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Name of Student

……………………………….…………………………………..
 Name of Personal Tutor
    …………………………………………………………………

Placement details:

Name of Practice Assessor/Supervisor     …..…………………………………...
Organisation
……………………………………………………….……..………….
Contact number
……….
…………………………………………………….…………..
HEI Practice Link worker ………………………………………………………………….

Training Hub contact:
Workforce lead 
…………………………………………………………………….

Generic email    kmpct@nhs.net 
Welcome to our organisation
We hope that you enjoy your placement experience with us as we endeavour to ensure that your learning experience is a good one.  Our aim is to ensure that your experience increases your understanding of the Primary Care services we provide as well as increasing your understanding of how all aspects of health and social care interlink and directly impact each other. We aim to link this understanding to your learning outcomes and ensure that these are achieved whilst on this placement.
Please ensure the following documents are updated and ready for your Practice Assessor / Supervisor to review and discuss with you on your first day 
· Completed Learning Contract;

· ePAD
Please note that this booklet is to complement the course documents and not to replace them.

Learning opportunities
Please discuss with your Practice Assessor/Supervisor the possibility of experiencing as many learning opportunities as possible, whilst ensuring you meet your personal learning outcomes.
Ask questions and being curious about how our services impact upon local people and communities and consider what difference Primary Care makes and what would happen if it were not in place. Arrange to have days with other health or care professionals to help you understand different services across our local community, the place where they live and/or work and how this might impact upon the health and social care system. Please take the initiative to organise these yourself and consider the learning that you will receive from these visits. Ensure your Practice Assessor/Supervisor is aware of your plans and what you have agreed and discuss your learning upon your return.  You may find the following Kings Fund link useful when considering your learning and the opportunities available https://www.kingsfund.org.uk/insight-and-analysis/data-and-charts/primary-care-nutshell
Induction
On commencement of your placement, your Practice Assessor/Supervisor will orientate you to your working environment and other members of the team (Appendix 1).  Please note how to access the organisational policies and guidelines.  Please try to familiarise yourself with these and any of the relevant documents.  
As part of your induction, your Practice Assessor/Supervisor will also review your learning needs and objectives to understand what you need to gain from your placement and help formulate a plan to direct you towards achieving your goals.
Supernumerary status 
Supernumerary status means that students are additional to the clinical workforce and undertake a placement in clinical practice to learn, not as members of staff (NMC, 2004). 
Uniform/Dress code
Please check with your placement (Practice Assessor/Supervisor) their organisational dress code. In areas where it has been identified that you do not need to wear your uniform, please maintain professional standards (smart dress) and infection control (bear below the elbows). An ID badge must be worn and visible at all times.  
Please refer to the University Uniform Policy (Appendix 2) for more information.
Use of Social Media

Please see the University Social Media Policy (Appendix 3) for more information.
Confidentiality
The regulatory bodies for each role will set standards of conduct, performance and ethics in terms of our responsibilities in terms of confidentiality.  As part of your placement, you will see and hear personal information about individuals: patients/clients/families.  It is also possible that you may hear information related to people you know.  All information must be treated as confidential and not discussed outside the placement area and any experiences you document to evidence your learning must be anonymised to protect client/ patient confidentiality. 
Conduct and Consent
All Students need to be aware of their professional role whilst on placement, as they will be representing the organisation as well as their University Programme Provider.  Students need to practice in accordance with the professional regulatory bodies’ code of conduct. 
Consent during a consultation and/or participate in care must always be sought and gained from the client/patient for whom you are working with. This consent may be gained by your Practice Assessor/Supervisor or in some circumstances you may seek consent directly. 
Reporting Sickness/Absence 

Sickness/absence reporting should follow the guidance provided by your University programme provider but should include informing:

· University (Personal Tutors).
· Practice area and Practice Assessor/Supervisor.
If you are unable to attend work, you should contact the above individuals at the earliest opportunity by telephone.  Please ensure you contact the practice area /Practice Assessor/Supervisor to advise them when you will be returning to work when this date is known. When returning to work, please follow relevant local policies e.g. sickness and/or absence policy and Infection control policies, especially following episodes of Diarrhoea & Vomiting (ensure 48 hrs clear before returning to work).
Working Hours

