LISS DTP Placement Guidance

1. Purpose of this Guidance
This guidance sets out the expectations of LISS DTP Students, Host Organisations, and Supervisors
during LISS DTP funded placements.

It is not a legally binding contract but is intended to:

e Clarify roles and responsibilities.

e Qutline procedures for organising, managing, and concluding placements.
e Explain how LISS DTP will respond if issues arise.

Placements should be mutually beneficial, offering valuable learning and professional development
for Students while enabling Hosts to benefit from their skills and research expertise.

2. Overview of Placements
Placements enable Students to develop professional and transferable skills, aligned with their LISS
DTP Development Needs Analysis (DNA).

2.1 DTP1 Students (Funding commenced before October 2024)

e Placements are optional.

e If approved by LISS DTP, stipends can be extended for the duration of the placement, up to a
maximum of 13 weeks.

e Placements may be undertaken full-time or part-time (e.g. 1-2 days per week).

e The studentship end date will be extended by the equivalent duration of the placement.

2.2 DTP2 Students (Funding commenced from October 2024)

o A 13-week placement is expected during the PhD.

e Three months of studentship funding is allocated to support this period.

e Students who do not complete a placement within the first three years of their PhD will have
their studentship shortened by three months.

3. Roles and Expectations

Definitions

e Student: the LISS DTP PhD student undertaking the placement.

e Host: the organisation hosting the Student.

e Supervisor: the Student’s first / primary academic supervisor(s) at their home institution.

3.1 Expectations of Students

Students are expected to:

e Contribute professionally to the placement and carry out agreed tasks to the best of their
abilities, as set out in the approved placement application.

e Make the most of learning opportunities and follow reasonable instructions from their Host
supervisor.



e Treat the Host with dignity and respect at all times.
e Maintain contact with academic Supervisor(s) as agreed in the placement application.
e Notify the Host promptly of any absence and its expected duration.
e Notify LISS DTP of:
e Changes to the dates or duration of the placement.
e Grievance relating to the placement.
e Complete all required placement reports for LISS DTP.

3.2 Expectations of Hosts
Hosts are expected to:
o Agree and clearly communicate the Student’s role and learning objectives at the outset.
e Ensure tasks align with the approved placement application.
e Host the Student for the agreed placement period.
e Assign a Host supervisor to induct and support the Student throughout.
e Offer appropriate training or skills development opportunities.
e Adhere to relevant employment, health and safety, and equality legislation.
e Provide regular feedback to the Student.
e Treat the Student with dignity and respect at all times.
e Inform LISS DTP and consult with the Student before making significant changes to the role.
e Notify LISS DTP prior to considering any disciplinary action or invoking formal procedures,
allowing LISS DTP to be involved if it wishes.
e Notify LISS DTP as early as possible of:
e Any grievances relating to the placement
e Changes to the dates or duration of the placement.
e Complete the Host section of the placement report at the end of the placement.

3.3 Expectations of Supervisors

Supervisors are expected to:

e Maintain contact with the Student as outlined in the placement application. This is expected to
be regular contact.

e Complete the Supervisor section of the placement report at the end of the placement.

o Notify LISS DTP promptly of any grievance or concern raised by the Student or Host.

4. Raising and Resolving Issues During the Placement

e Hosts should contact LISS DTP if the Student’s performance is unsatisfactory after reasonable
opportunity for training and coaching.

e Students should contact LISS DTP if the Host is not providing a satisfactory learning environment.

e Supervisors should contact LISS DTP if aware of any concerns.

4.1 LISS DTP Response
e Issues will be considered on a case-by-case basis by the LISS DTP Deputy Director (Research in
Practice).



e Failure by the Student to carry out agreed placement tasks may result in recovery of studentship
or expense funding.

e |f a Host fails to provide the agreed placement experience, LISS DTP may restrict future
placements or CASE studentships with that organisation.

e Formal complaints raised should be directed through the student's home institution complaints
and appeals teams.

5. Practical Requirements

5.1 Health and Safety
Hosts must provide a working environment compliant with local health and safety legislation.

5.2 Intellectual Property & Confidentiality

e Confidentiality, Intellectual Property, and Liability matters should be addressed in the formal
placement/host agreement.

e For placements within Higher Education Institutions, the host institution’s regulations on
Intellectual Property apply.

5.3 Placement / Host Agreements
Once a placement is approved, a placement/host agreement between the Student’s home institution
and the Host can be organised by the Student with Supervisor support.
e Allow three months (minimum one month) for preparation and approval.
e Process depends on the home institution:
e KCL: Placement Agreement Guidance
e (QMUL: Student Placements Guidance
e Imperial: Arranged by the Student’s home department.

e  For CASE students, the CASE collaboration agreement may already cover the placement period.

5.4 Visa Compliance
Students on International PhD Student Visas may have additional requirements for UKVI compliance.

e  KCL: LISS DTP will send you a visa compliance form when confirming the placement

e QMUL: See the following web pages, and speak with your home school or the QMUL LISS DTP
Administrator for guidance.

e Imperial: See the following web pages, and speak with your home school or the Imperial LISS
DTP Administrator for guidance.

5.5 Monitoring & Reporting
e Student, Host, and Supervisor must complete their sections of the LISS DTP placement report
within two weeks of the placement ending.

5.6 Travel Policies

Students must follow their home institution’s travel policy:


https://self-service.kcl.ac.uk/article/KA-01893/en-us
https://www.qmul.ac.uk/hsd/a-z/student-placements/
https://www.qmul.ac.uk/welfare/visas-international-advice/working/does-my-immigration-permission-allow-work/
mailto:a.kamara@qmul.ac.uk
mailto:a.kamara@qmul.ac.uk
https://www.imperial.ac.uk/students/international-students/visas-and-immigration/working-in-the-uk/work-rules-during-your-studies/
mailto:s.modaresifar@imperial.ac.uk
mailto:s.modaresifar@imperial.ac.uk

KCL: KCL Travel Policy & Booking Process.

QMUL: Please see: Queen Mary Finance Guide for LISS Students. QMUL LISS

Administrator Angela Kamara can offer further guidance.

Imperial: Imperial staff travel and expenses. Imperial LISS Administrator Samira Modaresifar can

offer further guidance.


https://internal.kcl.ac.uk/about/ps/procurement/travel-services-and-events/travel
https://liss-dtp.ac.uk/wp-content/uploads/2023/12/Queen-Mary-Finance-Guide-for-LISS-Students.pdf
mailto:%20a.kamara@qmul.ac.uk
https://www.imperial.ac.uk/staff-travel-and-expenses/
mailto:s.modaresifar@imperial.ac.uk

