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Overview
The QAA’s national ‘Progress Files Initiative’ means that by September 2005 all HE programmes will need to provide students with opportunities to plan and reflect on their learning and self development, known as ‘personal development planning’ (PDP).  There is also an expectation that these opportunities will be made explicit to students. 

We therefore need to:

· understand what this means for our programmes and our teaching
· ensure that personal development planning is written into our programmes in clear ways
· explain personal development planning (PDP) clearly to students
· provide timely and constructive feedback to students to help them reflect and plan (see also Rough Guides on Assessment and Formative Work and Feedback)
· provide further support mechanisms to help students with their personal development planning
The University has established a Minimum Standards for Progress Files, which is provided in the Appendix.
Key aims

· To identify the nature of the progress file initiative
· To address the requirements of the Progress Files Minimum Standards
· To consider some of the ways in which programme/pathway teams can integrate the opportunity for PDP into their programmes and pathways
· To explore some of the support mechanisms which can be used to help students with their PDP
1. Introduction
The Progress Files Initiative requires that all students studying in Higher Education should be provided with transcripts and the opportunity for personal development planning by 2005/6.  This provides both a significant challenge and a real opportunity for staff and programme teams involved in teaching and supporting students at the University of Teesside.  We are required to incorporate Progress Files, but we can turn this requirement into a real advantage both for the students and for ourselves as academic staff.  Students who are self-reflective, have goals and make forward plans are more successful both while studying and in their future lives.  Moreover,  these students are also far more satisfying to teach.  Seeing students succeed and seeing them engage with the ideas we are sharing with them is a key aim for educators at all levels. If we design in the opportunity for personal development planning in an effective way, ensuring relevance to the subject and the students, then we will see more students engage and succeed.  According to Leamnson (1999) “Teaching must involve telling, but learning will only start when something persuades students to engage their minds and do what it takes to learn” (p.54).  One of the core intentions of progress files and the supported opportunity for personal development planning is to enable students to ‘connect the dots’, that is to help them think more holistically about their learning experiences.  If we get it right then we potentially will see more students being ‘persuaded’ to ‘engage their minds’ and learn. 
2. what are progress 

files and personal

development planning
The Progress Files Initiative is a direct outcome from the Dearing Report (1997), which argued that Progress Files should be introduced and that they ‘should consist of two elements: a transcript recording student achievement which should follow a common format devised by institutions collectively through their representative bodies; [and] a means by which students can monitor, build and reflect upon their personal development’. 
The term ‘Progress File’ is used to refer to the process rather than a specific document. However in some instances and institutions the term is being used to describe a portfolio put together by the student to chart their progress and provide a place to evidence, reflect on and plan their development.  For greater clarity it is perhaps more useful to think of the Progress File as being made up of two main parts: the transcript; and the opportunity for personal development planning (PDP).
	PROGRESS FILE

=

TRANSCRIPT

+

PERSONAL DEVELOPMENT PLANNING (PDP)




Students have been provided with transcripts by the University at the end of each study period (term, semester or year) since 2002/3. These transcripts provide a ‘comprehensive verifiable record of the learning and achievement of an individual learner’ (QAA Guidelines). The aim is for the second stage of the Progress File Initiative, PDP, to be operational across HE by 2005/6. 
The key aspect of the Initiative which involves programme and pathway teams is providing and supporting the opportunity for students to take part in PDP.

	Personal Development Planning (PDP)
=

‘A structured and supported process undertaken by an individual to reflect upon their own learning, performance and/or achievement and to plan for their personal, educational and career development’ (QAA Guidelines)

‘The means by which students can monitor, build and reflect upon their personal development’ (Dearing Recommendation 20)




This means that PDP:
· Involves an holistic approach to learning, which is incorporating the non-academic as well as the academic  

· Is a structured process integral to HE learning 
· Is a process involving self-reflection, forward planning, and working towards the achievement of personal goals
· Is an individual activity, but with easily accessible, clearly structured guidance and support systems. The amount of support may lessen as students develop independent learning skills (see section 6 below)
· Should improve the potential for students to communicate their skills development to relevant others (including academic staff and employers)

