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Introduction 
Workplace Education Activity is the term used by the University of Lincoln to refer to the wide variety of work-
related activities that students might undertake as part of their formal academic studies, or alongside their 
academic studies. The nature of workplace education activities varies considerably, as does the responsibilities 
of the student, university and the organisation. 

There are two key documents that would helpfully read alongside this document, they can be found in the 
appendices: 

• Workplace Education Activity Policy  
• Quality Assurance Manual, Workplace Education Activity  

 
The material contained in this document is to support staff within the university to: 

• Define the types of workplace education activities their students are engaged in. 

• Understand the minimum requirements, responsibilities and processes for each type of workplace 
education activity. 

• Have access to a set of ‘suggested’ best practice and minimum standard documents to support them to 
build the whole spectrum of workplace education activities into their programmes.  

It is important to note that these suggested documents are not designed to replace any current documents 
that you may have in place, but are being made available to: 

• Support you to check that your current documents meet the minimum required standards for best 
practice. 

• Support you to create documents that meet the minimum required standards for best practice. 

Whilst staff are free to add to the information suggested in the documents and are free to make them available 
in any format, they should not detract from what is included in the examples within. 

For additional information you may also wish to access the following documents, which are a great source of 
information regarding workplace education activity: ASET Good Practice Guide 

 

 

https://www.asetonline.org/wp-content/uploads/2017/09/ASET-Good-Practice-Guide-eWBPL.pdf
https://ps.lincoln.ac.uk/services/MARCOMMS/Corporate%20Branding/Image%20Library/University%20of%20Lincoln_logo_MS%20WORD%20-%20Black%20Portrait.jpg
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Section 1 
Definitions 
The range of ‘Workplace Education Activities are defined in ‘The Office of Quality Standards Partnerships, 
Quality Assurance Manual, Workplace Education Activity’. The definitions can be found in this section of the 
guide or via the following link.  

The following definitions were approved by the University’s Teaching Excellence and Graduate Success Group 
on the 5th of June 2019. 
 

 

Activity Definition Approval Process Student Visa 
(formally known as 
Tier 4) Compliant? 

Process 

Module-Based 
Work 
Opportunity 
Often known as: 
Projects; Work 
Experience, Employer 
led project/simulation, 
Consultancy Project 

A credit bearing, assessed module, 
formally approved as part of a 
validated programme, and operated 
under the terms of a work placement 
agreement. Work activity will be 
variable in terms of its requirements 
(length, frequency, intensity, and 
format). 

 

POG endorsement not 
required. 

 
Initial approval at 
(re)validation event or 
alternatively through 
College AAC and its 
associated approval 
processes. 

 

Yes. Student on a 
Student visa can 
undertake a work 
placement as 
defined. 

 

 
See appendix 3 
 

Practice 
Placement 
(not covered in 
this document 
as defined by 

professional 
body)  
Often known as: 
Professional Practice 
Placement, PSRB 
Placement, Clinical 
Practice 

 
A compulsory, professionally driven, 
credit bearing (15 to 60 credit) 
assessed module, formally 
approved as part of a validated 
programme, and operated under 
the terms of a work placement 
agreement. Successful completion 
of Professional Practice Placements 
are often linked with professional 
body requirements leading to a 
license to practice. 

 
POG endorsement 
not required. 

 
Initial approval at 
programme 
(re)validation event or 
alternatively through 
College AAC and its 
associated approval 
processes if 
introduced later and 
acceptable to any 
involved PSRB 

 
Yes. Student on 
a Student visa 
can undertake a 
work placement 
as defined. 

N/A 

https://cpb-eu-w2.wpmucdn.com/blogs.lincoln.ac.uk/dist/a/2784/files/2019/06/02c-QAM-Workplace-Education-Activity-Approved-AAC-05-06-19.pdf
https://universityoflincoln-my.sharepoint.com/:u:/g/personal/hsaunders_lincoln_ac_uk/EalnaWSyqoVDgjLX3PTGFUoB0iegXhPkJmLfWqZ1fMW0pg?e=4%3ArXs9P5&at=9&CID=24b1a0cc-4d58-3ff5-3baf-d23ec2b4cd92
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Professional 
Practice 
Year/Year in 
Industry 
Often known 
as: Sandwich 
Year; Year in 
Industry; 
Internship 
Year, Industrial 
Placements, 
End on 
placement 

 
An assessed work placement, usually 
sourced by students, running to a pre-
agreed period of between 30-52 
weeks. Placements usually occur in the 
student’s penultimate year of study (or 
following their final year of study for 
the ‘end on’ variant) and are related to 
their programme of study. 

 
POG endorsement 
required for an 
additional programme 
title/new mode of 
delivery. This should be 
noted at POG after 
initial approval at 
College AAC. 
Subsequent approval 
processes. 

 
Yes. Student on 
a Student visa 
can undertake a 
work placement 
as defined. 

 
If the work 
placement is not 
guaranteed, 
International 
Admissions 
cannot include 
the period of 
work placement 
in the (CAS) visa. 
Student will need 
to extend their 
visa either before 
or after the work 
placement has 
taken place. 

 
See appendix 4 

 

 
Extra- Curricular 
Work Opportunity 
Often known as: 
Work Experience, 
Voluntary Work, 
Projects, Part Time 
Work, Summer 
Placements 

 
An interaction with aspects of 
the working environment/world, 
that sits outside of a validated 
programme. 

 
No approval 
process required. 

 
No, if the work 
placement is not 
an integral and 
assessed part of 
the course, this 
would not be 
compliant to 
Home Office rules 
and students on a 
Student visa will 
not be able to 
undertake this 
unless it is during 
non- term time or 
as a part of their 
20 hours a week 
term time 
working 
allowance. 
 

 
See appendix 5 

https://universityoflincoln-my.sharepoint.com/:u:/g/personal/hsaunders_lincoln_ac_uk/EXhutbQOjdZIgyezVXSW_k8BesJE-X0hbn5oBzRiCDZe7A?e=4%3AttuGPY&at=9&CID=0e58d0d4-75b9-5fca-b613-a58a78b9bc39
https://universityoflincoln-my.sharepoint.com/:u:/r/personal/hsaunders_lincoln_ac_uk/_layouts/15/Doc.aspx?sourcedoc=%7B9D9476BE-5158-4785-8A18-C813C502FB6C%7D&file=Extra%20Curricula%20flow%20chart.vsdx&action=default&mobileredirect=true&cid=96accefa-bbf4-4b7b-9961-a01af40036da
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Extra- Curricular 
Business/ 
Industry 
Interactions 

 
Often known as: 
Business/ Industry 
challenge; 
Employer 
mentoring; Work 
Shadowing, 
Industry Insight 

 
A non-credit bearing opportunity 
offered as an extra-curricular 
opportunity to connect students 
with employers and the external 
environment. These are value 
added experiences which help 
prepare students for their future, 
enhance their employability and 
networks. These activities, whilst 
extra-curricular, can contribute 
towards the Lincoln Award. 

