[image: image1.png]A‘
v
P 2NN

uclan





[image: image2.jpg]PACK




[image: image3.jpg]PACK




FASHION DESIGN & FASHION PROMOTION

DEPARTMENT OF ART & FASHION

FS3000 INDUSTRIAL PLACEMENT
(FORMS)
[image: image4.jpg]



NEW YORK ∙ BARNSLEY ∙ LONDON ∙ BANGKOK ∙ LEICESTER ∙
SKELMERSDALE ∙ MANCHESTER ∙ WEYMOUTH ∙ PARIS ∙
LIVERPOOL ∙ NOTTINGHAM ∙ NUNEATON ∙ PRESTON ∙ BOLTON ∙
SHANGHAI ∙ BIRMINGHAM ∙ HONG KONG ∙ BARCELONA ∙
FLORENCE ∙ STOCKPORT ∙ CHELTENHAM
2008 – 2009
[image: image5.jpg]PACK




“This pack is not stapled and therefore can be split up; it contains all the forms needed for you to complete your Industrial Placement.
Make blank copies of each form (for your future use) before entering the requested details. Return all completed forms to the department at the stated date.

To enable you to return the forms at the correct date fill in your Student Schedule Form at the start of your placement and refer to this form for the return dates.

Also included in this pack is the SIFF form referred to in PACK 1 page 7 item 30. As part of the code of conduct you must return a SIFF form for every interview attended.”

CONTENTS
Placement Administration

Student Schedule Form (SSF)
Forms to be Returned Within 1 Week of Starting Placement


Confirmed Placement Form (CFPF)

Student Health & Safety Check List (SHSC)


Student Progress Report (SPR1)

Forms to be Returned at the Date Stated on the Form


Company Report Form Intermediate (CRF1)


Student Progress Report Intermediate (SPR2) 3 months

Student Progress Report Intermediate (SPR2) 6 months (if applicable)

Student Progress Report Intermediate (SPR2) 9 months (if applicable)

Student Progress Report Intermediate (SPR2) 12 months (if applicable


Student Progress Report Intermediate (SPR2) 15 months (if applicable)


Student Progress Report Intermediate (SPR2) On Completion

Forms to be Returned at Completion of Placement


Company Report Form Placement Completion (CRF2)


End of Placement Form (EOPF)
Additional Employment Information.

Forms to be Returned as and when Required

Student Interview Feedback Form (SIFF)


Notice of Overseas Travel by Placement Student (NOTF)

Risk Assessment Form (RAF)

Plagiarism Form (PF)


	University of Central Lancashire

Department of Art & Fashion
	




The forms in this pack are part of the evidence of your continuing personal and professional development “PPD”. It is essential that they are completed and returned promptly to the department.

IT IS YOUR RESPONSIBILITY TO ENSURE THAT YOU COMPLETE AND RETURN ALL RELEVANT FORMS AT THE REQUIRED STAGES. For each placement you undertake.
You will be required to complete and return Student Progress Report Forms at the following stages:
	Placement Duration
	SPR1
	SPR2
	SPR2
	SPR2
	SPR2
	SPR2
	SPR2

	1-6 months
	Week 1 of starting
	3

months
	On Completion
	n/a
	n/a
	n/a
	n/a

	
	
	
	
	
	
	
	

	6 months +
	Week 1 of starting
	3

months
	6

months
	9

months
	12 months
	15 months
	On Completion


Failure to complete and return these forms will jeopardise the creditation of your placement. Do not under estimate the importance of these monitoring exercises.

It is your responsibility to ensure your Line Manager receives copies of the Company Report Forms CRF1 & CRF2, which will allow them to comment on your performance in relation to the placement.

CRF 1 - Should be completed halfway through the placement and returned by your employer to the Department at the address below.

CRF 2 - Should be returned completed on completion of each placement and returned by your employer to your placement tutor.

Throughout your placement, regular contact will be maintained either by telephone, to you or your Line Manager/Company or by visits. The visits will normally be arranged by the Department but should you feel a visit is necessary, you must contact the Department.

This PACK contains all the forms you need for your placement. You are required to photocopy the blank forms to complete and return to the Department at the address below. Always make sure you keep a blank set of forms for any future placements, and keep a copy of your completed forms for your own PDP file.
Contact Details:
Placement Administrator



University of Central Lancashire

Tel 
01772 893180



Department of Art & Fashion


Fax
01772 892921



Media Factory Room ME 128







Preston




PR1 2HE

Email:
afplacement@uclan.ac.uk


	University of Central Lancashire

Department of Art & Fashion
	Make a blank copy of this form for future use




Industrial Placement Module FS3000

To help you plan when you should be returning feedback forms you should enter the dates in the boxes provided. – this will remind you to return your forms at the appropriate times, and you should fill them in when sent to help you keep up to date.
Placement Company Name.
	
