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	I am delighted to welcome you to Herefordshire College of Technology and the University of Worcester and wish you every success as you start this new course.
The Foundation Degree in Counselling Programme is validated by the University of Worcester. This means that, if you successfully complete all parts of the Programme, you will receive a University of Worcester qualification and may, if you wish, attend the graduation ceremony. You will enrol at the Faculty of Community Studies, Herefordshire College of Technology.

You should ensure that you read this handbook in conjunction with the UW Student Handbook, a copy of which you will find via the “My Course Details” tab within your SOLE page.  
Ian Peake
Principal, Herefordshire College of Technology

Fiona Price
Carol Morgan

Course Tutors Foundation Degree Counselling


July 2010.
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	Semester Dates 2011/2012


Semester One 
8th September 2011 – 26th January 2012

Christmas Break: no classes 22nd and 29th December 2011

Learning Week: Wednesday 27th October 2011
Semester Two


Learning Week: Thursday 16th February 2012

Easter Break: no classes 5th & 12th April 2012
This course will take place at the Faculty of Community Studies, Herefordshire College of Technology, on one day per week from 09.00 am to 4.30 pm. over two academic years i.e. 72 weeks. Each academic year is divided into two semesters.

	Who’s who in the Faculty of Community Studies teaching team


HCT staff
	Name
Fiona Price

Course Leader

pricef@hct.ac.uk 


	Room C115
	Ext 380

	Carol Morgan

Course Leader

morganc@hct.ac.uk

	Room C115
	Ext 380

	Stewart Cooper

Teaching Staff                                   
coopers@hct.ac.uk
                                                                                                                                                                                  
	Room C115
	Ext 380


University of Worcester Staff
Matthew Jellis






01905 855096

Link Tutor

m.jellis@worc.ac.uk 

Programme Information

The table below provides an outline of the arrangements for your course.  

	Awarding institution/body 
	University of Worcester 

	Teaching institution                          
	Herefordshire College of Technology

	Programme accredited by 
	N/A

	Final award 
	FdSc


	Programme title 
	Counselling

	Pathways available 
	

	Mode and/or site of delivery 
	Taught programme at Herefordshire College of Technology

	Mode of attendance 
	 Full-time or part-time

	UCAS Code 
	 B941 

	Subject Benchmark Statement 
	QAA Foundation Degree Benchmark Statement, 2004, BACP Course Accreditation criteria, Gold Book 2009

	Date of Preparation/Revision 
	July 2009


Course Philosophy and Rationale

Counselling involves the creation of a particular kind of relationship between client and counsellor, within which the client is enabled to discover his or her own resources for resolving problems and moving towards a more insightful, fulfilling way of being.

Counselling can help people:

· to clarify what is important to them;

· to reach a resolution of problems;

· to explore individual feelings, thoughts and meanings and get in touch with inner resources;

· by offering support, both at times of crisis and during developmental or transitional periods
.

The counselling relationship, by its qualities of respect, understanding and openness, makes possible for the client a new appraisal of self and an opportunity for change and development. Central to counselling is the counsellor’s capacity and willingness to identify and relinquish prejudice and responses which impede the growth of others through the abuse, however subtle, of personal power
Counselling is a fast-growing, dynamic and multi-dimensional area of study and practice which is now moving towards professional regulation. The Foundation Degree in Counselling has been designed to take full account of current discourse and to equip students with the knowledge, skills and attitudes necessary to enter the profession. Students who attain the Foundation Degree will be qualified counsellors and able to call themselves professional counsellors.
The Foundation Degree in Counselling is based on a Person-Centred philosophy and approach, which has developed from the work of Carl Rogers and his associates over the past fifty years. The approach is characterised by certain beliefs and attitudes, which distinguish it from both the analytical and behavioural traditions.  
The Person-Centred approach forms the core course model. Academic, skills and personal development work reflect this emphasis, encouraging students to develop as reflective practitioners, who seek to offer a therapeutic relationship, which fosters client change and development.  
In accordance with Person-Centred philosophy, course teaching staff seek to promote attitudes to learning which are student-centred and based on the fostering of relationships between students and tutors which are mutually respectful.   
In line with Person-Centred philosophy, the course seeks to understand the diverse needs of current and prospective students and this is reflected in its policies for accreditation of prior experience and learning. 
The course also promotes collaborative relationships with counselling practice providers and counselling/mental health professionals as part of its commitment to promoting high ethical and professional standards.
The course has been informed by the current counsellor professional training course accreditation requirements published by the British Association for Counselling & Psychotherapy in May 2009 and also by the QAA Foundation Degree Qualification Benchmark Statement, 2004. As a new course, the programme is not, as yet, accredited by a counselling professional body, but attainment of the award enables students to proceed to individual accreditation by the British Association for Counselling & Psychotherapy. In designing the course as a collaborative arrangement between the University of Worcester and Herefordshire College of Technology, full account has been taken of University of Worcester Quality Standards and Herefordshire College of Technology’s Mission Statement.
Educational aims of the programme 

This programme aims to equip students with the knowledge, skills and attitudes required to enter the counselling profession and to provide pathways for lifelong learning by offering progression to other qualifications. The Foundation Degree in Counselling is aimed at students who wish to combine study with work and make useful connections between the two. The programme is distinctive in its involvement with employers and counselling professionals. In the near future, it is likely that counsellors will need to be professionally registered and of graduate status. This course will place University of Worcester graduates in a strong position to meet this challenge.

The educational aims of the programme are to:

1. Facilitate the acquisition and development of specific knowledge, skills and ethical and moral values relevant to the context of counselling in a manner that encourages their critical evaluation.

2. Provide opportunities for students to develop key skills to prepare for further study and/or employment and lifelong learning.

3. Promote critical reflection and reflective practice and ongoing personal and professional development.

4. Enable students to make sound judgements in the delivery of counselling in accordance with the BACP Ethical Framework.

5. Facilitate student development of an analytical and critical approach to problem solving.
6. Critically engage students in appreciation of the social, cultural, legal, political and moral context of counselling.

7. Raise awareness of the importance of maintaining knowledge and appreciation of mental health issues, including policies, practice guidelines and requirements for continuing professional development.  

8. Raise awareness of the value and importance of research for counselling practice and facilitate the development of basic research competencies in undertaking a small counselling research project.
9. Further develop skills and strategies necessary for partnership working with a range of counselling clients, counselling agencies, related services and other professionals.

10. Provide appropriate learning experiences to ensure the development of a range of transferable skills.

11. Implement the University of Worcester Learning, Teaching and Assessment Strategy and Herefordshire College of Technology Mission Statement by providing an academically and vocationally rewarding, personally fulfilling student experience in order to meet the diverse needs of students, employers and society.

