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STUDENT WELLBEING POLICY
Supporting students to engage, progress and achieve

Scope of policy
This Student Wellbeing Policy covers: attendance; fitness to study; the Learning Guidance Tutor scheme; Missing Students; Eating Disorders.

Overview 
Student wellbeing is everyone’s responsibility.
The World Health Organisation (WHO)[footnoteRef:1] defines wellbeing as, "a state of mind in which an individual is able to realise their own abilities, cope with the normal stresses of everyday life, can work productively and fruitfully, and is able to make a contribution to their community."   [1:  www.who.int/features/factfiles/mental_health/en/.] 

We believe that student success is dependent upon commitment, full engagement with a programme of study, a positive contribution to the wider life of the Institute and appropriate behaviour. We believe a student should be viewed holistically and each individual’s wellbeing can influence, or be influenced by, their learning experience. 
We monitor student engagement in a range of ways and will intervene to support students where we have concerns about their wellbeing or if they are not engaging with their course. 
Our aim is to maintain the highest levels of wellbeing for all students on programmes of study and ensure they can progress and achieve. 
In certain circumstances, we will suspend studies or withdraw students from a programme of study in order to protect the individual from unnecessary cost or wasted endeavour, or to maintain standards. In some instances, we would act to protect students where there is an impact on others because of the behaviour of an individual. 


Indicators of student wellbeing
We believe that to undertake study the following attributes of study need to be present: 
· Ability to communicate effectively with fellow students, staff and other professionals, (this includes alternative methods of communication such as BSL, computer aided speech etc.)   
· Ability to undertake periods in private study without supervision (but using appropriate support mechanisms, if required)  
· Ability to attend and engage effectively in formal teaching sessions, with reasonable physical and study support adjustments as necessary 
· Ability to undertake assessment and engage effectively with the assessment process, with appropriate adjustments. 
· Full awareness of own health and safety and that of others  
· Full awareness of the risk of physical, emotional or cognitive danger to themselves and others. 
· Ability to understand that personal circumstances and factors beyond the realm of study can impact upon successful study and training. 
We also have expectations of our students (as part of our Student Charter – see The Green Book). These are that students: 
· Attend and engage with all timetabled learning activities, complete all assessments, submit work on time and take responsibility for your own learning, growth and development;  
· Make good use of the facilities and services available to you;  
· Learn to learn, using extra-curricular activities and opportunities;  
· Attend meetings with your Learning Guidance Tutor and make use of support and guidance services;   
· Give us informal and formal feedback;   
· Ensure you are familiar with, and adhere to, all relevant internal/external regulations and codes;  
· Treat all property, buildings, and equipment with care;  
· Take all reasonable steps for your own safety and wellbeing, ensuring the safety and wellbeing of others;  
· Treat everyone with respect, both in person and online;  
· Regularly review what you do, learn from your experiences and improve upon your strengths.  

We believe a successful student is a fully engaged student and we wish/seek to establish that all the attributes are demonstrated and that the core expectations are being met. When these attributes and/or expectations are not met, we will follow the processes within this policy. 
In addition, periods of poor attendance or absenteeism can indicate a potential wellbeing issue and will impact on students’ ability to fully engage with their course. We therefore monitor student attendance. If a student’s attendance falls below 80% a level of concern for the student will automatically be raised. Where there are concerns about a student’s attendance, their level of engagement with online learning will be taken into consideration.
Please note that where students are required to undertake a work placement during their course, this placement forms part of their studies and this policy remains relevant. Additional policies/requirements may also apply depending on the nature of the course and placement undertaken – these will be provided by the teaching department. Please see Handbook for Managing Placements.
Monitoring student wellbeing 
We monitor every student’s level of engagement. We do this in the following ways: 
1. The Learning Guidance Tutor framework 
2. Attendance recording and analysis 
3. Learning profiles, assessment tracking and engagement with feedback 
See Appendix A for further information on each of these elements.
Student wellbeing - Meetings and levels of concern 
If we are concerned about a student, a first wellbeing meeting will take place. Concerns may be identified by: the student seeking help; behaviour observed by staff; conflict with others; poor attendance; failure to complete assessment or undertake instruction. 
The purpose of this process is to ensure that students are given appropriate and timely pastoral and wellbeing support. It also enables us to monitor individual students for whom we are concerned. Implementation of the process provides a written record of pastoral action and agreements made by all parties.
First Wellbeing Meeting – Level 1 concern
The student will be required to make contact with their LGT. 
The LGT will discuss the concern with the student and assess* the information provided by the student. The LGT will then either recommend the removal of the level 1 concern status or maintain it. This recommendation is considered by the HoD and either confirmed or modified. 
A student continuing to cause concern and retaining a level 1 concern status would be progressed to level 2. The period of time over which monitoring takes place will be different in each case and a learning contract may be used to help clarify this. 
*In making an assessment, the LGT will take into account any contact with Student Wellbeing and Disability and if necessary, clarify any issues with Student Wellbeing and Disability.  
Second Wellbeing Meeting – Level 2 Concern 
The student is required to meet with the Head of Discipline. The Head of Discipline will discuss the concern with the student and assess the information provided by the student. They will then either remove the level 2 concern status or maintain it. Removal would mean reverting to level 1. 
A student continuing to cause concern and retaining a level 2 concern status would be progressed to level 3. See timescale comment above. 
Third Wellbeing Meeting – Level 3 Concern 

