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[bookmark: _Toc1425683933][bookmark: _Toc201844735]Summary 
[bookmark: _Toc529185895]Edge Hill University is committed to high quality guidance and support for all students. This consists of central support through Student Services, Careers and Library and Learning Services, support from the Students’ Union, colleagues in Facility Management, academic staff through teaching and assessment and through the role and functions of the Personal Tutor. Personal Tutoring sits within this architecture of wider support across the University and reaches throughout a student’s programme of study from induction, through to graduation, employment or further study.
High quality, well-planned, monitored and evaluated Personal Tutoring impacts positively on our students’ sense of belonging, academic success, career aspirations, health, wellbeing and graduate outcomes. The role is key to successful transition into Higher Education and throughout a programme of study to graduation, employment, or further study. Personal Tutors are acknowledged to be influential in enhancing the student experience, supporting the process of induction, positively impacting on a sense of belonging, retention, achievement and satisfaction.
This Policy outlines the values upon which Personal Tutoring at Edge Hill are based, and the responsibilities of faculties, of departments or schools, and of Personal Tutors.

[bookmark: _Toc1580924603][bookmark: _Toc201844736]Glossary of Terms 

	
	Glossary of Terms

	Personal Tutee:
	The student, each of whom is allocated a Personal Tutor throughout their time at Edge Hill University.

	Personal Tutor:
	An academic tutor, who may be known by other titles, such as Personal Academic Tutor or Academic Advisor, and who provides guidance and support to a number of students at undergraduate and postgraduate levels.

	Personal Tutoring:
	The assembly of values, processes and 
responsibilities that make up the support of students in their academic departments or schools.

	Student hours:
	Sometimes referred to as ‘Office Hours’, Student Hours are those that some Tutors, including Personal Tutors, may set aside for students to attend appointments.



 	
 	

[bookmark: _Toc529185896][bookmark: _Toc1047171255][bookmark: _Toc201844737]Purpose 
This policy puts in place a framework for Personal Tutoring at Edge Hill University, seeking to ensure that there is support and guidance provided to undergraduate and postgraduate taught students.[footnoteRef:1] Departments / Schools will implement processes based on this Policy that are relevant to their discipline and cohorts. Further suggestions for implementing Personal Tutoring can be found in the Staff and Student Guides.[footnoteRef:2] [1:  This will also include Foundation Degree students, Fastrack students, CPD students and Apprentices, although the support may come from course / module leaders or other colleagues with this responsibility and given a different title.]  [2:  Staff and Student Guides to Personal Tutoring: https://edgehill.sharepoint.com/sites/CLT/SitePages/Personal-Tutoring.aspx] 


[bookmark: _Toc529185897][bookmark: _Toc1857088352][bookmark: _Toc201844738]Policy
[bookmark: _Toc1236172730][bookmark: _Toc300674714][bookmark: _Toc201844739]The Principles of Personal Tutoring at Edge Hill University
The Personal Tutoring system is underpinned by the following values:
· Respect for every student as an individual with personal learning and developmental needs from induction, through their academic study and towards positive graduate outcomes. This entails the provision of high-quality, inclusive guidance and support as a student works towards their degree award.
· Commitment to promoting a sense of belonging, cohort identity and wellbeing for every student with recognition of the importance of equality of opportunity, diversity and inclusion.
· Recognition of the shared responsibility between departments and central services for supporting each student’s learning, development and achievement.
· Commitment to relevant, evaluated professional development, ensuring that Personal Tutors are trained in their role[footnoteRef:3], up-to-date in their knowledge of data processes and confident in the referral of students to specialist central teams or departmental engagement processes. [3:  Training is provided and evaluated by the Personal Tutor Working Group which reports to the institutional Learning and Teaching Committee. The Working Group comprises of representatives from the Centre for Learning and Teaching, Student Support and Academic Engagement (UniSkills), along with other colleagues when needed. Faculties may complement / supplement this as appropriate.] 

