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INTRODUCTION

1.
This booklet brings together the major regulations approved by either the Senate or the University Council which affect either students’ courses of study or their personal conduct.

2.
In September 1998 the previous Students’ Handbook of Regulations and the Assessment Regulations were incorporated into one document.

Additions and amendments to this edition are as follows:

*    All references to programme have been amended to course  

3
Section 1:
2; Payment of tuition fees

      
10; Settlement of accounts

     
11; Resit tuition fees


12; Refunds

4
Section 2:
3.ii); Disclosure of awards




3.iii): HESA Student collection notice

5
Section 6:
1.1: Removal of the word ‘dishonesty’

6
Appendix 1:


Section E2.3:  Amendments to allow referral of ungraded modules and minor amendments to the referral/Approved Referral regulations

Section E2.5.5(ii): Increase in accumulated failure at postgraduate level to 30

credits

Section E2.10:  Revised classification calculation

Enrolment on a course at the University is deemed to constitute acceptance of 

these Regulations.  

The regulations are issued to all students at the point of enrolment. 

Continuing students should visit the Registry website at the start of each academic year to view any changes to the regulations.
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Section 1

GENERAL REQUIREMENTS

1.
ENROLMENT


Students are not entitled to receive tuition or to use the University’s facilities until they have completed the enrolment procedure and have been issued by the Admissions and Records office with a student campus card. The campus card is issued for the duration of a student’s course or course and will be revalidated annually. A fee is charged for the replacement of lost cards.

2.
PAYMENT OF TUITION FEES


Tuition fees are due at the time of enrolment. Students either pay the fees themselves or must provide the Student Finance Office with evidence that their fees (in part or in full) will be paid by a sponsor recognised by the University as reliable (for example, the Student Loan Company, an employer, or an overseas government). The University also has in place facilities for payment by selected instalments and by direct debit.  Details of these facilities are available from the Student Finance Office, Level 8, Central Services Building.

3.
ATTENDANCE


Students are required to observe the University’s attendance policy (Appendix 2) and to attend the classes associated with their course and to produce work which is set by the stated deadlines. Failure to do so may result in exclusion from the University.

4.
NOTIFICATION OF ABSENCE


Students must keep their course or course tutor informed of the reason for any significant absence and, in the case of sickness, will normally be required to provide supporting evidence. In the case of students in receipt of an award from a local education authority the University is obliged to advise the authority of any absence exceeding 28 days, whatever the cause, and this will normally result in either withdrawal of, or an adjustment to, the maintenance grant.

5.
CHANGE OF ADDRESS


Students should advise either the School Office or the Admissions and Records Office, (level 9, Central Services Building) of any change in either their term time or their permanent address.

6.
CHANGE OF NAME


It is the student’s responsibility to ensure that their correct name has been recorded on the University ASIS database.  Students should advise either the School Office or the Admissions and Records Office, of any change in name and must provide documentary evidence as soon as possible following the name change.  No award certificates will be re-issued in a different name to that recorded at the Course Assessment Board and on ASIS, the University Student Information System.

7.
CHANGE OF COURSE 


Students must inform the Admissions and Records Office of any change in the course or course on which they are enrolled. Students in receipt of a mandatory award are strongly advised not to make any such change without first consulting their local education authority about its willingness to transfer the award.

8.
SUSPENDING STUDY


Students suspending their studies must consult with their year tutor, advise the Admissions and Records Office in writing and return their student campus card.  Students in receipt of a mandatory award are strongly advised not to make any such change without first consulting their local education authority about its willingness to resume the award at a later date.  Students must advise their course leader and the Admissions and Records Office of their intention to re-commence study no later than three months prior to the start of the academic year.

9.
TERMINATION OF REGISTRATION


Students who for any reason decide to terminate their registration before the end of the academic session must give prior written notice either to the School Office or to the Admissions and Records Office and must return their student campus card.  Students are not allowed to withdraw or suspend their studies following the last Friday of revision week.

10.
SETTLEMENT OF ACCOUNTS

1.
Students who do not respond to requests for payments or reminders from Financial Services within a period of three months will have their ability to access Computing and Library Services disabled.  

2
Students are expected to pay any accounts presented to them by the University promptly. Students who are experiencing serious financial difficulties should discuss their circumstances with a member of the staff of the Student Finance Office (level 8, Central Services Building) as soon as possible in order that a payment schedule can be agreed. In cases where accounts are outstanding, the University shall refuse re-enrolment in a subsequent academic year, withhold award certificates and not allow students to graduate.

3.
The procedures detailed below apply to outstanding accounts for which the student is personally liable. The procedures do not apply where an organisation such as the Student Loan Company is clearly responsible for settling the outstanding account. However, the procedures do apply where a student with an outstanding account claims his/her sponsor as detailed in paragraph 2 of Section 1 has initially agreed to pay but subsequently reneged on that agreement even though the student claims otherwise. This includes the Student Loan Company who will not pay for a student.

4.
For those students who have outstanding accounts and no formally agreed payment schedule, the Student Finance Office  will:

4.1
produce a list of students who have outstanding accounts by at least a fortnight before the end of the second term;

4.2
send out letters to students who have outstanding accounts of £100 and over by the end of the second term. This will inform students, who wish to claim mitigating circumstances as to why arrangements have not been made to pay, of the requirement to obtain a ‘claim form’. This ‘claim form’ must be submitted to the Director of Finance;

4.3
allow students two weeks from the dispatch of the letter in 3.2 to submit the ‘claim form’;

4.4
inform students of the decision of the Director of Finance in the week prior to the start of the examination period in the third term. The decision of the Director of Finance on the mitigation claim for outstanding accounts shall be final;

4.5
send a list of students who have outstanding accounts, adjusted for those granted mitigation, to Schools and Registry by the last day prior to the start of the examination period in the third term;

4.6
notify Schools and Registry of graduating students who clear an outstanding account, and continuing students who either clear an outstanding account or put in place an agreed payment schedule.

5.
Schools will ensure that:

5.1
Assessment Boards process the results of all students;

5.2
For continuing students, re-registration of students on the list published by the Student Finance Office detailed in 4.5 above will not be permitted without notification from the Student Finance Office detailed in 4.6 above;

5.3
For graduating students, invitations to the Awards Ceremony, and confirmation of award will not be permitted from students on the list published by the Student Finance Office detailed in 4.5 above without notification from the Student Finance Office detailed in 4.6 above.

6.
The Admissions and Records office will ensure that:

6.1
all personnel involved with the University’s enrolment process will be advised of the eligibility of continuing students with outstanding accounts to enrol;

6.2
students with outstanding accounts are not re-enrolled in the subsequent academic year.

7. Registry will ensure that:

7.1  
award certificates and transcripts are withheld from students with

       
outstanding accounts;

7.2      students with outstanding debts to the University will not be invited to

           the University Awards ceremonies.

11
RESIT TUITION FEE CHARGES

All students that have to resit modules as part of their course will be charged the appropriate module fee.

If a full-time student needs to resit the full academic year the full-time tuition fee will be charged.

12
REFUNDS

Students who are required to pay tuition fees and withdraw from their studies during

the year will be charged a proportion of the fee for their course as set out below 

assuming a start date of September each year.  For starters at other times of the 

year the fee will be adjusted accordingly.

For students leaving in: 



(i)
October 
- 
no fee



(ii)
November
-
5% of fee



(iii)
December
-
10% of fee



(iv)
January
-
20% of fee



(v)
February
-
40% of fee



(vi)
March 
-
60% of fee



(vii)
April 
-
80% of fee



(viii)
May
-
100% of fee 


This does not apply to overseas students who have paid a non-refundable deposit.