The working hours will vary dependent on which team/ area you are working in. Most of the programmes are full time (37.5 hours per week) and so students would be expected to work the full time hours in practice. The start and finishing times should be discussed with your Practice Assessor/Supervisor.  Students are also expected to arrive on time for their working day. If there may be a delay in arriving, we would expect that you let your team know so that they are aware that you are on your way.
Complaints and Incidents
Should an incident or complaint arise while you are on placement please ensure that the University guidelines are followed and discuss with your Practice Assessor/Supervisor as appropriate.

Should you be unhappy in your placement, it is important that you discuss this with your Practice Assessor/Supervisor and/or Personal Tutor a soon as possible so that we can rectify any problems and support you to get the best from your placement experience. If you require further support, please contact the Kent & Medway Training Hub / Local Primary Care Workforce Lead for support; kmpcth@nhs.net 
Wellbeing
Your wellbeing is important to us. If you are struggling or find situations difficult, please reach out to your Practice Assessor / Supervisor. If you require additional support, please contact your Personal Tutor / HEI Placement Link Worker and / or The Kent & Medway Training Hub.  

CCCU also provide Student Wellbeing Services - Canterbury Christ Church University
Student Contact Details

Please complete the form found on Appendix 4 so we have a method of making contact with you. 

The information will only be used if absolutely necessary and in the following situations:

· Any un-planned or unforeseeable changes to the working day.

· If you do not attend work as arranged and have not contacted the placement area to let them know that you will be unable to attend. This will help us ensure that there is not a problem and we can clarify any miscommunications. If we are unable to make contact via the numbers given, we will then make contact with the University and your Personal Tutor.
· To contact relevant others in the event of an emergency.

Responsibilities of the placement 

· You will receive an induction to your working environment (Appendix 1) so that you are helped to orientate to your surroundings and get to know the team;

· You will be able to discuss your learning needs and outcomes with your Practice Assessor/Supervisor at the start of your placements so you can jointly agree a plan to help you meet your needs;

· You will be provided with an environment conducive to learning which is also safe and healthy;

· You will be included as part of the team and your thoughts and opinions will be valued;

· During your placement/programme you will be allocated a Practice Assessor/Supervisor who will support and guide you;

· Your Practice Assessor/Supervisor will provide you with regular constructive feedback to enable you to develop and gain the most from your learning experience(s);

· Your Practice Assessor/Supervisor will assess your performance against your learning outcomes and complete documentation in a timely manner;

· We will listen to your feedback about your placement/s and will respond to any issues raised confidentially and sensitively.
· Will follow local lone working policies aimed at keeping students safe
Responsibilities of the student

· We expect you to arrive on time for work or inform your team or placement area if you are unable to attend or if you are going to be delayed;

· Mobile phones should be turned off and not accessed while in the presence of a client;
· We expect you to share your practice documentation with your Practice Assessor/Supervisor /Personal Tutor to ensure they are aware of your learning needs and expected outcomes;

· We expect you to act in a professional manner at all times; 

· We expect you to dress in accordance with the guidance provided in this package and always in a professional appropriate way;

· We expect you to respect and maintain confidentiality at all times;

· We expect you to engage fully in all learning opportunities provided and actively participate in meeting your learning needs and reviewing your progress;

· We hope that you will raise any issues regarding your placement/s at the first available opportunity.
Sample Timetable/Learning opportunities