The student will meet with a panel comprising an appropriate representative from the Discipline (Head or LGT), a representative from Student Wellbeing and Disability and the Registrar. The panel will discuss the ongoing concerns with the student and assess the information provided by the student. They will then either remove the level 3 concern status or take action. Removal would mean reverting to level 2. 
The actions the panel can take include the withdrawal of the student from the programme of study or referral to the Principal. If a mutually agreeable outcome cannot be reached during the meeting, the panel will meet without the student to reach a decision. The student will then be informed of the decision without delay.
If the student fails to attend the third wellbeing meeting, the panel will review the student’s record and other relevant information and agree action to be taken.
Important Scheme Notes 
a. Levels of concern should be followed in order. However, in exceptional circumstances, a student can be escalated straight to level 3 in order to respond to serious concerns.
b. A level of concern can only be removed three times in total over a student’s programme of study or one for every year of study (so once for an FC student). 
c. At any point an LGT, Head of Discipline or the Student Wellbeing and Disability Manager can recommend that the student has a learning contract or an individual Student Wellbeing and Disability plan. If this is not maintained, the student may progress to the next level of concern and intervention. 
d. All interventions, either level status or removal of such a status, will be recorded on the student’s record and may be referred to as evidence of disposition or ability in references provided by the Institute. 
e. The time taken to manage a level of concern will be dependent on the student’s circumstances. 
f. All wellbeing meetings or communication must be recorded using the LGT form. Notes from a third wellbeing meeting will be officially recorded and shared with the student’s LGT to add to the student’s file. If a student does not attend for a wellbeing meeting, this must also be recorded, and consideration given to next steps.
g. At the end of each teaching year, all levels of concern will be removed. However, where there are serious, ongoing concerns, a first wellbeing meeting should be convened as soon as possible in the new teaching year to ensure that the student is fit to study and remains supported.

Indicative reasons for removing a level of concern: 
i. Documented health issues which have impacted on the student’s situation 
ii. Financial or legal difficulties 
iii. Unexpected circumstances outside the control of the student 
At any time, the Student Wellbeing and Disability Manager or Senior Wellbeing Officer can be contacted for advice or asked to take part in a meeting with a student.

Appeals 
If, after third wellbeing meeting, a student is withdrawn from their programme of study, there is a right to appeal.  
 
An appeal must be sent to the Principal within 10 days from the date when the outcome letter from the third wellbeing meeting was issued. The appeal must be made in writing and explain why the case should be reconsidered. 
 
A panel of senior LIPA staff (who do not have connection to the student) will meet to review the appeal. The Principal will notify the student about the outcome of the appeal within 21 working days.  
 
The decision of the panel is final. 
















Exceptional Causes for Concern 
1. Missing Students 
A student is deemed missing if they have been absent on 10 or more consecutive days involving scheduled sessions without notification. 
In these circumstances, a series of investigative steps will be taken to ascertain the wellbeing and location of the student. See Appendix E for the Missing Student Procedure. 
2. Absence Whilst on UKVI Visa 
[bookmark: _Hlk34128449]Where a Visa National student is identified as being absent on 10 or more consecutive days involving scheduled sessions without notification, in addition to the missing student procedure, a level 3 Wellbeing Concern Panel will be convened. (see UKVI Compliance Handbook and Appendix E for Missing Students) 
 
CELCAT attendance reporting identifies visa students who are approaching 10 consecutive days of absence. 
 
It is a condition of continuing sponsorship that students on visas must meet the attendance requirements of the institute. 
 
3. Students in Crisis.  
See Guidance for Staff - Crisis Intervention and Guidance for Students – Crisis Intervention (separate items of guidance). 
4. Students with a severe eating disorder.
Any student on a physically demanding course[footnoteRef:2] who has, or is suspected of having, an eating disorder will be identified as a student of concern. See Appendix F for the Eating disorders and student wellbeing guidance. [2:  Physically demanding courses include Dance, Applied Theatre and Community Drama, Theatre and Performance Technology and Acting.
] 


Student Wellbeing and Disability Service 
 
Students who are experiencing difficulty fully engaging with their programme of study may choose to contact the Student Wellbeing and Disability Service rather than a member of the teaching staff. Where this is the case, and staff are informed of this, the contact with Student Wellbeing and Disability will be noted on the student record (see below) for the attention of relevant staff; details regarding this contact will only be known by Student Wellbeing and Disability unless the student chooses to disclose or there is a serious concern for the student that requires the information to be shared. 
 
APPENDICES
Appendix A  
Further information on the Learning Guidance Tutor Framework 
Principle
Each student will be allocated a learning guidance tutor who supports the student in maximising the opportunities in, and value of, their programme of study[footnoteRef:3].   [3: Clear, accessible and inclusive policies and procedures to enable students and staff to identify when support mechanisms may be required for academic and personal progression. (Guiding Principle 2. QAA Expectations and practices for enabling student achievement, 2018)] 