Intended learning outcomes and learning, teaching and assessment methods 
The Foundation Degree in Counselling can be studied full-time over two years or part-time over three or four years. Full-time students study 8 modules or equivalent (120 credits) in each academic year, while part-time students normally study four modules or equivalent a year, but can vary the pace of study to complete more quickly. A module of 15 credits comprises 150 hours of study. The course encompasses the BACP requirements of 504 guided learning hours over the two years of the course, including a minimum of 450 hours of timetabled guided learning time, with 400 of these hours being direct teaching or instruction time. In addition to this, students are required to undertake work-based learning – normally on the basis of two days per week in a relevant work-based environment/placement through the two years of the course. This encompasses the minimum of 50 hours of work-based learning or other duties relating to service provision and a further 150 hours of supervised counselling practice required by BACP.
It is important to remember that in addition to time spent in class or on counselling practice and in work-based learning, this course involves a high degree of self-directed learning. A minimum of an additional four hours per week for each module studied is advised for completion of reflective learning journals, for additional reading and for the marshalling of evidence for portfolios for each module. On top of this, students are actively encouraged to undergo personal therapy or to engage in specific personal development work.

Whilst on counselling practice, there is a further requirement for students to engage fully with the work of the counselling agency with which they are involved. To meet BACP requirements, they need to receive a minimum of 1.5 hours of clinical supervision per month once they are counselling and to attend any business meetings and Continuing Professional Development training offered by the agency. All of this time is to be logged in learning portfolios.

So, in terms of your student experience, the following represents an estimate of the minimum investment of time you need to devote to study each week in order to complete the course:-
7 hours (1 day) per week in college

2 days per week in placement/work-based learning

16 hours per week self-directed study

In addition, students are required to complete 150 hours of counselling practice, 15 hours of supervision and 40 hours of personal therapy or personal development work.

The programme uses a set of learning outcomes shaped by the British Association for Counselling & Psychotherapy’s current Course Accreditation Requirements ( May 2009) and the QAA Foundation Degree Qualification Benchmark Statement (2004). The programme is also cognizant of the learning outcomes of the University of Worcester’s BSc Counselling Psychology and related Psychology programmes of study. 
Intended Learning Outcomes – FD in Counselling
On successful completion of the course, students will be able to demonstrate:-

1. Knowledge and critical understanding of Person-Centred approaches to counselling as a core theoretical model;
2. Knowledge and critical understanding of the historical development and key principles of counselling and the way in which counselling has developed as a discipline;
3. Successful application in the workplace of the range of knowledge and skills learnt throughout the programme;
4. Ability to apply underlying concepts and principles outside the context in which they were first studied, and the application of those principles in a work context;
5. Ability to make informed comparisons between the core theoretical model studied on the course and other theoretical approaches to counselling and ability to critically evaluate the appropriateness of different approaches when working with diverse client issues and populations;
6. Understanding of the limits of their knowledge and how this influences analyses and interpretations based on that knowledge in the workplace;
7. Ability to initiate and undertake critical analysis of information and propose solutions to problems arising from that analysis in the field of counselling and when working as a counsellor;
8. Effective and fluent written, oral and visual communication to convey ideas and research findings to specialist and non-specialist audiences;
9. Ability to initiate, design, conduct with appropriate supervision, and report on an ethical, empirical research project based on work experience in the field of counselling, recognise its methodological and ethical limits and reflect on how the project’s findings may inform their practice;
10.  Ability to utilise opportunities for independent lifelong learning through self- reflection, the evaluation of strengths and weaknesses, self-directed study and self and task management to meet set objectives and assume responsibility within organisations;
11. Team working skills through awareness and sensitivity to the contextual and interpersonal features of group work;
12. Knowledge and understanding of the Law relating to counselling, the principles and values of the BACP Ethical Framework and current Government initiatives relating to mental health, such as the IAPT (Improving Access to Psychological Therapies).
13. Knowledge and understanding of dominant models used in mental health settings and ability to apply these in counselling practice.
This Foundation Degree will utilise a mixed assessment strategy, with the aim of building student confidence and supporting skills of autonomous learning. Presentation, discussion and feedback, audio-visual work, portfolio –building and reflective journal work will complement written academic work, which will include essays, reports and written evaluations
Learning outcomes have been designed to include generic and transferable/key skills as well as skills, knowledge and understanding related specifically to counselling as illustrated below.
	Learning outcomes
	Module(s) in which these are assessed

	Knowledge & critical understanding of Person-Centred approaches to counselling as a core theoretical model (1)
Knowledge & critical understanding of the historical development and key principles of counselling and the way in which counselling has developed as a discipline.(2)
Successful application in the workplace of the range of knowledge & skills learnt throughout the programme (3)

Ability to apply underlying concepts and principles outside the context in which they were first studied, and the application of those principles in a work context(4)

Ability to make informed comparisons between the core theoretical model studied on the course & other theoretical approaches to counselling & ability to critically evaluate the appropriateness of different approaches when working with diverse client issues & populations (5); Understanding of the limits of their knowledge & how this influences analyses & interpretations based on that knowledge in the workplace (6);
Ability to initiate & undertake critical analysis of information & propose solutions to problems arising from that analysis in the field of counselling & when working as a counsellor (7).

Effective & fluent written, oral & visual communication to convey ideas & research findings to specialist & non-specialist audiences (8).

Ability to initiate, design, conduct with appropriate supervision, and report on an ethical, empirical research project based on work experience in the field of counselling, recognise its methodological & ethical limits & reflect on how the project’s finding may inform their practice (9).
Ability to utilise opportunities for independent lifelong learning through self-reflection, the evaluation of strengths & weaknesses, self-directed study & self and task management to meet set objectives & assume responsibility within organisations (10).

Team working skills through awareness & sensitivity to the contextual & interpersonal features of group work (11).

Knowledge & understanding of the law relating to counselling, the principles & values of the BACP Ethical Framework & current Government initiatives relating to mental health (12).

Knowledge & understanding of dominant models used in mental health settings and ability to apply these to counselling practice (13)

	· Person-Centred Approaches in Counselling;
· Comparative Theoretical Approaches;

· Developing the skills of Person-Centred Counselling & Psychotherapy

· Social, Political & Cultural Context of Counselling;

· Introduction to Counselling Ethics & the Law relating to Counselling;

· Person-Centred Approaches in Counselling;

· Comparative Theoretical Approaches;

· Introduction to Counselling Research.

· Independent Work-Based Learning Modules 1 & 2

· Introduction to Counselling Research

· Independent Work-Based Modules 1 & 2

· Introduction to Counselling Research

· Counselling Children & Young People

· Counselling for Loss & Grief

· Comparative Theoretical Approaches

· Person-Centred Approaches in Counselling;

· Social, Political & Cultural context of Counselling;

· Introduction to Counselling Ethics & the Law relating to Counselling;

· Human Growth & Development;

· Counselling Children & Young People;

· Counselling for Loss & Grief;

· Independent Work-Based Modules 1 & 2;

· Introduction to Counselling Research

· Introduction to Counselling Research;
· Independent Work-Based Modules 1 & 2;
· Introduction to Counselling Ethics & the Law relating to Counselling;

· Social, Political & Cultural context of counselling .