 
No approval 
process required. 

 
Yes. As defined 
international 
students are able 
to undertake this 
activity on a 
Student visa. 

 
See appendix 5 

 

Internships  
A non-credit bearing short-term 
work opportunity that can either be 
sourced by the student or by the 
University and. These can be part 
time or full-time opportunities and 
can be focused on students and 
graduates alike. 
The term “internships” can also be 
used to describe opportunities for 
new graduates, and internships will 

take many forms depending on the 
need of the client, the student and 
the school. 

 
If intended to be a 
formal part of a 
programme, then 
relevant approval 
processes will apply 
as above. 

 
No, if the 
internship is not 
an integral and 
assessed part of 
the course, this 
would not be 
compliant to 
Home Office rules 
and student on a 
Student visa will 
not be able to 
undertake this 
unless it is during 
non-term time or 
if part time, as a 
part of their 20 
hours a week 
term time 
working 
allowance. 

 
See appendix 6 

 

https://universityoflincoln-my.sharepoint.com/:u:/r/personal/hsaunders_lincoln_ac_uk/_layouts/15/Doc.aspx?sourcedoc=%7B9D9476BE-5158-4785-8A18-C813C502FB6C%7D&file=Extra%20Curricula%20flow%20chart.vsdx&action=default&mobileredirect=true&cid=96accefa-bbf4-4b7b-9961-a01af40036da
https://universityoflincoln-my.sharepoint.com/:u:/r/personal/hsaunders_lincoln_ac_uk/_layouts/15/Doc.aspx?sourcedoc=%7BE8EA10B4-37E0-43D5-B48A-6DABD9F63F53%7D&file=Internships%20Flow%20Chart.vsdx&action=default&mobileredirect=true&cid=27e83894-4b2f-4af0-90e2-cf202fdaa4d2


   
 

 

Section 2 
Health and Safety 
A number of workplace education activities requires the university to operate the principle of ‘due diligence’ 
regarding the student. This is achieved by undertaking a series of checks that serve to ensure that students are 
provided with the care required to avoid harm whilst undertaking their workplace education activity.  

The form provided in this section can be used to ensure organisations offering workplace education activities 
meet the agreed standards. The information collected on this form is adequate for most settings, however, 
should you require it, further information regarding risk assessments can be found at: 

https://ps.lincoln.ac.uk/services/registry/hs/ResourcesLibrary/Document%20Library/Work%20experience%20and
%20placements%20Guidance.pdf 

You might also find the links below helpful 

• USHA Guidance on Health and Safety of placements 

• ASET Good Practice guide for Health and Safety on Student Placements 

 

 

Which Workplace Education Activities does this apply to?  Y/N 
Module Based Work Opportunity  Y 

Professional Practice Year Y 

Extra-Curricular Work Opportunity  N 
Extra-Curricular Business/Industry Interactions (depends who 
organises it) 

Y/N 

Internships Y 

 

 

 

 

 

 

 

  

https://ps.lincoln.ac.uk/services/registry/hs/ResourcesLibrary/Document%20Library/Work%20experience%20and%20placements%20Guidance.pdf
https://ps.lincoln.ac.uk/services/registry/hs/ResourcesLibrary/Document%20Library/Work%20experience%20and%20placements%20Guidance.pdf
https://www.usha.org.uk/images/stories/files/guidance-documents/MASTER_Health-and-Safety-of-Placements-Guide.pdf
https://www.asetonline.org/wp-content/uploads/2016/11/e-ASET-Health-Safety-for-Student-Placements-2016.pdf
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Workplace Education Activity Health and Safety Checklist  
 

For completion by appropriate person within the workplace. 
Organisation Name: 

Contact within the Organisation   

Name:                          Phone number:                              Email: 

 
  Yes No 

1 Do you hold current insurance of: -   

a - Employers Liability for a minimum of £10M? 

b - Public Liability for a minimum of £1M (office / clerical Workplace Education 
Activities) or 

  

Public Liability for a minimum of £5M (other Workplace Education Activities)? 

(Please insert expiry date) / / 

2 Is the organisation registered with either:   

a - the Health and Safety Executive or 
b - the Local Authority Environmental Health Department? 

3 Do you have a written health and safety policy?   

4 Training   

Do you provide health & safety induction and/or training which includes: 
a - fire & emergency evacuation arrangements; 

b - Information on specific work responsibilities, e.g. the use of vehicles, plant 
and equipment. 

  

5 Risk assessment   

a - Have you carried out risk assessments of your work practices to identify 
possible risks, whether to your own employees or to others within your 
undertaking? (To include work factors, travel, location, 
health factors and individual student factors) 

b - Will the risks at work be brought to the attention of the student?   

6 Accidents and incidents   

a - Is there a formal procedure for reporting and recording accidents and 
incidents in accordance with RIDDOR? 

https://ps.lincoln.ac.uk/services/MARCOMMS/Corporate%20Branding/Image%20Library/University%20of%20Lincoln_logo_MS%20WORD%20-%20Black%20Portrait.jpg
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b - Have you procedures to be followed in the event of serious and imminent 
danger to people at work in your undertaking? 

  

c - Will you report to the University all recorded accidents involving 
students? 

  

d - Will you report to the University any sickness involving students which 
may be attributable to the work? 

  

 
 

    
 
Contact Personnel 

 
Who is your nominated contact for information on compliance with the requirements of health and 
safety legislation? 
 

The above statements are true to the best of my knowledge and belief. 

 
Signed                                    Position                                             Date      

     (For and on behalf of the Organisation) 

 

 
Thank you for completing the questionnaire.  
 
Please return this form to [insert relevant name]  

 

 

 

 

 
 
 
  

Name and position:                                                                   Tel                                           
 

UoL USE   

 General checklist response                    Acceptable / Not Acceptable 

Identified member 
of staff within the 
School  
Name: 

 
 
 
Signed: 

 
 
 
Date: 

 

If not acceptable action taken: 
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Section 3 
Problem Resolution 
Although most Workplace Education Activities go to plan, inevitably there are occasions when one or more of the 
parties may have a concern about an aspect of the opportunity.  