	Return These Forms Within 1 week of Start Date

	Placement

Start Date
	Confirmed Placement

Form (CFPF)
	Student 

Health & Safety Checklist
	SPR1 1WEEK

	Enter Date

	Enter Date to send to University
	Enter Date to send to University
	Enter Date to send to University


	
	Return These Forms at the Stages Indicated

	
	SPR 2

3 month
	SPR 2

6 month if applicable
	SPR2

9 month if applicable

	
	Enter Date to send to University
	Enter Date to send to University
	Enter Date to Send to University


	
	Return These Forms at the Stages Indicated

	
	SPR 2

12 month if applicable
	SPR 2

15 month if applicable
	SPR2

On Completion

	
	Enter Date to send to University
	Enter Date to send to University
	Enter Date to Send to University


	
	Return This Form Halfway Through Placement

	
	
	CRF 1
Give to Line Manager On
	CRF 1
Date to be returned

	
	
	Enter Date to be given to line manager
	Enter Date to send to University


	Return These Forms at the End of Placement
	

	CRF 2

Give to Line Manager On
	CRF 2

Date to be returned
	EOPF

End of placement
	Placement

End Date

	Enter Date to be given to line manager


	Enter Date to send to University
	Enter Date to send to University
	Enter Date


FS3000 Module Submission.
The Company Report and Placement Report must be submitted between the 27th and 29th week from commencement of placement – refer to your module brief.
The following forms:

CFPF (Return within 1 week of starting your placement)
SHSC (Return within 1 week of starting your placement)
SPR1 (Return within 1 week of starting your placement)

Must be filled in and returned to the department at the appropriate stage of your placement.

Before completing the form(s) make a blank copy for future use.

The forms highlighted above in bold are compulsory for all placements.

It is your responsibility to ensure all forms are returned on time, refer to your ‘Student Schedule Form’ (SSF) contained in this pack for the dates these forms should be returned.

The Department suggest you keep a copy of all completed forms in your placement folder.

All forms should be returned to your placement tutor at the following address: 

Placement Administrator
University of Central Lancashire

Department of Art & Fashion

Media Factory Room ME 128
Preston

PR1 2HE



	University of Central Lancashire

Department of Art & Fashion
	Make a blank copy of this form for future use



When you have secured a University approved placement, please complete this form and return it to:- 

Placement Administrator, University of Central Lancashire, Dept of Art & Fashion, Media Factory Room ME 128, Preston, PR1 2HE

The form MUST be returned within a week of commencing your placement.

Name

Course:
Placement Details

	Company Name



	Address



	Telephone Number



Fax Number

	Company Web site address

	Type of Placement

	Supervisor






	Supervisor’s Telephone Number

	Supervisor’s Job Title


	Student Job Title

	Student Telephone Number at Work

	Email address at work

	Preferred Email Address

	My main activities will be:




You MUST attach a copy of any contract / placement offer letters sent to you to this form if you have not already sent these to the department.

	Salary

	Start Date




End Date

	My Contact address whilst on placement is 

(The address which you would like all correspondence forwarding to)




It is your responsibility to inform Placement Administrator of any changes to the above by email: afplacement@uclan.ac.uk
Some of the information above may be circulated to other students on your course to enable you to keep in touch. If you do not want this to happen please tick this box. □


	University of Central Lancashire

Department of Art & Fashion
	Make a blank copy of this form for future use



Student Name:……………………………………….……………………………….… (Design/Promotion)
Complete within one week of commencing your placement and return to Placement Administrator
Company............................................................................................................................................. 

Start Date
.......................................................

Who is your nominated contact for Health & Safety issues within your placement company?

Name: ………………………………………………………………………………………

Telephone:……………………………………… Email:…………………………………

As a minimum, the topics listed below should be included within your induction into the placement organisation preferably on your first day. Please check off the subjects as they are covered.

	Health & Safety Issues
	No 
	Yes
	Date

	Introduction to key staff members and their roles explained
	(
	(
	

	Location of welfare facilities (e.g. toilets, kitchen, rest room, showers, etc.)
	(
	(
	

	Emergency procedures
	(
	(
	

	Copy of safety policy received or location known
	(
	(
	

	Location of first aid facilities and contact for first aiders
	(
	(
	

	Fire procedures and location of fire fighting equipment
	(
	(
	

	Accident/incident reporting and location of accident book
	(
	(
	

	COSHH regulations/requirements (use of/control measures for hazardous substances in the workplace)
	(
	(
	

	Display Screen Equipment Regulations and associated procedures
	(
	(
	

	Manual handling procedures
	(
	(
	

	Protective clothing/equipment arrangements
	(
	(
	

	Instruction on equipment you will be using (list equipment) and the possible risks involved
	(
	(
	

	Specific training for tasks to be undertaken
	(
	(
	

	Location of health and safety information and advice
	(
	(
	

	If your answer is ‘No’ to any of the above questions, it is your responsibility to discuss these with your Health & Safety company contact. If you then have any issues/queries regarding any health or safety matter, you should contact:

The University’s Health, Safety and Environment Section

Tel: 01772 892230; Fax: 01772  892950

Email: djbamber1@uclan.ac.uk 
It is the student’s responsibility to inform their placement company of any pre-existing health conditions that may be worsened by a particular workplace activity, i.e. diabetes, asthmatics, epilepsy, etc.


Signed
.....................................................................

Date
.............................

Print Name………………………………………..