· Introduction to Counselling Research
All Modules

· Counselling Ethics and the Law relating to counselling;
· Social, Political & Cultural context of counselling

· Counselling Ethics and the Law relating to counselling;
· Social, Political & Cultural context of counselling;

· Independent Work-Based Modules 1 & 2

· Introduction to Counselling Research;

· Person-Centred Approaches to Counselling;

· Skills of Person-Centred Counselling


The alignment of learning, teaching and assessment methods to the development and achievement of the learning outcomes is also illustrated in the grid below.
	Knowledge and understanding: 

Learning Outcomes 1,2,5,12,13
	Examples of learning, teaching and assessment methods used include Case Study, Research Report, Essay, Individual Presentation, Learning Portfolio, Report, Audio-taped & Video-taped counselling interaction, Reflective Practice Diary, Personal Reflective Journal, Transcript

	Cognitive and intellectual skills: 

Learning Outcomes 1 -13
	Examples of learning, teaching and assessment methods used include all of the above plus Group Presentation, PowerPoint and Video of Practice 

	Practical skills relevant to employment: 

Learning Outcomes 1 -13
	Examples of learning, teaching and assessment methods used include all of the above. Please note that formative assessment on counselling practice takes place as well as summative assessment of practical skills through Case Study, Transcript, Audio-taped & Video-taped counselling interaction, Film of Practice and Reflective Practice Diary. The counselling practice formative assessment includes reports from supervisors and counselling practice managers approved by the College as counselling practice providers. 

	Transferable/key skills: 

Learning Outcomes 1 -13
	Examples of learning, teaching and assessment methods used include all of the above.


Accreditation of Prior Learning

Given the wide experience of potential applicants to this course, applications for Accreditation of Prior Learning (APL) and Accreditation of Prior Experiential Learning (APEL) are welcomed in accordance with the University of Worcester’s Admissions Policy. For further information, please contact UW Registry on 01905 855111.
Students with disabilities are encouraged to disclose this disability on application in order that we can ensure their needs are met appropriately. 

Details of this course are contained in Herefordshire College of Technology’s Higher Education Prospectus.  Application is via UCAS – for general course enquiries, please contact our Freephone enquiry line on 0800 032 1986 or Email enquiries@HCT.ac.uk – if you would like to speak with a relevant member of teaching staff, we can easily arrange this for you.  
Alternatively, you can write to:

Enquiries

Herefordshire College of Technology

Folly Lane

Hereford

HR1 1LS

Fax  01432 353449 ( FAO Enquiries)

Or check out the website at www.hct.ac.uk 
Programme Structure and Requirements
The FD in Counselling is modular in design and represents a journey towards the point where students are qualified to practise as counsellors. Each module will be studied and assessed as a discrete entity. However, all modules will relate closely to each other and as you progress through the course, new modules will build upon and further develop knowledge and skills learned in other modules. The course lays great emphasis on the personal development of the student as a reflective practitioner, with the first year of the course inviting students to highlight areas where they need to develop and the second year representing a deepening of the process of rigorous self-examination. Key skills development and acquisition are embedded within the individual module learning and assessment strategies.

The course comprises 13 modules in total: seven modules at Level 4 and six modules at Level 5. Each module attracts 15 Credit points, with the exception of three modules which are double modules, attracting 30 Credit points.
Level 4 Modules:-

Total Credit Points at Level 4 = 120

Level 5 Modules:-

Total Credit Points at Level 5 = 120

TOTAL CREDIT POINTS FOR FOUNDATION DEGREE = 240

Award map

The award map that follows shows you at a glance the modules you will study to attain the full Foundation Degree award. Completion of the full award will enable you to enter the counselling profession.
AWARD MAP 
Foundation Degree in Counselling (FdSc)
	
	Level 4

	Module Code 
	Module Title
	Credits
	Status
	Pre-requisites

	FDCP 1001
	Person-Centred Approaches in Counselling 
	15
	Mandatory
	None

	FDCP 1002
	Personal and Professional Development, Part 1
	15
	Mandatory
	None

	FDCP

1003
	Comparative Theoretical Approaches
	15
	Mandatory
	None

	FDCP

1004
	Human Growth and Development
	15
	Mandatory
	None

	FDCP

1005
	Social, Political and Cultural Context of Counselling
	15
	Mandatory
	None

	FDCP

1006
	Counselling Children & Young People
	15
	Mandatory
	None

	FDCP

1007
	Independent Work-Based Learning (1)
	30
	Mandatory
	None


Requirements at Level 4 – Students must take the 7 Mandatory modules

	
	Level 5

	Module Code 


	Module Title
	Credits
	Status 
	Pre-requisites

	FDCP 

2001
	Introduction to Counselling Research
	30
	Mandatory
	FDCP 1007

	FDCP

2002
	Personal and Professional Development (2)
	15
	Mandatory
	FDCP 1002

	FDCP

2003
	Developing the Skills of Person-Centred Counselling
	15
	Mandatory
	FDCP 1001

	FDCP

2004
	Introduction to Counselling Ethics and the Law relating to Counselling
	15
	Mandatory
	None

	FDCP

2005
	Counselling for Loss and Grief
	15
	Mandatory
	None

	FDCP

2006
	Independent Work-Based Learning (2)
	30
	Mandatory
	FDCP 1007

FDCP 1002


Requirements at Level 5 - Students must take the 6 Mandatory modules 

Course Design

Year 1
Level 4 (Certificate Level)

 

The Level 4 Modules in the Foundation Degree will enable you to develop a depth of understanding of how the human personality develops. At Level 4, you will also learn about Person-Centred Approaches in Counselling, which form the core course model, against which other approaches from the Psychodynamic and Cognitive/Behavioural schools are compared.  You will have opportunities to develop your awareness and understanding of the wider background against which counselling takes place in our society and this will include reference to the social, political and cultural context of counselling. Also at Level 4, you will have the opportunity to focus on ways of working as a counsellor with children and young people, a module which is led by tutors who have current experience of working with young people.
Work-Based Learning at Level 4 will focus on a work-based project, which will enable you to focus and reflect on the work of an individual counselling agency and/or a client population of your choice. Also, as part of your work-based learning, and towards the end of the first year, you will have the opportunity to commence counselling practice within the community.
You will have opportunity to develop your personal learning style and the skills required for study at Higher Education level. Your individual student autonomy will be promoted through learning, teaching and assessment strategies that will enable you to practise and develop subject specific and key skills with structured tutor support. In addition, you will be given opportunities to apply the principles and theory explored within the taught component in practice settings, to develop generic and specific practice skills.  

 

On completion of Level 4 modules, you will have a sound knowledge of the basic concepts necessary for the study of counselling and will be able to participate in different approaches to solving problems.  You will be able to communicate accurately and, whilst encouraged to exercise some personal responsibility for your learning and development, this will be supported by structured tutor support.
Year 2
Level 5 (Intermediate Level)

At Level 5, you will learn more about the Person-Centred approach to counselling, together with the skills associated with this way of working. Level 5 modules are designed to promote greater independence in learning, with tutor support, through opportunities for personal development and the application of knowledge and skills gained through the course to practical learning settings.
You will study relevant legislation and be introduced to the ethical and professional standards which form the value base of counselling. The course will also familiarise you with the counselling models currently dominant within mental health settings and enable you to develop your knowledge of mental health and wellbeing.
There will be opportunities to develop basic research skills, to understand some research methodologies and to appreciate the importance of research findings in enhancing the professionalism of counselling services. 

Ongoing professional development and reflective practice are key components of effective personal development and learning for counsellors and you will continue to participate in the weekly Personal Development (P.D.) Group that runs throughout the duration of the course. The P.D. group will also assist you to reflect critically on theory and practice relevant to counselling.   