What this means is that academic staff in programme and pathway teams (at all levels in HE) will be involved in personal development planning in three key ways: 

· in designing the opportunity for PDP into their programmes/pathways (see section 5)
· in supporting students with their PDP (see section 6)
· potentially in assessing aspects of PDP (see section 7)

3. Addressing the 
Progress Files 
Minimum Standards

In response to the QAA requirement, described above, the University of Teesside has developed a set of Minimum Standards for Progress Files (see Appendix).  To summarise: all programmes are required to at least: 
· provide students with the opportunity to do personal development planning at key stages, 
· to make this opportunity explicit to students, 
· to support this opportunity 

· and to link this opportunity to learning outcomes at each level or stage. 
· to assess some aspect/s of students’ PDP
The minimum requirements also identify in more detail what personal development planning should include (see Appendix). This is however the minimum required, and there are further recommendations which identify ways in which personal development planning can be incorporated into programmes, related to key skills and be managed by tutors. 

These minimum standards are designed to allow flexible and innovative practice to be developed above and beyond the minimum required. The sections which follow identify ways to fulfil the requirements on your programme, and to incorporate additional, programme relevant, characteristics. Whatever model of personal development planning you decide to incorporate into your programme, refer to the attached Minimum Standards as a ‘check list’. 
4. The Value of 
Personal Development

Planning

There are a range of advantages and benefits to be gained from designing in personal development planning, which help make sense of this Initiative, and are relevant for how we think about designing in PDP. This section will consider the value of PDP for Students, Staff, and Employers. 
· For Students
The whole point of the Progress File Initiative is to enhance students’ opportunities to learn, and to benefit from their learning both in an academic context and beyond.  However, there are specific ways in which they are intended to benefit:
· they should become more effective, confident and independent learners

· they have a greater opportunity to see their learning in a broader context

· they should be able to see change in themselves
· they can articulate their personal goals, and connect their learning and experiences to these goals in explicit ways
· towards the end of their studies they will have a resource of knowledge and information, clearly identified and evidenced, on which they can draw to prepare for job applications, interviews, and their future plans in employment or further study
· they should become better planners

· they are potentially more likely to learn from feedback, and make changes in their practices

Some staff have suggested that good students do these things anyway, However a structured and supported opportunity to do these things is helpful for students who otherwise would not be this organised.  We should also recognise that contemporary students often have complicated and demanding lives. They have jobs and family responsibilities alongside their studies to a far greater degree than in the past, which means that it is harder for them to both manage their learning, and connect the different parts of their lives effectively.  While the Progress File Initiative will not resolve this, it does provide some resources to help students plan and manage their learning more effectively. 

· For Staff
It has been argued that the Progress File Initiative is likely to produce more work for academic staff, and while this is acknowledged, particularly in the early stages when staff are designing PDP into programmes, it should also be acknowledged that there could be significant long term benefits. Whether we benefit from the Progress File Initiative is partly dependent on having the most appropriate model for the programmes and students we teach and support (see section 5 below).  It may also be partly dependent on the investment and commitment of staff and programme teams to personal development planning. Students recognise what academic staff value, and what they don’t. If we feel PDP is pointless, our students will recognise this and not invest their energies and interests and therefore they will not benefit.  However, if the model is relevant to the programme and the students, and is designed effectively into the programme or pathway, then there are potential benefits:
· more satisfaction in teaching, because more students are likely to engage if they see the relevance 
· a clearer idea of students learning needs, as many of them will begin to identify this in their ongoing reflection

· more satisfaction in the subject, or field, because potentially more students will be able to see their learning across their programme of study rather than in bite sized modular pieces
· less frustration when marking, because more students are likely to learn from feedback, and therefore will be less likely to repeat mistakes
· writing references should be easier, because the evidence is more easily available
· greater job satisfaction overall. There is evidence from the literature on retention that students who have goals, and who set goals, are more likely to stay and to succeed. 
· For Employers
Early on in the development of Progress Files employers were seen as a key group to benefit.  It has also been argued that developing progress files is part of an intention to make all HE study more relevant to employment.  While employers will not want students to bring their Progress Files to interview, they will benefit from PDP in the following ways:
· the references which employers receive from staff about students are likely to be more relevant