	University of Central Lancashire

Department of Art & Fashion
	Use Week 1



Print Details Clearly 


  Student   …………………………………………………………………………………………….
  Course   …………………..………………………………………………………………………

  Placement Position   ……………………………………………………………………………..
  Salary   ……………………p.a.

  Placement Company   ……………………………………………………………………………
  Address   …………………………………………………………………………………………
Address   ………………………………………………………………………………………………
Address   ………………………………………………………………………………………………
  Placement email …………………………………………………………………………………
  Telephone   ………………………………….. Fax   ………………….……………………….
  Start date   ………………………..………… . End date   …...………………………………..
  Hours of work   ……………………………………………………………………………….….
  Line Mgr   …………………………………………………………………………………………..
  Position   …………………………………………………………………………………………
  Direct Tel No.   ……………………………………………………………..……………………
  Line Mgr Email   ……………………..………………………………………………………….

  Accommodation Address   ………………………………………………………………………
Accommodation Address   ……………………………………………………………………………
Accommodation Address   …………………….…………………………...…………………………
Accommodation Address   ……………………………………………………………………………
Accommodation Address   ....…………………………………………………………………………
  Telephone\Mobile No.   …………………………………………………………………………
  Personal Email   …………………………………………………………………………………


	University of Central Lancashire

Department of Art & Fashion
	Use Week 1



Print Details Clearly 

Student   ………………………..……………………………………………………………………..
Briefly explain your role and responsibilities.

Other information/issues.

Signed   ............................................................................................. Date   .........................................

Please return to : 
Placement Administrator



University of Central Lancashire



Department of Art & Fashion



Media Factory Room ME 128



Preston



PR1 2HE
All replies are treated in the strictest confidence:

The following forms:
CRF1 (Return Halfway through your placement)
SPR2 3 Months (Return 3 months after starting your placement)
SPR2 6 Months (Return 6 months after starting if your placement is up to 12/15 months in length)
SPR2 9 Months (Return 9 months after starting if your placement is up to 12/15 months in length)
SPR2 12 Months (Return 12 months after starting if your placement is up to 12/15 months in length)
SPR2 15 Months (Return 15 months after starting if your placement is up to 15 months in length)
SPR2 On Completion (Return on completion of your placement)

Must be filled in and returned to the department at the appropriate stage of your placement.

Before completing the form(s) make a blank copy for future use.

The forms highlighted above in bold are compulsory for all placements.

The forms highlighted in italics are only applicable if your placement is up to 12/15 months in length. 

The CRF1 form must be handed to your line manager after you have entered your details on the first page of this form. Your employer will return this form to the department.

It is your responsibility to ensure all forms are returned on time, refer to your ‘Student Schedule Form’ (SSF) contained in this pack for the dates these forms should be returned.

The Department suggest you keep a copy of all completed forms in your placement folder/PDP file.

All forms should be returned to the Department at the following address: 

Placement Administrator
University of Central Lancashire

Department of Art & Fashion

Media Factory Room ME 128
Preston

PR1 2HE



	University of Central Lancashire

Department of Art & Fashion
	Enter your details before handing to your line manager



Print Details Clearly 

  Student   …………………………………………………………………………………………….
  Placement Position   ……………………………………………………………………………..
  Salary   ……………………p.a.


  Placement Company   ……………………………………………………………………………
  Address   …………………………………………………………………………………………
Address   ………………………………………………………………………………………………
Address   ………………………………………………………………………………………………
  Email …………………………………………………………………………………
  Telephone   ………………………………….. Fax   ………………….……………………….
  Line Mgr   …………………………………………………………………………………………..
  Position with Company  ……………………………………………
Main business in which company is engaged.

Start date ………………………. End date ……………………. Total Weeks Completed ………….


	University of Central Lancashire

Department of Art & Fashion
	



Print Details Clearly 

Working Environment

What are the student’s actual duties and responsibilities?

What specific skills is the student learning?

How will the work programme change before the placement ends?

How closely is the student supervised?



	University of Central Lancashire

Department of Art & Fashion
	



Print Details Clearly 

Students Performance
What is the student’s attitude to his/her work?

Has the student adjusted well to the working situation?

How much initiative does the student display?

If applicable, what is your impression of the student’s design/creative ability?

What is your impression of the student’s technical knowledge/practical ability?



	University of Central Lancashire

Department of Art & Fashion
	



Print Details Clearly 

Students Performance continued
How well does the student relate to the other staff?

Can the student communicate well?

What is the student’s attendance record?

Does the student have the qualities you look for in an employee?

If yes please briefly explain.

If not, where could improvements be made.

Further comments

Will you consider another student for placement?     Yes   /    No

Signed ………..……………………...……. Position………………………….…….. Date ……....


	University of Central Lancashire

Department of Art & Fashion
	Use at 3 months



Print Details Clearly 


  Student   …………………………………………………………………………………………….
  Course   …………………..………………………………………………………………………

  Placement Position   ……………………………………………………………………………..
  Salary   ……………………p.a.

  Placement Company   ……………………………………………………………………………
  Address   …………………………………………………………………………………………
Address   ………………………………………………………………………………………………
Address   ………………………………………………………………………………………………
  Placement email …………………………………………………………………………………
  Telephone   ………………………………….. Fax   ………………….……………………….
  Start date   ………………………..………… . End date   …...………………………………..
  Hours of work   ……………………………………………………………………………….….
  Line Mgr   …………………………………………………………………………………………..
  Position   …………………………………………………………………………………………
  Direct Tel No.   ……………………………………………………………..……………………
  Line Mgr Email   ……………………..………………………………………………………….