 
A major component of the second year will be the opportunity you will be given for gaining professional experience within the counselling sector. Work-Based Learning will revolve around the deepening of your counselling experience through completion of 150 hours of counselling practice within the community.
 

On completion of Level 5, all students will have developed a sound understanding of the principles, concepts and skills applicable to the study of counselling and will be able to apply this learning to practice. They will be able to evaluate the appropriateness of different approaches to solving problems. Tutor support will be less structured than at Level 4, in order to assist students to assume greater personal responsibility for their learning and demonstrate their ability to make decisions.
Foundation Degree in Counselling Module Schedule
YEAR 1 Semester 1

FDCP 1001 Person-Centred Approaches in Counselling

FDCP 1002 Personal & Professional Development, Part 1

FDCP 1005 Social, Political & Cultural Context of Counselling

FDCP 1004 Human Growth & Development

FDCP 1007 Work-Based Module (1)

YEAR 1 Semester 2

FDCP 1003 Comparative Theoretical Approaches

FDCP 1002 Personal & Professional Development, Part 1

FDCP 1006 Counselling Children & Young People

FDCP 1007 Work-Based Module (1)

YEAR 2 Semester 1

FDCP 2001 Introduction to Counselling Research

FDCP 2002 Personal & Professional Development, Part 2

FDCP 2003 Person-Centred Counselling Skills

FDCP 2006 Work-Based Module (2)

YEAR 2 Semester 2

FDCP 2004 The Law & Ethics Relating to Counselling

FDCP 2002 Personal & Professional Development, Part 2

FDCP 2005 Counselling for Loss & Grief

FDCP 2006 Work-Based Module (2)

Your course in context
The Foundation Degree in Counselling is guided by the principles contained in the University of Worcester’s Strategic Plan 2007-2012 (p.5), which states that provision should aspire to: “Produce highly employable, innovative, professional and entrepreneurial  alumni” and to “Promote first class scholarship, research and knowledge transfer ... applied and practical in character.” The course is also guided by the principles contained in the QAA for Higher Education’s Foundation Degree Qualification Benchmark (October 2004, p.3), which describes the purposes of Foundation Degrees as being to:-
“ integrate academic and work-based learning through close collaboration between employers and programme providers.”

“ equip learners with the skills and knowledge relevant to their employment, so satisfying the needs of employees and employers.”

 “ appeal to learners wishing to enter a profession as well as those seeking continuous professional development.”

 “ provide pathways for lifelong learning and the opportunity to progress to other qualifications.”
The Foundation Degree in Counselling specifically satisfies these principles through student work-based learning. Completion of counselling practice requires close collaboration between the student, counselling agencies and the College. Completion of counselling practice also enables students to fulfil their practice competencies as trainee counsellors. Student personal and professional development is fostered through a course which offers opportunity to top up to a full Undergraduate degree, whether at the University of Worcester or another institution.
A Quality Assurance (QAA) Subject Benchmark Statement for Counselling is currently in the process of development. The Foundation Degree Counselling takes full account of current professional debate and the course learning outcomes are based around the BACP course accreditation requirements published in May 2009.  Students successfully completing this programme will be eligible to apply for individual BACP accreditation. Information on current course and individual accreditation can be found on the BACP website – www.bacp.co.uk
In order to assist students in compiling all the information they will need to gather for individual accreditation, tutors will ensure that student portfolios include a breakdown of course details, such as Teaching Contact Time, Guided Learning Hours, Tutorials, Logs of Supervision and Client Hours. Learning Portfolios will also be organised according to BACP current Core Curriculum criteria, so that evidence for individual accreditation is easily accessible.
The Foundation Degree in Counselling falls within the Undergraduate Regulatory Framework (URF). 
The Foundation Degree in Counselling complies with the University of Worcester’s Curriculum Design Policy and its Quality Assurance Strategy in the following specific ways:-
· The course contains clear aims and learning outcomes, with teaching and assessment strategies that promote student autonomy and reflexivity in learning;
· Course design allows progressive student development from level 4 to level 5 competencies, all enhanced by work-based learning;
· The course complies with both internal academic standards and with external professional standards, taking full account of current benchmark statements for counselling and for Foundation Degrees;
· The course aims to promote an enquiring and self-aware approach to learning, fostering students’ independent judgement and critical abilities;
· The course is inclusive, taking account of the wide-ranging educational and experiential backgrounds of potential students and ensuring equality of opportunity;
· The course has developed an inclusive curriculum, which takes account of difference and diversity in the practice of counselling and promotes a flexible approach;
· The course has been developed in consultation and close dialogue with the student community at Herefordshire College of Technology, with teaching and professional colleagues both at the College, the University of Worcester and in the counselling community.
· The course fosters a high quality student vocational and academic experience, which allows successful students to enter the counselling profession;
· Course literature is accessible to both students and work-based professional colleagues, thereby promoting positive work experience.
Management of your course
The Foundation Degree in Counselling will be managed by the Faculty of Care and Community Studies, Herefordshire College of Technology.

Students come into contact with staff principally as their lecturers within specific modules. Each module has a leader in charge of that particular area of study, and they frequently work in collaboration with a team of lecturers to deliver the module. Lecturers teach in areas in which they have expertise and a special interest and for this reason, some modules in counselling will have leaders or contributors from other Departments.

If you have a query or problem relating to a specific module, you should discuss it with the module leader in the first instance – most things can be resolved in this manner. However, there may be occasions when you want to see the course tutor if you have a general course-related question or a problem that you have been unable to resolve. Occasionally, you may wish to approach the Head of Faculty and, of course, you can also talk to your personal tutor. The important thing is to talk about any problems you are experiencing as soon as possible. Staff are approachable and helpful, and have a wealth of experience in solving or alleviating problems faced by students. Don’t let stress or confusion build up, talk to us! We have consistently achieved good grades for student support in national quality assurance reviews, and see student support as an essential part of our role.
Students are represented both at HCT in the student forum and on the formal committee structure of the University by Student Academic Representatives, or ‘StARs’ who play a valuable role in helping monitor and improve our courses. Your induction period will discuss this issue more fully and give you the opportunity to become a student representative at HCT and/or ‘StAR’ at UW.

Towards the middle and end of each module, the module leader collects formal feedback from students who are taking the module. This enables a full evaluation of the module and changes to be made in the light of your responses. The Head of Faculty and Curriculum Leaders and nominated staff produce an annual monitoring report that draws on feedback and sets out issues and plans affecting the immediate future of the courses on offer in the Department. Consequently, there are a number of ways that you can influence the quality of your educational experience, either through your own actions or those of your representatives.
Course Administration

Course Notices via the Virtual Learning Environment
Notices are posted on the HCT On-line site (Moodle) in the Foundation Degree area. You will receive a password for this in induction. Students should check these regularly for important course and module information. Information is also shared via e-mail.
SOLE Pages 
Important announcements will also be made via the “My Message” system and Latest News containers on the SOLE home page. 
Registry Services
Registry Services is the administrative department responsible for your student record in Worcester University. The department also organises registration, keeps a current record of your progress, administers the procedures for the consideration of claims of mitigating circumstances and appeals, provides guidance regarding modules and arranges the awards ceremonies.

At HCT, the MIS office is responsible for holding student records. They are open Monday to Thursday 9. 00 a.m. – 5.00 p.m. and Friday 9.00 a.m. – 4.30 p.m. and can be contacted on extension 233.