As an adult learner, you will be encouraged to contact key people that you feel would enhance your learning during your placement. Discuss this with your Practice Assessor/Supervisor and use the blank timetable in Appendix 4 to document your learning opportunities. 
Useful websites
Age UK




http://www.ageuk.org.uk/ 

Ashford Winter Shelter


https://www.actwns.org/contact_us.html
Asthma UK 



http://www.asthma.org.uk 
British Lung Foundation 

http://www.blf.org.uk/Home 

British Heart Foundation 

https://www.bhf.org.uk/ 

Care Quality Commission

http://www.cqc.org.uk/
Catching lives



http://www.catchinglives.org/
Diabetes UK



www.diabetes.org.uk/ 

Epilepsy Action 



https://www.epilepsy.org.uk/ 



Gold Standards Framework

http://www.goldstandardsframework.org.uk/ 

Health Education Kent Surrey Sussex 
http://kss.hee.nhs.uk/ 

KCC  Social Services 


https://www.kent.gov.uk/about-the-council/contact-us/adult-social-care-and-health 

Kent Floating Support


https://www.sanctuary-supported-living.co.uk/find-services
NHS Choices 



http://www.nhs.uk/Pages/HomePage.aspx 

NHS England/I



https://www.england.nhs.uk/
Nursing & Midwifery Council

http://www.nmc-uk.org/ 

Oasis




http://www.oasisdaservice.org/
Porchlight



https://www.porchlight.org.uk/
Queens Nursing Institute 

http://www.qni.org.uk/   

Royal College of General Practitioners 
http://www.rcgp.org.uk/ 
Royal College of Nursing 

http://www.rcn.org.uk/ 

Skills for Care 



https://www.skillsforcare.org.uk/Home.aspx 
Thanet winter shelter


 https://thanetwintershelter.org/
The Salvation Army (Canterbury)
https://www.canterburysa.co.uk/
Unison 




http://www.unison.org.uk/ 

Wound UK 



http://www.wounds-uk.com/ 
Others:
Befriending Service                               http://www.ageuk.org.uk/
HEE and Social Care Nursing 
https://www.hee.nhs.uk/our-work/nursing-social-care-0
 Appendix 1: Induction list [Please note this is optional and under discretion of the organisation]
	Day 1
	Done (tick)
	Sign/initial
	Notes

	Introduction to team:

· Practice Assessor /Supervisor

· Nurses/Other care professionals 
· Reception team

· Manager

· Admin team

· GPs

· Others


	
	
	

	Show around building
	
	
	

	Fire exits


	
	
	

	Changing and toilet facilities 
	
	
	

	Dining area/tea & coffee


	
	
	

	Go through OAR and completed learning contract with Practice Assessor /Supervisor.

Discuss expectations.


	
	
	

	Complete Emergency Contact Form (Appendix 4) and give to Practice Assessor /Supervisor

	
	
	

	Log-in details/accessed


	
	
	

	Access to policies


	
	
	

	Familiarise with  IT System


	
	
	

	Emergency Protocol 


	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


N.B: 

Acknowledgements are given to the previous work undertaken by the Primary Care Workforce leads in the development of this booklet 
Appendix 2: Canterbury Christ Church University - Uniform Policy 
You are expected to maintain a professional appearance (clean and smart) at all times.  When you are provided with a University uniform, you must wear it to clearly identify yourself, to clients and staff, as a student.  You should wear or carry your student ID/name badge at all times as required by your placement.  Some areas MAY allow you to wear normal clothes but you should still ensure that you maintain a smart appearance. Please note that if you wear the incorrect uniform, your Practice Assessor /Supervisor has the authority to ask you to leave the placement area until you return correctly attired. The issued uniform meets Health and Safety recommendations.

· Uniform needs be worn in attempt to reduce cross infection.  In some instances plastic aprons/gloves may be appropriate in addition to the trouser suit or over traditional clothing.

· The un-creased uniform should be worn on a one wear one wash basis (following manufacturer’s guidelines).

· Uniform should NOT be worn in public areas, outdoors or when travelling, unless you are undertaking a patient-care related activity e.g. visiting clients’ homes. The garments have been chosen to be distinctive and to provide ease of changing in designated changing areas. Should you be unable to change out of your uniform, you may wear it under a knee length coat (not jacket or cardigan) or, when the weather is hot, it would be acceptable to change into a tee-shirt with the trousers, when travelling to and from work only.