If a problem arises then information should be gathered by the identified University of Lincoln staff member (see 
section 5 of this document for the recommended form for recording information regarding concerns). Where 
possible mediation, facilitated by the University of Lincoln staff member should be used to try to resolve the 
matter. However, if this is not possible or the situation is deemed beyond the remit of mediation then 
consideration should be given to the following: 

• Is the matter one that should be addressed by the organisations own policies and procedures? For 
example, is the student reporting ‘bullying’ by a colleague in the organisation, the student hasn’t received 
the correct amount of wages (in a paid opportunity). If so, support the student and the organisation to use 
the relevant policies and procedures to address the matter. 
 

• Is the matter one that needs to be addressed using one of the universities regulations (these may be used 
to address the problem or be used in addition to the organisations policies and procedures)? For example, 
is a student being offensive to someone within the organisation, is the student is consistently late. If so, 
you may consider drawing on the guidance provided in the Universities General Regulations. 

 

In all matters where problem resolution is required consideration to the welfare of the student should be 
given and details of the University Well-Being service provided. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://cpb-eu-w2.wpmucdn.com/blogs.lincoln.ac.uk/dist/8/8024/files/2019/12/University-General-Regulations-2019-20-December-2019.pdf
https://studentservices.lincoln.ac.uk/health-and-wellbeing/
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Section 4 
 

Suggested Forms 
Within this section you will find a set of recommended documents which facilitates good practice when providing 
workplace education activity for students.  
 
The following forms can be found in this section 
 

Form Which Workplace Education Activities does this 
apply to? 

Y/N? 

Workplace Education Activity Request form 
To be used when you require a student to provide details 
of the workplace education activity they require. 

Module Based Work Opportunity  
 

Professional Practice Year 
 
Extra-Curricular Work Opportunity  
 

Extra-Curricular Business/Industry Interactions 
 

Internships 
 

 

Y 
 

Y 
 
N 
 

N 
 

N 
 

 

Workplace Education Activity Information 
Form 
To be used when you require a student to provide details 
of the workplace education activity, they have identified 
themselves. 

Module Based Work Opportunity  
 

Professional Practice Year 
 

Extra-Curricular Work Opportunity  
 
Extra-Curricular Business/Industry Interactions 
 

Internships 
 

 

Y 
 

Y 
 

N 
 
N 
 

N 
 

 

Workplace Education Activity Record 
To be used to form an agreement between the relevant 
parties to a workplace education activity, record hours 
undertaken and provide a testimonial. 
 

Module Based Work Opportunity  
 
Professional Practice Year 
 

Extra-Curricular Work Opportunity  
 

Extra-Curricular Business/Industry Interactions 
 

Internships 
 

 

Y 
 
Y 
 

N 
 

N 
 

N 
 

 

Workplace Activity Contact Form 
To be used to record any contact with the student during 
the workplace education activity, including the recording 

of concerns. 
 

Module Based Work Opportunity  
 

Professional Practice Year 
 

Extra-Curricular Work Opportunity  
 

Extra-Curricular Business/Industry Interactions 
 

Internships 
 

 

Y 
 

Y 
 

N 
 

N 
 

Y 
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Workplace Activity Evaluations – Forms for 
completion by student and organisation 
To be used to provide an evaluation of the workplace 
education activity. 

 

Module Based Work Opportunity  
 
Professional Practice Year 
 

Extra-Curricular Work Opportunity  
 

Extra-Curricular Business/Industry Interactions 
 
Internships 
 

 

Y 
 
Y 
 

N 
 

N 
 
Y 
 

 

Workplace Education Activity Thank You 
Letter 
To be used to than the organisation for their contribution 
at the end of the workplace education activity. 

Module Based Work Opportunity  
 

Professional Practice Year 
 
Extra-Curricular Work Opportunity  
 

Extra-Curricular Business/Industry Interactions 
 

Internships 
 

 

Y 
 

Y 
 
N 
 

N 
 

Y 
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Workplace Education Activity Request – To be completed by 
the student 

This form should be completed by the student where you require details from them to 
assist you in supporting them to identify a workplace education activity 

Name:                                              Student Number: 

Degree:                                            Module (if applicable): 

Student email address:                                                          Phone Number:       

 

Do you currently have an up-to-date DBS in place Yes/No? 

 

If yes, please supply date of the DBS  

 

1. Description of Work Education Activity required (if this is a requirement of a module this may be defined 
in your module handbook or by the module leader), and the type of work experience you are interested 
in. 

 
 
 
 
 
 

Please include details of the type of work experience, hours required, when required etc. 

 

 

 

 

 

 

 

 

 

 

https://ps.lincoln.ac.uk/services/MARCOMMS/Corporate%20Branding/Image%20Library/University%20of%20Lincoln_logo_MS%20WORD%20-%20Black%20Portrait.jpg
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2. If applicable, please provide details of the required outcomes of the module. 

 
 

 
 

 
 
3. Do you have a particular workplace activity in mind or a particular organisation? 

 
 

 
 

 
4. Do you have a disability that you would like to be considered by your work experience provider? If you 
do, please complete the box below. 
Please note you do not need to share this information. However, if you would like the organisation to consider reasonable 
adjustments as defined by the Equality Act 2010, it is essential that they have detailed information. 

 
 

 
 
 
 
 
 
5. Do you have any caring responsibilities that you would like to be considered by the workplace education 
provider:- 

 

 

  Nature of Disability 

 

Reasonable Adjustments required 
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Please note you do not need to share this information. However, if you would like caring responsibilities to be taken in to 
account, please provide details below: 

 
 

 
 

6. Are you studying with a Student Visa (formally known as Tier 4 visa)? 
 

☐   Yes 

☐   No  

 
7. Are there any other factors that you would like taking in to account e.g. travel, booked holidays? 

 
  
Name:   
Date: 
 
If you need any support with completing this form, please contact [insert relevant name] 
 
Protecting your data is important to us, for details on how we manage your data please refer to this  
https://universityoflincoln-
my.sharepoint.com/:w:/r/personal/hsaunders_lincoln_ac_uk/_layouts/15/Doc.aspx?sourcedoc=%7B6A9235B8-
D043-4C8C-B0C7-
C6D84EE55202%7D&file=Privacy%20Notice%20Students%20University%20Wide.docx&action=default&mobilere
direct=true 
 
 
 
  

Nature of caring responsibilities and possible impact on work experience opportunity 

 

Details of times available to work 
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Workplace Education Activity Information Form – To be 
completed by the student 
This form should be used by the student to inform you of any workplace education activity that they have identified 
for themselves. 

This information is being requested as: 

• In some circumstances (where the opportunity is part of a credit bearing module) the university has the 
responsibility of ensuring that the organisation meets the required health and safety requirements for the 
workplace education activity. It is therefore also important to make the named organisation aware that the 
university will be contacting them. 

• It is helpful information for the university to know about the range of workplace education activities 
students are undertaking. 
 