  Accommodation Address   ………………………………………………………………………
Accommodation Address   ……………………………………………………………………………
Accommodation Address   …………………….…………………………...…………………………
Accommodation Address   ……………………………………………………………………………
Accommodation Address   ....…………………………………………………………………………
  Telephone\Mobile No.   …………………………………………………………………………
  Personal Email   …………………………………………………………………………………


	University of Central Lancashire

Department of Art & Fashion
	Use at 3 months



Print Details Clearly 
Student   ………………………..……………………………………………………………………..
Briefly explain your role and responsibilities clearly identifying any changes and developments since beginning the placement.

Other information to include activities/events which you recognise as having contributed to your development.

Signed   ............................................................................................. Date   .........................................

Please return to : 
Placement Administrator



University of Central Lancashire



Department of Art & Fashion



Media Factory Room ME 128



Preston




PR1 2HE

All replies are treated in the strictest confidence:



	University of Central Lancashire

Department of Art & Fashion
	Use at 6 months if applicable



Print Details Clearly 


  Student   …………………………………………………………………………………………….
  Course   …………………..………………………………………………………………………

  Placement Position   ……………………………………………………………………………..
  Salary   ……………………p.a.

  Placement Company   ……………………………………………………………………………
  Address   …………………………………………………………………………………………
Address   ………………………………………………………………………………………………
Address   ………………………………………………………………………………………………
  Placement email …………………………………………………………………………………
  Telephone   ………………………………….. Fax   ………………….……………………….
  Start date   ………………………..………… . End date   …...………………………………..
  Hours of work   ……………………………………………………………………………….….
  Line Mgr   …………………………………………………………………………………………..
  Position   …………………………………………………………………………………………
  Direct Tel No.   ……………………………………………………………..……………………
  Line Mgr Email   ……………………..………………………………………………………….

  Accommodation Address   ………………………………………………………………………
Accommodation Address   ……………………………………………………………………………
Accommodation Address   …………………….…………………………...…………………………
Accommodation Address   ……………………………………………………………………………
Accommodation Address   ....…………………………………………………………………………
  Telephone\Mobile No.   …………………………………………………………………………
  Personal Email   …………………………………………………………………………………


	University of Central Lancashire

Department of Art & Fashion
	Use at 6 months if applicable



Print Details Clearly 

Student   ………………………..……………………………………………………………………..
Briefly explain your role and responsibilities clearly identifying any changes and developments since beginning the placement.

Other information to include activities/events which you recognise as having contributed to your development.

Signed   ............................................................................................. Date   .........................................

Please return to : 
Placement Administrator



University of Central Lancashire



Department of Art & Fashion



Media Factory Room ME 128



Preston




PR1 2HE

All replies are treated in the strictest confidence:



	University of Central Lancashire

Department of Art & Fashion
	Use at 9 months if applicable



Print Details Clearly 


  Student   …………………………………………………………………………………………….
  Course   …………………..………………………………………………………………………

  Placement Position   ……………………………………………………………………………..
  Salary   ……………………p.a.

  Placement Company   ……………………………………………………………………………
  Address   …………………………………………………………………………………………
Address   ………………………………………………………………………………………………
Address   ………………………………………………………………………………………………
  Placement email …………………………………………………………………………………
  Telephone   ………………………………….. Fax   ………………….……………………….
  Start date   ………………………..………… . End date   …...………………………………..
  Hours of work   ……………………………………………………………………………….….
  Line Mgr   …………………………………………………………………………………………..
  Position   …………………………………………………………………………………………
  Direct Tel No.   ……………………………………………………………..……………………
  Line Mgr Email   ……………………..………………………………………………………….

  Accommodation Address   ………………………………………………………………………
Accommodation Address   ……………………………………………………………………………
Accommodation Address   …………………….…………………………...…………………………
Accommodation Address   ……………………………………………………………………………
Accommodation Address   ....…………………………………………………………………………
  Telephone\Mobile No.   …………………………………………………………………………
  Personal Email   …………………………………………………………………………………


	University of Central Lancashire

Department of Art & Fashion
	Use at 9 months if  applicable



Print Details Clearly 

Student   ………………………..……………………………………………………………………..
Briefly explain your role and responsibilities clearly identifying any changes and developments since beginning the placement.

Other information to include activities/events which you recognise as having contributed to your development.

Signed   ............................................................................................. Date   .........................................

Please return to : 
Placement Administrator



University of Central Lancashire



Department of Art & Fashion



Media Factory Room ME 128



Preston




PR1 2HE

All replies are treated in the strictest confidence:



	University of Central Lancashire

Department of Art & Fashion
	Use at 12 months if applicable



Print Details Clearly 


  Student   …………………………………………………………………………………………….
  Course   …………………..………………………………………………………………………

  Placement Position   ……………………………………………………………………………..
  Salary   ……………………p.a.