· Students found shopping or in public places e.g. having lunch whilst wearing uniform will face disciplinary action.

· You must only wear the trousers and tops issued by the University, unless there is a locally agreed policy.

· Student uniforms must only be worn when undertaking ‘student’ placement hours (not for agency or flexi bank work). Staff will be advised to send you home to change if you wear your Canterbury Christ Church uniform whilst doing agency or flexi bank work.
· Flat, black shoes should be worn with the uniform (no trainers or sandals).  Occupational therapy students are advised to check local policy.

· A cardigan may be worn on duty, if travelling between departments, but not in the placement area or when giving direct patient care. Nursing and Midwifery students may wear navy or black, Occupational Therapy students - green, Radiography – navy or burgundy (dependent on local policy.

· Alternatively, a zip up sweatshirt (no hood) bearing the University logo may be worn for nursing and midwifery. Occupational therapy students may wear the “slip over” bottle green sweatshirt. Radiography students may not wear sweatshirts.

· Jewellery including wrist watches, necklaces, and lip rings should not be worn when wearing uniform. However, Occupational Therapy and Radiography students may wear wrist watches but these MUST be removed when moving and handling clients. A wedding ring may be worn.  

· You should wear no visible piercings, therefore nose studs, eyebrow piercings and tongue studs should not be worn on placements. One pair of simple gold stud earrings may be worn

· Student ID badges are only permitted on the tunic and must be worn at all times.

· Hair must be kept neat and tidy.  It should be kept off the collar and tied back if necessary. (A long pony tail must be secured in a bun.)

· Nails must be short and clean.  Nail extensions or nail varnish are not permitted.

Non-uniform (Mufti)

However, some areas prefer you to wear normal everyday clothes on placement. You should wear smart clothing in such circumstances. 

For example:

· Student ID badges must be worn on the upper garment.

· You may wear trousers but jeans should not be worn.

· Male students are expected to wear a shirt or smart tee-shirt (without logos).

· Female students may wear trousers, skirt and top (without logos) or dress. Low cut blouses/ tee-shirts are not appropriate. Midriffs should be covered, and any belly-button piercing should not be visible. Skirts/ dresses should be no shorter that 5cms above the knee. 

· Makeup must be discrete.

· Hair should still be tied back if shoulder length or longer.

Tattoos

Some placement areas insist that tattoos must be covered at all times. This may necessitate you wearing a white long sleeve tee-shirt under your uniform to cover arms.

SMOKING

Smoking is not permitted in any public areas when wearing your uniform.  This undermines the health promotion messages given to the public.  Most Trusts will take disciplinary action if staff smoke anywhere in the organisation’s grounds, or in vehicles.

.

Appendix 3: The Social Media Policy
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Social Media Policy


This social media policy is primarily aimed at employees who use, or intend to use, social media in a professional capacity at Canterbury Christ Church University. This policy also applies to colleagues’ personal use of social media outside their working time if the content relates to University business to any extent, including making references that could be regarded as relating to the University or may otherwise affect the reputation of the University. 

The policy aims to:

· Protect and support staff contributing to, and engaging with, social media

· Ensure consistency across the University’s online activities

· Promote the effective use of social media 

· Protect and enhance the University’s reputation

· Assist the University in the governance, quality assurance and monitoring of social media by University employees and students

Help employees draw a line between their private and professional lives in the context of social media use.

1. What is Social Media?

Social media is a form of online media where people can comment, share and network. Unlike traditional media it allows for immediate two-way interaction and participants are involved in the creation and distribution of content. Facebook, Twitter and YouTube are all examples of social media. For the purposes of this policy we do not include email, CLIC or other intranets under the banner of social media. The Essential Guidelines for Social Media document (in development) will provide more information about the purpose and use of the main social media channels.


2. Why does this policy exist?

Social Media allows transparent and interactive communication with the potential for mass distribution and exposure. It has changed the way both people and organisations communicate, providing opportunities to engage in conversations with key audiences and instantly share content with a worldwide audience. 

