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Quality Management Procedures
This template is based on information from the WEXHE case studies, in particular the Placement Contract from the SBP Programme of the Faculty of Science and Engineering of the University of Groningen, the placement contract of the Faculty of Arts of the University of Groningen, a placement agreement of the BA Person-centred Counselling and the Psychotherapeutic Relationship course of the University of Warwick and information from the Work Placement Student Handbook of the Newman University in Birmingham, May 2020.
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HEI responsibility
	Involvement of Stakeholders in Designing Learning Outcomes
	☐
	Definition of SMART Learning Outcomes
	☐
	Transparency
	☐
	Definition of Standards for Placements
	☐
	Identification (finding) of Placement-Positions
	☐
	Capacity Building for SMEs
	☐
	Management of Placement-Supply-Database
	☐
	Data Protection
	☐
	Establishing the Agreement
	☐
	Matching Students to Placements
	☐
	Monitoring of SMEs Activities
	☐
	Monitoring of Student Activities
	☐
	User Support and Issue Resolution
	☐
	Evaluation of Apprenticeships
	☐
	Assessment Design
	☐
	Performing and Monitoring the Assessment
	☐
	Grading
	☐
	Certification and Recognition
	☐
	Complaints and Appeals
	☐



SME responsibility
	Preparation for the Apprenticeship
	☐
	Identifying Mentors
	☐
	Establishing the Agreement
	☐
	Matching Students with Placements
	☐
	Conditions of the Apprenticeship
	☐
	Integration of the Apprentice
	☐
	Mentoring
	☐
	Records of Apprenticeships
	☐
	Assessment of Learning
	☐
	[bookmark: _GoBack]Evaluation of Process
	☐
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