13.
SAFETY


Under the Acts governing health and safety at work the University has a duty to provide, as far as is reasonably practical, a safe environment for students. The University expects students to co-operate by taking proper care for the health and safety of themselves and others. Students should expect to be instructed in safe practices and procedures and will be expected to follow instructions.

14.
SMOKING


Smoking is confined to specifically designated areas within the University’s social and communal facilities. It is not permitted, for example, in classrooms, in circulation areas, in corridors, in lifts, or in toilets.

15.
PARKING


Except in cases of disability there is no provision for the parking of students’ cars on the Queensgate campus.  Disabled students wishing to apply for a parking permit must complete an application form available from Student Services, Level 10, Central Services Building.

16.
USE OF MOBILE PHONES


The use of mobile phones in all classes and examinations is banned.

17.
CODE OF PRACTICE UNDER THE EDUCATION ACT 1994


Under the Education Act 1994 the University Council is required to take such steps as are reasonably practicable to see that the Students’ Union operate in a fair and democratic manner and is accountable for its finances. In addition to this general obligation, the Act contains a number of specific requirements dealing with, for example, the rights of students not to be members of the Students’ Union, the conduct of Union elections, the conduct of the Union’s financial affairs and affiliation to external organisations. There is also a requirement for a complaints procedure available to all students who are dissatisfied with their dealings with the Students’ Union.


The University and the Students’ Union have agreed a Code of Practice (as required by the Education Act 1994) which sets out in detail how the requirements of the Act are complied with. Copies of this Code of Practice may be obtained free of charge from the Head of Registry’s office.

Section 2

DATA PROTECTION ACT 1998

1.
The University needs to process data about you that relates to your being a student of the University subject to its regulations, policies and procedures. For example, the University will create and maintain your student record which includes data concerning your basic biographical details, admission to the University, your course of study and your academic results. Such processing will be in accordance with the Data Protection Act 1998. The Act concerns the processing of personal data and sensitive personal data relating to individuals, including the holding, use and disclosure of such information. The University complies with those provisions to ensure that data about you is processed fairly. [Full text of the Act: http://www.legislation.hmso.gov.uk/acts/ acts1998/19980029.htm].

2.
The processing of some data is required so that the University can fulfil its obligations to third parties such as the Higher Education Funding Council for England (HEFCE) and student loan companies, together with other relevant bodies or individuals.

3.
The University protects the information it has about students and the standard response to enquiries about individuals is that information cannot be disclosed without the student’s consent, except to:

i)
University staff who need the information for administrative, teaching assessment, recruitment, marketing or quality assurance purposes;

ii)
DfES/HEFCE/HESA/FEFC/TTA and other related organisations for statistical and reporting purposes;

iii)
validating and professional bodies in connection with registration and awards;

iv)
the University’s insurers and legal advisers;

v)
Local Education Authorities and the Student Loan Company in connection with grants, fees and student loans;

vi)
callers in emergencies only and subject to certain conditions;

vii)
the Police, subject to certain conditions;

viii)
the Benefits Agency as required by the Social Security Administration Act 1992

and additionally, in the case of specific information on a student’s progress, attendance or achievement, only in the following cases:

i)
for teaching, examination or assessment purposes;

ii)
in confidential references in connection with applications for employment or further education;

iii)
in confidential references in connection with current employers;

iii)
to LEAs and the Student Loan Company in connection with grants and fees;

4.      Also, from time to time, limited information is given to the following bodies for 

          educational or other beneficial services:

i) the University’s Students’ Union (basic contact information to enable the Union to provide students with information about its services);

ii) Eduserve (Athens) (basic information to enable students to receive access to Eduserve’s educational services).

5.
Our policy regarding confidentiality applies equally to enquiries from parents.

6.
In order to help us maintain our records, students must:

i)
provide accurate information at enrolment

ii)
inform the University promptly of any changes affecting its records (eg. name/address)

iii)
inform the University promptly in writing if they intend to withdraw from study, whether temporarily or permanently.

7.
Students have the right to access the information the University holds on them. Any person who wishes to exercise this right should complete a subject access request form which is available from the University’s Data Protection Officer (details below), the University will make an administration charge of £10 on each occasion that access is requested.

8.
Any queries should be addressed to the University’s Data Protection Officer:

Mr Tony Mears, University Secretary

University of Huddersfield

HD1 3DH

Tel: 01484 473000

HIGHER EDUCATION STATISTICS AGENCY (HESA)   

9
We will send some of the information we hold about you to the Higher Education Statistics Agency (HESA). This forms your HESA record, which contains details of your ethnic group and any disabilities you have. HESA will pass your record, or parts of it, to any of the following organisations that need it to carry out their statutory functions connected with funding higher education. 

· Department for Education and Skills (DfES) 

· National Assembly for Wales (NAW) 

· Scottish Executive Enterprise, Transport and Lifelong Learning Department (SEETLLD) 

· Department for Employment and Learning, Northern Ireland (DEL(NI)) 

· Higher Education Funding Council for England (HEFCE) 

· Higher Education Funding Council for Wales (HEFCW) 

· Scottish Further and Higher Education Funding Council (SFC) 

· Training and Development Agency for Schools (TDA) 

· Department of Health (DH) 

· Research Councils (RCs) 

10
HESA and the organisations listed above will use the information mainly to produce statistics. This may result in information being published and released to other approved users, including academic researchers and commercial organisations. Your record will not be used in a way that could affect you personally and the organisations will take precautions to reduce the risk of you being identified from the information once it is published and released. 

11
While you are a student, we will need to keep your contact details. These do not form part of your HESA record, so HESA and the organisations listed above cannot use this record to contact you. 

12
Towards the end of your studies, we will pass your contact details to the organisation that has been contracted to carry out the National Student Survey. That organisation will use your details only for that purpose, and will then delete them. 

13
About six months after you graduate, we will contact you to ask you to fill in the HESA ‘Destination of Leavers from HE’ survey. We will not give your contact details to HESA. You might be included in a sample of leavers who are surveyed again a few years after they graduate. If so, we will pass your contact details to the organisation that has been contracted to carry out that survey. That organisation will use your details only for that purpose, and will then delete them. (If you do not want to take part in this second survey, please let us know.) 

14
Under the Data Protection Act 1998, you have the right to a copy of the information HESA holds about you. You will have to pay a small fee for this. If you have any concerns about your information being used for these purposes, please contact HESA. 

HESA
95 Promenade 
Cheltenham
GL50 1HZ

Website: www.hesa.ac.uk 

Section 3

ASSESSMENT AND EXAMINATIONS

1.
All assessments and examinations associated with the University’s courses and courses take place within the framework of the University’s Assessment Regulations, which are detailed in Section 4 of this Handbook. The Regulations embody the following general principles:

1.
the University reserves the right to conduct examinations in a manner appropriate to each case prior to any decision which would indicate the academic/technical proficiency of a student of the University;

2.
examination requirements shall be defined in advance of the beginning of each year and the arrangements for the conduct of the examinations shall be notified to the staff and students involved in sufficient time for all necessary preparations to take place without due haste;

3.
the Head of Registry, or a nominated deputy, shall be generally responsible for ensuring, to the satisfaction of the Vice-Chancellor and Principal, and of the Senate, that all examinations are conducted in a proper manner, in accordance with regulations, and that the outcomes of such examinations are properly recorded and displayed as appropriate;

4.
the results of any examinations and the decisions which follow shall be as shown in official records held on the University ASIS database. Only results published under the authority of the Head of Registry shall be deemed authentic. Any other communications, of any form, shall be regarded as a courtesy which will not be acknowledged in the event of a dispute.