· many students will be able to write clearer, more accurate CVs, because they have kept evidence of their studies, and reflected on their skills via their PDP. Providing the opportunity to produce a CV or similar is a minimum requirement for PDP at Teesside
· many students will have developed their learning, and made option choices with employment plans in mind, and are therefore likely to be better prepared for employment

· if the model of PDP that the student has engaged in has provided the opportunity to reflect on and develop transferable skills, many students could be more effective employees at earlier stages in their employment career
· many employers provide the opportunity for their staff to do some form of personal development planning, and students could engage with this more effectively if they have already engaged with the practice in their HE studies

5.
some models of

personal development

planning
In this section, some examples of how to design in PDP will be considered.  The key issue, however, is to make the model you use on your programme or pathway relevant to its context because only if it is relevant will it be successful.  This means: 
· relevant to the subject or field 
· relevant to the types of students who study in this subject 
· relevant to the resources available 

The latter may mean some shifting of resources, or planning ahead to build up future resources, see below. Resources include such things as staff, IT, time (of staff, students and in the programme structure). 
There are key questions to think about when designing in the opportunity for PDP:
· What do you already do in your programme/pathway which provides the opportunity for PDP? Could you build on this, or do you want to do something different?
· What, ideally, would you like personal development planning to do for the students on your programme? E.g.  Do you want students to learn from feedback? Do you want students to see the connection between particular modules? Do you want students to set goals.  Do you want students to realise what transferable skills they are learning alongside specific subject knowledge?  The Minimum Standard in the Appendix identify the minimum requirements, but you can build on this to make the opportunity more explicit for the students on your programme/s.
· If you had some kind of PDP in your programme in the past, what worked and what didn’t? What could you learn from that for this situation? 

· How could you see PDP in your programme as an explicit part of the learning and teaching strategy? The minimum standard require that PDP be related to learning outcomes and recommend providing the opportunity for students to map key transferable skills, how might this help you make PDP an explicit part of your learning and teaching strategy?
· What kinds of resource could you provide to support PDP? For example could you use personal tutoring, paper support material, CDROM and or/ online support material, other university services, peer support? (See section 6 for more on support)
· Do you want to assess any or all of the product of students’ personal development planning? Bear in mind the minimum requirement on assessment (see section 7 and the Minimum Standard in the Appendix).
· What type of ‘file’ do you want to use? How are students on your programme going to gather together the evidence of their PDP? Will they use a portfolio format? Will it be on paper or on-line?
· How will you make the opportunity explicit to students? Remember this is part of the QAA requirement, and the University’s Minimum Standard. 
· Can you identify time in the programme for the students to take the opportunity? So, for example, will you put aside classroom time? If not, when do you expect students to fit it in? Have you taken something out to make time for them to do this?

· How will you evaluate the effectiveness of the model you are going to use?
· Do you need to start arguing for specific School or University resource support?

All of these questions will have an impact on the model you choose. The examples below do not provide an exhaustive list, but do give you an idea about some of the different ways you could provide a supported opportunity for your students to engage in PDP.  Combinations of aspects of the following models are also possible.  
Figure 1 provides examples of four models and highlights the most likely potential costs and benefits to each. Most of the potential costs can be managed.  The important factor is being aware of the possible problems. So, for example, a key issue in some models of provision is that one member of staff can finish up taking the responsibility for providing the majority of support for students in their personal development planning, which is not necessarily a problem, but it would need monitoring by the programme team.  All members of the programme team should be encouraged to look for ways to support the idea of PDP in other aspects of the programme, so for example referring to material on their modules which would be usefully incorporated.  Or perhaps directing students to use the planning opportunities available in particular modules, or in particular resource material.  This helps students see the relevance across their programme, even if the opportunity for PDP is directly attached to one module.  Without a team approach, individual staff can pay a high cost to support students and the students might miss the opportunity to benefit from coherent personal development planning.
Introduction to each model
· Programme Embedded Model
This is probably the model through which programme teams can most effectively fulfil the minimum requirements, and address the recommendations. It is written into the programme via explicit core modules at each level, and accommodates many of the questions raised above in straightforward ways. 
· Personal Tutor Model
This is probably the best known model. Students are supported by their personal tutor to build up a ‘progress file’ portfolio, throughout their period of study, via individual appointments.
· Web-based Model
This model is a popular one, as it is suited to contemporary IT developments. It is probably the most flexible. It can come in a variety of forms, two typical examples are: 