Student Services 
Student services at HCT comprise the following:-

· Student Finance & Adult Gateway

· Careers Advice & Guidance

· Student Information Services

· Accommodation Service

· Student Liaison Team

Contact information for all these services is available from course tutors and in the HCT student diary you will receive at Induction.
You may also access the following UW provision, if this is more convenient for you:-
Student Services is the central department that provides non-academic support of students.  The department includes the following:

Careers (01905 85 5166)

Helping you to make your future career plans and put them into practice.

Chaplains (01905 85 5502)

Spiritual guidance and support.  A prayer room is available in Bredon building, next to the nursery, and a ‘Quiet Space’ is available in Woodbury, near the Student Enquiry Desk.
Community Development and Residential Support (01905 85 5104)
Ensure the security and discipline of students living in halls, and foster a community spirit on and off campus.

Counselling (01905 85 5107) and Mental Health (01905 85 5447)
Supportive and confidential environment in which to explore your concerns with a professional counsellor or mental health adviser.

Disability and Dyslexia Service (01905 85 5531)

Advice and guidance about all disability-related matters.

Student Wellbeing Centre (01905 54 2161)

Your first point of contact for health and related enquiries.  A sexual health clinic is available every Monday lunchtime during semesters.  If necessary the Centre can arrange first aid.  

Welfare and Financial Advice (01905 85 5501)

Help with all issues relating to welfare and financial support such as grants, student loans, the Access to Learning Fund and state benefits.  
For further information about any of these services, see the ‘Life Support’ section on your SOLE page  or contact your Students’ Union.
Work-Based & Practice Learning
The Independent Work-Based Learning Modules – FDCP 1007 and FDCP 2006 - include the requirements for every student to complete 50 hours of work-based learning and 150 hours of face-to-face supervised counselling practice with individual clients.
Completion of the 50 hours work-based learning is built into the assessment requirement for FDCP 1007 on a Pass/Fail basis. 

Completion of the 150 hours of counselling practice is built into the assessment requirement for FDCP 2006 on a Pass/Fail basis.

Students are advised about the counselling practice component of the course at the enquiry stage and also at selection, so that they can begin to think about possibilities for completing this aspect of their learning as early in their professional training as possible.

Students are required to find their own counselling practice locations, though tutors endeavour to support them as much as possible, through letters of introduction, references and ongoing dialogue with counselling agencies and related employers. 
Students need to recognise that counselling practice can only commence when individual students are ready to begin this element of their training. Careful consideration of fitness to practise is an ethical requirement for counsellors and must never be taken lightly, because of the possible impact on clients. This means that not all students will commence their counselling practice at the same time.

Tutors will regularly discuss readiness for counselling practice and students need to be aware that they can only commence this part of the course with the prior agreement of two course tutors, both of whom must be practising counsellors/therapists.
Tutors will base their judgement of student readiness to commence counselling practice on the following:-

whether the student is achieving the Personal & Professional Development outcomes contained in FDCP 1002;

whether the student is fully engaged in meeting the following outcomes from the BACP Core Curriculum document published in May 2009 ( 9.1.A  Outcomes 1 – 11, 16 & 17), which cover practitioner ability to:
· Show a commitment to personal & professional development including self-awareness and an awareness of fitness to practice in relation to clients.
· Reflect on personal development including ways in which life experiences affect self and relationships with peers, clients and other professionals.
· Demonstrate the psychological and emotional robustness necessary to work with intense feelings and uncertainties.

· Engage in rigorous self-examination, monitoring thoughts, feelings, physical sensations and behaviour in the therapeutic relationship.

· Recognise personal and professional limitations and clarify ways of addressing these.

· Recognise and maintain appropriate professional boundaries even when these are challenged by the client or others.

· Understand the values underpinning the profession, as exemplified in the Ethical Framework.
· Demonstrate the capacity for reflexivity as applied in therapeutic practice.

· Understand the importance of supervision, contract for supervision and use it to address professional and developmental needs.

· Understand the importance of professional development activities.

· Understand and use a relevant ethical framework to make critical decisions about the practice of counselling and psychotherapy.
· Give and receive feedback constructively, reflect and make appropriate changes.

· Regularly evaluate and review personal development progress, making links with theoretical knowledge and the counselling process.

Tutors will complete a short report on student readiness to commence counselling practice, based on the above.
In recognition of the fact that some students will be ready to commence counselling practice towards the end of the first year of the course, it will be possible to commence logging counselling practice hours for FDCP 2006 in the first year of the Foundation Degree (generally from April/May of the first year onwards). However, the counselling practice requirement of the course is not completed and assessed until year two of the Foundation Degree. 
All students on counselling practice must receive clinical supervision. This is generally provided by the counselling agency where the student will be working – and wherever possible students are advised to receive supervision provided by a counselling agency, as there are generally specific training and support mechanisms for students in place. However, in some cases, students may need to find their own supervisor. Herefordshire College of Technology keeps contact details of supervisors and guidelines for choosing a supervisor are given in the handbook.  The University of Worcester/Herefordshire College of Technology does not recommend specific supervisors. It is important for students to feel assured that they can work with the supervisor they choose. All supervisors are expected to hold a professional counsellor qualification and have a minimum of two years’ professional experience as a practitioner. Ideally, they should also have received specific training in supervision. They are required to be members of a professional body and subject to its complaints procedures.  

Students need to be aware that there will be a charge for supervision and that this is negotiable with the supervisor concerned.
Specific guidance on getting the most from supervision – including advice on writing up supervision learning and logging supervision hours - will be given in the Personal & Professional Development modules – FDCP 1002 & FDCP 2002. 
Quality of counselling practice learning will be monitored through mid-point and end-point reviews, through the course module evaluation system and through ongoing dialogue between students, counselling agencies, supervisors and tutors. The practice guidelines appended to this handbook also invite written feedback and include a form for this purpose. 
Regular dialogue between supervisors and tutors is encouraged and twice-yearly meetings for supervisors will also be held at Herefordshire College of Technology (in April and November).
If you are experiencing difficulties whilst doing your counselling practice do come and talk to us. The sooner you raise any problems, the easier it is to work with them. This is especially important when you are working with clients, as your fitness to practise will be crucial to them and it is also an ethical issue. Your Tutor may need to talk to other professional colleagues, such as your supervisor and to other Tutors at College, as well as to professional colleagues at the location where you are working, in order to be able to support you effectively, but this will only be done with your full knowledge.
Personal Development 
Personal Development is an integral aspect of the Foundation Degree in Counselling and is therefore built into every aspect of learning.

Your ability to develop your capacity for reflection and to apply all aspects of course learning to self is central to your personal development on this course.

Regular written reflection in the Reflective Learning Journal you are required to maintain for Modules FDCP 1002 & FDCP 2002 will enable you to gather evidence of personal development and to focus on areas of personal growth and difficulty. Extracts from your Journal and summaries of your personal learning will be required for the purpose of summative assessment.

It is important to be aware that personal development is not limited to these modules alone.   

Every module and every course assignment allows opportunity for you to reflect on how you are applying your learning to yourself and marks will be awarded for this aspect of your assignment work generally.