2.
The responsibilities of students in relation to assessment are set out in section E1.5 of the University’s Regulations for Awards, which reads as follows:

1.
It is the responsibility of students to attend examinations and submit work for assessment as required and to provide the examiners in advance of their meeting with any relevant information on personal circumstances which may have affected performance and which they wish the examiners to take into account.

2.
If a student fails to attend examinations or submit work for assessment without good cause, the examiners have authority to deem the student to have failed the assessments concerned.

3.
If a student fails, without good cause, to provide the examiners in advance of their meeting with information about any personal circumstances that may have affected performance in assessments, the Senate or other body authorised by it to consider appeals against an examiner’s decision has authority to reject the appeal on those grounds.

4.
If a student is found to have cheated or attempted to gain an unfair advantage, the examiners have authority to deem the student to have failed part or all of the assessments and the authority to determine whether or not the student shall be permitted to be reassessed.


3.
The four areas of the Assessment Regulations which are of most direct 


concern to students are set out in the following pages. Assessment 



Regulation 2 deals with the conduct of students in examinations and 


assignments, Assessment Regulation 3 details procedures if plagiarism is 


suspected or confirmed, Assessment Regulation 4 sets out the procedure 


which is followed when a case of suspected unfair behaviour by a student is 

reported to the Head of Registry, and Assessment Regulation 7 explains the 

circumstances in which a student may appeal against a decision taken by an 

assessment board.

Section 4

ASSESSMENT REGULATIONS

Students are advised to seek impartial help, advice, guidance and support from

sabbatical officers in the Students’ Union.

Assessment Regulation 1: Arrangements for formal examinations and assignments

Examinations shall be conducted in the following manner except where the regulations of an external body specify otherwise.  Students with disabilities and requiring any special or additional needs should notify their year tutor and School office following enrolment.  Documentary evidence of their disability and needs must be provided where practicable.

1.1
Responsibility for invigilation is an academic duty. The invigilator-in-charge must be a member of the academic staff of the University. Invigilators other than the invigilator-in-charge may be members of the non-academic staff of the University or other suitable person as approved by the Dean of the School responsible for the administration of the examination in accordance with 1.3.

1.2
Invigilators shall be required on the basis of one per fifty candidates with a minimum of two per examination room.

1.3
An invigilator-in-charge will be appointed for each examination to ensure that provisions have been made for the proper conduct of examinations and that the examinations are conducted in accordance with the regulations. Where there is one examination in a room the Dean of School responsible for the administration of the course will inform the Head of Registry in advance who is to be the invigilator-in-charge. Where there are a number of examinations being held simultaneously in a room, the Head of Registry will determine which Dean of School shall nominate the invigilator-in-charge.

1.4
An invigilator shall not be engaged in other work during the period of invigilation.

1.5
Except in special circumstances no examination documentation for either a written examination or an electronic examination shall be withdrawn from the Registry before the day of the examination.

1.6
Collection of examination documentation

1.6.1
Written examinations


The invigilator-in-charge should arrange for the collection of the papers from the Registry on the day of the examination and should be in the examination room, together with the papers, at least fifteen minutes before the written examination is due to start. The papers shall be in a sealed envelope which will be opened in the examination room in time to allow the distribution of the papers before the start of the written examination.

1.6.2
Electronic examinations 

1.6.2.1
A technical examination support officer authorised by the Director of Computing and Library Services and the Dean of the School responsible for the administration of the electronic examination in accordance with 1.3 shall be appointed and shall be available for the duration of each electronic examination.

1.6.2.2
The invigilator-in-charge should arrange for the collection of the electronic examination from the Registry on the day of the examination. The invigilator-in-charge should pass the electronic examination to the authorised technical examination support officer at least 30 minutes before the electronic examination is due to start and should confirm its successful installation. The invigilator-in-charge should be in the examination room at least 15 minutes before the electronic examination is due to start.

1.7
For written examinations, question papers should be issued reverse side up. Where a number of different examinations are being held in the same room all must be started at the same time and be of the same duration.

1.8
An examiner representing each examination (who may also act as an invigilator) should be present for the first half hour of any internal examination and should remain within call for the duration of the examination.

1.9
Candidates must be seated according to the seating plan which will have been drawn up previously.

1.10
Candidates should be admitted to the examination room at the latest five minutes before the examination is due to commence.

1.11
Overcoats, briefcases and similar items must be left in the place designated for this purpose. Apart from writing implements candidates may bring to their examination desks only such instruments, books and other items as have been specified by the examiners.

1.12
Candidates should be informed when they are under examination conditions and that all conversation must cease. For written examinations, answer books should then be signed by the candidates. For electronic examinations, candidates should type in their full name and course on the screen and sign the working booklets made available for their rough notes. The examination should then be commenced.

1.13
Candidates should be checked by the invigilators against the eligibility lists so that attendances may be noted.

1.14
No candidate should normally be allowed to enter an examination after the first third has elapsed. Where a late arrival is the result of unavoidable delay the invigilator-in-charge may allow the candidate to sit the examination. The answer book or working booklet together with the invigilator’s report sheet should be appropriately endorsed and a report should be made to the Head of Registry, who should be consulted before any extension of time is allowed.

1.15
Invigilators should keep a close watch on candidates during the examinations.

1.16
Where unfair conduct is detected or suspected the invigilator-in-charge should so endorse the candidate’s answer book or working booklet together with the invigilator’s report sheet, attaching a report and informing the Head of Registry as soon as possible after the examination. The endorsed answer book or working booklet should be withdrawn at once and a new one issued. For electronic examinations, the current examination should be stopped and saved, and the electronic examination restarted.

1.17
The invigilator-in-charge should require a candidate who, after being warned, persists in conduct disturbing to others to leave the examination room. The answer book or working booklet together with the invigilator’s report sheet should be so endorsed and an immediate report be sent to the Head of Registry. For electronic examinations, the examination completed to date should be saved.

1.18
At least one invigilator must be present at any time during the examination.

1.19
Candidates wishing to leave the examination temporarily for personal reasons may do so under escort. The escort may be either an invigilator or a member of staff summoned for the purpose.

1.20
Except in an emergency a candidate should not be allowed to leave the examination room permanently during the first third or the last twenty minutes of an examination session.  In the event of an emergency, candidates should leave the room as instructed by the invigilators and should not enter into conversation with other examination candidates.  Candidates should be advised of the time when twenty minutes of the examination remains.

1.21
Closure of an examination

1.21.1
For written examinations, at the close of the examination the necessary papers should be collected from candidates and no conversation between candidates should occur until all answer books are in the invigilators’ hands.

1.21.2
For electronic examinations, the candidates should be instructed not to touch the keyboard or mouse and no conversation between candidates should occur until the invigilators have closed all of the electronic examinations and all working booklets are in the invigilators’ hands.

1.22
Submission of examination documentation to internal examiners

1.22.1
For written examinations, the invigilator-in-charge should then arrange for the answer books to be conveyed securely either to the appropriate internal examiners in the case of a University examination or to the Head of Registry in the case of an external examination.

1.22.2 For electronic examinations, the invigilator-in-charge should collect a copy of the disc of the electronic examination answers from the authorised technical examination support officer and convey this disc and the working booklets securely to the appropriate internal examiners. The authorised technical examination support officer should submit a second copy of this disc to the Examinations office in Registry and keep a third copy of the disc in the fire safe in Computing and Library Services.

