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UBEL DTP Placement
Agreement Form

This form must be completed, signed, and returned to ubel-dtp@ucl.ac.uk four weeks in advance of the start date of the placement.

Personal Details

	First Name:      
	Surname:      
	Student ID:      

	Department:       
	Institution:      

	Email:      
	Tel. no:      



Project Details 

	Project Title:      

	Name of Placement Organisation:       

Web Address:      

Postal Address:      

	Name of Placement Host:      

Email Address:      

	Name of Primary Academic Supervisor at registered university:      

Email Address:      

Postal Address:      

	Agreed Timetable

From …/…/…  to  …/…/…

	Hours & Days of Attendance:      

	Do you need any reasonable adjustment/s to be made to take up this placement? If yes, please provide further details and confirm whether you are happy for us to share these requirements with your placement host.      





Placement Information


Placements could be with academic and non-academic organisations and examples of the form these can take is provided below: 
· Placements with non-academic organisations in the public, private or voluntary sector. 
· Placements with a research centre. 
· Placement as part of an overseas institutional visit.
· Placement within an institution’s professional support services.
· Research Assistant internships, where students work on standalone projects with academics external to where they are registered for their doctorate.

All placements must comprise a clear programme of activity/project which will develop the students’ transferrable skills and ability to apply their research skills in different contexts. Placements should not be used as a substitute for temporary staff or to cover business as usual within a host organisation. Placements should reflect key skills and activities through a discreet project, challenge or research question and enable students to build on the skills being acquired through their doctoral studies. 
The type of placement a student undertakes will depend on an evaluation, through their DNA, of their previous experience and future aspirations to ensure that any potential placement will provide value added to the student’s skill development. 


Length and timing of placement 


Three months of funding (FTE) will be provided to support the placement, and the placement is expected to normally be this length in total; however, this does not need to be taken in a single block, with the same host partner or using the same format throughout. 

Placements may be taken on a part-time as well as full-time basis. Placements can be physical, virtual or hybrid.

Although the placement should not be held within the first few months of the PhD and should not take place during a masters period, the DTPs/ will have flexibility on when the placement is undertaken to allow them to suit the needs of the individual students within the cohort. 


Funding 


The funding for PhDs will be 3.5 years as standard full time (part time students will have funding prorata) and this includes funding for a 3-months placement. Students will continue to receive their stipend for the duration of the placement. They will continue to be registered as a student and therefore cannot receive additional payment for the placement. Exceptional expenses may be claimed if essential for the placement to take place. Students who do not undertake a placement will not receive the additional three months of funding (or prorata funding part time).

Host organisations would be expected to make a contribution to the additional costs associated with the placement, for example the students travel and subsistence costs. However, the DTP may also consider inkind contributions in exceptional circumstances (for example where the partner does not have the resources to make a financial contribution).


Please see the Postgraduate Training and Development Guidelines for further information.




	1 - The Student agrees to the following:



a) [bookmark: _Hlk150938791]Undertake any appropriate risk assessments, prior to undertaking the Placement, as per the requirements of the university where the student is registered. 
b) To be in regular (at least monthly) contact with the Academic Mentor and the DTP Employability & Placements Officer and to respond to guidance and support provided.
c) Ensure that the number of hours of activity each week complies with the terms of their PhD offer letter and/or visa conditions.
d) Cooperate as reasonably required with the other Parties to ensure that any visa requirements/restrictions are adhered to.    
e) To complete any documentation reasonably required by the DTP team, during and after the Placement.
f) To undertake duties and responsibilities with professionalism and with respect for the policies and activities of the Placement Organisation, - the UBEL-DTP and the University where the student is registered; and to undertake no activity that may bring the name or reputation of the aforementioned Parties into disrepute, nor enter into any agreements  on behalf of any of the other Parties, unless this has been specifically approved by an authorised representative of the respective Party.
g) To abide by the Placement Organisation’s applicable policies, procedures, terms & conditions and undertake any necessary mandatory training required by the Placement Organisation. 
h) To inform the DTP Employability & Placements Officer and Academic Mentors at the earliest possible opportunity of any sickness, incapacitating illness or accident that would prevent the student from fulfilling the terms of this Agreement. 
i) Return all equipment, tools, security passes, information/materials, uniforms and any other items/resources belonging to, or as requested, by the Placement Organisation upon completion of the Placement.
j) Submit a post-placement report to the programme coordination team within one month of completion of the Placement.  


	2 - The Placement Organisation agrees to the following:



a) To accept the student named above as an intern of the Placement Organisation for the Placement Term.
b) Provide the Student with a suitable workspace and facilities (including accommodation, if appropriate), along with any equipment/information/material/resources/security passes/tools/uniforms required, to enable the Student to undertake the agreed Placement.
c) Ensure the hours attended by the Student do not exceed any restrictions set out in the Placement Term.
d) To provide a Placement Host, named in the section above, who will meet or communicate with the Academic Mentors during the Placement on an agreed time and date at least twice during the Placement Term. The Placement Organisation will be responsible for covering its own costs if meetings are attended in person.
e) To support the Student in meeting their academic responsibilities.
f) To ensure the Student is made fully aware of the health and safety procedures in the workplace and to provide any other mandatory training that may be required, including use of the Placement Organisation’s information security systems. 
g) To provide midterm and end-of-placement feedback on the activity undertaken in the Placement Organisation by the Student to the Student and the Academic Mentors using the appraisal forms provided by the UBEL DTP Management Team. 
h) To notify the Student, Academic Mentor and DTP Employability & Placements Officer of any changes to the Placement Agreement.
i) To notify the Academic Mentors and DTP Employability & Placements Officer of any issues with respect to the Student’s non-attendance during the placement (5 days or more of unauthorised absence must be reported).
j) To ensure it holds Employer’s Liability and Public Liability insurance policies which cover any liability incurred by the Student as a result of their duties as an intern and travel insurance if the Student is required to travel as part of their Placement. 
k) To ensure there are effective control measures in place as a result of any risk assessment findings.
l) To report formally any accidents and incidents involving the Student in accordance with the requirements of RIDDOR (http://www.hse.gov.uk/riddor/) to the DTP Placement Lead.
m) To confirm by signing this Agreement that, while the Placement Organisation is not required to make payment to the Student under this Agreement, it will not subject the Student to any detriment set out in the Modern Slavery Act 2015.