Name:                                               Student Number:       

Degree:                                             Module (if applicable):       

Email:                                                Phone: 

Emergency Contact Details (please provide, name, relationship to you, and phone number): 

 

 

1. Type of opportunity (please tick the one that applies, if you are unsure which applies consult [enter]) 

☐   Module-Based Work Opportunity  

☐   Professional Practice Year/Year in Industry      

☐   Extra-Curricular Work Opportunity  

☐   Extra – Curricular Business/Industry Interaction  

☐   Internship  
 
 
 
 

https://ps.lincoln.ac.uk/services/MARCOMMS/Corporate%20Branding/Image%20Library/University%20of%20Lincoln_logo_MS%20WORD%20-%20Black%20Portrait.jpg
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2. Are you studying with a Student Visa (Previously known as a Tier 4 Visa)? 
 

☐   Yes  

☐   No 
 

 
3. Name of Organisation and Address 

 
Contact Name:       
 
 
Contact telephone:                                          Contact Email:     
 

4. What does this organisation do?

 

 

5. What will your role be? 

 
6. Expected start date: _____________________     

 

7. Expected finish date: _____________________     
 

8. How did you source this opportunity? __________________________________________________     
 

9. Any other information? _______________________________________________________________ 

 

Signed: ____________________ 

Date: _____________________     
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Protecting your data is important to us, for details on how we manage your data please refer to this 
https://universityoflincoln-
my.sharepoint.com/:w:/r/personal/hsaunders_lincoln_ac_uk/_layouts/15/Doc.aspx?sourcedoc=%7B6A9235B8-
D043-4C8C-B0C7-
C6D84EE55202%7D&file=Privacy%20Notice%20Students%20University%20Wide.docx&action=default&mobilere
direct=true 
 
 

 

 

 

Workplace Education Activity Record 

Part 1 - Workplace Education Activity Agreement  

Part 2 - Record of hours undertaken 

Part 3 - Testimonial 

Please note it is the students’ responsibility to organise the completion of the documents included below: 

Part 1 - Workplace Education Activity Agreement  

 A – Responsibilities  
This document, which is based on existing regulations and good practice guidelines describes the normal 
arrangements for students undertaking a workplace education activity as part of their study at the 
University of Lincoln.   
 

The objective of the Workplace Education Activity is to define the experience of the student and to 
provide an opportunity for the application of learning. 

RESPONSIBILITIES OF THE UNIVERSITY 

• Appoint a named university contact who (if required) will maintain regular contact with the 
student and provide a contact point for the organisation. 

• Where required, the University Contact will monitor the performance of the student in general 
and where appropriate, counsel the student confidentially. 

• Where required, the University Contact will conduct assessment as specified in the Module 
Descriptor 

• Where required, the University Contact will guide the organisation in relation to the assessment 
criteria used by the University. 

https://universityoflincoln-my.sharepoint.com/:w:/r/personal/hsaunders_lincoln_ac_uk/_layouts/15/Doc.aspx?sourcedoc=%7B6A9235B8-D043-4C8C-B0C7-C6D84EE55202%7D&file=Privacy%20Notice%20Students%20University%20Wide.docx&action=default&mobileredirect=true
https://universityoflincoln-my.sharepoint.com/:w:/r/personal/hsaunders_lincoln_ac_uk/_layouts/15/Doc.aspx?sourcedoc=%7B6A9235B8-D043-4C8C-B0C7-C6D84EE55202%7D&file=Privacy%20Notice%20Students%20University%20Wide.docx&action=default&mobileredirect=true
https://universityoflincoln-my.sharepoint.com/:w:/r/personal/hsaunders_lincoln_ac_uk/_layouts/15/Doc.aspx?sourcedoc=%7B6A9235B8-D043-4C8C-B0C7-C6D84EE55202%7D&file=Privacy%20Notice%20Students%20University%20Wide.docx&action=default&mobileredirect=true
https://universityoflincoln-my.sharepoint.com/:w:/r/personal/hsaunders_lincoln_ac_uk/_layouts/15/Doc.aspx?sourcedoc=%7B6A9235B8-D043-4C8C-B0C7-C6D84EE55202%7D&file=Privacy%20Notice%20Students%20University%20Wide.docx&action=default&mobileredirect=true
https://universityoflincoln-my.sharepoint.com/:w:/r/personal/hsaunders_lincoln_ac_uk/_layouts/15/Doc.aspx?sourcedoc=%7B6A9235B8-D043-4C8C-B0C7-C6D84EE55202%7D&file=Privacy%20Notice%20Students%20University%20Wide.docx&action=default&mobileredirect=true
https://ps.lincoln.ac.uk/services/MARCOMMS/Corporate%20Branding/Image%20Library/University%20of%20Lincoln_logo_MS%20WORD%20-%20Black%20Portrait.jpg
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• Should a health and safety matter be reported to the University, it will follow the University’s 
required Accident and Incident reporting policy, which includes completing a MISHAP form 

• Where a student holds a Student Visa (Formally known as Tier 4 visa), University Contact will 
report Workplace Education Activity details and subsequent changes to the Student Visa 
Compliance team so that information is passed on to the Home Office (Reference to Workplace 
Education Activity Policy Appendix for Student visa students). 

• When a report of unapproved absence has been made by the organisation, the University Contact 
will contact the student to check welfare and wellbeing.  If the student holds a Student Visa 
(previously known as a Tier 4 visa), the University Contact will notify the Student Visa Compliance 
team.  
 

RESPONSIBILITIES OF THE ORGANISATION 

• To plan the training and work programme to be undertaken by the student – if appropriate, this 
may be in consultation with the relevant University Contact.  

• Offer a contract of employment (where the opportunity is paid); completion of this form will 
suffice if the opportunity is unpaid.  

• Nominate a Workplace Supervisor who will conduct or arrange for day-to-day supervision of the 
student. 

• Provide the student with an induction programme to the organisation, its working practices, and 
conventions, etc. 

• Ensure the student has a safe working environment, which conforms to appropriate Health & 
Safety legislation and guidance (form on page 8).  

• Carry out a risk assessment relevant to the activities, and complete and return the enclosed form 
relating to Health & Safety (form on page 8). 

• When required, facilitate access to the student for visit(s) by the University Contact. 

• In cases of serious breaches of discipline, to advise and consult with the University Contact.  

• Where required, to provide feedback on the student's performance. 

• Where required, to provide an evaluation of the University process. 

• To make reasonable adjustments as identified by student, if appropriate.  

• To monitor attendance of the student and to report all unapproved absence(s) to the University 
Contact as soon as practicable.   

• Report any Health and Safety incidents to the University. 

• Where a student holds a Student Visa (previously known as a Tier 4 visa) and is absent for more 
than 7 consecutive working days without authorisation/notification, the Organisation is required 
to report this immediately to the University Contact.   