· A ‘website’ is set up that students access for resources to support their personal development planning, which they do however, and wherever, they wish 
· A website is provided, where students have their own ‘space’, in which they build a ‘portfolio’ throughout their period of study. The website also provides resources to support this.

· Introductory PDP Module Model 
This model focuses on the initial stages of students’ personal development planning. A module is provided in the first year of a programme, as core, which introduces personal development planning. Students then continue self-directed personal development planning, in subsequent years, accessing tutor support via elective appointments with academic staff.   
	Model of PDP
	Structure
	‘File’?
	Resource Issues: Costs?
	Resource Issues: Benefits?

	Embedded in Programme
	Tied to specific modules in each year

e.g. on a three year programme: in skills module in Year 1; in research methods Year 2; in dissertation, or other core module, in Year 3.
	- Portfolio of work, accumulated over period of study. 
- Some of the students’ work is done in timetabled sessions.

- Reviewed by tutor during taught sessions.   
	*
May not be suitable for programmes with significant external restrictions on programme content.
*
Tutor responsible may get extra demands on their time and be seen as the PDP person.
*
Needs initial investment to set up material and design in activities.
*
Likely to be different tutor for each year of study, so may be disconnected over time. Shared understanding will have to be clarified at beginning, and revisited regularly.
	*
Support material can be disseminated to all students via modules, and guidance timetabled in to some sessions. The amount of time allocated can reduce each year

*
Once set up it is less demanding in resource terms, and work (at least to some extent) is timetabled in for both staff and students

*
Students may be more likely to see PDP as integral to their studies
*  Easy to link PDP to learning outcomes and fulfil Minimum Standards

	Personal Tutor 
	Maintained throughout each year of programme, supported by regular time-tabled meetings with personal tutor, which are usually one-to-one. 
	- Portfolio of work

- Work done in students’ own time.

-  Reviewed by tutor during timetabled individual meetings
	*
Involves all personal tutors, so may be costly. 

*   Is time credited for staff as teaching contact?
*   Consistency of both information and support may be difficult to maintain across different tutors. 

* 
Students may find it difficult to make time to work on their portfolios.
	*
Individual tailored support for students.
*
Fits in well with programmes involving professional accreditation. This can help resolve the issue of time as students who can see a professional application may be more likely to make time to build evidence. However, this may not be possible for all students, and thought should be given to identifying time for students to work on portfolios.

	Web-based

e.g. via Blackboard
	Available throughout years of study with specific pages for each academic year. Available for students to access fixed resources at any time. Tutor support, could be via e-mail or via specific online discussion times.
	- On-line, or on home computer, or possibly on disc. Depending on what type of web-based PDP, students might accumulate a portfolio of work off-line, and use website for resources only. 
- Work done in students’ own time, unless combined with either the Embedded Programme Model or Introductory PDP Module example, when some of the work may be done in timetabled sessions.
- Reviewed by tutor outside timetabled meetings or sessions
	*
Who maintains it? Key staff with good, and preferably creative IT skills are required.
*
May become costly for aforementioned key staff. Careful planning needed to ensure effective load sharing. This should be revisited regularly.
*
Requires students to have basic computer literacy.
*
Unless timetabled in ‘lab’ time, students may find it difficult to make time for it. 