Section 4

Assessment Regulation 2: Conduct of candidates in examinations and assignments

2.1
The following regulations for candidates apply to all examinations held in the University except where the examiners have specified otherwise.

2.1.1
Candidates will be admitted to an examination room at least five minutes before the examination is due to start.

2.1.2
Overcoats, briefcases and similar items must be left in the place designated for this purpose. Apart from writing implements candidates may bring to their examination desks only such instruments, books and other items as have been specified by the examiners.  The use of electronic dictionaries is not permitted.  Mobile phones and MP3 players must not be brought into the examination room.

2.1.3
A candidate will not normally be allowed to enter an examination room after one third of the time allowed for the examination has elapsed. In the case of unavoidable delay a candidate arriving late should report in the first instance to the invigilator-in-charge.

2.1.4
Each desk in the examination room will normally be numbered. A candidate must occupy the desk which is allocated to him/her.

2.1.5
Before commencing a written examination candidates must sign the answer book which will have been placed on their desk. Before commencing an electronic examination candidates must sign the working booklets which will have been placed on their desk and type their name and course on the screen.

2.1.6
Candidates are responsible for checking that they have been issued with the correct examination documentation for either a written examination or an electronic examination.

2.1.7
A candidate who wishes to attract the attention of the invigilator should raise his/her hand.

2.1.8
A candidate who wishes to leave the examination room temporarily must be accompanied by an invigilator or by a member of staff.

2.1.9
A candidate may not leave the examination room permanently during the first third of the time allowed for an examination or the last twenty minutes.

2.1.10
Smoking is not allowed at any time in an examination room.

2.1.11
For written examinations, candidates should remain in their seats at the end of an examination session until all the answer books have been collected. For electronic examinations, candidates should remain in their seats until the invigilators have closed all of the electronic examinations and the working booklets have been collected.

2.1.12
A candidate whose conduct is disturbing to other candidates will be warned by the invigilator. Should the conduct persist the candidate will be required to leave the examination room. For written examinations, the answer book will be appropriately endorsed. For electronic examinations the working booklet together with the invigilator’s report sheet should be appropriately endorsed and the examination completed to date should be saved. In both cases, a written report will be sent to the Head of Registry immediately.

2.1.13
If, during an examination, a candidate is suspected of using unfair means he/she will be so informed by the invigilator and have his/her answer book or working booklet together with the invigilator’s report sheet appropriately endorsed. The endorsed answer book or working booklet will be withdrawn and a new book will be issued before the candidate is allowed to continue the examination. Additionally, for electronic examinations, the current examination should be stopped and saved, and the electronic examination restarted. In both cases a written report will be sent to the Head of Registry.

2.2
If, following an examination, the invigilator or examiner suspects that a candidate has used unfair means the answer book or working booklet will be so endorsed and a written report will be sent to the Head of Registry. Additionally, for electronic examinations, a printed copy of the completed electronic examination will be sent to the Head of Registry.

2.3
In-course assignments (e.g. projects, essays, laboratory exercises) which are to be examined as part of an overall assessment must be carried out in the manner prescribed by course regulations and by the responsible lecturer, in particular

2.3.1
assignments must be carried out under the prescribed conditions;

2.3.2
assignment material must be presented in the required format not later than the date specified in Regulations, or by the lecturer responsible;

2.3.3
when an assignment is not invigilated, and a student fails to submit work for assessment by the agreed submission date, other than because of the student’s own proven illness or some other valid cause, the student may be deemed to have failed that assessment.

2.4
If there is evidence that assignment material, presented for any form of assessment leading to information which would be taken into consideration by examiners, or members of an Assessment Board, has been arrived at by unfair means then a written report may be sent to the Head of Registry.

2.5
The examination methods and procedures may be varied by an Assessment Board where a student, through disability or handicap, is unable to be assessed by the methods approved for the course.

2.6
It is the responsibility of candidates to ensure that personal matters which they might wish to claim had a bearing on their performance are made known in writing to a tutor before the relevant Assessment Board meets and that, where appropriate, claims are supported by medical certificates or other evidence acceptable to the Board.

Note:
Guidelines on the submission of claims under Assessment Regulation 2.6 are detailed in Section 5 of this Handbook.

Section 4

Assessment Regulation 3:
Plagiarism

3.1
The University uses software to detect plagiarism. Where plagiarism is suspected, the module tutor shall determine whether the instance shall be treated as major or minor.

3.1.1
Where it is considered that an instance of plagiarism is minor, the matter will normally be dealt with in the School. A warning about future conduct will be issued and no report will be made to the assessment board. The work in question will be marked on its merits and the fact that some plagiarism has taken place may result in a lower mark than might otherwise have been awarded.

3.1.2
Where it is considered that an instance of plagiarism is major, a report will be made to the course leader who will establish whether or not the accusation is contested.

3.1.3
Students may be required to submit electronic copies of all summative work as well as hard copy.

3.2
If the student or students concerned dispute the allegation, a full report will be made to the Head of Registry and a formal board of enquiry will be convened in accordance with the procedure referred to in Assessment Regulation 4. The student’s performance will not be considered by the assessment boards concerned until the board of enquiry has completed its investigations.

3.3
Students who are found to have colluded in making their work available to be copied by others will themselves be deemed to have committed plagiarism. Any student who is found to have undertaken an assignment on behalf of another will be treated as having committed plagiarism.

3.4
Where an allegation of plagiarism has been considered under either paragraph 3.1.2 or paragraph 3.2 above, reports will be submitted to the relevant Assessment Board and a record will be placed on the student’s file.

3.5
Where an Assessment Board is advised that a student has committed plagiarism, it will normally decide that the student has failed the module, and will only be able to retrieve the situation by retaking all the elements of assessment prescribed for the module.

3.6
The Assessment Board will then consider the significance of the plagiarism in the context of the course as a whole and determine an appropriate penalty.

3.7
In cases of confirmed serious plagiarism, an assessment board may prevent a student from using accumulated credit for the purpose of accreditation of prior learning on other courses of study which lead to a higher award within the University.

Note:
Guidelines on plagiarism are detailed in Section 6 of this Handbook.

Section 4

Assessment Regulation 4:  Action following a report to the Head of Registry of 

                                               suspected unfair behaviour

4.1
If the Head of Registry receives a report of suspected unfair behaviour by a candidate, a meeting of a Board of Enquiry shall be convened, as soon as possible, to consider the case. The Board of Enquiry will normally meet within 15 working days of the receipt of the report. Notification of the date of the Board of Enquiry will be forwarded to the candidate at least five working days in advance of the meeting.

4.2
The Board will consist of the following persons:

Three members of the Senate with no direct involvement in the assessment in

question,

The Head of Registry or nominated deputy,

The President of the Students’ Union, or a deputy.

4.3
The Head of Registry will inform the candidate of the action taken and will supply to the candidate a copy of the report.

4.4
The Board shall consider the report and take evidence as necessary from those involved. Representatives from the School will present their case in the presence of the student and supporter. The candidate shall have the right to appear before the Board in person to present his/her evidence and to be accompanied by a friend when doing so.

4.5
Where it is established that a candidate has cheated or has otherwise sought to gain an unfair advantage, a report to that effect shall be made to the relevant Assessment Board.

4.6
The student’s performance will not be considered by the Assessment Board concerned until the Board of Enquiry has completed its investigations.