 
RESPONSIBILITIES OF THE STUDENT 

• Abide by all rules regarding hours of work, health and safety regulations and other practices and 
procedures.  

• Carry out the work programme agreed by all parties.  

• Identify and communicate any reasonable adjustments to organisation, where appropriate. 

• Maintain appearance in-line with the dress code of the organisation, as well as timekeeping, 
integrity, and confidentiality appropriate to the role. 

• When required, complete and return all required forms to the specified University Contact.  

• When required, fully meet all specified criteria relating to the assessment. 

https://ps.lincoln.ac.uk/services/registry/hs/Accident/Pages/Default.aspx
https://cpb-eu-w2.wpmucdn.com/blogs.lincoln.ac.uk/dist/8/8024/files/2013/08/Work-Placement-Policy-May-2018-1vmrfza.pdf
https://cpb-eu-w2.wpmucdn.com/blogs.lincoln.ac.uk/dist/8/8024/files/2013/08/Work-Placement-Policy-May-2018-1vmrfza.pdf
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• When required, consult with the University Contact prior to seeking any changes in the terms and 
duration of the opportunity  

• When required, provide access to all records of work to the University Contact unless there is an 
issue of commercial secrecy, national security or professional confidentiality. 

• Be aware that the good reputation of the University rests on your performance and behaviour 
throughout the course of the opportunity. 

• When required, to provide an evaluation of the opportunity. 

• Abide by the Organisation’s policy on annual leave and absence reporting and ensure that this is 
followed.  

• Report any Accidents/Health and Safety matters to the University.  

• Inform the Organisation and University Contact if they are unable to complete the workplace 
education activity.  

• For students who hold a Student Visa (previously known as a Tier 4 visa), be aware that there is a 
risk to their Student Visa (previously known as a Tier 4 visa) if they are absent without prior 
notification or approval.  

• For students who hold a Student Visa (previously known as a Tier 4 visa) be aware that the 
University is required to report workplace education activity and any subsequent changes to the 
Home Office.  
 

 B - Details 

Student name:                                               Student Number:       

Degree:                                                            Module of study and level (if relevant):   
    

Email:                                                               Phone Number: 

Emergency contact (include nature of relationship e.g. parent and phone number):   
    

To be used if either the university or the organisation have need to make an emergency contact on your behalf 

 

Name of organisation:                                            Name of workplace supervisor:     

Email:                                                                          Phone Number:      
    

University contact name:                                       Email:     

Phone number:            
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1. Module learning outcomes (if applicable)

 
2. Do you have a disability that you would like to be considered by your workplace education 

provider? If you do, please complete the box below.

 
Please note you do not need to share this information, however if you would like the organisation to consider 
reasonable adjustments as defined by the Equality Act 2010 it is essential that they have detailed information as 
defined in your Learning Support Plan (LSP 

 
 

3. Do you have any caring responsibilities that you would like to be considered by your workplace 
education provider? If you do, please complete the box below.

 
Please note you do not need to share this information, however if you would like caring responsibilities to be taken in to 
account, please provide details below: 
It is important to note, adjustments cannot be guaranteed. 

 

C - Signatures 

After reading the above statements, the relevant parties are required to sign the following Agreement:  

 

On behalf of the University of Lincoln: (not always required- see module handbook) 

What are the module learning outcomes? 

 

 

How will they be met? 

 

 

 

 
Nature of disability 

 

Reasonable adjustments required 

 

Reasonable adjustments agreed 

 

 

Nature of caring responsibilities and possible impact on work experience opportunity 
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Name (in capitals): ______________________________________________________________________________ 

Job Title/Role:  _________________________________________________________________________________ 

Signature: _____________________________________________________________________________________ 

 

On behalf of the Organisation: 

Name (in capitals): ______________________________________________________________________________ 

Job Title/Role:  _________________________________________________________________________________ 

Signature: _____________________________________________________________________________________ 

 

The Student: 

Name (in capitals): ______________________________________________________________________________ 

Job Title/Role:  _________________________________________________________________________________ 

Signature: _____________________________________________________________________________________ 

 

Part 2 - Record of hours undertaken 

I confirm that …........ completed ….. hours whilst undertaking this workplace education activity.  

On behalf of the Organisation: 

Name (in capitals): ______________________________________________________________________________ 

Job Title/Role:  _________________________________________________________________________________ 

Signature: _____________________________________________________________________________________ 

 

Part 3 - Testimonial 

Activity Excellent Good Average Poor 
Attendance     

Punctuality     

Recognises 
importance of 
Health and Safety  

    

Makes good use of 
advice 

    

Polite and 
Personable 

    

General Appearance     
Interested     

Shows initiative     

Gets on with other 
team members 
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Gets on with service 
users/patients/ 
customers  

    

 

Please add additional comments if you wish to do so: 

 

 

 

On behalf of the Organisation: 

Name (in capitals): ______________________________________________________________________________ 

Job Title/Role:  _________________________________________________________________________________ 

Signature: _____________________________________________________________________________________ 

 

 

Thank you for providing this opportunity and we hope all went well. 

Thank you for completing this form. 
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Workplace Activity Contact Form – To be completed by all 
relevant parties when contact is made to review the 
workplace education activity for any reason (formal or 
informal) 

Name of Student  
Date of Contact  
Name of University Tutor 
making contact 

 

Name of Workplace 
Activity Supervisor 

 

Degree and Module of 
Study 

 

Type of Contact (visit, 
phone call, skype)? 

 

Names of those present  
 

1. Details of work undertaken at the point of contact:

 

 

 

2. Students’ comments: 

https://ps.lincoln.ac.uk/services/MARCOMMS/Corporate%20Branding/Image%20Library/University%20of%20Lincoln_logo_MS%20WORD%20-%20Black%20Portrait.jpg
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3. Workplace Activity Supervisor Comments:

 
 

 

4. University Tutor Comments:

 

 

5. Details of future work to be undertaken:
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6. Are there any concerns, if so, how will these be addressed? 