Rationale 
All students have in their programme of study a core curriculum, which develops professional skills, provides opportunities to reflect on progress and overall development and encourages planning for the future and employment. This curriculum is most effective if supported by a Learning Guidance Tutor who helps a student to reflect and plan. 
In providing support, a Learning Guidance Tutor is there to ensure the overall wellbeing of a student by maintaining regular contact with the tutee and referring them to the relevant professional support as necessary or by providing advice themselves on learning issues and skills. 
Practicalities 
1. Every student will be allocated an LGT (this may be annually or for the whole programme) with whom they will meet, and remain in contact with, during their programme of study to review progress on the course, and their attributes and success in meeting Institutional expectations. 
2. Students are primarily responsible for ensuring they meet with their LGT and provide assessment and feedback information as necessary when they meet. This, in most cases, would be details of assessments to be undertaken or completed with associated grades and feedback. 
3. Records of LGT meetings and contact are kept so that progress can be followed. 
4. Contact or meeting with an LGT will occur in two ways. The first may be group guidance meetings where a tutor will meet with all their tutees for general information and guidance. These meetings also provide an opportunity for tutees to meet one another and discuss issues or share perspectives. The second way will be one-to-one meetings with an LGT. Any LGT may choose to replace a group meeting with one-to-one meetings. For new cohorts of students at Levels 3 or 4 and 7, LGTs should arrange to meet tutees as early as possible in the teaching year, preferably in the first two weeks.
 
· Year 0 or 1 / Level 3 or 4* 	one group meeting[footnoteRef:4] and one, one-to-one[footnoteRef:5] compulsory meeting per year. A meeting should take place early in the first term. [4:  Disciplines may opt to organise one-to-one meetings for this compulsory event but the group option may be easier to achieve and has other benefits such as peer support.]  [5:  As noted in 2 above, the responsibility of the occurrence of the meeting lies primarily with the student. Tutors will post available tutorial slots and students must sign up accordingly. Where students do not arrange for themselves or do not attend meetings, tutors will pursue contact with the student and record the details of the contact in lieu of a meeting.
] 

· Year 2 / Level 5* 	one compulsory group or one-to-one meeting per year 
· Year 3 / Level 6*	one compulsory group or one-to-one meeting per year 
· MA/Level 7*	 	one compulsory one-to-one meeting early in the first term.

*Please note, in programmes with Semester 1 modules, Students will be asked to arrange a one-to-one meeting with their LGT to discuss and seek feedback on their performance at the end of Semester 1/early in Semester 2. LGTs should ensure they provide feedback to any students who have failed a semester 1 module.
Where an LGT identifies that there are concerns about a student’s wellbeing (e.g. a student is not meeting expectations or demonstrating the attributes of study), they will alert the HoD to a level of concern for the student. 
The number and frequency of LGT meetings stated above is an expected minimum requirement. Additional LGT meetings, both group and one-to-one, can be undertaken where required, appropriate and necessary.
Learning Guidance Tutors and student allocation 
 At the beginning of each year students will be allocated a Learning Guidance Tutor (LGT). This may be a continuing allocation or a fresh start each year. 

1. LGT allocation will be made by programme leaders or their nominated member of staff.  
2. Each Learning Guidance Tutor will normally be a member of the teaching staff from the student’s ‘home’ programme.  
3. It is expected that substantive teaching staff will be LGTs.  
4. Course Administrators will publish LGT group lists on Moodle.
 
LGT Responsibilities 
The Learning Guidance Tutor helps a student make the most of their programmes of study by:  
 
1. Regularly checking student progress using key indicators (e.g. attendance, assessment completion) 
2. Supporting student access to information (regulations, procedures and policy)
3. Supporting students in working through procedure (e.g. completion of Extenuating Circumstances forms)
4. Offering pastoral support and oversight with sign posting to our (and other) Student Wellbeing and Disability services. Student Wellbeing and Disability SharePoint pages provide up to date, useful information. 
5. Tutors will be required to provide written references upon request. 

Students on a leave of absence
Students will be contacted by a member of the Registry staff one month before they are due to resume studies to advise them of registration requirements. 
It is good practice to maintain links with students who are on a leave of absence during their time away. We recommend, where appropriate and possible, that the student has contact with a member of the department before their intended return to study. 

Students will be required to attend an appointment with their Head of Department, or other appropriate department member, on their return to study, as per LJMU Leave of Absence Policy (please refer to this policy for further information). 

Working with students aged under 18
Heads of Department or Course Leaders will be notified of any new students who will be under the age of 18 when their course commences. Any member of staff who will spend time with a minor in a one-to-one capacity will require a DBS check. Please refer to the Safeguarding Children in HE Policy for further information.

LGT Boundaries 
The boundaries between learning guidance and broader personal guidance and counselling are not easily defined. LGTs should be aware and acknowledge that:  

1. General support is distinct from specialist support. General support can involve listening to how students feel and how their wider lives impact on study and tutors should be prepared to reassure students. 
2. Good listening skills can prevent escalation in difficulty for students so referral to Student Wellbeing and Disability or other agencies should only occur when it is felt that listening and providing reassurance is not providing the appropriate level of support.
3. Advice and guidance are distinct from listening and reassurance and tutors would usually offer a steer for students in areas directly related to their own areas of professional expertise for which they were employed. It recognised, however (as noted above), that boundaries are often difficult to define, so judgement is required. There are times when common sense guidance can make a difference.
4. Where tutors are uncertain about how to proceed or have concerns regarding a student’s health, welfare, fitness to study or personal circumstances, they can discuss their concerns with the Student Wellbeing and Disability Manager or Senior Wellbeing Officer. 
5. The recording of engagement with students, and in particular students needing support, is of vital importance and needs to be systematically attended to.

LGTs should be familiar with Guidance for Staff - Crisis Intervention. 