4.7
The Assessment Board shall then consider the matter and shall exercise discretion in a manner appropriate to the case. This discretion shall include the power to deem the student to have failed part or all of the stage assessment concerned and to determine whether or not the student should be reassessed.

4.8
In cases of confirmed serious plagiarism, students may be prevented from using accumulated credit for the purpose of accreditation of prior learning on other courses of study which lead to a higher award within the University. The Assessment Board shall determine whether or not the student should be so prevented.

4.9
The candidate shall be informed of the decision of the Board of Enquiry and shall have a right of appeal against that decision (see Assessment Regulation 5).

Note:
This regulation should be read in conjunction with Assessment Regulation 3 on plagiarism.

Section 4

Assessment Regulation 5:
Appeal against a decision of a Board of Enquiry

5.1
An Appeals Committee, acting on behalf of the Senate, may re-examine the case of a candidate who has been judged to have been guilty of unfair behaviour in an assessment. The candidate must satisfy the Committee, on the basis of a material administrative error or the existence of new evidence or some other material irregularity, that the decision should be changed.

5.2
An appeal against a decision that unfair behaviour has occurred shall be made in writing to the Head of Registry’s office as soon as possible and normally not later than four calendar weeks after the decision which is disputed has been made known to the appellant. Some reasonable delay in lodging an appeal will be allowed where, for example, the appellant is involved in either industrial activities or teaching practice as part of his/her course. The letter should give an indication of the nature of and grounds for the appeal.

5.3
The Appeals Committee shall comprise three members of the Senate, one of whom will be a student member. The Committee shall be drawn from the members of the Senate and no member shall have been directly involved in the decision under dispute. The chair of the Committee, who may not be a student, shall be chosen by the members of the Committee.

5.4
A senior officer not previously involved shall act as secretary and convenor of the Committee, but shall not be a member.

5.5
The Appeals Committee shall normally hold its first meeting within 15 working days of the appeal being lodged. Its meetings shall be held in private and its proceedings shall be confidential.

5.6
The appellant may, if he/she wishes, present his/her case to the Committee in person and has the right to be accompanied by a friend when presenting the case to the Committee. Notification of the date of the Appeals Committee will be forwarded to the appellant at least five working days in advance of the meeting.

5.7
The Appeals Committee shall have powers to disallow an appeal and in such cases its decision shall be final, with the following provisos:

5.7.1
the Senate may hear complaints of improper conduct against the Committee;

5.7.2
in cases of exclusion the decision of the Appeals Committee cannot prejudice the right of appeal;

5.7.3
the Committee shall be re-convened if substantial new evidence is later presented.

5.8
All decisions of the Appeals Committee shall be made by a majority vote of the members. In the event of the votes being tied the decision shall be in favour of the appellant and the procedure laid down in paragraph 5.10 shall be followed.

5.9
The Committee shall submit a written report of its conclusions within ten working days of its final meeting to the Chair of the Course Assessment Board and to the appellant.

5.10
In cases where the appeal is upheld, and in consequence the case is referred back, the Assessment Board shall be informed of the evidence accepted as justification for the appeal to be upheld and the case should be re-assessed in the light of the new totality of information on the case.

Section 4

Assessment Regulation 6:
Publication of the results of assessments

6.1
The results of any assessments and the decisions which follow shall be recorded on the University ASIS database. Only results published under the authority of the Head of Registry shall be deemed authentic.

6.2
The outcome of any deliberation of an Assessment Board shall not be published in numerical form. Where modules are graded the literal grades specified in E5 of the University’s Regulations for Awards shall be used. Candidates are entitled to be given their numerical marks on an individual basis.

6.3 Results lists from Assessment Boards will be signed by the Chair of the Board and the Dean, or a nominated deputy, and will be retained securely within the School Office.  Students will be advised of their results via the University ASIS database. 

6.4 Students will be advised of their resit results via the University ASIS database on the Friday following the end of the Resit Assessment Board meetings.  In exceptional circumstances some courses will receive results by letter.

6.5 Electronic copies of results lists from all Assessment Boards will be lodged in the School Office.  Paper copies of conferment lists will be lodged in the Registry and the School Office.

Section 4

Assessment Regulation 7:
Appeal against a decision of an Assessment Board

7.1
An ‘appeal’ is defined as a request for a review of a decision of an Assessment Board charged with making decisions on student progression, assessment and awards. Such an appeal will always be concerned with the conduct of the assessment or with the personal circumstances of the candidate and not with questioning the academic judgement of a Board.

7.2
An Appeals Committee, acting on behalf of the Senate, may require an Assessment Board to reconsider its decision:

7.2.1
if a candidate requests such reconsideration and establishes to the satisfaction of the Appeals Committee that his or her performance in the assessment was adversely affected by illness or other factors which he or she was unable, or for valid reasons unwilling, to divulge before the Assessment Board reached its decision. The candidate’s request must be supported by medical certificates or other evidence acceptable to the Appeals Committee.

7.2.2
if the Appeals Committee is satisfied on evidence produced by a candidate or any other person that there has been a material administrative error, or that the assessments were not conducted in accordance with the current regulations for the course, or that some other material irregularity has occurred.

7.3
A request for an appeal of a result confirmed by an Assessment Board shall be made in writing to the Head of Registry’s office as soon as possible and normally not later than two calendar weeks after the decision of the Assessment Board which is disputed has been announced. Some reasonable delay in lodging a request will be allowed where, for example, the student is involved in either sandwich placement or teaching practice as part of his/her course. The letter should give an indication of the nature of and the grounds for the request.

7.4
If leave to appeal is granted the Appeals Committee shall comprise three members of the Senate, one of whom will be a student member. No member shall have been directly involved in the assessment under dispute, be a member of the Assessment Board nor be drawn from the School in which the student is based. The chair of the Committee, who may not be a student, shall be chosen by the members of the Committee. 

7.5
The Head of Registry or a nominated deputy shall act as secretary and convenor of the Committee, but shall not be a member.

7.6
The Appeals Committee shall normally hold its first meeting within 20 working days of the request being lodged. Its meetings shall be held in private and its proceedings shall be confidential.

7.7
The student may, if he/she wishes, present his/her case to the Committee in person and has the right to be accompanied by a friend when presenting the case to the Committee. Representatives from the School will present their case in the presence of the student and supporter. Notification of the date of the Appeals Committee will be forwarded to the student at least five working days in advance of the meeting.

7.8
The meeting of the Appeals Committee may be postponed, for no more than five working days, if the student who has made the appeal can show good reason for not being able to attend at the originally specified time. However, the failure or inability of a student to attend the meeting of the Appeals Committee will not preclude the Committee from reaching a decision.

7.9
The Appeals Committee shall have the powers to disallow a request and in such cases its decision shall be final, with the following provisos:

7.9.1
The Senate may hear complaints of improper conduct against the Committee or require in exceptional circumstances, the Committee to be reconvened.

7.9.2
In cases of exclusion the decision of the Appeals Committee cannot prejudice any right of appeal under Article 87. (See regulations governing the suspension and expulsion of students from the University on academic grounds.)

7.10
In cases where the request is granted, and in consequence the case is referred back, the Assessment Board shall be informed of the evidence accepted as justification for the review to be carried out and the case should be re-assessed in the light of the new totality of information on the case.

7.11
In its proceedings the Appeals Committee must pay proper deference to the role and the authority of external examiners and to the regulations of external bodies where they are material.