[bookmark: _Toc716363754][bookmark: _Toc1500098061][bookmark: _Toc201844740]Faculty responsibilities
Faculties will determine their own specific processes for the application of this policy. As a minimum, Faculties must:
· Ensure that departments / schools fulfil their responsibilities, as listed under ‘Department / school responsibilities’ (below) and monitor implementation. 
· Have a clear process for capturing staff and student feedback on Personal Tutoring, including training needs, the resourcing for manageable allocation of Personal Tutees and the sharing of good practice.
· Ensure that the approach to Personal Tutoring is clearly articulated in validation and review.
[bookmark: _Toc1408363228][bookmark: _Toc101822910][bookmark: _Toc201844741]Department / school responsibilities
Processes to apply the following may be established at faculty or department / school level, as agreed by the Faculty’s relevant group, e.g. Faculty Learning and Teaching Committee.
· The approach to Personal Tutoring should be outlined in programme design and reviewed through University departmental processes.
· Reviewing of Personal Tutoring in the department / school should take place annually, identifying developments and challenges, which should be reported to the institutional Learning and Teaching Committee to enhance good practice institutionally.
· Personal Tutoring will operate in the department / school in tandem with relevant engagement and retention processes, e.g. the early intervention processes or department support meetings.
· Departments / schools will allocate students to Personal Tutors who are academic staff members. The role will not be allocated to Graduate Teaching Assistants or Associate Tutors.
· Personal Tutors must be given time to attend relevant training or refresher sessions in the role and in the use of digital technologies for appointment-making, recording of meetings and referral processes. This should be managed through provision of Staff Development.
· Departments/ schools will keep a record of completed Personal Tutor training in their own area to ensure quality of Personal Tutoring. All training is booked and recorded via MyView.
· Personal Tutors will be given access to appropriate monitoring data for their Personal Tutees’ attendance, online engagement analytics and academic achievement.
· All students will receive the name and contact details of a trained Personal Tutor either during their pre-arrival phase or induction week.
· Students will be provided with an opportunity to meet their Personal Tutor in a group session during their first week, and to meet on an individual (one-to-one) basis within two weeks of starting University.
· For students returning to study after a break in learning, please see the Interruption Policy regarding their support.[footnoteRef:4] [4:  Interruption Policy, Appendix 9 of Academic Regulations: https://www.edgehill.ac.uk/document/appendix-9-interruption-policy-2024-2025/
] 

· Departments / schools will clearly explain the Personal Tutoring system to students, including the expectation that students will attend Personal Tutor meetings regularly.
· Departments / schools may either use the Staff and Student Guides produced by the Personal Tutoring Working Group[footnoteRef:5] or produce guides describing their local implementation of the Personal Tutoring system and make these available on each programme’s virtual learning environment.  [5:  Staff and Student Guides to Personal Tutoring: https://edgehill.sharepoint.com/sites/CLT/SitePages/Personal-Tutoring.aspx ] 

· Any change to a Personal Tutor’s availability, e.g., absence, annual leave, research leave, or no longer working at the University, will be clearly communicated to their Personal Tutees and a clear departmental process followed to ensure there is no gap in support.
· Departments will support students who request an alternative Personal Tutor where possible. 

[bookmark: _Toc736721663][bookmark: _Toc253461659][bookmark: _Toc201844742]Personal Tutor Responsibilities
The role of the Personal Tutor represents a stable point of communication for students during their university experience through three pillars of support:[footnoteRef:6]  [6:  Each of the three pillars are explored in Personal Tutor training and the Staff Guide. Information on signposting to specialist teams is also available in the ‘Overview of Support’ in the CLT Sharepoint area: https://edgehill.sharepoint.com/sites/CLT/SitePages/Personal-Tutoring.aspx] 

i. academic progress and guidance; 
ii. pastoral support; 
iii. career-related development and career-readiness. 
Personal Tutors can signpost Personal Tutees to a range of specialist teams for further support in terms of academic skills, pastoral need and career-readiness. In some areas, the academic and pastoral support needs are addressed from different roles, such as the division of responsibility between an Academic Assessor and a Personal Tutor. 
A Personal Tutor will:
· Encourage and foster progress and development for their Personal Tutees to achieve the best outcomes that they can from their programme of study. This may include guidance on support mechanisms such as extensions, personal circumstances requests, referred coursework, etc.
· Be trained in their role and conversant with the specialist services available to students within the University,[footnoteRef:7] as well as the processes and procedures relevant to student success, retention and progression. [7:  For example, acting as a link between curriculum and Careers, as noted in the Employability Strategy: https://www.edgehill.ac.uk/document/employability-strategy/ ] 

