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The aim of this policy is to ensure a mutual understanding between students and staff members
regarding the purpose of the personal tutoring system. Personal Academic Tutoring is integral to the
School’s holistic approach to supporting to students achieve successful outcomes.
This policy has been developed with due regard for the UK Quality Code for Higher Education;
particular regard is given to Code’s associated advice and guidance on Learning and Teaching.
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1.

The Role and Expectations of Personal Academic Tutors (PATs)

1.1.

Personal tutoring is an essential part of Fairfield School of Business (FSB)’s student experience and
makes a significant contribution to the retention and success of our students. Personal Tutors have
an important role to play in guiding and supporting students’ progress through their studies and
encouraging their full participation in all that the School has to offer.

1.2.

The primary purpose of the Personal Tutor is to assist tutees in their academic development whilst
at School, in addition to having a role in supporting their personal and professional development.

2.

Core Principles

2.1.

In order to ensure a consistent standard of practice across the School and to guarantee a
minimum entitlement for students, the following core principles must be evident in the provision
of personal tutoring:






All students undertaking taught programmes will be allocated a personal tutor by the Dean;
The School will ensure personal tutors’ workloads are manageable,
Personal Tutors will meet their tutees on the regular basis; how often meetings will be held,
and the focus of meetings, will be determined by the induvial needs of the students, and the
stage at which they are in their studies,
Records will be kept of individual meetings between Personal Tutors and tutees, (the school
will treat such records as confidential in accordance with the School’s Data Protection Policy).

3.

Values

3.1.

The following values are central to the School’s approach to Personal Academic Tutoring:





Integrity: FSB communicates with transparency and respect.
Inclusiveness: FSB is a diverse and vibrant community with no barriers to equality of
opportunities.
Professionalism: FSB aims to be effective and efficient in all aspects of our work, both
internally and externally.
Academic excellence: FSB’s goals are to increase knowledge, respect academic freedom,
encourage critical independence, promote creativity and innovation within an ethical
framework.
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4.

Role of the Personal Tutor

4.1.

Personal Tutors will act as a first point of reference for individual students on pastoral or academic
matters. The role is a pro-active, developmental one and includes, but is not limited to, the
following:

4.2.

Academic Guidance and Monitoring of Student Engagement
i.

Promote student engagement with their academic programme;

ii.

Inform their tutees of their times scheduled meeting times and other means by which
they can be contacted;

iii.

Provide support for individual students’ programme-wide academic progress and review;

iv.

Respond to requests for additional appointments if the need arises;

v.

Reinforce student understanding of programme expectations as well as institutional
policies and assessment regulations;

vi.

Identify and respond to ‘at-risk’ students through reference to data including attendance,
assessment submission, and academic background;

vii.

Enable students to take responsibility for, and become partners in, their learning,
academic progression and achievement;

viii.

Ensure that students develop the skills and capacity necessary to achieve their desired
outcomes;

ix.

Provide support for personal development planning (PDP), in addition to other activities
that are available from the School;

x.

Inform their tutee in advance in the event of being unable to attend a meeting.

xi.

Participate in Personal Tutoring-related staff development opportunities.

xii.

Enable tutees to see information about them which is held on their student record.

xiii.

Identify where additional advice and guidance may be required and refer tutees to
specialist support and services.
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xiv.

Where appropriate, guide students in taking up opportunities for employability and skills
development.

xv.

Keep as confidential any matters discussed, unless the student has authorised the
disclosure of such information or exceptional circumstances necessitate the breaking of a
confidential agreement.

xvi.

Be familiar with the Personal Tutoring Guide to suppose best practice in tutoring

4.3.

Pastoral and Personal Development and Referral

4.4.

At FSB Tutors offer pastoral oversight with referral and signposting to specialist student support
and advice services. These would include:




4.5.

Professional Development and Referral


5.

Student Support and Disabilities services
Academic Support Officers
Career Support

Encourage professional development including offering guidance on relevant
opportunities within the programme or School.

Students’ Responsibilities
Students in receipt of personal tutoring services are required to:

i.

Know who their Personal Tutor is and to meet with them at the scheduled times;

ii.

Prepare for and attend all group and individual tutorials/meetings with their Personal
Tutor;

iii.

Notify the Personal Tutor as soon as possible if there is a reason why they will not be able
to attend a scheduled meeting and to make arrangements for an alternative meeting;

iv.

Respect the specified times at which tutors are available to see students;

v.

Make best use of the development opportunity offered by the Personal Tutor,
committing to undertake any preparation and follow up activities from Personal Tutor
meetings;
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vi.

Keep Personal Tutors informed of any circumstances that are affecting their ability to
study/continue with the course;

vii.

Understand their entitlement to Personal Tutoring and how it can assist them during their
time at School;

viii.

Fully engage in Personal Tutorials to discuss course progress and career aspirations as
well as any additional advice and guidance which will help them to succeed in their
studies and beyond;

ix.

Request additional appointments if necessary and respond to requests to see their
Personal Tutor if additional appointments are scheduled;

x.

Inform their Personal Tutor of any special circumstances which might affect their studies;

xi.

Familiarisation with the Academic Support and other Support Units’ procedures and
practices in personal academic tutoring and to respect the limits of the Personal
Academic Tutor's role.

6.

Implementation and evaluation

6.1.

Personal Development Plans will be periodically evaluated to track students’ progress and
amended accordingly.

6.2.

Departmental Referral Forms will be collected and evaluated to establish the effectiveness of
inter-department collaborations as well as student support at all levels.

7.

Record Keeping

7.1.

An electronic record is kept of each personal tutorial meeting that students have. Records detail
attendance at personal tutorials and any actions agreed in the meeting, including a note of any
referrals. The level of personal detail included in the records will be agreed between student and
personal tutor. There will be specific programme requirements around attendance and any record
keeping that refers to attendance will relate to this. These records will only be accessed by those
whose role requires this and confidentiality of the information will be maintained. However, there
may be occasions when it is necessary for someone other than personal tutor to access personal
records in order to help student if the allocated personal tutor is absent for a period of time.
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