In recent years, universities have started to use social media to support many different types of communication, from student recruitment and marketing to supporting the student experience and professional networking. 

Many colleagues already use social media in a personal capacity. As we begin to exploit its potential, it is crucial that the University has a social media policy to guide and inform the use of social media in our professional lives. We are also developing a set of guidelines to support this policy. The guidelines will give an overview of the different types of social media channels and what they can be used for, helpful tips on how to get the best out of social media, how to start using it and how the Department of Marketing can support you in getting started.

3. Who this policy relates to 

This policy relates to all staff employed by the University, whether full or part time, hourly paid, casual or temporary staff. It also includes students when working for the University as a paid employee and also those who are contracted to work on the University's behalf as a consultant or advisor for payment and associate staff who are affiliated to the University with access to University IT systems.

There is a separate policy in development covering student use of social media.

4. What does professional use mean?

This document applies to the professional use of social media. By professional we mean using social media as part of your role at Canterbury Christ Church University. Professional usage includes, but not exclusively: handling student/university related enquiries; advertising university events; updates on university business; publishing research carried out on site; communications between staff regarding University business, and Canterbury Christ Church learning and teaching. Professional use also extends to staff and students on a placement who need to be aware of the placement provider’s own social media policy. Staff must also be mindful of professional codes of practice in their field when using social media in a private or professional capacity. 

This document defines personal social media activity as communication which does not relate to University business. This would include: engaging with social media to connect and communicate with friends and families, as well as using social media for business reasons separate from your role at Christ Church. You should note that you can be held accountable under University procedures for any comments you make about the University, its staff or students, on your personal social media. 

The Students’ Union is a body independent from the University and, therefore, its social media activity is not directly covered by this policy. However, both the University’s and Students’ Union’s social media policies will be referenced in our Memorandum of Understanding.

5. Social media use

5.1 Student Recruitment

Social media has enormous potential in supporting our marketing and communication activity, in particular, our student recruitment strategies. While the University develops a long term digital marketing strategy that will define how social media can be used to support student recruitment goals, both centrally and in faculties and departments, we recommend that you consult with your Marketing Manager or Student Recruitment before using social media as part of recruitment activity. 

5.2 Learning and Teaching 

This policy only touches upon the potential of social media for learning and teaching, and in no way aims to replace a robust strategy developed specifically for this area. Separate guidance will be developed by LTEU in the context of the University’s Technology Enhanced Learning and Teaching Strategy (TELT) 2012 – 15 to address this fully. 

The uptake of social media has also opened up new ways of supporting learning and teaching. This section of the Social Media Policy aims to ensure staff and students are using social media in a way that adds value to the educational experience, whilst upholding the University’s duty of care and legal obligations. 

Is social media appropriate? 
Canterbury Christ Church University’s primary learning and teaching online channel is CLIC Learn (Christ Church Learning and Information Community). In the first instance, you should consider using CLIC Learn to support your learning objectives. You should be aware there is growing evidence to suggest that students have reservations when it comes to using social media in formal education (Queensland University of Technology, 2011). 

Social media is not to replace learning and teaching activities, but to enhance it Essential online learning activities must be conducted within CLIC Learn (eg for lecture notes and all formal communications). Social media may encourage greater engagement, enhance communication and add significant value, but it should not replace the essential components of the module based in CLIC Learn. If you decide to use social media, we advise you to signpost between your social media presence and CLIC Learn, ensuring an association between the two.

Evaluating the use of social media for teaching and learning is a valuable and worthwhile process, which can inform the future use of social media for learning and teaching.

Assessments
The use of social media for assessment needs to be considered extremely carefully, particularly around such issues as reliability, accessibility, privacy and preservation of assessed work. Social media should not be used for summative assessment, but using it for formative assessment is worth exploring. It is important to explain the use of social media for any assessment purposes to reassure students that its use is secure and moderated. Please note the University’s assessment policies still apply, these can be located at: www.canterbury.ac.uk/Support/learning-teaching-enhancement-unit/Protocol/Assessment.aspx  

Conduct a social media risk assessment
You should familiarise yourself with, and evaluate, the social media site you propose to use for learning and teaching. You should satisfy yourself that the service provider is reliable and likely to be operating consistently for the entire period you intend to make use of the site, has a value base that is consistent with the University's mission, and has the capacity to maintain personal data securely and confidentially. 