Record Keeping 
 
For each student a record will be held of the following: 
· the programme of study (module breakdown)
· student results (and assessment profile)
· LGT meetings (and notes)
· any wellbeing interventions 
· annual CV  

LGTs will be expected to know how to access these records before, during or after meetings with students to verify a student’s wellbeing and note any developments. 
HE Administrators will run periodic reports on numbers of LGTs, referrals and attendance and these will be shared with Heads of Discipline, LGTs and Student Wellbeing and Disability for a coordinated response to students causing concern. 
Departmental communication
It is important that department staff keep up to date about students they are concerned about. It is recommended that staff meet regularly as a team to discuss students of concern and general student wellbeing matters. 
Confidentiality 
An LGT’s primary role is to provide students with guidance and support across the student’s whole programme of study. Where meetings are on a one-to-one basis, they are confidential and should be in keeping with our data protection policy. For further details on data protection click on this link Data Protection Policy You should note that an LGT may wish to seek advice from the Student Wellbeing and Disability Manager or Senior Wellbeing Officer where there are serious concerns for a student’s wellbeing. Information shared with Student Wellbeing and Disability will be kept confidential, as per the Student Wellbeing and Disability Service’s policy.
 
Confidentiality will be broken without the student’s permission and/or against their wishes if there is actual or likely evidence that:  
 
a. The student is, or is likely to be, in extreme danger. 
b. Someone else is, or is likely to be, in extreme danger. 
c. A child is, or is likely to be, in danger of abuse. 
d. A vulnerable adult is, or is likely to be, in danger of abuse. 
e. There is evidence of actual or potential terrorist activity. 
f. There is evidence of actual or potential abuse of the financial regulations.  

Attendance Monitoring Principle 
All students should achieve 100% attendance and punctuality. 
Rationale 
As we are training for the professional performing arts industries, we see attendance and punctuality as an essential discipline to be demanded and reinforced. As such, we expect 100% attendance at scheduled course events. Failure to achieve suitable levels of attendance can result in students being withdrawn from programmes of study. 
Practicalities 
1. Attendance is monitored through the distribution and completion of registers or signed records of attendance. For each scheduled class a student’s attendance must be recorded. It is a student’s responsibility to ensure attendance has been recorded. 
2. Registers are uniquely generated by the CELCAT timetabling system for each session and attendance is recorded either in CELCAT once a paper register (where appropriate) has been returned to the administrator, or it is completed electronically in the session by the tutor.
3. Reports on low attenders are generated every four weeks using CELCAT reports by discipline administrators and relevant LGTs are informed. LGTs should take action based on the requirements of the Student Wellbeing Policy.
4. Where absence or lateness is legitimate, as in the case of illness or unforeseen events, students must notify the Institute via CELCAT Self-Service or by ringing 0151 330 3000. 
5. All absences, whether legitimate or not, are recorded and notifications will only be consulted where all absences fall below the published threshold for the discipline.
5. If you are ill for more than 5 consecutive working days, you should obtain a sickness certificate from your doctor and e-mail a copy to the absence e-mail address. 
6. If a student’s attendance falls below the published threshold for the discipline the student will automatically be regarded as of concern for not meeting one the attributes of study. Where there are concerns about a student’s attendance, engagement with online learning will be taken into account.
7. All disciplines will produce an attendance monitoring policy which makes explicit when a student is not achieving 100% attendance, how this will be managed and this policy should be confirmed at the start of the year (approved at the first IQC of the year) and will include a clear discipline specific rationale.


1 
 
1 
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Appendix B 
Learning Guidance Tutorial Form
· Student Wellbeing and Disability – Student.Support@lipa.ac.uk or ext. 3013
· Accommodation issues: Please note, LIPA does not own any student accommodation and we do not have an Accommodation Officer. If the student is experiencing any difficulties with accommodation, then please refer them to our Student Wellbeing and Disability SharePoint pages for more information. 
· Financial issues: LJMU provide ALL money advice services. Please refer student to Student Wellbeing and Disability SharePoint pages for more comprehensive information.
· English Language classes: Email maulan75@hotmail.com
LGT meetings per year: 
It is preferable to meet with tutees as early as possible in the teaching year.
The number and frequency of LGT meetings stated below is an expected minimum requirement. Additional LGT meetings can be undertaken where required, and appropriate and necessary.Year 0 or 1 / Level 3 or 4 	1 group meeting and 1 compulsory one-to-one meeting per year
Year 2 / Level 5 		1 compulsory group or one-to-one meeting per year 
Year 3 / Level 6		1 compulsory group or one-to-one meeting per year 
MA / Level 7			1 compulsory one-to-one meeting early in the first term








	STUDENT DETAILS

	Student Name
	
	LIPA Student Number
	

	Programme/Level of Study
	
	Has student returned from a Leave of Absence?
	Yes/No

	Learning Guidance Tutor
	
	Contact Phone Number
	

	Under 18?[footnoteRef:6] [6:  If student is under 18, any staff member with 1-2-1 contact requires a DBS certificate] 

	Yes/No





	Section 1
Date of first meeting:

Date of second meeting:

Date of third meeting:
	Details of Contact: (Where email, retain for audit trail)

Scheduled / Requested / e-mail / Phone / informal face to face / Video Call [footnoteRef:7] [7:  The intention is to record contact with a student which an LGT regards as satisfactory to ascertain that the student is well and support needs are met. The base line required levels of contact for each student are recorded in the Student Wellbeing Policy.
] 



Scheduled / Requested / e-mail / Phone / informal face to face / Video Call 


Scheduled / Requested / e-mail / Phone / informal face to face / Video Call


	Section 2
First meeting:

Second meeting:

Third meeting:


	

Attendance: Record current course attendance level: ______%
(Check attendance and identify any patterns or concerns)

Attendance: Record current course attendance level: ______%

Attendance: Record current course attendance level: ______%



	Section 3

First meeting:








Second meeting:





Third meeting:
	

Assessment: Assessment planning and completion up to date?    YES/NO   
(If no, discuss outstanding work and realistic timescales for completion and note here. Identify any additional support needed.)