 

 

 

7. Are there any Health and Safety concerns; if so, have they been reported and how have they 
been addressed? 

 

 

8. Any additional comments? 

 

Signatures: 

The Student: 

Name (in capitals): ______________________________________________________________________________ 

Job Title/Role:  _________________________________________________________________________________ 

Signature: _____________________________________________________________________________________ 
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University Tutor: 

Name (in capitals): ______________________________________________________________________________ 

Job Title/Role:  _________________________________________________________________________________ 

Signature: _____________________________________________________________________________________ 

 

On behalf of the Organisation: 

Name (in capitals): ______________________________________________________________________________ 

Job Title/Role:  _________________________________________________________________________________ 

Signature: _____________________________________________________________________________________ 
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Workplace Activity Evaluation- To be completed by the 
student 
We would appreciate it if you would complete this short evaluation. Your feedback will help us do the following: 

• Let the organisation know what you liked about the opportunity 

• Let the organisation know what they could do better if they go on to support other students 

• Help us know which students would benefit from the opportunity in the future 

Name and address of Organisation where you undertook your workplace education activity:    
   

Contact person/s: ______________________________________________________________________________ 

Email/s:   _____________________________________________________________________________________ 

Phone number/s: ______________________________________________________________________________ 

 

1. What work were you involved in during this opportunity? 

 

 

 

https://ps.lincoln.ac.uk/services/MARCOMMS/Corporate%20Branding/Image%20Library/University%20of%20Lincoln_logo_MS%20WORD%20-%20Black%20Portrait.jpg
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2. What were the strengths of this opportunity? 

 
 

 
3. Is there anything that could have made the opportunity better? 

 

Signed (an electronic signature can be used): ___________________________ 

Student name: _______________________    

Date: _______________________ 

Could you please return it via email to: [Insert] 

 

 

 

4. University representative comment: - 

 
Protecting your data is important to us, for details on how we manage your data please refer to  
https://universityoflincoln-
my.sharepoint.com/:w:/r/personal/hsaunders_lincoln_ac_uk/_layouts/15/Doc.aspx?sourcedoc=%7B6A9
235B8-D043-4C8C-B0C7-
C6D84EE55202%7D&file=Privacy%20Notice%20Students%20University%20Wide.docx&action=default&
mobileredirect=true 
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Draft 

Workplace Activity Evaluation – To be completed by the 
organisation 
We would appreciate it if you would complete this short evaluation. Your feedback will help us to:- 

• understand how you found the experience of offering a workplace education activity to a student from the 
University of Lincoln 

•  know what we could do better in terms of preparing and organising workplace education activity for 
students 

• know which students would benefit from the opportunity in the future 
 

Name and address of organisation: 

______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
      

Contact person/s      Email/s: 

______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________ 

Phone number/s: 

______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________ 

 

https://ps.lincoln.ac.uk/services/MARCOMMS/Corporate%20Branding/Image%20Library/University%20of%20Lincoln_logo_MS%20WORD%20-%20Black%20Portrait.jpg
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1. What work was the student involved in during this opportunity? 

 
 

2. Did the system for setting up the opportunity work okay? 

 

 

3. Was the student appropriately prepared? 

 

 

4. Is there anything that could have made the opportunity better? 
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Would you be prepared to offer work experience in the future: Yes/No 

 

Would you consider supporting our students to prepare for their transition into employment by providing guest 
lectures or workshop activities: Yes/No 

 

Signed (an electronic signature can be used): ________________________________________________________ 

Name: ______________________ 

Date: _______________________ 

Thank you for providing this opportunity to a student from the University of Lincoln and for taking the time to complete 
this evaluation 

Could you please return it via email to: [insert relevant name] 

5. University representative comment: -  

 

Protecting your data is important to us, for details on how we manage your data please refer to  
https://universityoflincoln-
my.sharepoint.com/:w:/r/personal/hsaunders_lincoln_ac_uk/_layouts/15/Doc.aspx?sourcedoc=%7B70B32633-
E813-4BB6-8E7C-ECFFBED9A150%7D&file=Privacy%20Notice%20Organisations%20-
%20University%20Wide.docx&action=default&mobileredirect=true 
 
 

 

 

 

  

https://universityoflincoln-my.sharepoint.com/:w:/r/personal/hsaunders_lincoln_ac_uk/_layouts/15/Doc.aspx?sourcedoc=%7B70B32633-E813-4BB6-8E7C-ECFFBED9A150%7D&file=Privacy%20Notice%20Organisations%20-%20University%20Wide.docx&action=default&mobileredirect=true
https://universityoflincoln-my.sharepoint.com/:w:/r/personal/hsaunders_lincoln_ac_uk/_layouts/15/Doc.aspx?sourcedoc=%7B70B32633-E813-4BB6-8E7C-ECFFBED9A150%7D&file=Privacy%20Notice%20Organisations%20-%20University%20Wide.docx&action=default&mobileredirect=true
https://universityoflincoln-my.sharepoint.com/:w:/r/personal/hsaunders_lincoln_ac_uk/_layouts/15/Doc.aspx?sourcedoc=%7B70B32633-E813-4BB6-8E7C-ECFFBED9A150%7D&file=Privacy%20Notice%20Organisations%20-%20University%20Wide.docx&action=default&mobileredirect=true
https://universityoflincoln-my.sharepoint.com/:w:/r/personal/hsaunders_lincoln_ac_uk/_layouts/15/Doc.aspx?sourcedoc=%7B70B32633-E813-4BB6-8E7C-ECFFBED9A150%7D&file=Privacy%20Notice%20Organisations%20-%20University%20Wide.docx&action=default&mobileredirect=true
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DRAFT 

Workplace Education Activity Thank You Letter Template (to be 
placed on School letterhead) 

 

Recipient Name:  

Street Address:  

City: 

Postcode: 

Dear **  

· Include the most suitable elements suggested in this template for your letter.   

· We suggest that this letter be given in conjunction with a corporate Thank-you card.  

· Please remove all blue guidance text before sending your letter.  

GENERAL THANKS  

PPY: Thank you for employing one of our undergraduate students for their Professional Practice Year. The 
opportunities that you have provided has enabled the student to grow and develop considerably during 
the year.   

Module Based Work Opportunity: Thank you for providing our undergraduate student/s an opportunity 
to carry out their Module Based Work Opportunity with you. The opportunities that you have provided 
has enabled the student to grow and develop considerably during the year.   

INVITATION TO PARTICIPATE IN FUTURE EVENTS/OPPORTUNITIES  

I would like to take this opportunity to invite you to attend our ** event on the ** at **.  

https://ps.lincoln.ac.uk/services/MARCOMMS/Corporate%20Branding/Image%20Library/University%20of%20Lincoln_logo_MS%20WORD%20-%20Black%20Portrait.jpg
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· Following a PPY schools may hold a celebration event for students, staff and employers – provide the 
employer with an invitation to attend.  

· Following a Module Based Work Opportunity, schools may hold a poster session event for students, staff 
and employers to attend – provide the employer with an invitation to attend.   

· Please also consider inviting them to any relevant college/school/university events for industry partners.  

PPY: We would like to continue to support your Professional Practice Year programme. Please get in 
touch with me to further discuss how we can provide you with suitable candidates for this role in the 
future.  

