YORK ST JOHN UNIVERSITY
GRADUATE PROFILING

GUIDELINES FOR COMPLETION OF THE GRADUATE PROFILE

Introduction

The University’s Graduate Profile fulfils the national requirement for all undergraduate students to complete a progress file during their period in higher education.  The Graduate Profile is a mixture of record keeping of, and reflection on, activities, achievements and feedback from others.  The main aim is that students get into the habit of appraising their own performance, building confidence in their strengths, and identifying how they might develop their profile in line with their career aspirations.  This should stand them in good stead when they develop CVs, apply for jobs, attend interviews and generally manage their career in a rapidly changing environment.  They may even enter one of the growing number of professions where the maintenance of a professional profile is normal practice.

Responsibilities

Student: responsibility for the file will rest with the student, but clearly staff need to emphasise with students from induction onwards that this is a significant activity, the value of which will become increasingly apparent as they approach graduation.

Academic Tutor: the responsibility of Academic Tutors is to organise meetings with students at the end of the first semester and thereafter at the end of each year of study, as a minimum.  The meetings may be individual, group or a combination of both.  The purposes of the meetings are to discuss the Profiles, provide advice and direction as appropriate, and to ensure that the file is being maintained.  To assist with the latter, Registry will issue Heads of Programme with a proforma annually which should be returned with the module mark sheets to indicate that the Graduate Profile of each student has been maintained.

At the end of the students’ undergraduate studies, and assuming they have obtained all the University key skills outcomes, they will receive a skills certificate in addition to their degree certificate.

Relationship to Faculty Progress Files

The new files are not intended to disregard or replace progress files that are already being used effectively.  Rather, the intention is to establish and monitor a profiling standard across all programmes.  A Faculty with its own progress file may prefer to switch to the Graduate Profile.  If, however, a Faculty wishes to continue to use its own progress file, the Head of Programme should check that it includes all the activities included in the Graduate Profile and change the name to Graduate Profile.  If the progress file does not cover all the Graduate Profile activities and the Faculty wishes to continue to use it, the Head of Programme should ensure that it is adapted to conform to the Graduate Profile core activities.

Guidelines on completing the Graduate Profile sections

Guidance on how to complete the different sections of the Graduate Profile is given below.

FRONT SHEET

The Faculty office should complete the name of the Faculty, the name of the incoming student and their degree programme.  Alternatively they could leave the name for the student to complete.


SECTION 1 – ENTRY INFORMATION

Personal Details – Student to complete

The Degree Programme – Faculty office to complete ‘name of programme’ ‘aims and objectives’ as identified in the validated document and ‘learning outcomes’ as identified in the validated document

Key Skills Matrix –Faculty office to insert the matrix from those validated documents which include this.  Where this is not available the HoP should advise on the key skills which will be achieved through the programme and where the opportunities for these will be made available.

Student Self-Assessment – Student to complete

Initial Impressions – Student to complete


SECTION 2 – SUMMARY OF ACHIEVEMENTS

Summary of Module Grades - Student to complete

Summary of Key Skills Achievements – Student to complete

Progress against Programme Outcomes – Student to complete each year (by referring back to the learning outcomes in Section 1).

 

SECTION 3 – SEMESTER SUMMARIES

Semester Summaries – Student to complete.  The purpose behind these pages is to actively encourage students, particularly students who are not performing to their full potential, to collect their assignments, to read the feedback provided by their module tutors and to identify the action they need to take as a result of that feedback.  This section is very important in encouraging the student to become self-aware, to take responsibility for their own learning, and to devise effective learning strategies.  It is a section that should be focussed on during tutorials.


SECTION 4 – WORK AND EXCHANGE EXPERIENCE

Work-based/experiential learning – Student to complete.  The emphasis should be on reflecting on the experience, the learning that has taken place and the skills that have been developed.

Overseas/exchange experience – Student to complete.  The emphasis should be on reflecting on the experience, the learning that has taken place and the skills that have been developed.


SECTION 5 – PLANNING YOUR CAREER

Extra Curricular Activities – Student to complete during the course of their programme.  Students should be encouraged to keep a record of their activities over the 3 years and, through identifying the skills acquired, equip themselves with useful material for their CV.

Post University Plans – Student to complete during the course of their programme.  They should identify career aspirations and activities that could help in developing these, eg accessing guidance from the Careers Service.


SECTION 6 – RECORD OF ACADEMIC TUTOR MEETINGS

Academic Tutor Meetings – Student to complete.  This is a record of the student’s meetings with their academic tutor.  This file is the student’s own record.  Academic tutors should keep their own formal records separately so as to ensure that in the case of appeals there is an official record of the tutorials held.
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