Assessment: Assessment planning and completion up to date?    YES/NO  






 Assessment: Assessment planning and completion up to date?    YES/NO   






	Section 4











First meeting:




Second meeting:




Third meeting:



	Wellbeing and Welfare Satisfactory:   YES/NO  
(Please refer to pages 4-5 of the Wellbeing Policy for indicators of student wellbeing)

Suggested questions:

· Are you enjoying your course?
· Is there anything impacting your ability to engage with the course?
· Have you got any concerns about your wellbeing or your welfare?
· Is student working with a study skills tutor and finding this useful?
· Does the student have an SSD and does the student feel there is enough support in place for their learning?
· Would this student benefit from talking to Student Wellbeing and Disability regarding their mental health?
· Have you noticed from their work/written work any signs of an undiagnosed learning issue such as Dyslexia? Please discuss with student and refer to Student Wellbeing and Disability.

















	Section 5
Date:
	English Language Support Required for those who have English as a second language? 
YES/NO      (if YES, provide English Language tuition contact details as at top of form)


	Section 6
First Meeting:



Second Meeting:



Third Meeting:
	Actions agreed: Record key points raised, any actions agreed and advice given.













	Section 7
First meeting:

Second meeting:

Third meeting:
	Wellbeing Policy applied?

Not applicable /  Wellbeing Meeting 1  /  Wellbeing Meeting 2  /  Wellbeing Meeting 3

Not applicable /  Wellbeing Meeting 1  /  Wellbeing Meeting 2  /  Wellbeing Meeting 3

Not applicable /  Wellbeing Meeting 1  /  Wellbeing Meeting 2  /  Wellbeing Meeting 3


	Date of first meeting:
Date of second meeting:
Date of third meeting:
	Signed by LGT [footnoteRef:8] [8:  Once this form is completed it should be saved to the student’s SharePoint folder which is also used for results letters, transcripts and feedback.] 



Signed by LGT 

Signed by LGT 



	Date of first meeting:
Date of second meeting:
Date of third meeting
	Signed by Student [footnoteRef:9] [9:  Signatures can be added in electronic format.] 



Signed by Student 


Signed by Student 




Appendix C - Learning Contracts 
A learning contract can be created with a student where there are issues with study that need to be addressed in a structured way. The first part of the learning contract should state the issues that need to be resolved and the second part should identify the actions which will be undertaken to achieve appropriate progress. The contract should be discussed and negotiated between either the LGT, HoD or Registrar and the student dependent upon the level of concern. The contract should state the consequences of failing to uphold the agreement. 
Simple Learning Contract Illustration 
	Issues to be Addressed 
	

	1.  
	

	2.  
	

	3.  
	

	Actions to be undertaken 
	By When 

	1.  
	 

	2.  
	 

	3.  
	 

	Consequences of non-completion of actions 
	

	 
	

	 
	

	Signed Student: 
	

	Signed Staff: 
	












Appendix D
Outline Business Processes 1: LGT Meetings (contact) 
	Phase I – Allocating LGTs 

	1. 
	Heads of Discipline to allocate a Learning Guidance Tutor to all students. 
	HoDs 

	2. 
	HE Administrators to upload lists to Moodle. 
	HE Admin 


 
	Phase II – Meetings 

	1. 
	For one-to-one meetings, tutors should contact all their students with details of their tutorial slots for the students to sign up to a session.  
	LGT 

	2. 
	For a Group meeting, the tutors should select a day/time all students are available and notify the students to attend. 
	LGT 


 
	Phase III - Records 

	1. 
	Tutors to keep a record of contact and meetings with students (see LGT form)
	LGT 

	2. 
	Tutors to complete LGT form as either electronic or paper format.
	LGT 

	3. 
	HE Administrator to upload completed LGT form to student folder on SharePoint  
	HE Admin 

	4. 
	LGT to supply a log of contact with their tutees and HE Administrators maintain a central log.
	HE Admin 


 
	Phase IV – Actions Arising 

	1. 
	Tutors will pursue contact with a student causing concern (low attendance or other below expectation indicator) and record the details of the contact, either meeting or appropriate contact in lieu of a meeting. See LGT form. This will be regarded as a level 1 contact and recorded as such. Inform the HE Administrator for the purposes of the log (see Records above).
	LGT 

	2. 
	Tutors who continue to have a concern regarding a student after a level  1 contact, should alert the Head of Discipline and the HE Administrator and flag the student as a level 2 case. Please refer to the Student Wellbeing Policy. This action should be recorded. See LGT form. Repeat process for level 3 as per policy (which includes notifying the Registrar).
	LGT 