As outlined in section 10 of this handbook, towards the end of the first year of the course, each student will take part in a formative process with tutors, where they will be assessed in relation to their personal development. Feedback will be given about any issues in this area and a time frame given for the student to show progress in the area concerned.

It is important to remember that Personal Development is your opportunity as a student to develop and grow in your own time.
The teaching and learning for this aspect of your training takes place over the two years of the course and will follow the core competency outcomes contained in the BACP Core Curriculum Section 9.1.A.
In line with the Person-Centred philosophy of the course, teaching and learning in the Personal & Professional Development modules – FDCP 1002 & FDCP 2002 – will follow the personal development curriculum outlined by Mearns (1997, reprinted 2008, pp. 98-99) as follows:-

Learning takes place with regard to the student’s development in regard to Self-structure, Self in relation, Self as counsellor and Self as learner 

Self-structure

1. Awareness of introjected beliefs about Self and how these influence self-concept and behaviour;

2. Awareness of personal processes of ‘dissonance reduction’ and how these are involved in the ‘social construction of reality’;

3. Understanding how social and personality dynamics have influenced the development of Self;

4. Understanding the ‘conditions of worth’ which operated in own early development and how these continue to influence self-concept, personal development and work with clients;

5. Identification of the stages of movement through personal transitional experiences;

6. Development of a sufficiently strong sense of personal identity to resist being drawn into the client’s pathology;

7. The achievement of a significant degree of ‘self-acceptance’.

Self in relation
1. Awareness of introjected beliefs about others and how these influence person perception and behaviour;

2. Awareness of enduring patterns in own behaviour within interpersonal relations and the needs and fears upon which these patterns are based;

3. Awareness of the assumptions, introjections, needs and fears upon which personal prejudices are based;
4. Reduction or control over the influences of personal prejudices;

5. Awareness of the way in which own sexuality is expressed within personal and professional relationships;

6. Understanding of personal (as distinct from psychological) theories of human behaviour;

7. Challenging the dimensions of Self that inhibit the achievement of mutuality in therapeutic relationships.

Self as counsellor
1. Awareness of the ways in which personal prejudices influence judgement and behaviour in the counselling setting;

2. Awareness of ‘blocks’ inhibiting personal development with respect to expression of the ‘therapeutic conditions’ of empathy, unconditional positive regard and congruence;

3. Understanding of the dynamics of Self which create vulnerability to ‘over-involvement’;

4. Understanding of the dynamics of Self which create vulnerability to ‘under-involvement’;

5. Awareness of the projections which own behaviour is inclined to encourage in clients and questioning of the motivation underpinning those behaviours.

Self as learner
1. The ability to develop personal learning goals;

2. A disposition to examine critically and systematically personal understanding, attitudes and skills;
3. A confidence to tolerate and learn from the uncertainty which may stem from having assumptions and attitudes challenged;

4. A disposition of openness to experience as it relates to the self, and an acceptance of responsibility for own behaviour and own learning;

5. The ability to use the products of consultation with others as a part of the process of self-appraisal;

6. The capacity to appraise Self openly and accurately. 

Students need to note that achievement of personal development outcomes is an important indicator of whether or not they are ready to commence counselling practice – see Section 10 of this handbook.
Supporting your learning
Students who require additional learning support are encouraged to apply for the disabled student allowance. Support is then tailored to individual need by HCT’s learning support staff.
The University of Worcester has an Equal Opportunities Policy, together with equality schemes and action plans promoting equality in relation to race, disability, gender, age and sexual orientation. Progress in implementation is monitored by the Equality and Diversity Committee

The UW Disability and Dyslexia Service within Student Services provides specialist support on a one-to-one basis.

Induction

Formal Induction will take place at the start of the course and you will be given all relevant information about how to study effectively at HE level. You will also receive IT and Library introductions to help you get the most from these resources. Representatives from both UW and HCT will be present at Induction to answer your queries.

Personal Tutors
Your learning will be supported at all stages during the course, by your personal tutor and by the module tutors.

You can make appointments with tutors by telephone and e-mail. There are also message boards on HCT On-line where you can leave messages or take part in discussions together with fellow students and tutors.

Personal Development Planning
You will be allocated a Personal Tutor with whom you will hold regular tutorial sessions. These will provide the opportunity to discuss your progress and examine any issues.

In line with UW Quality Standards, the focus of the Personal Tutor is to encourage your personal development planning (PDP) so that you receive structured support to develop:

· Awareness of your own strengths and weaknesses

· A clear vision of what you want to achieve through HE study

· Greater understanding of how study in your discipline area at the College can help you towards your goals

· Responsibility for your study and work choices
· A reflective approach to all the feedback you receive on your work

· A sense and a record of progression and achievement in your development of subject and generic skills and attributes (qualities)

· An ability to use this greater awareness to articulate the benefits of your HE experience to others including employers

The Personal Tutor will also:-

· Respond to your requests for support and help with problems which affect academic work either at subject level or by referral to other University/College facilities

· Provide information for and assist in the drafting of the College reference

The Personal Tutor is your regular point of contact within the College. Normally your Personal Tutor will remain with you throughout your time at the College.

How often should I meet my Personal Tutor?
You ought to meet your Personal Tutor four times a year, although occasionally you may also need to contact your tutor at other times, particularly if you are experiencing problems. Dates for your personal Tutorials will be given to you at the start of the course. Your tutor will always be available to contact via e-mail and we actively encourage e-mail contact, particularly as you are only in College once a week.
At Induction, there will be group meetings between Personal Tutors and their tutees, other group meetings may also be organised from time to time.

Work Experience Tutor

The Independent Work-Based Learning Module Tutor will oversee your work experience, including your counselling practice. A Work-Based Learning Handbook and Counselling Practice Guidelines have been prepared to complement this aspect of your learning and these have their own handbooks.
Module Outlines

Module outlines are in a separate handbook. 
Study Skills

Study Skills workshop sessions will take place during the first six weeks of the course to help you develop relevant skills for studying at HE level.  

Study Skills Advice Sheets have been developed in order to help you to plan and carry out your coursework and assessments, making the most of the time available and helping you to achieve your potential. These are available on the UW website.

Career Opportunities & Links with Employers 

This course will foster student links with counselling agencies and with other professions where counselling or the use of counselling skills forms part of the working organisation e.g. students may have opportunities to work in schools, in health and social care,  in businesses that offer employee assistance programmes, in the voluntary sector as well as in independent counselling agencies. Students are reminded that no guarantee of securing counselling practice opportunities can be given, although every effort will be made to support students in finding relevant opportunities
Course tutors maintain regular dialogue with employers in the voluntary and statutory sectors in order to develop counselling practice opportunities and through the provision of references for student employment and/or further training. Course tutors also visit counselling agencies and other work environments where counselling practice takes place for monitoring purposes.

Employers, counselling agencies and supervisors are also invited to contribute feedback to the course through the mid-point and end-point review of student counselling practice and this is fed into the annual course evaluation
Opportunities for further study

On successful completion of this course, students will have the opportunity to progress to a one-year top-up award to a BSc Counselling at the University of Worcester. They will also be eligible to apply to further study at other universities.
Resources
Students will have access to Counselling and Psychology resources at both the Herefordshire College of Technology Learning Resource Centre and the Peirson Library on the University of Worcester campus. 

