Checking Learner Identity and attendance monitoring throughout practice-based Learning 
 
QMU requires an identity check to be carried out at the beginning of each practice-based learning module and attendance to be formally monitored. 

Identity checking 
Learner identity must be confirmed at the start of each practice-based learning module. Learners are advised to take their QMU matriculation card to practice-based learning on the first day and show this to the practice educator(s). In the unlikely event that the student’s identity cannot be confirmed from their matriculation card, alternative official photo ID (i.e., passport, or driving licence) can be used to confirm identity. If the student’s identity cannot be confirmed the practice educator must contact the PPT as soon as possible. 
 
Once the matriculation card has been checked and the student’s identity confirmed the practice educator should sign the declaration at the end of the practice-based learning assessment report form. The assessment form should be returned to the University in line with normal practice outlined in Section 17 of the PBL handbook. 

Attendance monitoring 
Every learner is required to inform their practice-based learning site and the University should they be unable to attend on any given day.  Learners should complete an absence form via the QMU student portal. 
 
In the event that a learner has an authorised or unexpected absence from practice-based learning which lasts for more than 48 hours we ask that the practice educator informs the Placement Administrator, School of Health Sciences of this absence immediately.  E-mail: otplacement@qmu.ac.uk   
 
Attendance must be monitored throughout practice-based learning and all absences must be recorded by practice educator(s) in the appropriate sections of the timecards and Assessment Report Form.   
 
Learners are expected to arrange personal appointments e.g. G.P. or dental appointments during the hours they are not on their placement. It is at the discretion of the PE and PPT whether to grant the student authorisation to attend a personal appointment when they had been expected to be on placement.  Authorisation must be sought prior to the personal appointment. If time is to be made up, this will be negotiated by the PE and PPT. Learners who need to attend an emergency Occupational Health appointment during practice hours e.g. following a needle stick injury, must not be prevented from doing so and will not be required to make up lost time. Learners are also allowed to attend pre-authorised scheduled antenatal appointments as required. 
 
The University needs to be able to record the attendance of students on placement for the following reasons: 
•	To aid the retention of learners by allowing early identification of those learners at risk and allow timely interventions to be made in terms of academic and personal support. 
•	To comply with the requirements of UK Visas and Immigration (UKVI).  Our licence requires us to accurately record the attendance of those learners subject to visa restrictions so that an attendance return can be made within specified timescales required by the agency. 
•	To comply with the requirements of the Student Awards Agency for Scotland (SAAS) who require attendance confirmations to be made on a regular basis for those learners who are in receipt of SAAS financial support. 
•	To enable timely notifications of withdrawals and deferrals to external stakeholders (e.g., UKVI, SAAS). 
•	To meet the demand placed on the University to report absences to employers, Professional Statutory Bodies, or other sponsors where they are funding/partially funding programme tuition fees. 
 
Public holidays   
Normally, public holidays occurring during practice-based learning are not included in the overall hours.  If this situation does arise, then consider the option of using public holiday(s) as study time entitlement.  If the service is open and there are appropriate staffing levels to enable a student to be on placement on a public holiday then these hours can be counted within the weekly total.  
 
Learner absences from Practice-based Learning 
The University is aware that many learners undertake paid employment while studying.  Employment outside of the programme must not adversely affect a learner’s work during practice-based learning. Learners are expected to mirror the working patterns of the site. Learners must recognise that flexibility on the part of the host organisation is not to be expected. 
 
Similarly, all requests for pre-arranged absence from practice-based learning must be discussed with the University.  Planned absences from practice-based learning may be approved by the University in exceptional circumstances only.  
 
Important! 
 
Learners do not have the right to negotiate holidays, or other leaves of absence during practice-based learning directly with their Practice Educators. 
 
 
Learners are expected to comply with the attendance and sickness absence policies of the host organisation and must familiarise themselves with these policies within the first week of practice-based learning.  
 
If a learner is absent for 3 working days or more, it is essential that they liaise with their Personal Academic Tutor so that the impact on the achievement of the module learning outcomes can be assessed.  
 
Absences from practice-based learning for 5 working days or more must be supported by a medical certificate.  
 
Important! 
 
Failure by learners to inform the practice educator,  
and the University that they are not attending practice-based learning  
will be regarded as unprofessional conduct. 
 