Outline Business Processes 2: Attendance Monitoring 
	Phase I – Policy 

	1. 
	HE Administrators to add Local Attendance Policy to the first Programme Board agenda. 
	HE Admin 

	2. 
	Staff and Students to discuss policy during the first Programme Board of the year and decide details. 
	All 

	3. 
	Heads of Discipline to create Local Attendance Policy document. 
	HoDs 

	4.
	Policy should be sent to Quality Manager and Registrar for approval and IQC Chair’s Action.
	HE Admin

	5. 
	HE Administrators to share policy with all students on programme and make policy available on Moodle. 
	HE Admin 

	6.
	Student will be monitored against a raw 80% attendance benchmark until local policies have been determined. 
	HE Admin 


 
	Phase II – Recording Attendance 

	1. 
	Teaching sessions that require attendance registers will be indicated in the event bookings in Celcat. 
	HoDs/ HE Admin 

	2. 
	Electronic registers using Celcat Self Service should be used. Alternatively teaching staff will ensure that paper registers are printed, if needed.  
	Teaching Staff 

	3. 
	Teaching Staff to enter the attendance information directly into Celcat Attendance, using the Celcat self-service within one week of their session. Ensuring all students have a mark registered against them. 
	Teaching Staff 

	4. 
	Teaching staff to inform HE Administrators of any changes/updates/issues with registers, e.g. group changes or missing students.
	Teaching Staff 

	4. 
	Students will report absence via CELCAT Self-Service system.
	Students 

	5. 
	Student absence reports to be sent to teaching staff. 
	HE Admin 

	6. 
	Absence reports available for reference/auditing purposes. 
	HE Admin 




	Phase III – Monitoring Attendance 

	1. 
	Teaching staff will receive notifications from Celcat regarding overdue registers. If still overdue after 2 weeks, HE Administrators will be informed for resolution. 
	Teaching Staff 

	2. 
	HE Administrators to run an Attendance Report at regular intervals (at least every four weeks) and share with LGTs. 
	HE Admin 

	3. 
	LGTs to request absence information from HE Administrators if needed for monitoring purposes. 
	LGTs 


 
	Phase IV – Actions Arising 

	1. 
	LGTs to review Attendance Report and take action in line with LGT process above and local attendance policy. 
	LGTs

	2. 
	Students who have previously been flagged as a concern will continue to be monitored regularly as part of the student wellbeing policy. 
	LGTs 



Outline Business Processes 3: Assessment Monitoring 
Module Leaders will be asked to provide the names of students to Registry who have not completed a piece of assessment within a week of the submission deadline. A non-completion record will be maintained by Registry.








Appendix E – Missing Student Procedure 
Introduction 
1. This procedure is to be applied when the student has been absent on 10 or more consecutive days involving scheduled sessions without notification, OR, when serious concerns are raised for the student and they are absent without notification. 
2. Missing students may be identified by routine absence monitoring or by disclosure of a concern to LIPA (this may be by a family member or friend). 
3. For Visa National students, a Third Wellbeing Meeting will always be convened as soon as contact has been made with the student. 
Procedure 
Step 1 – Teaching or administrative staff from the missing student’s department will: 
· Attempt to make direct contact with the student by email or phone, using both LIPA and personal contact details 
· Discretely ask the student’s friends/peers for information regarding their whereabouts, being mindful of confidentiality 
· Inform the Student Wellbeing and Disability Service of concerns if no conclusive response is received from the student or others. 
If the student is located, the staff member should arrange a Wellbeing Meeting to explore whether they need support/assistance and remind them of the attendance policy. The procedure ends here. 
Step 2 – If there is no response from Step 1, refer the case to the Student Wellbeing and Disability Manager/Senior Wellbeing Officer (or the Registrar, in their absence). The Student Wellbeing and Disability Manager will: 
· Attempt to make direct contact with the student by email or phone, using both LIPA and personal contact details 
· Seek information from the student’s accommodation provider, and/or social media activity, being mindful of confidentiality 
· Complete a Missing Student Risk Assessment in conjunction with others who have direct involvement with the student (e.g. LGT, Student Wellbeing and Disability provider etc.) - if the student is not located or concerns are still present after the above steps
· Liaise with the Registrar on the outcome of the risk assessment 

The Student Wellbeing and Disability Manager/Senior Wellbeing Officer will contact the student’s next of kin if the student has given their prior permission, or if the student is aged under 18 (unless there is good reason not to do this) OR the Registrar will decide if the student’s next of kin should be contacted (unless there is good reason not to do this). 
If the student is located, the Student Wellbeing and Disability Manager/Senior Wellbeing Officer/Registrar will inform the teaching department. A Wellbeing Meeting should be held to explore whether the student needs support/assistance and remind them of the attendance policy. The procedure ends here. 
Step 3 – If no further information is received on the student, the Student Wellbeing and Disability Manager/Senior Wellbeing Officer/Registrar will: 
· Report concerns to the police – calling 101 or 999 depending on the outcome of the risk assessment or the nature of the concern for the student’s wellbeing 
· Use the Missing People Helpline for advice if required – Tel: 116 000 or visit www.missingpeople.org.uk 
Step 4 – When the student is found: 
· Assess the student’s needs and provide appropriate support where applicable 
· Inform their next of kin if contacted in Step 2. If the outcome of the search requires that the next of kin are contacted, then the police will do this. 
· Inform the teaching department and the Registrar (if not already aware). A Wellbeing Meeting will be required.
 