*
Unlikely to get many students started with PDP unless it is timetabled into first year programme.
	*
May be particularly suited to IT based programmes 

*
Students do seem to engage well with Blackboard, so it may be successful as a continuation of this. Could be a popular model with students.
*
Responding to student queries can be managed at a distance for staff.
*
May particularly suit distance learning programmes.
*
A version of this would combine well with another model (e.g. PDP Introductory Module, or Personal Tutor)



	PDP Introductory Module

	Set up via PDP module in Year 1. Maintained with elective appointments in subsequent years.
	- Year 1 course work, with self maintained portfolio after.
- Some work done in timetabled sessions, particularly in Year 1, after that, work done in students own time.
- Reviewed by tutor both in timetabled sessions in Year 1 and outside, after.
	*
Need space in the timetable in Year 1
*
Tutor responsible may get extra demands on time. If only timetabled in Year 1 workload, this could be a significant invisible cost. 

*
Many students may not maintain PDP practice after Year 1
	*
Provides students with good start.
*
Might combine well with aspects of Personal Tutor model or Web-Based models.
*
Excludes students who join a programme in subsequent years (e.g. HND transfers).




The four models in Figure 1 are all adaptable to situation, and are not the only ways students can be provided with the chance to do PDP. The website for the Centre for Recording Achievement (CRA) provides other examples (see Further Reading below). Case study examples from Teesside will be available from November 2004 on the University of Teesside’s staff pages, under CLQE, Learning and Teaching Team, Progress Files.  This includes an example of using a reflective journal, which works alongside a portfolio of art work on a Design programme.  This is obviously slightly different to the four most common examples listed in Figure1.
While all of the models here are suited to three year full-time degree programmes, they are also suitable for postgraduate and other programmes in HE, with little or no adaptation. Postgraduate students are often quite effective at independent learning, and it may be appropriate to decrease the structural characteristics, but we are required to provide the opportunity for all programmes in HE including those at postgraduate level.  If you are considering PDP for postgraduate level study, adapt one of the models in Figure 1, or on the CRA website to suit the kinds of students on your programme, bu. However, do make sure you satisfy the University’s Minimum Standards for Progress Files (see Appendix). 
6.
supporting personal

development planning
The previous section identified, in brief, some of the resource issues in supporting PDP.  This section will look more closely at the different resource areas, and consider some of your options.
· Academic Staff: Supporting PDP is potentially staff costly, but while it has been argued above that there are real benefits for staff, it is important to plan out the staff resourcing for whatever model of PDP you elect to use.

· Personal tutors: the most conventional support for personal development planning is probably via personal tutor.  However this is very staff intensive, and probably best suited to programmes where staff-student ratios make it possible, and where the personal tutoring system is well established and effective.  Personal tutors can act as extra support where other staff provide the main support, and it is worth making sure they have the materials and/or information to provide this additional support.
· Specific module tutors: where PDP is written into the programme via specific modules (see Figure1), specific module tutors are a resource that can be timetabled, and credited in workload terms.  
· IT Co-ordinator: if your programme team or School has an IT co-ordinator, it is worthwhile discussing with them their possible contribution and your expectations of what IT can and cannot do to support students in their PDP.
· Other programme teams: given that resources can be an issue, it might be worth talking to other programme teams in your School about the possibility of sharing some resources.
N.B. A recent project by a National Teaching Fellow has looked into how academic staff can use employer materials to support students in their PDP.  This is now available, by arrangement, on the Net, please contact Diane Nutt (diane.nutt@tees.ac.uk), who can arrange for you to have access to this material.
· Other Staff: There are other staff who might play a role in supporting students on your programme in their personal development planning

· Careers staff: careers staff potentially have a very useful role to play in supporting students.  Given the emphasis on career planning alongside developing learning skills in most models of personal development planning, you might want to consult with the careers staff.  There are limited numbers of staff who work in careers, so consult with them early on in your thinking, firstly because they can then potentially allocate time for your programme; and secondly because if they know that there is going to be a big demand they might be able to bid for extra resources.  Think ahead on this one if you can.

· Administrative and reception staff: staff may well be asked for information on these issues, so make sure any resources you make available to students are easy to find out about for everybody.
· Staff in the LRC: you might want to consult with your subject librarian. If you are supporting PDP via taught modules, your subject librarian might be able to help with either a taught session, or possible library resources. 
· Others: There are several other key people who might provide relevant resources for supporting students 

· Other students: peer support may provide a potential key resource for students. This can be managed via working in groups in taught sessions, on Blackboard discussion groups, or through a more formal peer tutoring system. 

