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MIDDLESEX UNIVERSITY

SCHOOL OF HEALTH AND SOCIAL SCIENCES

INSTITUTE OF NURSING AND MIDWIFERY

POLICY FOR LEAVING AND RETURNING TO PRE-REGISTRATION NURSING AND MIDWIFERY PROGRAMMES
1.0 
Introduction
This policy has been developed to align with University Regulations Section E (Assessment and Progression Regulations) and the NMC requirements relative to the validated programme.

Students may need to interrupt and return to the programme for a wide range of reasons and this policy aims to ensure consistency across nursing and midwifery in the way that this is managed. This policy on stepping students on / off the programme is further supported by the shared guidance package, developed in light of our NHSL Action Plans, by our programme leaders. This gives students and PLs guidance on areas to explore / useful activities that the student might undertake in order to enhance their chances of success when they step back on the programme.

2.0
Principles of Operation

In ensuring compliance with this policy the following principles will apply:

· Directors of Programmes and Programme Leaders will implement the leavers and returners policy consistently, fairly and transparently

· Students will be given clear and unambiguous information relevant to the attendance requirements of the programme

3.0
The process for managing students leaving and returning to pre-registration nursing and midwifery programmes

3.1
Processfor when a decision is made to discontinue the student for academic reasons 

· If a student has been given the status of FF (on MISIS) at a progression board Data and Assessment will inform the student by letter that they have been discontinued as from the date indentified in the letter.  The Programme Leader will be copied into this letter. 
· Placement Office is informed of this (by Data and Assessment) and will inform the Students Grant Unit (SGU) to terminate the students’ bursary as from the date identified. 
· The Programme Leader will inform relevant Module Leaders as soon as possible as the student should not be attending classes at this point, as they are no longer a student of the university.
· In the case of students who are salaried, the programme leader needs to inform the Trust management and Human Resources Department that the student has been discontinued.
NB. If the ‘student’ has been given the status of FF they are no longer students of the University, thus cannot attend classes. If they are undertaking an appeal process this is carried out whilst they are off the programme.
3.2
Actions and responsibilities when a decision is made to step off the student due to not meeting mandatory training requirements

· If a student has not attended a mandatory session (CPR and Manual Handling) within the required time-frame on 2 occasions with no good reason they are stepped off by the Programme Leader (code NN on MISIS).
· The Programme Leader must ensure that the student has had 2 opportunities to attend.
· The student is informed by the Programme Leader by email and letter sent to their term-time address that they are being stepped off from the programme. The letter will specify the date from which the student is to be stepped off the programme. 
· The Programme Leader at this point informs the Placement Office who will;

· Inform the students planned placement area

· Inform the SGU that the bursary is to be stopped

· Inform the Student Office

· Inform Data and Assessment 

· The Programme Leader informs the relevant DoP and the students Personal and Professional Development Tutor.
· The Programme Leader should record the student on the monthly attrition record and the 3-monthly return.  This will be picked up by the Contract Manager once Placement Office have recorded this on System 1.

3.3
Action to be taken when a decision is made to step off a student due to failure to attend
If the student does not attend taught sessions or practice as required with no consultation with the university, the attendance policy (please refer to ‘attendance monitoring within the Pre Registration and Undergraduate Nursing and Midwifery Framework’) will be implemented.

Students’ non attendance will be communicated to the Programme Leader (by the Module Leader, Clinical Practice Facilitator or Placement Office). The Programme Leader,  in consultation with the student, may decide to step off the student and implement the policy ‘to step off the student due to personal issues including maternity/health reasons’.
3.4
Actions and responsibilities when a decision is made to step off the student due to personal issues including maternity/health reasons
· The Programme Leader meets with the student to explore the situation including all support mechanisms available, and ensures the student is aware of the implications of stepping off the programme for a temporary period.  This policy should guide this discussion and prior to the interruption the Programme Leader should:.

· Look at the programme planner to agree a suitable date for the student to interrupt, where possible, to minimise disruption to the student’s programme of study. This specifically applies to when a student is going on maternity leave.

· Ask the student to identify a proposed return date as this will support future planning. In liaison with the placement team this should be entered as a ‘due to return’ date on system 1 as a reminder.

· If interruption is agreed the Programme Leader must inform the following of the withdrawal date, by the end of that working week;

· Placement Office who will inform planned placement areas and SGU

· Relevant Module Leaders, the students Personal Development Tutor/Personal Tutor, DoP

· Data and Assessment (NN code on MISIS)
· The Programme Leader should record the student on the monthly attrition record and the 3-monthly return.  This will be picked up by the Contract Manager once Placement Office have recorded this on System 1.

3.5
Managing returning students 
· The student must contact in writing (not telephone) the Programme Leader 16 weeks prior to their return.

· The Programme Leaders will review the students profile on MISIS. Mandatory training requirements must also be reviewed.

· The Programme Leader will identify any outstanding academic, mandatory requirements and any financial hold. 
· The student will be informed of these and an action plan will be agreed between the student and the Programme Leader by week 14 prior to return. 

· The Programme Leader will inform: 

· Placement Office of the students’ impending return on receipt of confirmation of agreement from the student of the action plan and ascertain that the planned placement for the student is suitable. If it does not appear that there are any available placements then this should be brought to the attention of the Placement Manager and Head of Practice-based Learning as an alternative placement may be able to be identified.
·  Data and Assessment office on hsscassessmentdata@mdx.ac.uk of      which modules the student intends to complete / take.

·  The Programme Leader will inform Student Office for students who are returning after being interrupted for 6 months (24 weeks) or longer so that any clearances required can be initiated. This must happen at least 13 weeks prior to return.
·  The Programme Leader will send a standard “Returner” letter to the student 12 weeks before the students return. Programme Leader will inform DoP and the Personal and Professional Development Tutor of the students impending return.
·  Student Office will inform the Programme Leader when Occupational Health and/or CRB Clearance have been obtained for the student. 

· When the student returns they must complete a Self declaration Form.

· Please note: Clearance is indicated on system 1 which can be accessed by relevant personnel.

3.6

Letter of Guidance for the Student
Students returning to the programme will receive a letter stating that:

· It is the student’s responsibility to ensure that they have Occupational Health and/or CRB clearance prior to commencing on placement.

· Student Office will be in contact with regards to Occupational Health clearance, and it is vital any instructions given are followed. 

· They must contact Student Office (Student Office Supervisor at Archway Campus) to make an appointment to come into the office and complete their CRB form. 
· They must not start on placement unless they have received the CRB clearance from the CRB and / or Occupational Health clearance from the Occupational Health Department. If the relevant clearance is not obtained, this could lead to a further period of interruption. 

· That for any period of interruption it is possible that due to delays in obtaining Occupational Health and/or CRB clearance, or due to unavailability of placements the following may apply:
· They may not be able to complete the programme at the expected time
· Bursary payments may stop before the  programme is completed
· They may exceed the five year completion rule as per NMC Regulations.

· If the curriculum has changed in line with re-validation of the programme, their programme may be changed
Developed by:

Charmagne Barnes

Agreed by:


Framework Management Team
Approved by:

NMET

Date of Approval:

June 27th 2011
Due for Review:

June 27th 2012
[image: image2.png]



4