  Placement Company   ……………………………………………………………………………
  Address   …………………………………………………………………………………………
Address   ………………………………………………………………………………………………
Address   ………………………………………………………………………………………………
  Placement email …………………………………………………………………………………
  Telephone   ………………………………….. Fax   ………………….……………………….
  Start date   ………………………..………… . End date   …...………………………………..
  Hours of work   ……………………………………………………………………………….….
  Line Mgr   …………………………………………………………………………………………..
  Position   …………………………………………………………………………………………
  Direct Tel No.   ……………………………………………………………..……………………
  Line Mgr Email   ……………………..………………………………………………………….

  Accommodation Address   ………………………………………………………………………
Accommodation Address   ……………………………………………………………………………
Accommodation Address   …………………….…………………………...…………………………
Accommodation Address   ……………………………………………………………………………
Accommodation Address   ....…………………………………………………………………………
  Telephone\Mobile No.   …………………………………………………………………………
  Personal Email   …………………………………………………………………………………


	University of Central Lancashire

Department of Art & Fashion
	Use at 12 months if  applicable



Print Details Clearly 

Student   ………………………..……………………………………………………………………..
Briefly explain your role and responsibilities clearly identifying any changes and developments since beginning the placement.

Other information to include activities/events which you recognise as having contributed to your development.

Signed   ............................................................................................. Date   .........................................

Please return to : 
Placement Administrator



University of Central Lancashire



Department of Art & Fashion




Media Factory Room ME 128



Preston




PR1 2HE

All replies are treated in the strictest confidence:



	University of Central Lancashire

Department of Art & Fashion
	Use at 15 months if applicable



Print Details Clearly 


  Student   …………………………………………………………………………………………….
  Course   …………………..………………………………………………………………………

  Placement Position   ……………………………………………………………………………..
  Salary   ……………………p.a.

  Placement Company   ……………………………………………………………………………
  Address   …………………………………………………………………………………………
Address   ………………………………………………………………………………………………
Address   ………………………………………………………………………………………………
  Placement email …………………………………………………………………………………
  Telephone   ………………………………….. Fax   ………………….……………………….
  Start date   ………………………..………… . End date   …...………………………………..
  Hours of work   ……………………………………………………………………………….….
  Line Mgr   …………………………………………………………………………………………..
  Position   …………………………………………………………………………………………
  Direct Tel No.   ……………………………………………………………..……………………
  Line Mgr Email   ……………………..………………………………………………………….

  Accommodation Address   ………………………………………………………………………
Accommodation Address   ……………………………………………………………………………
Accommodation Address   …………………….…………………………...…………………………
Accommodation Address   ……………………………………………………………………………
Accommodation Address   ....…………………………………………………………………………
  Telephone\Mobile No.   …………………………………………………………………………
  Personal Email   …………………………………………………………………………………


	University of Central Lancashire

Department of Art & Fashion
	Use at 15 months if  applicable



Print Details Clearly 

Student   ………………………..……………………………………………………………………..
Briefly explain your role and responsibilities clearly identifying any changes and developments since beginning the placement.

Other information to include activities/events which you recognise as having contributed to your development.

Signed   ............................................................................................. Date   .........................................

Please return to : 
Placement Administrator



University of Central Lancashire



Department of Art & Fashion




Media Factory Room ME 128



Preston




PR1 2HE

All replies are treated in the strictest confidence:



	University of Central Lancashire

Department of Art & Fashion
	Use On Completion



Print Details Clearly 


  Student   …………………………………………………………………………………………….
  Course   …………………..………………………………………………………………………

  Placement Position   ……………………………………………………………………………..
  Salary   ……………………p.a.

  Placement Company   ……………………………………………………………………………
  Address   …………………………………………………………………………………………
Address   ………………………………………………………………………………………………
Address   ………………………………………………………………………………………………
  Placement email …………………………………………………………………………………
  Telephone   ………………………………….. Fax   ………………….……………………….
  Start date   ………………………..………… . End date   …...………………………………..
  Hours of work   ……………………………………………………………………………….….
  Line Mgr   …………………………………………………………………………………………..
  Position   …………………………………………………………………………………………
  Direct Tel No.   ……………………………………………………………..……………………
  Line Mgr Email   ……………………..………………………………………………………….

  Accommodation Address   ………………………………………………………………………
Accommodation Address   ……………………………………………………………………………
Accommodation Address   …………………….…………………………...…………………………
Accommodation Address   ……………………………………………………………………………
Accommodation Address   ....…………………………………………………………………………
  Telephone\Mobile No.   …………………………………………………………………………
  Personal Email   …………………………………………………………………………………


	University of Central Lancashire

Department of Art & Fashion
	Use On Completion



Print Details Clearly 

Student   ………………………..……………………………………………………………………..
Briefly summarise your role and responsibilities, on reflection.

Other information which you feel relevant to your personal and professional development. 

Signed   ............................................................................................. Date   .........................................

Please return to : 
Placement Administrator



University of Central Lancashire



Department of Art & Fashion



Media Factory Room ME 128



Preston




PR1 2HE

All replies are treated in the strictest confidence:

The following forms:

CRF2 (Return at the end of your placement)
EOPF (Return at the end of your placement)
Placement Search Information Form
Must be filled in and returned to the department at the appropriate stage of your placement.

