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1. Introduction 

 

1.1 At the University of Birmingham, every undergraduate and taught postgraduate student has a Personal 

Academic Tutor, a designated member of staff who provides academic guidance and advice. The 

Personal Academic Tutor supports academic development, progress and progression throughout a 

student’s time at the University. The personal academic tutoring system should help students to reflect 

on their academic development, respond to feedback, navigate key stages of their programme, and 

make effective use of the wider support available to them. This includes signposting to appropriate 

support services, including wellbeing services, academic skills support, disability services, disclosure 

routes, and careers support. 

 

1.2 This Code of Practice sets out the minimum standards required to support students on taught 

programmes at the University through Personal Academic Tutoring. It establishes the minimum 

entitlement that all students should receive, while allowing Schools flexibility in how those 

requirements are delivered, and whether they provide additional forms of support, in light of context, 

disciplinary expectations, and any professional, statutory and regulatory body requirements. 

Personal Academic Tutors support students in understanding their academic progress, identifying 

priorities for development, and accessing appropriate support where matters fall beyond the 

boundaries of the role. 

 

1.3 This Code of Practice sets out a framework for Schools to support the academic development of 

students in the following areas via the Personal Academic Tutoring system: 

 

.1 Transition into the programme and each academic year of study. 

 

.2 Academic development, progress and reflection on performance. 

 

.3 Progression through and beyond the programme of study. 

 

.4 Access to wider support and guidance through signposting and referral where appropriate. 

 

1.4 This Code of Practice is underpinned by other cognate Codes of Practice and Regulations that deal 

with specific circumstances that may occur during the student lifecycle, for example Leave of Absence, 

Academic Integrity, Extenuating Circumstances, and Health, Wellbeing and Fitness to Study. 

Postgraduate Research students should refer to the Code of Practice on Supervision and Monitoring 

Progress of Research Students. 

 

1.5 When on a year abroad, meetings with Personal Academic Tutors will not take place during the period 

of overseas study. Students should maintain contact with their Year Abroad Tutor during this time. 

 

 

 
(document continues on next page) 
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2. Responsibilities that support the Personal Academic Tutoring System 

 

2.1 The Deputy Pro-Vice Chancellor (Student Experience) will: 

 

.1 Maintain institutional oversight of the Personal Academic Tutoring system, advising the Pro-

Vice-Chancellor (Education) and the Director of Student Affairs of relevant risks, issues and 

opportunities, and instigating action where required; 

 

.2 Provide help and advice to academic members of staff in relation to their responsibilities as 

Personal Academic Tutors and Senior Tutors, through the Senior Tutors’ Forum, or individually; 

 

.3 Act as a senior point of referral for individual staff and students where impartial advice is needed 

to resolve academic issues, or when all other sources of support have been exhausted; 

 

.4 Facilitate and monitor effective coordination between Personal Academic Tutoring and relevant 

University support systems, including Senior Tutors, wellbeing services, academic skills 

support, disability support, disclosure routes and careers support; 

 

.5 Produce and update relevant materials for Personal Academic Tutors and Senior Tutors, and 

support the development of appropriate digital tools to support the Personal Academic Tutoring 

system. 

 

2.2 Academic Services, Professional Student Services, and the Careers Network will: 

 

.1 Support the Deputy Pro-Vice Chancellor (Student Experience) in their oversight of the Personal 

Academic Tutoring System; 

      

.2 Ensure that updated documentation, advice and guidance are made available for Personal 

Academic Tutors through the Deputy Pro-Vice-Chancellor (Student Experience); 

 

.3 Provide support, information, advice and guidance to enable appropriate referral to wellbeing, 

academic and careers services in response to students’ needs;  

 

.4 Support the development of a community of practice among Personal Academic Tutors by 

providing information and opportunities to share common issues and effective practice; 

 

.5 Support the development and maintenance of appropriate digital tools that facilitate Personal 

Academic Tutoring activity and ensure that relevant student and tutor data are maintained 

appropriately. 

