system) to:  

1. Appoint Placement co- ordination role(s);  

2. Ensure that learners are fully briefed and oriented on the purposes of 

their placement experience, the academic and professional requirements of 

the placement, and any other relevant requirements;  

3. Provide clear written information and guidelines on the placement which 

are disseminated to placement providers and learners;  

4. As far as is reasonably practicable, accommodate for the requirements of 

learners with a disability;  

5. Ensure that learners are made aware of their responsibilities in terms of 

sourcing and securing individual placements;  

6. Ensure learners are aware that placements must be approved by the 

Faculty /Department;  

7. Develop a system to ensure that individual learner placements are 

approved and appropriate to the award specification;  

8. Verify that the placement provider’s appropriate registration as 

applicable with competent bodies and that all learners are aware of both the 

placement provider's responsibilities and their own in relation to Health and 

Safety;  

9. Ensure that learners are made aware of their responsibilities as 

representatives of SETU while on placement;  
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10. Ensure that there is a person in SETU, possibly the placement 

coordinator, who will maintain contact with the individual learner, in line with 

the procedures outlined by SETU;  

11. Publicise to prospective learners any requirement to undertake a 

placement outside SETU;  

12. Ensure that preparation sessions are appropriate to the needs of 

learners;  

13. Ensure that intended learning outcomes for Placement learning are 

appropriate to the placement being undertaken and are explicit in the specific 

programme specification;  

14. Ensure that learning opportunities are appropriate and consistent with 

this regulation document and with programme specific guidelines on 

placement;  

15. In the case of learners with a disability ensure that a flexible approach is 

adopted, where appropriate, in order to enable learning outcomes to be 

achieved;  

16. Provide written guidelines with specific reference to learning outcomes 

and assessment for learners to placement providers;  

17. Ensure accurate records are kept for monitoring purposes on all aspects 

of placement learning, for example, securing placements, contact with learners 

and complaints;  

18. Seek feedback from placement providers and learners regarding the 

process by which placements are secured and placement allocated.  

  

Placement Co-ordination role(s) to:  

1. Ensure learners are made aware of resources to help them source 

appropriate placements;  

2. Co-ordinate and monitor the work placement process and reporting to 

the Head of Faculty/Department/Programme Board / Stream;  

3. In the case of learners with a disability, ensure, where appropriate, that 

reasonable adjustments to facilitate the requirements of the learner have been 

made within the placement provider. Guidance and support on all aspects of 

disability shall be provided by the Access Office at SETU;  

4. Liaise with placement providers and, in particular, ensure that the 

nominated Work based Supervisor is aware of the aims of the placement and, 

if appropriate as defined by the Programme Board / Stream, the assessment 

criteria at the start of the placement;  

5. Endeavour to verify registration with competent bodies for placements 

as far as is reasonably practicable;  

6. Be familiar with the programme regulations and the assessment 

requirements as defined by the Programme Board / Stream for the learners 

visited;  
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7. Visit each learner as appropriate to discuss progress, provide programme 

information, check log books/diaries and complete forms if necessary;  

8. Contact the Work Based Supervisor and discuss the learner's progress, 

monitor reports, assessment, clinical/professional/technical reports or 

projects;  

9. Monitor learners' progress by receiving necessary documentation from 

learner and Work Based Supervisor;  

10. Monitor the quality of the placement through a placement visit, where 

appropriate, to ensure that learning opportunities are relevant;  

11. Endeavour to foster further links between the organisation and SETU 

with a view to developing strategic alliances in the form of research 

collaboration, learner sponsorship, input to curriculum content and design;  

12. Maintain records.  

  

Work Based Supervisor to:  

1. Be a point of contact for the learner;  

2. Manage the learner's activity during the period of the placement;  

3. Endeavour to provide the learner with a range of work experience, 

resources and study time where necessary to enable the learner to satisfy the 

requirements of the placement programme;  

4. Arrange a programme of induction to the workplace for the learner, and 

continue to provide sufficient instruction to maximise the effectiveness of 

learning during the placement;  

5. Arrange scheduled meeting(s) with the learner to discuss learning and 

progress;  

6. Monitor the progress of the learner and arrange for the completion of, if 

in accordance with stated assessment strategy, any assessment forms as 

required giving a true reflection of the learner's learning and development in a 

timely fashion;   

7. To act as a first point of reference for the learner in times of difficulty;  

8. Appoint other staff to work with the learner where appropriate to their 

learning;  

9. Notify the placement co-ordination role at SETU should any concerns 

arise in relation to the learner's placement and to discuss progress.  

  

Placement Learner is responsible for:  

1. Finding their own work placement, as appropriate, given the assistance, 

resources and information provided by the Placement Co-ordination role, 

academic staff, External Services and the Careers Service;  

2. Co-operating with the Placement Co-ordination role with regard to 

placement choices and follow up all recommendations;  
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3. On securing their own placement, seeking approval from the 

Faculty/Department. Failure to do so will result in the placement not being 

recognised;  

4. To facilitate the best placement experience, learners are encouraged to 

inform the Placement Co-ordination role and the work place supervisor of any 

health issues, including any disability, which may affect their placement 

experience;  

5. Compliance with the Health and Safety as directed by the 

Faculty/Department;  

6. Where necessary, maintaining and making available all appropriate 

documentation for inspection by the Placement Co-ordination role during 

visits;  

7. Ensuring that all documentation specified by the Faculty/Department is 

submitted at the required time, particularly at the end of the placement by the 

required date;  

8. Where appropriate, complying with the placement provider's terms and 

conditions of employment and/or enrolment.   

9. Personal conduct which upholds and enhances the good standing and 

reputation of SETU.  

  

 
 

Appendix A2 - Conduct of Learners while on Placement   

 

1. Learners are expected to conform to the regulations, policies and 

rules, including regulations/policies/rules around social media and 

discipline, of the placement provider and SETU while on placement. 

Regulations, policies and rules and required discipline may vary from 

provider to provider but certain conduct tends to be common such as 

punctuality, courtesy, tolerance and good personal hygiene.   

  

2. Learners are expected to familiarise themselves with the Health and 

Safety policy of the placement provider and appreciate and implement their 

personal duty of care for their own safety and for the safety of others;  

  

3. Learners may be involved in work which is confidential. Learners shall 

be discreet and unless presented with a legal requirement to do so, learners 

shall not divulge this information to anyone. Discretion and the application 

of integrity are essential;  

  

4. Learners are not permitted to partake of alcohol or illicit substances 

while at work or at lunch or other breaks. Learners must not present 
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themselves at work while under the influence of alcohol or an illegal 

substance;  

  

5. While learners are on placement, they are deemed to be SETU 

learners and are required to abide by the regulations and policies regarding 

learner Code of Conduct, including (but not limited to) the Student Code of 

Conduct3 and associated regulations/policies/procedures;  

  

6. Learners on placement are learners of SETU and, as such, have full 

access to student support services at SETU while on placement.  

  

 

 

 
3 See the University’s Student Expected Behaviour Policy and Disciplinary Procedure. 