	- 	If the student is not found: 
· Assist police with their investigation and maintain communication with the Registrar
· Inform the Principal and Director of Recruitment and Marketing to ensure any media coverage is managed appropriately. 
Recording 
· At all stages of the procedure, concerns and actions taken should be recorded in writing and held in the student’s records. This should include details of everyone who has been spoken to or contacted and attempts made to contact the student, including the contact details used. 
· If the concern is escalated to the next step, the record should be copied and/or shared with the person responsible for the next step. 
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Missing Student Risk Assessment  
This document should be completed as fully as possible then shared with the Student Wellbeing and Disability Manager/Registrar. 
Name of person completing the risk assessment: 
 
Date form was completed:

Name of student reported as missing:
 
	RISK FACTOR 
	Judgement 
Is this risk factor a current concern? 
Yes or No 
	Comments and / or evidence to support your judgement  

	Student is under the age of 18 years.
	
	

	Student takes prescribed essential medication or requires urgent medical treatment. 
 
	 
	 

	Student has made an attempt or threat of suicide or self-harm immediately prior to going missing. 
 
	 
	 

	Student has not attended compulsory course session or has not submitted work at assessment deadline including a formal examination or assessment. 
	
	

	Student has been a wellbeing concern to Student 
Support/Teaching Staff and this appears to be an escalation of an ongoing situation 
 
	 
	 

	Student has exhibited unusual and unexplained behaviour prior to disappearance  
	 
	 

	Student known to be under significant influence of alcohol or drugs immediately prior to going missing.
	 
	 



	Student has made a threat of direct harm to another person prior to going missing.  
Details of the threat and potential victims must be identified in any report to the police. 
 
	 
	 

	Student has difficulties in ability to interact safely with others or in an unknown environment, 
e.g.  
Disability, Visual Impairment, Learning Difficulty. 
	 
	 

	Student has been subjected to bullying or harassment, e.g. 
racial, sexual, immediately prior to them going missing. 
 
	 
 
	 

	Student was involved in a violent incident immediately prior to going missing. 
 
	 
	 

	Student has no history of running away and no direct contact can be made 
 
	 
	 

	Severe weather conditions exist, and sustained exposure would seriously increase risk to health. 
 
	 
	 

	Suspicion of abduction 
 
	 
	 


 


Appendix F 
Eating disorders and student wellbeing guidance
This guidance has been created based on the document ‘Fitness to Study for Students with Severe Eating Disorders: Guidance’, produced by the Higher Education Occupational Practitioners’ Society (HEOPS).
Any student on a physically demanding course[footnoteRef:10] who has, or is suspected of having, an eating disorder should be identified as a student of concern. This guidance intends to provide clarity on the actions that can be taken to support and protect the wellbeing of the student in such cases. [10:  Physically demanding courses include Dance, Applied Theatre and Community Drama, Theatre and Performance Technology and Acting.] 

The question of whether students with severe eating disorders, in particular anorexia nervosa, are fit to study is a difficult one as very often students themselves do not acknowledge they have an illness and want to commence or continue their studies even though their physical state might be severely compromised
The Detrimental Effects of Eating Disorders on Health and Ability to Study 
Anorexia nervosa, bulimia nervosa and related eating disorders have a profound impact on psychological, social and physical functioning. They can affect a student’s cognitive ability and their insight and motivation to receive treatment. In the absence of treatment they tend to run a chronic course with a progressively worsening prognosis. This can affect the student’s ability to achieve their academic potential and prevent them from benefiting from the broader aspects of university life. 
Studies have shown that effective treatments for eating disorders offer the possibility of full and lasting recovery and that delaying such treatment may worsen the prognosis for recovery. It is therefore in the best interests of students with eating disorders to receive specialist treatment as soon as possible. Outpatient treatment can be combined with continuing attendance at university and for many, the desire to succeed in their course is an incentive to tackle health issues but for some students it may be necessary to take an intermission from their studies to focus on overcoming their eating disorder. 
Unfortunately, students with eating disorders are often reluctant to acknowledge the problem let alone receive treatment. They may be fearful that their health issues may affect their eligibility to study. An assessment by a professional, knowledgeable about the locally available medical and academic support, may offer an opportunity to identify such students early in their university careers and offer guidance. 
Disability Considerations 
Eating disorders are likely to be regarded as a disability under the Equality Act and as such higher education institutions have an obligation to provide reasonable adjustments to support a student who has disclosed their disorder. The decision as to what constitutes a reasonable adjustment is the decision of the institution but may include for example: consideration of reasonable deferment of the student’s place whilst the student engages in treatment, consideration of whether part-time training is possible or, reasonable time off from their course to attend outpatient treatment. 
Severe Eating Disorders 
A small number of students have a particularly severe eating disorder, particularly those with anorexia nervosa. These students are very underweight, physically compromised and substantially impaired in their psychological and social functioning. Such a condition is associated with high mortality rates particularly from sudden death and suicide. These students often minimise their problems or deny having an eating disorder and instead focus solely on their studies. They may continue to perform academically but at huge expense to their physical and psychological wellbeing. Their presence may also have a negative effect on their peers.
Identifying a student of concern
A student may have disclosed to you that they have, or have recovered from, an eating disorder. Alternatively, your observations of the student and their presentation may enable you to identify any concerns, from their behaviour to their physical appearance and any changes you notice in these. Other students may also raise concerns with you about the student in question.