 

2.3  The Senior Tutor, designated in each School by the Head of School, will: 

 

.1 Provide leadership and guidance for Personal Academic Tutoring within the School, ensuring 

that local arrangements are clear, effective, and aligned with this Code of Practice; 
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.2 Act as the primary point of contact for Personal Academic Tutoring within the School, liaising 

with relevant University leads and services to share effective practice and discuss training, 

materials, concerns and related matters; 

 

.3 Ensure that expectations relating to Personal Academic Tutoring are clearly communicated to 

staff and students, including how students access their named Personal Academic Tutor and 

how relevant School materials are kept up to date; 

 

.4 Provide local oversight of Personal Academic Tutor allocation and training, including completion 

of institutional training and the organisation of any necessary local specialisation;  

 

.5 Support Personal Academic Tutors by advising on escalation and referral routes, and acting as 

an escalation point for Personal Academic Tutors within their School; 

 

.6 Act as a point of contact for students with concerns relating to Personal Academic Tutoring. 

 

2.4 The Personal Academic Tutor will: 

 

.1  Act as an academic point of contact for each tutee, supporting academic development and 

progression throughout the programme; 

 

.2  Provide academic guidance, including helping tutees interpret feedback and progression 

decisions, whilst maintaining records of Personal Academic Tutor meetings; 

 

.3  Offer to meet with tutees towards the beginning of each academic year and offer at least one 

other meeting at an appropriate time in the academic year, and support all reasonable 

requests for guidance or meeting with tutees; 

 

.4  Signpost and, where appropriate, refer tutees to specialist support, including wellbeing 

services, academic skills support, disability services, disclosure routes and careers support.  

The Personal Academic Tutor could also refer tutees to the Guild Advice within the Guild of 

Students, where appropriate, for additional support. 

 

.5 Escalate cases to the Senior Tutor where there are indicators of risk, disengagement, or 

significant transition needs, in line with local and institutional processes. 

 

.6 Provide a reference for their tutees as a normal expectation and, where unable to do so for a 

specified reason, refer the request to the Education Support Office; 

 

.7  Complete relevant training to ensure familiarity with this Code of Practice and a full 

understanding of the Personal Academic Tutor role. 

  

2.5 Responsibilities of the School 

 

.1 The Head of School is responsible for ensuring that appropriate development and support 

mechanisms are provided for all students on taught programmes. The Head of School, working 

with the Senior Tutor, should ensure that: 
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a) Registered students on undergraduate and postgraduate taught programmes are 

assigned a named Personal Academic Tutor following arrival. Students must be offered 

a meeting with their Personal Academic Tutor at least twice a year,. Students must also 

be able to request further meetings with their Personal Academic Tutor as needed in 

accordance with the School’s local arrangements; 

 

b) Personal Academic Tutors are drawn from academic staff. Where appropriate and 

possible, the Personal Academic Tutor should remain the same for the duration of the 

student’s programme of study; 

 

c) There are designated staff with defined responsibilities for Personal Academic Tutoring, 

wellbeing, managing reasonable adjustments for students with disabilities, and managing 

extenuating circumstances; 

 

d) Where Schools adopt different delivery arrangements at different stages of a programme, 

all students must remain allocated a named Personal Academic Tutor and continue to 

receive support that meets the minimum expectations set out in this Code of Practice; 

 

e) Local escalation routes for concerns relating to Personal Academic Tutoring are clearly 

defined and Senior Tutor contact details are easily accessible.   

 

.2 Schools should ensure that students are provided with clear, prospective information about the 

School’s Personal Academic Tutoring arrangements, including how students are informed of 

their named Personal Academic Tutor, how to contact their Personal Academic Tutor, when 

students will be offered meetings as part of the School’s arrangements, and how to request 

Personal Academic Tutor meetings; 

 

.3 Schools should work with their Partnership Development Manager in the Digital Education Team 

to ensure that students are provided with appropriate support in the use of relevant digital tools; 

 

.4 Specific consideration should be given within the School to students on joint or multidisciplinary 

degree programmes and to students taking programmes with different modes of delivery, 

including part-time, distance learning, off-campus, and clinical provision. Comparable tutoring 

should be in place, and the Senior Tutor should assure the quality of these arrangements; 

 

.5 In cases involving students on joint or multidisciplinary degree programmes, Schools will 

identify a home School, where the student’s file is normally held, and will normally assign a 

Personal Academic Tutor from that home School.  