Before completing the form(s) make a blank copy for future use.

The forms highlighted above in bold are compulsory for all placements.

The forms highlighted in italics are optional. 

The CRF2 form must be handed to your line manager after you have entered your details on the first page of this form. Your employer will return this form to the department.

It is your responsibility to ensure all forms are returned on time, refer to your ‘Student Schedule Form’ (SSF) contained in this pack for the dates these forms should be returned.

The Department suggest you keep a copy of all completed forms in your placement folder.

All forms should be returned to your placement tutor at the following address: 

Placement Administrator
University of Central Lancashire

Department of Art & Fashion

Media Factory Room ME 128
Preston

PR1 2HE



	University of Central Lancashire

Department of Art & Fashion
	Enter your details before handing to your line manager



Print Details Clearly 

  Student   …………………………………………………………………………………………….
  Placement Position   ……………………………………………………………………………..
  Salary   ……………………p.a.


  Placement Company   ……………………………………………………………………………
  Address   …………………………………………………………………………………………
Address   ………………………………………………………………………………………………
Address   ………………………………………………………………………………………………
  Email …………………………………………………………………………………
  Telephone   ………………………………….. Fax   ………………….……………………….
  Line Mgr   …………………………………………………………………………………………..
  Position with Company  ……………………………………………
Main business in which company is engaged.

Start date ………………………. End date ……………………. Total Weeks Completed ………….


	University of Central Lancashire

Department of Art & Fashion
	



Print Details Clearly 

Working Environment

What were the student’s actual duties and responsibilities?

What specific skills did the student learn?

How did the work programme change during the placement?

How closely was the student supervised?



	University of Central Lancashire

Department of Art & Fashion
	



Print Details Clearly 

Students Performance
What was the student’s attitude to his/her work?

Did the student adjust well to the working situation?

How much initiative did the student display?

If applicable, what is your impression of the student’s design/creative ability?

What is your impression of the student’s technical knowledge/practical ability?



	University of Central Lancashire

Department of Art & Fashion
	



Print Details Clearly 

Students Performance continued
How well did the student relate to the other members of staff?

Did the student communicate well?

What was the student’s attendance record?

Did the student have the qualities you look for in an employee?

If yes please briefly explain.

If not, where could improvements be made.

Further comments

Will you consider another student for placement?     Yes   /    No

Signed ………..……………………...……. Position………………………….…….. Date ……....


	University of Central Lancashire

Department of Art & Fashion
	Make a blank copy of this form for future use



Print Details Clearly 

When you know your finishing date of your placement, please complete this form and return it to:- Placement Administrator, University of Central Lancashire, Department of Art & Fashion, Media Factory Room ME 128, Preston, PR1 2HE
The form MUST be returned within 1 week of completing your placement or sooner if possible. 
Name

Course: 

Placement Details

	Company Name

	Address



	Supervisor


	Supervisor’s Telephone Number

	Supervisor’s Job Title

	Placement start date






	Placement end date

	Total weeks completed


	Please identify which skills you feel you have developed whilst on this placement
Reason for finishing placement (i.e. placement completed) or other……….




If the company supplies you with a reference please attach a copy to this form.
	My Contact address will be:- 

(The address which you would like all correspondence forwarding to):-

My email address:-


Would you like to be considered if any other placement opportunities arise?

Please circle your preference,      Yes      No
If you circled YES then please attach a completed Placement Search Information Form on the next page and return it with this form to the address at the top of this form.

	Additional Employment Information


If you choose to take on employment in addition to your placement it is the students responsibility to ensure that the company is registered with H&S and has employee liability insurance for your own personal safety. The department will only check these details with companies offering placements through the department. See 8 of the code of conduct for accommodation information..

Placement Search Information Form for Design Students
Please indicate your preferences by clearly marking each box with a ( for ‘YES I would like to be considered for a placement here’ and X for ‘NO, I do not want my CV sending’. If you leave a box blank you will be assumed to have no strong opinions either way and your CV could be sent if few ‘YES’ boxes come up when searching.

Student Name







Course: BA Hons Fashion Design

Type of Placement

	
	Womenswear
	
	
	Outerwear
	
	
	Design Consultancy

	
	
	
	
	
	
	
	

	
	Menswear
	
	
	CAD
	
	
	Buying\Merchandising

	
	
	
	
	
	
	
	

	
	Childrenswear
	
	
	Trend
	
	
	Party\Eveningwear

	
	
	
	
	
	
	
	

	
	Knitwear
	
	
	Lingerie
	
	
	Surface Pattern

	
	
	
	
	
	
	
	

	
	Tailoring
	
	
	Sportswear
	
	
	

	
	
	
	
	
	
	
	

	
	Pattern Cutting
	
	
	Casualwear
	
	
	Shoe Design

	
	
	
	
	
	
	
	


Preferred Location





                   UK City in order of Pref                         Abroad City in order of Pref

	
	Any UK
	
	North West
	1,
	
	1,
	

	
	
	
	
	
	
	
	

	
	Abroad
	
	Midlands
	2,
	
	2,
	

	
	
	
	
	
	
	
	

	
	
	
	London
	3,
	
	3,
	

	
	
	
	
	
	
	
	

	
	
	
	Southern England
	4,
	
	4,
	

	
	
	
	
	
	
	
	

	
	
	
	Scotland
	5,
	
	5,
	

	
	
	
	
	
	
	
	


Address where any mail should be sent:
Telephone




Mobile






	My UCLAN email is:

	

	Additional email:


Office Use Only
Date Form Received




Information added to s/drive file

Placement Search Information Form for Promotion Students
Please indicate your preferences by clearly marking each box with a ( for ‘YES I would like to be considered for a placement here’ and X for ‘NO, I do not want my CV sending’. If you leave a box blank you will be assumed to have no strong opinions either way and your CV could be sent if few ‘YES’ boxes come up when searching.