Subject librarians at both sites work in close liaison with academic colleagues. Librarians also provide formal and informal teaching sessions on how best to make use of the resources available.

Students will obtain detailed instruction on how to access learning resources during Induction.

Following enrolment, students will be able to access the IT suite at HCT.

Methods for evaluating and improving the quality and standards of teaching and learning 
At regular intervals throughout the course, you will be invited to feedback on your level of satisfaction with your study experience and the extent to which your learning needs are being met. The mechanisms used for this include the following:

Module evaluation – At any point during the module, you will have the opportunity to feedback your comments (usually via a questionnaire). This feedback is anonymous and is intended to give your tutors an insight into how to make improvements in the future to that module or their individual ‘teaching’ style. The detail of your comments is read only by your tutor, who then reports your views, in general terms, to the Programme Leader.

Annual monitoring report

At the end of each academic year, course tutors will meet to consider module evaluation and course feedback. A summary of action points to be taken to develop the quality and standards of teaching and learning will be included in the annual monitoring report made available to the Worcester Academic Board.
External examiner report
The quality and standards of student work and of teaching and learning is reviewed each year by external examiners who report to the Worcester Academic Board.

Course Representatives – You will elect student representatives for each year of your course. Their role is to gather your opinions about your learning experience and the learning resources available to you and to feed these back to tutors, external examiners and assessors, if required. The course representatives are members of the Course Committee.
Course Committees – The committee comprises the student representatives, course tutors and ILS staff from the University of Worcester. Meetings will take place once per semester (usually in week 10). An agenda will be issued in advance so that representatives can canvass opinion. The record of the meeting will be kept and will feed into the annual monitoring process, so that your views are fed up through the University of Worcester to Academic Board.

Ad hoc surveys – surveys are usually conducted at Induction, at the end of each academic year and on completion of your studies. Their purpose is to track your level of satisfaction as you progress through your course.

Feedback from Counselling Practice
You will be asked for feedback on your experience of counselling practice and work-based learning through the regular tutorial system. You should raise any concerns you may have, as soon as these arise, with the Counselling Practice Manager/ Work-Based Learning Tutor and/or with your Personal Tutor. These will be fed back to counselling practice agencies.
Tutors and course leaders – If you have specific issues relating to academic matters, you should raise these, in the first instance, with the relevant tutor and/or programme leader.

Personal Tutor System – Your Personal Tutor is your main point of feedback for views on pastoral and development issues.

Assessment 

Assessment Strategy

The Foundation Degree in Counselling takes a developmental approach to assessment, with students progressing from Level 4 to Level 5 competencies over the two years of the course. Assessment requirements are fully described in the individual module outlines.
Tutor review of student progress takes place continuously, with formative assessment of Student Learning Portfolios and summative assessment at the end of each module. The Tutor Interim Review at the end of Year 1 summarises the student’s key strengths and areas for development and is fed into the student’s Personal Development Plan. Regular feedback is given to students during Personal Tutorials as well as at the end of each module.  

The course offers in-depth professional practitioner training and students are assessed on their readiness to practise as a counsellor, based on their
· Knowledge based learning

· Therapeutic competencies

· Development of self- awareness

· Professional development

· Skills work

· Work-Based Learning and Counselling Practice
The Foundation Degree in Counselling is also keen to support and recognise high standards of academic and professional rigour and, for this reason, is fully aligned with the University’s Assessment Policy, utilising formative and summative assessment, together with assessment criteria and grade descriptors.

The Foundation Degree uses a range of assessment methods and encourages feedback from tutors, students and peers with the aim of enabling students to receive, assess and utilise feedback.
The course is fully compliant with UW regulations for assessment, mitigation, appeals and complaints. For further details on any of these areas please see the UW Student Handbook.
Regulation of assessment 
The course operates under the Undergraduate Regulatory Framework which sets out the full regulations for passing modules, grading of modules, retrieving failed modules, progressing from one year to the next, requirements for awards, and how the degree is classified.

You will be assessed by a combination of course work, within module tests and written and practical assignments.  The minimum pass mark is D- for each module.
How your work is assessed 

Each assessment item has published specific marking criteria contained in the module outline given to students at the beginning of the module. These are based on the generic assessment criteria contained within the UW Student Handbook.

The table below shows the full range of assessment items used within the subject, by module and also shows the relative weightings of each item.
	Modulse
	Essay 
	Practical Assessment 
	Written Assignment
	Case Study
	Journal
	Practical Investigation
	Presentation
	Practical Report
	Independent Study

	
	Percentage weighting of assessment


	FDCP 1001
	40
	60
	
	
	
	
	
	
	

	FDCP 1002
	
	
	20
	
	70
	
	10
	
	

	FDCP

1003
	60
	
	
	
	
	
	40
	
	

	FDCP

1004
	
	60
	
	
	
	40
	
	
	

	FDCP

1005
	60
	
	
	
	40
	
	
	
	

	FDCP

1006
	
	60
	
	
	
	
	40
	
	

	FDCP

1007
	
	
	
	70
	
	
	
	30
	

	FDCP

2001
	
	
	
	
	
	
	40
	60
	

	FDCP

2002
	
	
	20
	
	70
	
	10
	
	

	FDCP

2003
	
	50
	
	
	
	
	
	20
	30

	FDCP

2004
	
	
	60
	
	
	
	40
	
	

	FDCP

2005
	
	40


	
	
	
	
	60


	
	

	FDCP

2006
	
	
	
	70
	
	
	
	30
	


Word limits

You should indicate the number of words you have used at the bottom of each piece of coursework and on the item report form.
The FD in Counselling policy on word limits follows the University of Worcester’s Word Count Policy. Please ensure that you familiarise yourself with and adhere to this policy when submitting assignment work.

 Key points to remember are:-
· Deviations of more than 10% over the word limit stated in the module guidelines will incur a penalty of one grade point (e.g. B to B-). The consequence of this is that a pass mark could drop to a fail mark
· Deviations of 25% or more will be marked down by one full grade band (e.g. B+ to C+). The consequence of this is that a pass mark could drop to a fail mark.
Guidance on Presentation of Assessed Work

Planning a Written Assignment

It is of particular importance that your handwriting is legible. If your work is difficult to read you cannot expect to get as good a mark as the same work if presented neatly. In extreme cases illegible work will not be read at all and will receive a mark of zero. You will need to be able to write speedily and legibly in tests or exams. By the end of the first year of your course you will be expected to submit your work word-processed; you are strongly advised to become familiar with this technology at the earliest opportunity.

Word processed documents should:

1. 
Include complete title of the assessment item and module code

2. 
Use Arial font 12 point size

3. 
Use one and a half or double spacing

4. 
Use margins of at least 2.5cm

5. 
Include Page Numbers 

6.
Include your student ID number as a header or footer on every page
Use of English Language

As will be seen in the assessment criteria, quality of language use, including spelling, grammar, syntax and overall structure, is taken into account in awarding a grade. It is essential that language is used correctly if ideas and arguments are to be communicated effectively. 

You should ensure that you always spell-check and proof-read your work (the spellcheckers in word processors do not pick up all errors). It is a good idea to leave a piece of work for a day or so if possible, and then revisit it as if you were going to mark it yourself - you may be surprised at how many errors and unclear sentences you find when you do this.  Careful proof-reading usually pays dividends.