7.12
All decisions of the Appeals Committee shall be made by a majority vote of the members. In the event of the votes being tied the decision shall be in favour of the student and the procedure laid down in paragraph 7.10 shall be followed.

7.13
The Committee shall submit a written report of its conclusions within ten working days of its final meeting to the Chair of the Course Assessment Board and to the student.

7.14
The University will meet reasonable and proportionate incidental expenses (for example, travel within the UK, subsistence and essential accommodation) necessarily incurred by successful appellants as a result of attending an Appeals Committee. The University will not meet any legal expenses.

7.15
The Head of Registry will prepare an annual statistical report on complaints and appeals for the University’s Teaching and Learning Committee and Research Committee. This report will identify any issues which need prompt attention.

Note:
This should be read in conjunction with E3.7 of the Regulations for Awards, September 2005.

Section 4

Assessment Regulation 8:
Retention of records, scripts, coursework, etc.

8.1
The Head of Registry will be responsible for ensuring that awards records are created and stored for reference purposes over an indefinite period.

8.2
Examination scripts and discs of electronic examination answers together with the working booklets must be retained for reference purposes for a minimum period of three months after the statutory limit for requests for review of a decision of an Assessment Board has expired.

8.3
The University has the right to retain in-course assignments following assessment as in 8.2. When assignments are returned to candidates this is done on the understanding that any assessments already made will remain on record.

Section 4

Assessment Regulation 9: Research misconduct for candidates registered on

                                              an approved course of supervised research

9.1.
Research misconduct involving plagiarism, piracy or falsifying results is a form of dishonesty which is viewed by the University as a serious offence. The University’s Regulations for Awards contain provisions, in section F2.9, under which the University’s Research Committee may penalise candidates who are found to have dishonestly obtained work for assessment. The purpose of this section is to explain what research misconduct is, to describe the procedures which will be followed when it is suspected, and to indicate the penalties which are likely to be imposed when it is detected.

9.2.
Common forms of misconduct are piracy, plagiarism and fraud.

a)
Piracy is the deliberate exploitation of ideas from others without acknowledgement.

b)
Plagiarism is the copying of ideas, data or text without permission or acknowledgement.

c)
Fraud involves deliberate deception including the invention of data and the omission from analysis, and non-publication of inconvenient data.

9.3.
Where a supervisor or an examiner (internal or external) suspects that research misconduct has occurred, the Dean of the School (or nominated deputy) will interview the candidate concerned and will establish whether or not the accusation is contested. The supervisor(s) and/or examiner(s) may also be asked to take part in the interview. If all parties agree that misconduct has taken place, a report will be prepared by the Dean (or nominated deputy) for consideration by the University’s Research Committee. The report will be signed by all parties.

9.4.
If the candidate concerned disputes the allegation, a full report will be made to the Head of Registry and a formal Board of Enquiry will be convened in accordance with the procedure referred to below. The candidate’s performance will not be considered further until the Board of Enquiry has completed its investigations.

9.5.
Where it has been found that research misconduct has been committed, the University’s Research Committee shall determine whether or not the candidate shall be permitted to continue, submit or be re-examined. In the latter case the candidate shall submit for re-examination within the period of one calendar year from the date of the latest part of the examination.

9.6
Action following a report to the Head of Registry of suspected dishonest behaviour by a student registered on an approved course of supervised research

9.6.1
If the Head of Registry receives a report of suspected dishonest behaviour by a candidate, a meeting of a Board of Enquiry shall be convened, as soon as possible, to consider the case. The Board will consist of the following persons:


Two members of the Senate with no direct involvement in the assessment in question,


One member of the relevant School’s Research Committee with no direct involvement in the assessment in question,


The Head of Registry (or nominated deputy),


The President of the Students’ Union, or a deputy.

9.6.2
The Head of Registry will inform the candidate of the action taken and will supply to the candidate a copy of the report.

9.6.3
The Board shall consider the report and take evidence as necessary from those involved. The candidate shall have the right to appear before the Board in person to present his/her evidence and to be accompanied by a friend when doing so.

9.6.4
Where it is established that a candidate has cheated or has otherwise sought to gain an unfair advantage, a report to that effect shall be made to the University’s Research Committee.

9.6.5
The student’s performance will not be considered further until the Board of Enquiry has completed its investigations.

9.6.6
The University’s Research Committee shall then consider the matter and shall determine whether or not the candidate should be allowed to be reassessed.

9.6.7
The candidate shall be informed of the decision of the Board of Enquiry and shall have a right of appeal against that decision.

Note:
This regulation will apply to the research element only of an integrated course and should be read in conjunction with the above regulations on research misconduct. For those candidates following a taught element of an integrated course of work, Assessment Regulations 3 and 4 will apply.

Section 4

Students are advised to seek impartial help, advice, guidance and support from

 sabbatical officers in the Students’ Union.

Assessment Regulation 10: Appeal against the recommendation of examiner 

                                                (students on approved courses of supervised

                                                research)

10.1
Candidates may in the circumstances set out below request a review of the examiners’ recommendation, whether at the first examination or on re-examination.

10.1.1
An ‘appeal’ is defined as a request for a review of the recommendation of the examiners, whether at the first examination or on the re-examination. Such an appeal will always be concerned with the conduct of the examination or with the personal circumstances of the candidate.


Grounds for an appeal

10.2
An appeal may only be made in relation to the decision made on the recommendation of the examiners. Given the existence of procedures for complaint during the study period, alleged inadequacy of supervisory or other arrangements during the period of study do not constitute grounds for requesting a review of the examination decision.

10.3
An appeal is permitted only on the following grounds:

a)
that there are circumstances affecting the candidate’s performance of which the examiners were not aware at the oral examination;

b)
that there is evidence of procedural irregularity in the conduct of the examination (including administrative error) of such a nature as to cause doubt as to whether the result might have been different had there not been any irregularity;

c)
that there is evidence of unfair or improper assessment on the part of one or more of the examiners. Candidates may not otherwise challenge the academic judgement of the examiners.


Procedure for dealing with an appeal

10.4
A notice for an appeal against the recommendation of the examiners shall be made in writing to the Head of Registry’s office as soon as possible and normally not later than one month from the date of notification of the outcome. The candidate must submit the detailed written case for the appeal within a further three months from the date of giving notice. 

10.5
The appeal will be considered by a panel convened by the Head of Registry. The panel will consist of three persons having experience of supervising and examining research degrees and who have had no previous involvement in the case nor be drawn from the School in which the candidate is based. No student or research degree candidate may be a member of a Research Degree Appeal Panel.

10.6
The Head of Registry or a nominated deputy shall act as secretary and convenor of the Research Degree Appeal Panel, but shall not be a member.

10.7
The Research Degree Appeal Panel shall normally hold its first meeting within one month of the submission by the candidate of the written case for the appeal. Its meetings shall be held in private and its proceedings shall be confidential.

10.8
The candidate may, if he/she wishes, present his/her case to the Panel in person and has the right to be accompanied by a friend when presenting the case to the Panel. Notification of the date of the Panel will be forwarded to the candidate at least ten working days in advance of the meeting.

10.9
The meeting of the Panel may be postponed for no more than ten working days, if the candidate who has made the appeal can show good reason for not being able to attend at the originally specified time. However, the failure or inability of the candidate to attend the meeting of the Panel will not preclude the Panel from reaching a decision.

10.10
If a Panel agrees that a candidate has valid grounds for appeal, it must either:

a)
recommend that the examiners be invited to reconsider their decision; or

b)
recommend that new examiners be appointed.

