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[bookmark: _Toc141108309]Introduction

A placement is a period of work experience which is an integrated and assessed part of a student's degree. This includes any work or study-based experience that is part of a student’s programme and fulfils intended learning outcomes. 

This document explains how to create and edit an existing placement record. 
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[bookmark: _Toc141108310]Create a new Placement record

1. Click “Create Placement”  
This will open the ‘Create Placement’ page to input the details.
Click each of the buttons to complete the application.
You can click ‘Save and Exit’ at any time during the process of the application.
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2. Click  [image: ] to complete the Organisation details.
2.1. Input the below mandatory fields:
	Field name
	Description

	Placement year
	Choose the academic year from the dropdown

	Placement UK/Abroad
	Choose from In the UK or Outside the UK

	Work/Study Placement
	What is work based? Study based?

	Organisation name
	Input Organisation name, postcode or part of the address. 

	Create new
	Create new if the Organisation name doesn’t exist in the system



2.2.  If there are several organisations available, make sure the one you choose has the correct address and has the most completed fields.
[image: ]


2.3. Click      [image: ] if the organisation does not exist in the system
[image: ]
2.4. Click ‘Next’




You will notice in the ‘Placement Application’ bar the organisation has a green tick to indicate it’s complete.
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3. Click  [image: ] to complete the placement contact details.

3.1. Choose contact name from the existing list provided in the drop down and check that all details are correct.
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3.2. Click     [image: ] if the placement contact name does not exist in the system
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3.3. Click Next  

You will notice ‘Placement Contact’ has a green tick to indicate it’s complete.
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4. Click  [image: ] to complete the Placement details. 
Input the below fields
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	Field name
	Description

	Your Job Title
	Input Job title

	Start Date
	Input Start date of the placement

	Expected End date
	Input end date of placement

	Expected house per week
	Input hours and click on the calculate number of weeks & hours button, below fields ‘number of weeks’ and ‘number of hours’ 

	Placement Paid/Unpaid?*
	Choose from the drop down:
·  if paid then input amount in the drop down below
· If expenses, select unpaid, then expenses 
· If unpaid, select unpaid, then voluntary

	Sector*
	Choose sector from the list

	Country*
	Choose the country from the list. 
Please not there is no United Kingdom option, you should choose between England, Wales, Northern Ireland and Scotland. 

	Overseas Tier 4 Student?*
	Choose yes or no from the drop down list

	Placement is
	Undergraduate student will only need to pick from the top 5 options
· Traditional: Typically graduate level roles, that can include placements with responsibility for people, projects or processes
· Flexible: Roles that are usually considered part time work or short term work experiences.
· Portfolio: Internally sourced placement activities that are usually supported by the Flexible Placements Team.
· Accelerator: Pilot programmes specific to college or course.
· Enterprise/BSEEN: Self-employment either with or without BSEEN programme

	Work Pattern*
	Choose from the list

	How did you find the placement?*
	Choose from the drop down list



4.1. Click Next

[bookmark: _GoBack]You will notice ‘Placement Details’ has a green tick to indicate it’s complete.
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5. Click  [image: ] to upload documents.
5.1. Click ‘Browse My computer’
5.2. Upload the documents.
Please note: minimum of 2 documents must be uploaded to submit the form
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5.3. Click ‘Submit’

You will notice ‘Documents’ has a green tick to indicate it’s complete.
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6. Click  [image: ] 
6.1. Use the box to indicate if you need any additional support whilst at placement
6.2. Tick the box to accept the terms and conditions
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6.3. Click Next
You will notice ‘Terms and Conditions’ has a green tick to indicate it’s complete.
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7. Click [image: ] to submit the application.
[bookmark: _Toc141108311]Edit an existing Placement record

1. Select the relevant placement record and click ‘Continue’ from the existing list of placement records 
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2. Follow the sections to complete your application, referring to the appropriate sections of the ‘Create new record’ guidance above
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Displays a list of documents you have submitted.
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Displays a list of messages received via MAP. While awaiting for a decision, check in this area and your email inbox regularly.
[image: ]
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Please upload documents relating to your placement with Microsoft Campus. Click Next to continue.

Upload Documents

Atthis stage of the approval process you are required to submit your placement documentation. Please upload the documents as pdf, g, o doc files.

1. A Job Description on letter headsd paper or signed / validated by the Placement Frovider
2. APlacement Agreement Form, including Heaith and Safety which is fully complsted and signed.
3. Statement of Motivation —If your placement is a Flexible Placement you will need to complete and upload your Statement of Motivation (found on your Next Steps emal).

File uploader

Browse My Computer

Job details.pdf (786 kb) Delete

100%
Status  Successfully Uploaded

Placement agreement form.docx (12 kb)

Delete

100%
Status  Successfully Uploaded
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Please read the terms and conditions relating to your placement. Click Next to continue.
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Additional Support

It's really important that you let us know about any additional support you may need whilst you are on your placement.

‘You may need additional support if you have a disability or a medical condition (mental or physical); or because of other factors such as pregnancy, childcare, or religious observance.
Even if you have not discussed additional needs with the university before, please consider doing So now, as it will help us to ensure you have a positive placement experience.

If you already have support recommendations in place please let us know so that we can liaise with Aston University Welfare Services.

Do you req
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Please provide details® I need support with

MAP Placement Disclaimer

By submiting details for your Placement Year you agree to the following terms and conditions:
il

Upload my placement documents to MAP for approval (to include HS, Placement Agreement Form / Provider contract and job description);
Read through the Health & Safety information found here
Download the Safezone app so Aston University can “check in” with me at my placement location. | understand the importance of Aston making contact with me in emergency situations. (Find out more here: hitps:JAvw? aston.ac.uk/abouticampus-safey/safezone);
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o The poliical, social and economic situation vithin my placement location;
o Local festrictions and regulations put in place to deal vith current situations such as COVID 18
o Cultural traditions, customs and laws ithin my placement location:
o Travel to, from and during my placement;
o Dress code at the Placement Provider — I've asked and understood if the employer has a dress code policy of neutraity, whereby any religious, poifical and philosophical symbols are not allowed;
o Any inoculations/medical advice needed for the role or for entry to the country of placement;
8 Understand the channels available to me to report any concens | have to the On-Placement Support Team. | will receive information about his in my Student Handbook and on Blackboard™:
9. Understand that | shouid maintain regular contact with the On-Placement Support Team and log in to MAP / emails requiarly during my Placement Year;

Tick here to confirm that you have read and accept the above terms of your placement.
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