Module Based Work Opportunity: We hope that you will be in a position to continue to offer Module 
Based Work Opportunities to our students in the future. We would like to invite you to consider accepting 
a student for our 20** - 20** academic year.   

All: We would also like to invite you to discuss opportunities for future collaboration. The University of 
Lincoln offers a range of tailored support for businesses including support with graduate recruitment, 
specialist facilities and equipment, conference venues, and professional development and training. To 
find out more about what we offer, please see our Business Engagement website https://lncn.ac/pb.   

With kind regards,  

Your name  

Job Title 
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Section 5 
 

Data Protection - GDPR 
 

This section contains 2 data protection ‘Privacy Notices’.  
These notices act as: 
 

• a guide to how you can meet the requirements for data protection when organising and storing 
information regarding workplace education activity. 

• a ‘privacy notice’ document that you can add as a link for students and organisations. 

 
 
Further information regarding data protection can be found at: 
https://ps.lincoln.ac.uk/services/registry/Secretariat/IC/Data_Protection/SitePages/Home.aspx 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

https://ps.lincoln.ac.uk/services/registry/Secretariat/IC/Data_Protection/SitePages/Home.aspx
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Privacy Notice - Students 

For Students undertaking Workplace Education Activities  
Your personal information 
The University of Lincoln collects personal information about you to manage your workplace education 
activity. We use this information to enable us to advise you about available workplace education 
opportunities, or to provide us with information about where you are undertaking your workplace 
education activity. This notice explains more about how we use your personal information: - 
 

▪ What information we collect about you 
▪ How we use your information 
▪ Information we may share with other organisations 
▪ Information processed abroad 
▪ How long we keep your information 
▪ Accessing your information and other rights 
▪ How to object or withdraw consent 
▪ How to contact us 
▪ How to complain 

 

What information we collect about you 
We collect information about you when we are supporting and or managing your workplace education 
activity. This information will include: - 

• Name 

• Student number 

• Course of study and details of the relevant module 

• Your university email address 

• Contact phone number 

• Details of DBS check (if relevant) 

• Details of any relevant organisation you are currently working or volunteering for 

• Details of any disability that you may want to be considered when applying for a work experience 
opportunity. Please note you do not need to share this information, however if you would like the 
organisation to consider reasonable adjustments as defined by the Equality Act 2010 it is essential that they 
have detailed information. 

• Details of any caring responsibilities you may wish to be considered 

• Your opinions detailed in collected evaluations 

https://ps.lincoln.ac.uk/services/MARCOMMS/Corporate%20Branding/Image%20Library/University%20of%20Lincoln_logo_MS%20WORD%20-%20Black%20Portrait.jpg
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You can keep your details up to date by emailing the named workplace education activity person for your 
programme of study. 

How we use your information 
We collect information about you to enable us to support you with finding an appropriate workplace 
education activity. Your information will be seen by relevant staff within the university and workplace 
education activity providers. 

Your information will also be used to inform a relevant work experience opportunity about you, your 
academic/practice needs during the work experience opportunity and any additional needs you might 
have. Our legal basis for processing your personal information is to carry out our public task of delivering 
your module, and the legal basis for processing any health or disability related information is explicit 
consent. 

The University occasionally uses cookies and other technologies on its website that collect data about you 
when you use them.  Where this occurs, further information will be available in a cookies policy. The 
cookies policy for the University website can be found here: 
http://www.lincoln.ac.uk/home/termsconditions.  

Information we may share with other organisations 
Your information will be shared with organisations that provide appropriate workplace education 
activities. These organisations will be organisations who have agreed to consider supporting students 
with workplace education activities.  

Evaluations of workplace education activities will be shared with the organisation in which you undertook 
your workplace education activity.  

We use a number of suppliers who process personal information on our behalf. These include suppliers of 
software services. These act strictly on our instructions and must not use the information for their own 
purposes. 

In exceptional circumstances we may be asked to share your information with police or other 
investigators if it would prevent or detect crime or safeguard a person’s wellbeing. Each instance will be 
judged on its own merit and any sharing of information will be done within the law.  

Information processed abroad 
If you are planning to undertake your work experience opportunity outside of the European Economic 
Area, we would need to share your information with the organisation and ensure that it was done in an 
adequate manner by making additional arrangements for the secure transfer and handling of your data.  

How long we keep your information 
We will keep your information until a year after you graduate.  

Information provided for evaluation purposes will be kept whilst the organisation continues to provide 
workplace education activities for the University of Lincoln. 

If you access additional University services these may keep a record of your contact and will provide you 
with details of how long they keep your information.  

http://www.lincoln.ac.uk/home/termsconditions
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Accessing your information and other rights 
You have a number of rights relating to your personal information. These include: 

Access You have the right to request a copy of any personal information we hold 
about you.  
 
If you would like a copy of any of your information, please contact the 
Information Compliance team on the details below. The team will process 
your request within a month. 
 

Portability  
 

If you have provided information on the basis of your consent or for a 
contract, then you can request a digital copy so you can send it to another 
organisation.  
 
To request a copy please contact the Information Compliance team on the 
details below. The team will process your request within a month. 
 

Correction If any of the information we hold about you is incorrect or incomplete, then 
please let us know. You have the right to have your information corrected 
so that we hold accurate records about you.  
 

Erasure This is also known as the right to be forgotten. You can request that your 
personal information is erased if it is no longer necessary for the University 
to keep it, or you withdraw consent that you have previously provided, or 
you object and there are no overriding grounds to keep it or if it is unlawful 
to continue to keep it. 
 

Restriction You can request that the use of your personal information is limited to 
storage only and that we use it for no other purpose. This applies where you 
contest the accuracy of the personal information we hold, or our use of the 
information is unlawful, or we no longer need the information except in 
relation to legal claims, or you object to the use of your data and we need 
to verify whether or not our purpose for keeping it overrides the grounds of 
your objection.  
 

The Information Compliance team can be contacted by email on compliance@lincoln.ac.uk or by post at: 
Information Compliance, Secretariat, University of Lincoln, Brayford Pool, Lincoln, LN6 7TS. 

How to object or withdraw consent 
If you object to our use of your personal information, then we must stop unless we can demonstrate 
compelling legitimate grounds for continuing. Please contact and explain your objection.  

If you have provided your consent for the use of your personal information, then you can withdraw this 
consent at any time. If you wish to withdraw your consent, please make contact by emailing the named 
workplace education activity person for your programme of study.   

mailto:compliance@lincoln.ac.uk
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How to contact us 
For general enquiries please call 01522 88 2000 or write to University of Lincoln, Brayford Pool, Lincoln, 
LN6 7TS. 

You can find contact details for individual teams and staff by visiting http://staff.lincoln.ac.uk.   