Give students the choice
Some students might feel uncomfortable using some social networks. We recommend you offer an alternative and clearly articulate the expectations of social media use in your module.  

Manage
If you set up a social media presence you will be responsible for managing that site. You will be required to provide technical support to students and monitor the site’s activity. We recommend you consider how you will deal with challenging situations which may arise on social networks and put aside some time to manage these channels before you get started. When managing a social media presence the aim should not be to control the content but to encourage discussion and act as moderator in cases where contributed content is inappropriate (refer to ‘Section 5.7: Behaviour and Conduct’).Give careful consideration to the privacy settings employed on your social media site and how these can ensure content reaches your intended users. 

Intellectual property
You need to understand and inform your students of the licensing terms, including those relating to intellectual property, of the social media used in teaching and learning before sharing content on social media. Data on social media is often regarded by other users as in the public domain and openly accessible. Tutors should therefore be clear about the permissions given to reuse content. Students should not share personal information which could be misused on public websites.

These learning and teaching guidelines should be followed in conjunction with the wider University Social Media Policy. If you have any questions regarding the use of social media for teaching and learning, you should contact your Faculty’s Learning Technologist. 

5.3 Third party advertising 

If you create a significant community on social media you will probably find that third party organisations will attempt to advertise on your site by posting links to products or services on any open spaces (eg your Facebook timeline, in the comments section of a blog, or in the comments section under your YouTube video). We are not referring here to paid advertising that social media sites control. 

If you are using social media professionally (either representing the University and/or using the University’s branding), we ask you not to facilitate third party advertising on your social media site unless the organisation is a University partner and permission has been given by the relevant Head of Department. We recommend you include the following wording on your social media page/ site or bio:

We ask that third parties do not post adverts or services here without first gaining our permission. Posts which advertise a product or service and have not received our prior permission will be removed. 

Internal promotion (eg posts from a member of the University community about an event or service at the University) will be monitored to ensure they are relevant and appropriate.

If you require further advice on this subject please contact the Department of Marketing. 

5.4 Disclaimers

If you are a member of staff and have a site, feed or blog you use in a professional capacity, making reference to your role at Canterbury Christ Church University (eg running a Twitter account in which you reference your role at CCCU in your bio), we recommend you use the following wording in your profile information:

These are my personal views and do not necessarily reflect those of Canterbury Christ Church University. 

If you are managing, or acting as moderator on a social media site which invites contributions from others (eg running a public Facebook page for your course), we recommend you include the following wording:

The views and opinions expressed by users of this social media site do not necessarily reflect those of Canterbury Christ Church University. The University cannot be held responsible for the accuracy or reliability of content posted by external parties. 

5.5 Visual identity/branding
Advice about social media branding and identity is being developed as part of the social media guidelines which will be published shortly. 

5.6 Copyright and data protection
When sharing content on social media you need to be aware of the University’s Data protection policy and the following guidelines. This will ensure a level of protection and ensure you are abiding by the law. 

Content ownership
By posting content online you agree that you own or have the right to use that information. You need to be aware of who owns the copyright. 

Credit others’ work
If you are using content from another source then make sure you have permission to use it and fully attribute it before you publish.

Posting images/ film
Before posting photos or videos of other people make sure you have written permission from the subjects (Corporate Communications can provide a subject release form for this purpose). 

Content removal
The University will seek to remove any content which we, or any other party, deem in breach of copyright. 

Do not publish confidential information
Confidential information must not be revealed online. You should be particularly careful about the use of personal data, including your own. In particular, you should take effective precautions when using social media to ensure your personal safety and to protect against identity theft. If you are unsure of the nature of the content, or terms of disclosure, please ask your line manager. 