 

.6 Induction and briefing materials should be made available to Personal Academic Tutors to 

ensure a consistent and confident approach to the role. All Personal Academic Tutors should 

complete institutional training and receive any necessary local specialisation, including 

appropriate training on any systems used to support Personal Academic Tutoring activity; 

 

.7 Schools should ensure that staff and students are aware of the support services available to 

students.  
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2.6 Responsibilities of Students 

 

.1 Students are adult learners who have a responsibility to engage with the support opportunities 

available to them in order to support their academic development, progression, and preparation 

for their future careers. Students should ensure that they have accessed and understood 

information about the support available to them, including how to contact their named Personal 

Academic Tutor and how the School’s Personal Academic Tutoring arrangements operate, and 

should seek help or raise any uncertainties promptly; 

 

.2 Students have a responsibility to engage with the meetings offered to them as part of the 

School’s Personal Academic Tutoring arrangements. Students should follow any instructions 

provided in preparation for meetings, and should reflect on feedback, progress, academic 

concerns, and priorities to make effective use of them;  

 

.3 Students will routinely receive information via their institutional email account and appropriate 

digital tools, including the virtual learning environment. Students are expected to read and 

respond to communications from their School or the University within a reasonable timeframe; 

 

.4 Personal Academic Tutors will endeavour to respond to all student communications within a 

reasonable timeframe, but students should be mindful that staff have a wide range of duties. If 

a concern is urgent, or if a student is unable to contact their Personal Academic Tutor, they 

should use the School’s stated escalation route and contact the relevant support service as 

appropriate to the urgency of the situation; 

 

.5 Students should keep their personal data up to date, including term-time and home addresses, 

telephone number(s), and details of their General Practitioner, using the relevant University 

system. 

 

3. Requirements for Personal Academic Tutoring 

 

3.1 All students should complete an induction process at the start of their programme of study. This should 

include, as appropriate, introduction to academic regulations, programme engagement requirements, 

academic integrity, extenuating circumstances processes, access to relevant digital tools, and the use 

of relevant handbooks and support services. Meeting with their Personal Academic Tutor should form 

part of this induction process.  

 

3.2 Schools must ensure that all students are made aware of their named Personal Academic Tutor and 

are provided with the information needed to contact them. Students must be offered a meeting at least 

twice a year, once towards the beginning of each academic year and another at an appropriate time 

of the academic year, such as following each major assessment period1. All students must be able to 

request meetings with their Personal Academic Tutor as needed. 

 

3.3 Students on an apprenticeship programme will have structured progress review meetings, at least one 

every three calendar months.  

 
1 Where appropriate, post-assessment meetings can be delegated to other relevant academic staff members such as module 
leads. 
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3.4 Personal Academic Tutoring should support academic development and progression throughout the 

student’s programme of study, reflecting on feedback, and identifying priorities for development. 

Meetings at points of transition and following major assessment periods provide important 

opportunities to review progress and consider next steps. Personal Academic Tutors should also 

signpost and, where appropriate, refer tutees to specialist support, including wellbeing services, 

academic skills support, disability services, disclosure routes, and careers support. 

 

3.5 It is the expectation that a Personal Academic Tutor will provide a reference for their tutees. Where a 

Personal Academic Tutor is unable to provide a reference for a specified reason, the request should 

be referred to the Education Support Office. Personal Academic Tutors may be supported by the 

relevant Education Support Office, or equivalent School team, in obtaining the academic information 

needed to prepare a reference.  

 

3.6 Students may raise wider personal or non-academic matters with their Personal Academic Tutor where 

these are affecting their academic engagement, development or progression. In responding to such 

matters, the Personal Academic Tutor should remain within the boundaries of the role by signposting 

or, where appropriate, referring the student to the relevant service or process. Where relevant, this 

includes directing students to the appropriate extenuating circumstances process. Discussion with a 

Personal Academic Tutor does not constitute or substitute for the use of any formal University process.  

 

4. Quality Assurance 

 

4.1 The Head of School, or nominee, is responsible for ensuring that the effectiveness of the School’s 

Personal Academic Tutoring arrangements. The Schools should draw on appropriate evidence, 

including staff and student feedback, to consider whether Personal Academic Tutoring arrangements 

are effective, accessible, and appropriate to the context of the School and its programmes. The Head 

of School or nominee within the School must take responsibility for leading an Annual Review of the 

Personal Academic Tutoring system (and associated Personal Academic Tutoring modules) ensuring 

compliance with the Code of Practice. 

 

4.2 The Deputy Pro-Vice-Chancellor (Student Experience) will maintain institutional oversight of Personal 

Academic Tutoring, including identifying themes, risks, issues, and examples of effective practice 

arising across Schools, and may report on these to the relevant University committees as appropriate. 

 

4.3  The Deputy Pro-Vice Chancellor (Student Experience) is responsible for preparing an annual report 

on the compliance of this Code of Practice for University Education Committee. 