If you have a query about your personal information rights then please contact the Information 
Compliance team by email on compliance@lincoln.ac.uk or by post at Information Compliance, 
Secretariat, University of Lincoln, Brayford Pool, Lincoln, LN6 7TS. 

How to complain 
If you feel that we have let you down in relation to your information rights, then please contact the 
Information Compliance team by email on compliance@lincoln.ac.uk or by post at Information 
Compliance, Secretariat, University of Lincoln, Brayford Pool, Lincoln, LN6 7TS. 

You can also make complaints directly to the Information Commissioner’s Office (ICO). The ICO is the 
independent authority upholding information rights for the UK. Their website is ico.org.uk and their 
telephone helpline number is 0303 123 1113.  

  

http://staff.lincoln.ac.uk/
mailto:compliance@lincoln.ac.uk
mailto:compliance@lincoln.ac.uk
https://ico.org.uk/
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Privacy Notice - Organisations 

Workplace Education Activity Privacy Notice 

Your personal information 
The University of Lincoln collects personal information about you when your organisation provides 
contact details when it applies to be entered on to a data base of potential work opportunities for 
students studying at the University of Lincoln. This notice explains more about how we use your personal 
information. 
 

▪ What information we collect about you 
▪ How we use your information 
▪ Information we may share with other organisations 
▪ Information processed abroad 
▪ How long we keep your information 
▪ Accessing your information and other rights 
▪ How to object or withdraw consent 
▪ How to contact us 
▪ How to complain 

What information we collect about you 
We collect information about you when you provide your contact details to be entered on to a data base 
held at the university.  

How we use your information 
• We collect information about you so that we have details of organisations wishing to offer 

workplace education activities to students studying at the University of Lincoln. This information 
will be processed on the legal basis of processing as part of the University’s public task to deliver 
its programmes to its students.  

The University occasionally uses cookies and other technologies on its website that collect data about you 
when you use them.  Where this occurs, further information will be available in a cookies policy. The 
cookies policy for the University website can be found here.   

Information we may share with other organisations 
The information will not be shared outside of the University of Lincoln. 

https://www.lincoln.ac.uk/home/abouttheuniversity/governance/universitypolicies/
https://ps.lincoln.ac.uk/services/MARCOMMS/Corporate%20Branding/Image%20Library/University%20of%20Lincoln_logo_MS%20WORD%20-%20Black%20Portrait.jpg
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We use a number of suppliers who process personal information on our behalf. These include suppliers of 
software services. These act strictly on our instructions and must not use the information for their own 
purposes. 

In exceptional circumstances we may be asked to share your information with police or other 
investigators if it would prevent or detect crime or safeguard a person’s wellbeing. Each instance will be 
judged on its own merit and any sharing of information will be done within the law.  

Information processed abroad 
Information will not be shared or processed abroad. 

How long we keep your information 
We will keep your information until you notify us that you wish for your data to be removed from the 
data base, this may be during an annual review of organisations providing workplace education activities 
or by direct contact from yourselves.    

Accessing your information and other rights 
You have a number of rights relating to your personal information. These include: 

Access You have the right to request a copy of any personal information we hold 
about you.  
 
If you would like a copy of any of your information, please contact the 
Information Compliance team on the details below. The team will process 
your request within a month. 
 

Portability  
 

If you have provided information on the basis of your consent or for a 
contract, then you can request a digital copy so you can send it to another 
organisation.  
 
To request a copy please contact the Information Compliance team on the 
details below. The team will process your request within a month. 
 

Correction If any of the information we hold about you is incorrect or incomplete, then 
please let us know. You have the right to have your information corrected 
so that we hold accurate records about you.  
 

Erasure This is also known as the right to be forgotten. You can request that your 
personal information is erased if it is no longer necessary for the University 
to keep it, or you withdraw consent that you have previously provided, or 
you object and there is no overriding grounds to keep it or if it is unlawful to 
continue to keep it. 
 

Restriction You can request that the use of your personal information is limited to 
storage only and that we use it for no other purpose. This applies where you 
contest the accuracy of the personal information we hold, or our use of the 
information is unlawful, or we no longer need the information except in 
relation to legal claims, or you object to the use of your data and we need 
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to verify whether or not our purpose for keeping it overrides the grounds of 
your objection.  
 

The Information Compliance team can be contacted by email on compliance@lincoln.ac.uk or by post at: 
Information Compliance, Secretariat, University of Lincoln, Brayford Pool, Lincoln, LN6 7TS. 

How to object or withdraw consent 
If you object to our use of your personal information, then we must stop unless we can demonstrate 
compelling legitimate grounds for continuing. Please contact the university, you can find contact details 
for individual teams and staff by visiting http://staff.lincoln.ac.uk.   

 

If you have provided your consent for the use of your personal information, then you can withdraw this 
consent at any time. You can find contact details for individual teams and staff by visiting 
http://staff.lincoln.ac.uk.   

 

How to contact us 
For general enquiries please call 01522 88 2000 or write to University of Lincoln, Brayford Pool, Lincoln, 
LN6 7TS. 

You can find contact details for individual teams and staff by visiting http://staff.lincoln.ac.uk.   

If you have a query about your personal information rights, then please contact the Information 
Compliance team by email on compliance@lincoln.ac.uk or by post at Information Compliance, 
Secretariat, University of Lincoln, Brayford Pool, Lincoln, LN6 7TS. 

How to complain 
If you feel that we have let you down in relation to your information rights, then please contact the 
Information Compliance team by email on compliance@lincoln.ac.uk or by post at Information 
Compliance, Secretariat, University of Lincoln, Brayford Pool, Lincoln, LN6 7TS. 

You can also make complaints directly to the Information Commissioner’s Office (ICO). The ICO is the 
independent authority upholding information rights for the UK. Their website is ico.org.uk and their 
telephone helpline number is 0303 123 1113.  

 

 

 

 

 

 

 

 

mailto:compliance@lincoln.ac.uk
http://staff.lincoln.ac.uk/
http://staff.lincoln.ac.uk/
http://staff.lincoln.ac.uk/
mailto:compliance@lincoln.ac.uk
mailto:compliance@lincoln.ac.uk
https://ico.org.uk/
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Appendix 

 
Appendix 1 - Workplace Education Activity Policy 

 

Appendix 2 - Quality Assurance Manual, Workplace Education Activity 

 

Appendix 3 - Flow Chart for Module Based Learning, Workplace Education Activity 

 

Appendix 4 - Flow Chart for Professional Practice Year 

 

Appendix 5 - Flow Chart for Extra Curricula Workplace Activity 

 

Appendix 6 - Flow Chart for Internships 

 

Appendix 7 - Covid-19 Guidance for Workplace Education Activity 
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