10.11
A Research Degree Appeal Panel is not constituted as an examination board and has no authority to set aside the decision of examiners and thereby to recommend the award of the degree.

10.12
The Panel shall have the powers to disallow an appeal and in such cases its decision shall be final, with the following proviso that the Senate may hear complaints of improper conduct against the Panel or require in exceptional circumstances, the Panel to be reconvened.

10.13
All decisions of the Panel shall be made by a majority vote of the members.

10.14
The Panel shall submit a written report of its conclusions within ten working days of its final meeting to the candidate, the examiners, the candidate’s Director of Studies and the Chair of the University Research Committee.

10.15
The University will meet reasonable and proportionate incidental expenses (for example, travel within the UK, subsistence and essential accommodation) necessarily incurred by successful appellants as a result of attending a Research Degree Appeal Panel. The University will not meet any legal expenses.

10.16 The Head of Registry will prepare an annual statistical report on complaints and

           appeals for the University’s Teaching and Learning Committee and Research 

           Committee. This report will identify any issues which need prompt attention.

Section 5

GUIDELINES FOR STUDENTS ON THE PROCEDURES FOR HANDLING CLAIMS THAT EXTENUATING CIRCUMSTANCES SHOULD BE TAKEN INTO ACCOUNT WHEN THEIR PERFORMANCE IS BEING ASSESSED

Students are advised to seek the advice, guidance and support from sabbatical officers in the Students Union.

1.
The University’s regulations permit its assessment boards to take remedial action if they are satisfied that a student’s absence from an examination, or failure to submit work for assessment by the agreed cut-off date, or failure to pass one or more elements of the assessment can be attributed either to illness or to other circumstances of a personal nature. The normal form of remedial action is to permit another attempt at the assessment(s) concerned.

2.
The purpose of these guidelines is to explain how claims about extenuating circumstances should be submitted and how they will then be handled. You should note that there are also procedures, which should have been explained to you separately, for requesting extensions of course work submission dates if you suffer from a short-term illness or experience serious personal difficulties; such requests should be made in writing, normally before the submission date.

3.
The Assessment Boards, which consider your performance on the course and make decisions about progressions and about final awards, normally meet in June/July and for some courses in September/October.

4.
If you fail to attend an examination or to submit assessed work by the agreed cut-off date (after allowing for any extension that might have been granted) the Course Assessment Boards will record a mark of zero, leading to failure in the module, unless it is satisfied that there are good grounds for treating you differently. If you perform poorly the marks which you achieved will be confirmed and credited to you, and the Course Assessment Board will take a recognised claim for poor performance into account when deciding your classification.

5.
If you wish to claim that either:

i)
your failure to attend an examination, or

ii)
your failure to submit work by the agreed submission date, or

iii)
your poor performance in any element(s) of the assessment

was due to illness or some other extenuating circumstance, it is your responsibility to make that claim in writing and to submit it to your Course Leader - via the School Office of the School responsible for your course. Your written claim for failure to attend an examination must be received no later than five working days after the last scheduled examination on the timetable (other than in exceptional circumstances agreed by the Course Assessment Board). Your written claim for failure to submit work by the agreed cut-off date must be received no later than five working days after the cut-off date (other than in exceptional circumstances agreed by the Course Assessment Board). It is expected that requests for extensions are made before the cut-off date. Your written claim relating to poor performance in any element of the assessment must be received as soon as possible after the event and no later than five working days after the hand-in date for the assessment concerned (other than in exceptional circumstances agreed by the Course Assessment Board). Whenever possible, claims must be supported by independent evidence - for example, a note from a doctor. You should also make it clear what action you are asking the Course Assessment Board to take.

6.
The claims that are submitted will first be considered by a panel of staff associated with the course. That panel will determine whether the claims have sufficient strength to warrant formal consideration by the Course Assessment Board.

7. In deciding whether or not you wish to make a claim you should be aware that, should your claim be recognised, the Course Assessment Board will not attempt to judge how you might have performed in different circumstances with a view to awarding you extra marks. If a claim is recognised and you have failed to pass, the normal remedy will be to allow a further attempt at the assessment(s) concerned. If you perform poorly the marks which you achieved will be confirmed and credited to you, and the Course Assessment Board will take a recognised claim for poor performance into account when deciding your classification.

Section 6

GUIDELINES ON PLAGIARISM

1. INTRODUCTION

1.1
Plagiarism is viewed by the University as a serious offence. The University’s Regulations for Awards contain provisions, in section E3.11, under which assessment boards may penalise students who are found to have presented plagiarised work for assessment. 

1.2
The University uses software to detect plagiarism.  Students may be required to submit electronic copies of all their summative work for checking.

            1.3
Copyright is an unregistered right governed by the Copyright, Designs and Patents Act 1988. It automatically recognises the ownership variously of authors, publishers, performers etc in works they have created and published.  It subsists in eg: literary, artistic musical and dramatic works and even in software programs.  Students should be aware that the right becomes effective as soon as a work is created.

            1.4
Unauthorised copying of such works will infringe the rights of the copyright owner(s) and they have the right to sue anyone who does so.  The Act permits some copying for academic purposes (see Computing and Library Services Regulations, Section 11, para 12) however, copying of excessive amounts is not permitted.  Students who copy the work of others and do not attribute it to the author/acknowledge the copyright owner will be committing an act of plagiarism.

1.5
The purpose of this section is to explain what plagiarism is, to describe the procedures which will be followed when plagiarism is suspected, and to indicate the penalties which are likely to be imposed when plagiarism is detected.

2. WHAT CONSTITUTES PLAGIARISM?

2.1
Plagiarism consists of presenting someone else’s work as your own. Some examples of plagiarism are:

a) reproducing or paraphrasing published material without acknowledgement of the source;

b) presenting information derived from electronic sources such as the internet without acknowledgement of the source;

c) passing off ideas, designs, inventions or any other creative work as your own;

d) copying from the work of another student;

e) undeclared collusion with another student;

f) getting someone else to do your work for you

g) submission of previously assessed work.


This is not an exhaustive list, and your School may issue a supplementary statement about plagiarism which is more particular to your subject of study.

2.2
There are clearly degrees of plagiarism, particularly where published work is concerned. At one extreme there may be a very short section of an assignment which is copied without being properly referenced;  at the other extreme an assignment may consist almost entirely of copied work.

3. PROCEDURES FOR DEALING WITH PLAGIARISM

3.1
Where a module tutor considers that a suspected instance of plagiarism is minor and where the student has no previous history of plagiarism, the matter will normally be dealt with in the School through counselling and by issuing a warning about future conduct. No report will be made to the assessment board. Examples of minor instances of plagiarism include:

a)
where a student fails to reference a work properly;

b)
where a student fails to acknowledge the source of a very short section of an assignment.

3.2
Where a module tutor considers that a suspected instance of plagiarism cannot be treated as minor, a report will be made to the course leader. The course leader (or a nominated deputy) will interview the student or students concerned and will establish whether or not the accusation is contested. The module tutor may also be asked to take part in the interview. If all parties reach agreement that plagiarism has taken place a report will be prepared by the course leader (or a nominated deputy) for consideration by the relevant assessment board. The report will be signed by all parties.

3.3
If the student or students concerned dispute the allegation, a full report will be made to the Head of Registry and a formal board of enquiry will be convened in accordance with the procedure referred to in Assessment Regulation 4. The student’s performance will not be considered by the assessment boards concerned until the Board of Enquiry has completed its investigations.