Personal data
We advise you do not share personal information which could be misused on social media. Be aware that by sharing your data on social media you are giving the site permission to use it. 

If you have any questions in relation to copyright or data protection, please email the University Solicitor’s Office on foi@canterbury.ac.uk 
5.7 Behaviour and conduct
You should understand that comments made by you as an employee, that have the potential to damage the University’s reputation, could lead to action being taken under the University’s Disciplinary Procedures, which you can read online on the HR web pages.  This includes posting confidential or proprietary information about the University, posting misleading, inappropriate, derogatory or offensive comments about the University, its students and their achievements, or work colleagues, and extends to personal social media accounts/profiles too. Please refer to the Staff Code for further information about behaviour and conduct. 

Where possible, the Department of Marketing will monitor the use of public social media. The primary purpose is to enhance the way in which the University makes use of social media. In the process of monitoring it may be that issues arise because of the way in which comments are made. This may be reported to the appropriate line manager or department head for further investigation. 
All current University policies concerning staff and students also apply to the use of social media. These include the following policies and guidelines:

Corporate Identity – on the Marketing Department web pages

Acceptable use of IT – on the Computing Services web pages

Data Protection Protocol – on the Computing Services web pages

Email Protocol – on the Computing Services web pages

HR policies  - on the HR web pages 

5.8 Community standards

In the interests of protecting all those who engage with us on social media, we have a set of community standards to guide behaviour. If you act as a manager or moderator of a social media site on behalf of, or relating to, the University we recommend you apply these standards to content generated on your site. 

The following will not be tolerated on social media channels relating to the University:

· foul and abusive language

· discrimination

· violence and threats

· bullying and harassment 

· hateful speech

· inappropriate graphic content

· inflammatory comments

· deliberately misleading or defamatory comments

· phishing and spam

When acting as a moderator, every effort should be made to remove content that breaches these standards. Content that raises serious concern or is unlawful should be referred to the University Solicitor’s Office.

6. Communicating in an emergency

The University has a separate ‘Communicating in a Crisis’ plan, which outlines how we communicate to our wide range of audiences in the event of an emergency (which is defined as a serious situation or occurrence that happens unexpectedly and demands immediate action or urgent assistance). 

In the event of an emergency situation causing serious disruption to University business, all online messaging (including messages via social media) must be managed by the Department of Marketing. Departments may be required to tailor messages via local online channels (social media or CLIC Learn), but this will be on the instruction of the University’s Gold Team and its communication group.

7. Governance

This policy will be overseen by the Strategic Marketing Group and its digital sub-group from 2013. The content of the policy will be reviewed on a regular basis. 

9. Get in contact

If you have any questions about the University’s Social Media Policy or using social media as part of your role at Christ Church please contact Corporate Communications. 

Cherry Whitehead
E-Communications Manager

Tel: 01227 782821
Email: cherry.whitehead@canterbury.ac.uk 

Ian Williams
Web Team Leader

Tel: 01227 767700 ext 2015 
Email: ian.williams@canterbury.ac.uk 

10. CCCU official social media


Facebook - www.facebook.com/ChristChurchUni 

Twitter – www.twitter.com/canterburyccuni 

YouTube - www.youtube.com/user/ChristChurchUni 

Flickr - www.flickr.com/photos/canterburyccu/ 
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Appendix 4: Emergency contact form
Please complete the following form and pass back to your Mentor. The information will only be held during the duration of your placement, after which it will be shredded, 
All information will remain confidential and not shared. 

	Student Name
	

	Placement area
	

	Home number
	

	Can a message be left on voicemail?
	Yes/No

Comments:

	Mobile number
	

	Personal Tutors name, number and email address
	

	Contact details of person to contact in an emergency (name, relationship and contact number)
	

	Other information? 
	


Appendix 5: Placement timetable     

Name of student: ……………………………………………………. 




Week commencing: ……………………………..
	Times
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	
	 
	
	
	
	

	
	LUNCH
	LUNCH
	LUNCH
	LUNCH
	LUNCH
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