Bibliographies and referencing

The use of references in the text fulfils a number of purposes:

· it enables you to provide supportive evidence to illustrate a point you are making

· it provides evidence to the reader that you have reviewed the literature in a specific Course of study and you are able to introduce theories and/or perspectives that are presented within the literature which support and link to your own ideas

· it enables the reader to identify the source of the literature you have reviewed, so they can make use of the literature themselves

(adapted from Continuing Professional Development, Faculty of Education and Psychology, 1999).

You will be expected to cite references to your sources of information within your text by quoting the author's name and the date of publication immediately following the information. There are a number of accepted ways of presenting the references. You must use the Harvard Referencing System – please see the University of Worcester Harvard Referencing handbook and the Study Skills pages on the website.
Aspects of academic writing

Exams

Please note that there are no written exams in the FdSc Counselling.

 

Presentations
Assignments will include both individual and group presentations. Please note that your attendance is compulsory for both your own and other students’ presentations – this is to ensure that all students receive fair play. Guidance on presentations will be given by individual module tutors.

Essays

An essay is an argument and not purely a narrative account.  It should tackle a problem identified in the title and explained in the introduction.  The opening paragraph of the essay is crucial in establishing how the reader should follow your work.  The introduction should set the context, define essential terms and outline how the argument is to be developed in the essay.  The essay should conclude with a summary of the main points and draw them together to support the main thrust of your essay.  Good examples of essays are in The Panda’s Thumb by S J Gould, especially chapter 15 ‘Dr Down’s Syndrome’.  Essays, where appropriate, can have illustrations, diagrams, maps, tables or graphs.

 

Reports

A report has a tighter structure than an essay and does not employ literary rhetorical devices to the same effort as an essay.  It contains sub-headings and is more likely than an essay to have tables of data, charts or diagrams.  A report of a laboratory investigation has specific sections: title; introduction; method and materials or selection of subjects; results; discussion and, references.  Take care that any graphs or tables of data have a title, and appropriate column headings or legends.  Any scientific units of measurement should have conventional abbreviations and in most cases will follow the Système International (SI).  If you are required to produce an abstract, spend some time on its construction.  The selection of material for it will influence your reader’s approach to the main work because the abstract is read first.

Requirements to pass modules

· Modules are assessed using a variety of assessment activities which are detailed in the module specifications. 

· The minimum pass mark is D- for each module.  

· Students are required to submit all items of assessment in order to pass a module, and in some modules, a pass mark in each item of assessment may be required.  

· Some modules have attendance requirements – see individual module outline for details
· Full details of the assessment requirements for a module, including the assessment criteria, are published in the module outline.  

Submission of assessment items

· Students who submit course work late but within 5 days of the due date will have work marked, but the grade will be capped at D- unless an application for mitigating circumstances is accepted.

· Students who submit work later than 5 days but within 14 days of the due date will not have work marked unless they have submitted a valid claim of mitigating circumstances. 

· Students who fail to submit an item of assessment lose their right to reassessment in that module, and will be required to retake the module. 

Retrieval of failure

· Students are entitled to resit failed assessment items for any module that is awarded a fail grade, unless the failure was due to non-attendance or non-submission.

· Reassessment items that are passed are graded at D-.

· If a student is unsuccessful in the reassessment, they have the right to retake the module (or, in some circumstances, take an alternative module).

Requirements for Progression

· Students at Level 4 may be permitted to progress to Level 5 when they have passed at least 90 credits at Level 4.
· A student who fails 90 credits or more due to non-submission will be required to withdraw from the University.

· Students who pass less that 90 credits but have submitted all items of assessment will be required to retake modules.

Requirements for Awards

	Award
	Requirement 

	CertHE
	Passed 120 credits at Level 4 or higher 

	DipHE
	Passed a minimum of 240 credits with at least 105 credits at Level 5 or higher

	Degree (non-honours)
	Passed a minimum of 300 credits with at least 105 credits at Level 5 or higher and a minimum of 60 credits at Level 6

	Degree with honours
	Passed a minimum of 360 credits with at least 105 credits at Level 5 or higher and a minimum of 120 credits at Level 6 


Classification

The honours classification will be determined by whichever of the following two methods results in the higher classification:

· classification determined on the profile of the best 3 module (45 credits) grades attained at Level 5 and the best 8 module (120 credits) at Level 6 or

· classification determined on the best 8 module (120 credits) grades attained at Level 6 only 
Institute-level Assessment Boards review and confirm results for modules, and the Board of Examiners considers students’ mark profiles to make decisions about progression, awards and degree classifications as appropriate.

How your work is marked

The process for marking and moderating student work includes internal and external verification and moderation of marks in accordance with the University Assessment Policy.
Feedback on your work
Feedback in the academic realm can take many forms, but each can be used to improve your performance. Some of the different types of feedback include:

· Written comments from your tutor, usually attached to your assignments

· Verbal comments from your tutor associated with your work

· Generic feedback from tutors covering particular strengths/weaknesses found in the work of a particular student group

· Comments from other students about your work (peer feedback)

· Your own comments and reflections on your work (self assessment & feedback).

Please see the Study Skills page on the Student Services website for information on how to use feedback to improve your work.

Mitigating Circumstances

These are defined as exceptional circumstances, outside of your control, that have affected your academic performance.

The following represent grounds for the submission of a claim:
· Serious illness
· Serious illness of partner, relative or friend

· Bereavement

· Excessive employment demands which were substantial and temporary (part-time students only)

Claims of exceptional mitigating circumstances should be submitted on the mitigating circumstances form before results are considered by the Board of Examiners and before the published deadline.   
Information on how to submit a claim of Mitigating circumstances can be found via your SOLE page in the “My Course Details” tab, or via the link above on the Registry Services website.  Full procedures and regulations regarding mitigation can also be found here.

Cheating

Cheating is a serious offence and takes many forms including:-

Plagiarism – passing off the work of someone else as it if is your own.

Collusion – working closely with someone else to produce an assignment that is meant to be the work of an individual.
The Internet is frequently used to download material to use in assignments. The University deals severely with students who cheat and penalties extend to suspension and withdrawal for a second (or particularly serious first) offence.  In order to avoid an allegation of cheating make sure that you follow guidance on conventions for referencing and for use of quotations.  If you are in any doubt, check with your tutors who will be happy to advise you.

Appeals and Complaints
Sometimes things do go wrong. In most cases matters can be resolved quickly and informally at a local level.  However, if you continue to be dissatisfied with the response then you should make an academic appeal or a complaint. 
If you are appealing against an academic decision, you should follow the UW Appeals procedure.  You will find details here of how to challenge a decision. 

The UW Complaints procedure is designed to complement the appeals process and will consider any other subject relating to the student experience.
Additional handbooks
Module Specifications
The module handbook comprises full details of all the modules available to you on this course.  These are correct as of June 2009 but you should be aware that they are subject to change at any time as the course develops.

Work-Based Learning Handbook
This document will be used as part of your work-based assessment, so please keep it safe! Sections will also be made available to work-based colleagues for monitoring and report purposes. 

Counselling Practice Guidelines

This document contains some additional guidelines for students and professional colleagues involved in the oversight and clinical supervision of counselling practice work with clients.
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