Student Name:







Course: BA Hons Fashion Promotion
Type of Placement

	
	PR Consultancy
	
	
	Brand Distribution Office
	
	
	Fashion Wholesaler HO

	
	
	
	
	
	
	
	

	
	Media Company
	
	
	PR Dept Retail/Sports
	
	
	Retailer or Sports Brand HO

	
	
	
	
	
	
	
	

	
	Photographic & Styling Studio
	
	
	Retail Brand Buying
	
	
	Magazine Head Office

	
	
	
	
	
	
	
	

	
	Fashion Graphics Studio
	
	
	Fashion Designer Brand
	
	
	Trend Consultancy HO

	
	
	
	
	
	
	
	

	
	Fashion Retailer Branch Vis M
	
	
	Retail Brand Product Dev
	
	
	

	
	
	
	
	
	
	
	

	
	Brand Marketing Dept
	
	
	Fashion Retailer HO
	
	
	

	
	
	
	
	
	
	
	


Preferred Location





                   UK City in order of Pref                         Abroad City in order of Pref

	
	Any UK
	
	North West
	1,
	
	1,
	

	
	
	
	
	
	
	
	

	
	Abroad
	
	Midlands
	2,
	
	2,
	

	
	
	
	
	
	
	
	

	
	
	
	London
	3,
	
	3,
	

	
	
	
	
	
	
	
	

	
	
	
	Southern England
	4,
	
	4,
	

	
	
	
	
	
	
	
	

	
	
	
	Scotland
	5,
	
	5,
	

	
	
	
	
	
	
	
	


Address where any mail should be sent:
Telephone




Mobile






	My UCLAN email is:

	

	Additional email:


Office Use Only
Date Form Received




Information added to s/drive file

The following forms:

SIFF (Return after every interview)
NOTF (Return if your employer requires you to travel overseas)
RAF (Return if your employer requires you to travel overseas)
PF (Return with Placement Reports)
Must be filled in and returned to the department as and when they are required.

Before completing the form(s) make a blank copy for future use.

The forms highlighted above in bold are compulsory for all placements.

The Department suggest you keep a copy of all completed forms in your placement folder.

All forms should be returned to the Department at the address below. 

Placement Administrator
University of Central Lancashire

Department of Art & Fashion

Media Factory Room ME 128
Preston

PR1 2HE



	University of Central Lancashire

Department of Art & Fashion
	Make a blank copy of this form for future use



Print Details Clearly 



Return Address
Placement Administrator
University of Central Lancashire
Department of Art & Fashion
Media Factory Room ME 128
Preston

PR1 2HE
Student Interview Feedback Form (One form must be returned per interview)
You MUST complete this form after each interview. If a Company is unable to make a decision about which student they should offer a placement to. They may contact the department to discuss the candidates. In order to help you secure a placement, it is helpful if you have completed this form and returned it to the department as soon as possible after your interview.
STUDENT NAME:

…………………………………..………………………...……………….

COURSE: (delete)
BA Hons FASHION DESIGN (with sandwich)


BA Hons FASHION PROMOTION (with sandwich)

PLACEMENT COMPANY:
………….………………………………………………………………….

DATE OF INTERVIEW ATTENDED:
………………………………………………...………….

Name of person who interviewed you: …………………………………………………………………….

Give a brief summary of your interview below:

………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………..

………………….…………………………………………………………………………………………….

…………………….………………………………………………………………………………………….

Identify your interest in the placement now that you have had an interview with this company (please comment): -

Very interested ……………………………………………………………………………………………...

Interested ……………………………………………………………………………………………………

Not interested …………….…………………………………………………………………………………

INTERVIEW RESULT:



(Please circle)                   Placement Offered            Placement NOT Offered           Awaiting Notification

Return to the address at the top of this form as soon as possible after your interview.

 or Fax to 01772 892921


	University of Central Lancashire

Department of Art & Fashion
	Make a blank copy of this form for future use



If your placement company requires you to make any overseas visits whilst on your placement please complete this form and return it to: 

Placement Administrator, University of Central Lancashire, Department of Art & Fashion, Media Factory Room ME 128, Preston, PR1 2HE   or FAX 01772 892921
One form must be completed per trip 

The form MUST be accompanied by a Risk Assessment Form (RAF) and returned prior to your departure.
You should ensure that you have sufficient Personal / Health and Travel Insurance to cover the duration of the visit.