Warning signs to look out for include:
Dramatic weight loss
Lying about how much and when they have eaten, or how much they weigh
Eating a lot of food very fast
Going to the bathroom a lot after eating, often returning looking flushed
Excessively or obsessively exercising
Avoiding eating with others
Cutting food into small pieces or eating very slowly
Wearing loose or baggy clothes to hide their weight loss

Body Mass Index (BMI) is a proxy measurement for medical risk in anorexia nervosa. BMI is calculated by dividing weight in kg by the square of your height in meters. For physically active courses at LIPA our guidance is that students should have a minimum BMI of 18, as per the NHS guidance on physical health which states that a BMI of 18.5 – 24.9 is considered healthy. However, this is a guidance value and should not be the only criterion applied when making the decision as to whether a student is fit to study. Students from certain ethnic origins, such as Asia are recognised to have lower average BMIs. It is also less reliable at extremes of height, in diabetics and in men (who have a higher average BMI range). 
Rapid weight loss, physical co morbidity, excessive exercise, fluid restriction, vomiting or purging imply a greater medical risk as do signs of muscle weakness, postural hypotension or dehydration. Some anorexia nervosa patients may control their weight a fraction above a certain BMI in order to be passed fit but will remain unwell. It is also clear that while many students are cognitively compromised at very low weight, some seem able to continue to study without obvious impairment and achieve good exam results.
Supporting the student
If you have identified a student with a potential eating disorder, you should arrange to meet with them in a private space to discuss your concerns with them and give them the opportunity to respond to your concerns. If you feel uncomfortable doing this, you can ask one of the Student Wellbeing and Disability Team to be present with you.
Students of concern should be encouraged to meet with the Student Wellbeing and Disability Service to discuss potential sources of support or to see their GP.
If you have concerns about the student’s fitness to study as a result of their eating disorder, or physical presentation, you should arrange to hold a Wellbeing Meeting. The student should be encouraged to visit their GP for assessment. If the student gives their consent, you could arrange to weigh them and calculate their BMI or ask for their GP to do this. Their physical presentation should be regularly monitored.
We have a duty of care to our students and we cannot allow them to risk serious injury or illness by continuing on a course that is physically demanding if they are not healthy enough to do so safely.
If the student meets the guidance below, a Third Wellbeing Meeting should be called with a view to advising the student to take a leave of absence from their course in order to access specialist treatment. If the student does not agree to take a leave of absence voluntarily, it would be reasonable to request that the student provides a GP letter stating that they are fit to take part in the course, including their current BMI in such a letter.
Guidelines for recommending that a student with an eating disorder take a year’s leave of absence from his or her studies to focus fully on treatment and recovery: 
Significantly compromised physical state (e.g.BMI <17 kg/m² and /or purging, excess exercise, poor fluid intake, persistent electrolyte disturbance, medical instability. Risk is greater if there is rapid weight loss (e.g. 1kg/ week over successive weeks). In males or diabetics the BMI threshold may need to be set higher e.g. 18kg/m² 
Significantly compromised psychological or social function (e.g. suicide risk, profound social withdrawal, marked cognitive impairment) 
Need for intensive treatment (day patient or inpatient) as recommended by a specialist in eating disorders 
If a student has taken a leave of absence due to an eating disorder, the following guidance should be followed when assessing if the student is fit to return. Information from a GP or specialist practitioner should be provided by the student to support their request to return to their studies.
Guidelines for recommending that a student is fit enough to return to their course: 
Stable and uncompromised physical state (e.g. BMI > 18 kg/ m², no electrolyte disturbance or cardiovascular instability) 
Sufficient psychological and social functioning to be able to cope with the demands of student life (e.g. no suicide risk, little if any cognitive impairment, able to function socially) 
Willingness to engage in whatever management programme is recommended by a specialist in eating disorders. This may include regular monitoring of weight and physical state 
Useful resources
You can calculate a person’s BMI at https://www.nhs.uk/live-well/healthy-weight/bmi-calculator/
Students can take a confidential, free diagnostic eating disorder screening at 
https://www.mind-diagnostics.org/eating_disorder-test
More information on eating disorders can be found at:
https://www.nhs.uk/conditions/eating-disorders/
https://www.mind.org.uk/information-support/types-of-mental-health-problems/eating-problems/types-of-eating-disorders/
https://www.beateatingdisorders.org.uk
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Missing Student Procedure — Flow Chart

Student identified as being absent for ten consecutive teaching days without contact, OR, student for whom there are concerns
absent for less than ten teaching days without contact

Teaching department makes initial contact: mobile phone call, email LIPA and personal email addresses. Give a deadline for
response (usually within 24 hours).

Response received

on after meeting if appropriate.

Record contact and arrange Wellbeing Meeting to
discuss concerns & possible support needs.

Include Student Support in this if necessary or refer

Inform teaching department and record
activity.

Suggest Wellbeing Meeting with student.

Response

—
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No response

Contact Student Support and update on action taken
to date. Request procedure be continued.

l

Identify student address - if student accommodation, contact provider for
welfare check. If private accommodation, check with SITS if student lives
with any other LIPA students and contact them for information.

Student Support:

———

No response/contact

(see over page for Student |Support process)
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Check if student has given consent for
next of kin to be contacted.
Liaise with Registrar for guidance on whether to Contact next of kin.
contact next of kin or police for welfare check. )
l Contact police for welfare check if no response from
next of kin or whereabouts unknown/concerns raised.
Contact next of kin/police as advised.
Inform teaching department of outcome and record activity/contact/outcome.
Recommend Wellbeing Meeting held with student to discuss concerns and potential support needs.
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