· Employers: if your programme links directly with a specific career route, you might want to discuss with potential employers the kinds of skills they would value students developing and reflecting on in their personal development planning. There is also material on relationship between PDP and employment available on the CRA website (see below).
· Practice partners: if your programme has a practice element, your practice partners may have a role in the students’ PDP. For example where they are acting as mentors in practice, the student may wish to reflect on this in their ongoing PDP. 

· Time: This is an issue in a variety of ways. Staff time is inevitably a resource issue, which has been mentioned at various points above, but student time is significant too. If PDP is an add on to your current programme, you are unlikely to get many students making time for it. Think about how you can allocate time from their current study time allocation for PDP. Putting at least some time aside in the classroom can be very useful, both for the student to work on their PDP, and to help make visible to externals and quality reviewers that you are making PDP explicit. If staff time is a particular issue for you, classroom time can also be used by staff to review students reflective work.  
· Paper or Online Resources (for use alone, in groups, or in the classroom): To enable the students on your programme to make best use of their personal development planning opportunity, they need a range of practical resources. Here are some examples. See the further reading for other sources of material, or contact Diane Nutt for further specific suggestions. 
· Assignment feedback - (see also Rough Guides to Assessment, and Rough Guide to Formative Work and Feedback) for students to reflect on their progress and development they will need timely and useful feedback.
· Reflective exercises - many of the books on study skills provide this kind of material which can be given to students to work on alone, in class, or on Blackboard. See for example books by Stella Cottrell, which are full of useful exercises. Some of the material provided on the University’s PGC in Learning and Teaching can also be used to support students in this way (e.g. the SWOT analysis).
· Curriculum Vitae - examples of how to do an effective CV, and opportunities to build CV’s are popular.
· Information on, and exercises to explore, learning styles.
· Information on the programme - and on the kinds of choices students may need to make during their programme.
· Information on where and from whom to get further help.
· Group discussion spaces - or opportunities in the classroom, online, or via case study examples, which they can reflect on alone
· Case study examples of career paths and relevance of study
· Subject specific information, and activities and opportunities for reflection.
This is just a small selection of the types of support, which you might want to consider providing. Because all Higher Education institutions are beginning to engage more fully with the Progress File Initiative as the deadline for implementation approaches, there is a growing range of resources appearing, so watch this space!
7. ASSESSING STUDENTS’

PERSONAL DEVELOPMENT

PLANNING

According to the University’s Minimum Standards for Progress Files (see Appendix) PDP opportunities must: ‘involve the summative assessment of some or all of the components of the ‘progress file’. You have a range of alternative ways of addressing this requirement, which will be discussed briefly here.
It is important to recognise that this is not intended to increase the students’ assessment load. Rather programme teams are expected to use existing assessment opportunities to assess aspects of, or all of the evidence of students’ personal development planning. 

Clearly, depending on the model of PDP you choose (as in Section 5 above) this may be different. Below are some examples, using the four model examples from Figure 1 (in section 5). These are merely examples, assessment is part of the learning and teaching strategy for a programme (see Rough Guide to Assessment), and as such where you incorporate summative assessment, and the type of assessment you use will be dependent on your overall assessment strategy. However, the examples below should give you some guidelines.

Summative Assessment in PDP Models:

Embedded In Programme
In this model, where personal development planning is incorporated into core modules, the summative assessment in these modules can be linked directly with the portfolio of work accumulated over the full period of study. PDP can be assessed either in part, via one piece of assessment at each level, or the whole portfolio of work can be assessed at level 3. If in part, then a likely example would be to have a reflective learning log as part of the assessment on a first year study skills module, which would become part of the student’s ongoing personal development planning. 
Personal Tutor
In this model, one way the summative assessment might be achieved is for the whole portfolio to be assessed at level three, alongside the student’s dissertation. An alternative might be for the programme team to identify pieces of assessed work currently required in the programme, which have elements of personal development planning and specify that these will be included in the students overall portfolio. So, for example on an applied programme a student may be required to submit a self analysis of their practice in placement, and this could be included in the portfolio, with further reflective, and future planning activities, which would not be assessed, supported by the personal tutor.
Web-Based
A typical example of how summative assessment could be included in this PDP model, is via the submission of specified tasks, from their portfolio building, by e-mail, which would become part of assessment on core modules within the student’s programme. As in the Personal Tutor model, the programme team can best address whereabouts in their assessment strategy these tasks would best fit.