Please ensure you check out the Government website www.fco.gov.uk to check that there are no restrictions advised to your planned destination – if there are you should refrain from the visit in the interest of your own health and safety - If you need further advise, please contact Peter Hill in the University Health & Safety Office pnhill1@uclan.ac.uk or Tel 01772 892232. 

You should also check to see if it is advisable that you have any vaccinations and that if these are required that you arrange to have them through your Doctor in plenty of time prior to your visit.

Name         

Course:

Placement Details

	Company Name



	Address



	Telephone Number



Fax Number

	Countries to be visited

	Date of Departure 

	Date of Return to UK

	Supervisor






	Supervisor’s Telephone Number

	Supervisor’s Job Title


	Student Job Title

	Student Telephone Number at Work

	Email address at work


	Reason for visit:




	For office use

	Information forwarded to Alison Thomas, Adelphi Building Rm 134………………………□

Date


It is your responsibility to inform Placement Administrator of any changes to the above by email: afplacement@uclan.ac.uk


	University of Central Lancashire

Department of Art & Fashion
	Make a blank copy of this form for future use




	Risk Assessment
For
	
	Assessment
Undertaken By
	
	Assessment
Reviewed

	Service / Faculty / Dept:


	
	Name
	
	Name: 



	Location of Activity:


	
	Date:
	
	Date:

	Activity:


	
	Signed by Head of Dept / equivalent


	
	

	REF: 
	
	Date
	
	


	List significant hazards here:
	List groups of people who are at risk:
	List existing controls, or refer to safety procedures etc.
	For risks, which are not adequately controlled, list the action needed.
	Remaining level of risk:
high, med or low

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	University of Central Lancashire

Department of Art & Fashion
	Make a blank copy of this form for future use




This form should be completed and submitted with your placement reports.

Plagiarism is the act of passing some one else's work ideas or work as your own. It is a serious disciplinary offence.
Please complete the section below:

Name:  …………………………………………………………………

Programme area:  ……………………………………………………

Module:  ……………………………………………………………….

"I confirm that this assignment that I have submitted is all my own work and the source of any information that I have used (including the Internet) has been fully identified and properly acknowledged, as required by the University Guidelines”.

Placement Company:  …………………………………………………………………………………
Signature of Student: .............................................................................................................................

Date:  ……………………………………………………………………
Student Progress Report Intermediate


(please complete every section and return as soon as possible)





Risk Assessment Form





(RAF)





Other





Placement Administration











Student Interview Feedback Form


(please complete every section and return as soon as possible after interview)





(SIFF)





(SPR 2) Page 1 of 2
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Student Progress Report Intermediate


(please complete every section and return as soon as possible)





(SPR 2) Page 1 of 2





Student Progress Report Intermediate


(please complete every section and return as soon as possible)





(SPR 2) Page 2 of 2





(SPR 2) Page 1 of 2





Student Progress Report Intermediate


(please complete every section and return as soon as possible)





Student Progress Report Intermediate


(please complete every section and return as soon as possible)





(SPR 2) Page 1 of 2





Student Progress Report Intermediate


(please complete every section and return as soon as possible)





(SPR 2) Page 2 of 2





Student Progress Report Intermediate


(please complete every section and return as soon as possible)





(SPR 2) Page 1 of 2





Student Progress Report Summary


(please complete every section and return as soon as possible)





(SPR 2) Page 2 of 2





Student Progress Report Summary


(please complete every section and return as soon as possible)
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Student Progress Report


(please complete every section and return within 1 week of starting)





(SPR 1) Page 2 of 2





Student Progress Report


(please complete every section and return within 1 week of starting)





Student Progress Report Intermediate


(please complete every section and return as soon as possible)
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Company Report Form Placement Completion


(please complete every section and return as soon as possible)





(CRF 2) Page 2 of 4





Company Report Form Placement Completion


(please complete every section and return as soon as possible)





(CRF 2) Page 3 of 4





Company Report Form Placement Completion


(please complete every section and return as soon as possible)





(CRF 2) Page 4 of 4





Company Report Form Placement Completion


(please complete every section and return as soon as possible)





(SHSC)





Student Health & Safety Checklist


(please complete every section and return within 1 week of starting)





Student Schedule Form








(SSF)





Confirmed Placement Form


(please complete every section and return within 1 week of starting)





(CFPF)





End of Placement Form


(please complete every section and return within 1 week of completing your placement)





(EOPF)





Notice of Overseas Travel by Placement Student


(please complete every section and return prior to your trip. Attach an RAF form)





(NOTF)





Plagiarism Form





(PF)





(CRF 1) Page 1 of 4





Company Report Form Intermediate


(please complete every section and return as soon as possible)





(CRF 1) Page 2 of 4





Company Report Form Intermediate


(please complete every section and return as soon as possible)





(CRF 1) Page 3 of 4





Company Report Form Intermediate


(please complete every section and return as soon as possible)





(CRF 1) Page 4 of 4





Company Report Form Intermediate


(please complete every section and return as soon as possible)
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Student Progress Report Intermediate


(please complete every section and return as soon as possible)





(SPR 2) Page 1 of 2





Student Progress Report Intermediate


(please complete every section and return as soon as possible)





(SPR 2) Page 2 of 2
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