· Engage in setting professional boundaries in Personal Tutoring, such as referring students for specialist support where needed, and access support for their own wellbeing if required.[footnoteRef:8] [8:  Organisational wellbeing resources and links: https://www.edgehill.ac.uk/departments/support/edi/equality-diversity-and-inclusion/organisational-wellbeing/ ] 

· Invite Personal Tutees to meet at least four times in a student’s first year at Edge Hill and at least twice per year thereafter. Some of these may be group tutorials rather than one-to-one.
· Make their availability known to their Personal Tutees, specifically Student Hours that have been set aside for Personal Tutor meetings. This includes the provision out of office email responses when appropriate.
· Will normally respond to a Personal Tutee’s email or telephone enquiry within two working days.
· Make a record of all appointments with Personal Tutees, including those not attended, using the department’s / faculty’s chosen platform.
· Provide guidance and advice on the three pillars of academic, pastoral and career-related support as appropriate, and direct Personal Tutees to relevant central teams and resources, such as the University Skills Framework, for more specialised support when required. 
· Respect their Personal Tutee’s right to confidentiality, only storing or sharing necessary personal information with the student’s consent, in compliance with Edge Hill’s Data Protection Policy,[footnoteRef:9] or if the student presents as ‘at risk’ of harm to self or others or raises professional concern, in line with guidance provided by Student Services.[footnoteRef:10] [9:  Data Protection Policy: https://www.edgehill.ac.uk/document/data-protection-policy/ ]  [10:  Student Services: https://www.edgehill.ac.uk/departments/support/studentservices/ ] 

· Where necessary, act as an interface between the Personal Tutee and central services which provide the specialised support that may be required and a point of referral to engagement strategies such as the Early Intervention Model or departmental support meetings.
· Write references for Personal Tutees if appropriate.

[bookmark: _Toc1096043231][bookmark: _Toc201844743]Student Responsibilities
· The Student Charter[footnoteRef:11] states that students ‘attend planned personal tutor meetings to discuss [their] progress, personal and professional development’ and to ‘seek the support, advice and guidance [they] need as soon as [they] are able.’ They are also expected to ‘engage with supportive policies and procedures in an honest, professional and courteous way.’ [11:  Student Charter: https://www.edgehill.ac.uk/document/student-charter/] 

· The student takes responsibility for engaging with their department’s / school’s internal policies and procedures for the Personal Tutoring Scheme.
· Personal Tutees will ensure that the name and contact details of their Personal Tutor have been noted.
· Personal Tutees will keep in regular contact with their Personal Tutor and attend all scheduled meetings. They will notify their Personal Tutor in the event of illness or other reason for non-attendance at the University.
· Personal Tutees will notify their Personal Tutor where there are academic or personal / medical problems which are affecting attendance or impacting on academic progress.
· They will contact their Personal Tutor as soon as possible if performance in forthcoming examinations or assessments is going to be affected by ill health or other personal circumstances.
· They will work with their Personal Tutor to set healthy boundaries and realistic expectations of Personal Tutoring, making use of other support available across the University when needed.

[bookmark: _Toc529185900][bookmark: _Toc590990998][bookmark: _Toc201844744]Relevant Documents and Guidance Materials
Data Protection Policy: https://www.edgehill.ac.uk/document/data-protection-policy/
Employability Strategy: https://www.edgehill.ac.uk/document/employability-strategy/
Interruption Policy, Appendix 9 of Academic Regulations: https://www.edgehill.ac.uk/document/appendix-9-interruption-policy-2024-2025/
Organisational wellbeing resources and links: https://www.edgehill.ac.uk/departments/support/edi/equality-diversity-and-inclusion/organisational-wellbeing/
Student Terms and Conditions: including Code of Conduct, Student Charter and Academic Regulations https://www.edgehill.ac.uk/guide/student-terms-and-conditions/ 
Staff Guide, Student Guide and Overview of Support: https://edgehill.sharepoint.com/sites/CLT/SitePages/Personal-Tutoring.aspx
Student Services: https://www.edgehill.ac.uk/departments/support/studentservices/
[bookmark: _Toc529185901][bookmark: _Toc1938266218][bookmark: _Toc201844745]Annexes 
None.
[bookmark: _Toc513784019][bookmark: _Toc201844746]Endmatter
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