PDP Introductory Module 

This is straightforward, as the summative assessment for this module would represent the first stage of the student’s ‘progress file’. It is also possible to then assess the final portfolio summatively, at the end of the students period of study, for example alongside their dissertation This would identify the link between the dissertation and their career planning. This might be particularly applicable to vocational degrees. 
8.
Conclusion
Personal Development Planning can encourage our students to be more effective independent learners, set clearer goals for themselves, and plan their learning and their futures more explicitly. However, for students to engage with PDP effectively, they need staff commitment and support.  Few of the students at Teesside are traditional students, and many of them need a lot of support and guidance to achieve their potential. The aim of an effective PDP strategy is to provide a real opportunity for more students to do this. It provides us with explicit ways to front load some of that support and guidance and set them on the road to greater success.  If this happens, it can only provide greater satisfaction for educators.
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The QAA’s website provides information on the Progress File Initiative http://www.qaa.ac.uk/
Universities UK has produced a report on the implementation of progress files http://www.universitiesuk.ac.uk/progressfiles/
Appendix
Development of Progress Files: Minimum Standards

January 2004

Introduction
QAA requires that by September 2005 all HE programmes will provide students with opportunities to plan and reflect upon their own learning and development and that these opportunities be made explicit to students.

It is intended that this will benefit students by:

· making clear links between different parts of programmes and providing a clear overview of their studies

· helping them to reflect critically 

· enabling them to become more independent

· encouraging them to be more pro-active in their academic study and career planning

Tutors will also benefit if students can take greater responsibility for managing their own learning.
Development and Implementation
A pilot progress file was developed and implemented by a sabbatical project in the School of Arts and Media in 2002/03 and alternative mechanisms have been developed in some programmes in other Schools.

The Programme Design Guidelines produced for academic restructuring require all programmes to incorporate an appropriate form of progress file and a guidance note and draft ‘minimum requirements’ were discussed and agreed by the University’s Learning and Teaching Committee in January 2004.  These are being supplemented by a series of central and School-based workshops on developing and implementing progress files which started in December 2003.

It is intended that over the next two years the practices developed in different Schools and programmes will be evaluated to inform future developments.  It will also be necessary to monitor carefully the resource requirements of supporting personal development planning and the potential implications for the Careers Service.

Minimum Requirements

Students must be given the opportunity to:

· undertake a self-audit and goal-setting activity at the start of each level/stage of the programme

· reflect on assessment activities and feedback received (both summative and formative activities and assessment) at each level/stage of their programme

· have regular progress reviews with a tutor (check the minimum standard for Student Support and Guidance)

· produce a CV or relevant document for employment purposes (e.g. an evaluation of the impact of learning on professional practice)

The opportunities must:

· link clearly to the learning outcomes of each level/stage of the programme

· link clearly to specific core modules of the programme
· be made explicit to the students (e.g. through the Student Handbook)

· allow for the inclusion of extra-curricular development activities/learning

· involve the summative assessment of some or all of the components of the ‘progress file’ (but this should draw upon existing assessment opportunities in core elements of the programme).

It is recommended that:

· personal development planning is based in (rather than just linked to) specific core modules of the programme (for example, in an undergraduate programme it could be based in first year skills modules, second year research modules, third year dissertation/project module).

· students are provided with a mapping of key transferable skills to their modules so that they understand where and how these skills are to be developed and assessed.  They can then review their development of these skills through the programme.  (The University has clearly identified the key transferable skills in its revised Level Descriptors which should be reflected in programme learning outcomes).

· a brief record of tutorials be maintained by the tutor and the student. 
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