	3  The UBEL-DTP Team agrees to the following:



a) To support the Placement of the Student. 
b) To work with the Placement Organisation and maintain regular communication.
c) To allocate an Employability and Placement Officer to the Student who will act as a liaison between the Placement Organisation, the Student and the university where the Student is registered.
d) The UBEL-DTP will be responsible for covering its own costs if meetings are attended in person.
e) To ensure the Student has an authorisation meeting to discuss the procedures of the UBEL-DTP and approvals are in place for any Placements where visa requirements need to be considered, particularly if the Placement involves international travel.


	4  The University where the student is registered agrees to the following:



a) Ensure that the Student completes any required risk assessments before undertaking the Placement.
b) If applicable, provide necessary travel/medical emergency insurance cover (e.g. for Placements based overseas, which is not where the Student is deemed to normally reside).
c) To support the Placement of the Student in the location named above.
d) Continue payment of the Student’s stipend throughout the Placement Term.
e) To work with the UBEL-DTP and Placement Organisation and maintain regular contact where necessary.
f) To allocate an Academic Supervisor who will the principal contact between the UBEL-DTP team, the Placement Organisation and the Student. 
g) Participation at the Student’s authorisation meeting and assistance with any necessary paperwork required, including arrangements for visa requirements, if applicable.  For international students, UKVI must be notified about the Placement – as a required and integral part of the PhD programme of study.
h) To support the Student in meeting their academic and professional obligations.
i) To maintain regular contact with the Student to ensure attendance during the Placement & any visa obligations, including monitoring requirements, are fulfilled.


	5  - Dispute Procedures:



a) All Parties shall use all reasonable endeavours to resolve any disagreements between them in relation to the operation of this Agreement through informal means between the Academic Mentors, the Placement Mentor and the Student, as necessary.
b) Any disagreement which cannot be resolved informally will be submitted in writing to the Employability & Placements Officer (for UBEL-DTP), to the Academic Mentor of the university where the Student is registered, and to the Student’s Placement Mentor (for the Placement Organisation) (or, where the Placement  Mentor is the subject of the dispute, to the Director of Human Resources or equivalent at the Placement Organisation) in the first instance. Any disputes that cannot be resolved informally will subsequently be addressed by a minuted special meeting between authorised representatives of all Parties within three weeks of notification of the dispute.
c) Where a dispute cannot be resolved through the above actions, the aggrieved Party will be entitled to serve notice in writing in accordance with the termination of agreement (below).


	6 - Termination of Agreement:



a) All Parties will be entitled to terminate this Agreement on reasonable grounds upon giving the other Parties one month's notice in writing, providing that full payment is made in relation to any expenses that are due to the student up to and including the period of notice.
b) Any Party may terminate this Agreement with immediate effect by giving notice in writing to the other Parties where there is serious or persistent failure by another Party to fulfil its obligations under the terms of this Agreement and where there has been a failure from one or more of the Parties.
c) If the Agreement is terminated, it will be without prejudice to any rights or obligations of all Parties which have accrued up to date of such termination and a pro rata adjustment will be made with regards to outstanding payments or reclaims in respect of the Student.
d) All Parties acknowledge that they are subject to events that may result in a Party being unable to fulfil its obligations under this Agreement.  In such circumstances the Agreement may be varied with the written consent of all Parties or by a Party to the Agreement giving three months’ written notice.


	7 - General 



a) This Agreement shall be subject to the laws of England and Wales and the Parties agree to submit to the exclusive jurisdiction of the English courts. In the case of the Placement being abroad, the company must adhere by the laws in the country of the Placement, but the Student must also be aware of the laws in England and Wales as it may affect their studentship.
b) The Clause headings herein are for reference purposes only and shall not affect the construction or performance of this Agreement.
c) No exercise or failure to exercise, or delay in exercising any right, power or remedy vested in a Party under or pursuant to this Agreement shall constitute a waiver by that Party of that or any other right, power or remedy.
d) This Agreement contains the complete and entire understanding between the Parties on the subject matter of this Agreement and supersedes all discussions, proposals, understandings or agreements, oral or written, relating to such subject matter provided that nothing in this Clause shall exclude any liability for fraudulent misrepresentation.
e) A person who is not a Party to this Agreement has no right under the Contracts (Rights of Third Parties) Act 1999 to enforce any term of this Agreement, but this does not affect any right or remedy of a third party which exists or is available apart from that Act.

Approval

Supervisor’s declaration: I am familiar with the project as described and have discussed its implications for the student’s programme of study.


	Student 
	Print Name:

Signature:


	Placement Partner
	Print Name:

Signature:


	Supervisor
	Print Name:

Signature:


	On behalf of UBEL
	Print Name:

Signature:
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