3.4
Examples of plagiarism which will be considered serious include:

a) failure to heed a previous warning;

b) failure to acknowledge sources for a substantial section of an assignment;

c) copying a substantial section of an assignment from a published work or electronic sources;

d) passing off ideas, designs, inventions or any other creative work as a substantial section of an assignment;

e) copying a substantial section of an assignment from the work of another student, whether with or without that student’s knowledge, including copying from a computer file;

f) enlisting another person or persons to complete an assignment on the student’s behalf.

3.5
Students who are found to have colluded in making their work available to be copied by others will themselves be deemed to have committed plagiarism. Similarly, any student who is found to have undertaken an assignment on behalf of another will be treated as having committed plagiarism.

4. THE PENALTIES FOR PLAGIARISM

4.1
Where an instance of plagiarism has been treated as minor under paragraph 3.1 above, there will be a warning about future conduct. The work in question will be marked on its merits and the fact that some plagiarism has taken place may result in a lower mark than might otherwise have been awarded.

4.2
Where an instance of plagiarism is considered serious and has been dealt with under either paragraph 3.2 or paragraph 3.3 above, reports will be submitted to the relevant Assessment Board and a record will be placed on the student’s file.

4.3
Where an Assessment Board is advised that a student has committed plagiarism, it will normally decide that the student has failed the module, and will only be able to retrieve the situation by retaking all the elements of assessment prescribed for the module.

4.4
The Assessment Board will then consider the plagiarism that has occurred in a wider context - for example, the student’s previous history or the significance of the plagiarised work in the course as a whole. As a result the Assessment Board may, for example, decide not to award credit for some or all of the modules that a student has passed during the academic year in question and it can withdraw the right to be reassessed in a failed module. Withdrawing this right will normally have the effect of excluding the student from the course.

4.5
In cases of confirmed serious plagiarism, students may be prevented from using accumulated credit for the purpose of accreditation of prior learning on other courses of study which lead to a higher award within the University.

Section 7

THE SUSPENSION AND EXPULSION OF STUDENTS FROM THE UNIVERSITY ON ACADEMIC GROUNDS

1.
INTRODUCTION

1.1
Action to suspend or expel a student for an unsatisfactory standard of work or other academic reason can be taken either during an academic year or at the end of a year following the publication of examination results. The decision by an Assessment Board that a student has failed a year of a course does not constitute expulsion. Expulsion only occurs where a student is subsequently denied the opportunity to retrieve that failure.

2.
DECISION TO SUSPEND OR EXPEL

2.1
The power to suspend or expel a student on academic grounds rests with the Dean of School, though the decision may be delegated to the chair of a course or course committee, or a course tutor. A recommendation by an assessment board that a student should not be allowed to repeat a year of a course does not constitute a decision and cannot, therefore, be the subject of review under Assessment Regulation 7 of the University’s assessment regulations. It is for the Dean to decide whether or not to accept the recommendation.

2.2
Where the decision is taken by a person other than the Dean the student concerned has the right to ask the Dean to change or confirm the decision. The Dean must respond to such a request.

3.
APPEAL AGAINST A DECISION TO SUSPEND OR EXPEL

3.1
A student has the right to appeal against a decision to suspend or expel taken by a Dean. Notice of appeal must be sent to the Head of Registry and, except for good reason, must be lodged within ten working days of the Dean’s decision. It must state the general grounds on which the decision is being contested.

3.2
On receipt of an appeal the Head of Registry shall convene an Appeals Committee which shall comprise three members of the Senate, one of whom will be a student member. No member shall have been previously involved in the decision under dispute. The chair of the committee, who may not be a student member, shall be chosen by the members of the Committee and the Head of Registry or nominee shall act as secretary.

3.3
An Appeals Committee shall normally meet within fifteen working days of the appeal being lodged. Its meetings shall be held in private and its proceedings, which it has the power to determine as appropriate to the case, shall be confidential.

3.4
The student may, if he or she wishes, present his or her case to the committee in person and has the right to be accompanied by a friend, relative or a sabbatical officer of the Students Union. Representatives from the School will present their case in the presence of the student and supporter. Notification of the date of the Appeals Committee will be forwarded to the student at least five working days in advance of the meeting.

3.5
An Appeals Committee shall have powers to disallow an appeal and in such cases its decision shall be final, with the following provisos:

i)
the Senate may hear complaints against a Committee of improper conduct of the proceedings of an appeal hearing;

ii)
a Committee shall be reconvened if, within three months of the publication of its decision, an appellant presents substantial new evidence which could not have been produced earlier.

3.6
In cases where an Appeals Committee believes that there is relevant new information which was not available to the Dean when the decision was taken it may request the Dean to review the decision in the light of such information. In these cases it shall not give directions as to the outcome of the review and the student will have the right of appeal against the new decision.

3.7
In cases where no significant new information is produced an Appeals Committee has the right, if it sees fit, to over-rule the Dean’s decision.

3.8
The decision of an Appeals Committee shall be made by a majority vote of the members. In the event of a tied vote the decision shall be in favour of the student and the procedure laid down in either 3.6 or 3.7 shall be followed.

3.9
An Appeals Committee shall submit a written report of its conclusions within ten working days to the student, to the Dean concerned, and to the Chair of the Senate. Its contents must not breach the confidentiality of the proceedings.

Section 8

STUDENT DISCIPLINARY PROCEDURES

1.
INTRODUCTION

1.1
These procedures have been approved by the University Council in accordance with the provisions of the Articles of Government.

1.2
These procedures will be invoked for dealing with formal complaints about those areas of student behaviour that fall outside the scope of other procedures which cover the use of the University’s computing and library facilities and misconduct in assessment and examinations.

1.3
The existence of these procedures is not intended to discourage the practice of dealing with less serious complaints informally.

1.4
The University expects its students to behave responsibly. Actions which constitute improper interference, in the broadest sense, with the proper functioning or activities of the University or with those who work or study in it and actions which otherwise damage the University may be deemed misconduct under this code.

1.5
The following are examples of behaviour that may constitute misconduct, this is not an exhaustive list:

1.
disruption of, or improper interference with, the academic, administrative, sporting, social or other activities of the University, whether on University premises or elsewhere;

2.
improper interference with, the functions, duties or activities of any student or member of staff of the University or of any authorised visitor to the University;

3.
violent, indecent, disorderly, threatening or offensive behaviour whilst on University premises or engaged in any University activity;

4.
fraud, deceit, deception or dishonesty in relation to the University or its staff or in connection with holding any office in the University or in relation to being a student of the University;

5.
breach of professional conduct;

6.
action likely to cause injury or impair safety on University premises;

7.
sexual, homophobic or racial harassment of any student or member of staff of the University or of any authorised visitor to the University;

8.
breach of any University regulations which a student is deemed to have accepted as a condition of enrolment;

9.
damage to, defacement of, or theft of, University property or the property of other members of the University community caused intentionally or recklessly, and misappropriation of such property;

10.
misuse or unauthorised use of University premises or items of property;

11.
conduct which constitutes a criminal offence where that conduct 

a)
took place on University premises, or

b)
affected or concerned other members of the University, or

c)
damages the good name of the University, or

d)
itself constitutes misconduct within the terms of this Code, or

e)
is an offence of dishonesty, where the students holds an office of responsibility in the University;

12.
behaviour which brings the University into disrepute;

13.
failure to disclose name and registration details to an officer or employee of the University in circumstances when it is reasonable to require that such information be given;

14.
failure to comply with a previously-imposed penalty under this Code.

1.6
In cases where the alleged misconduct would also constitute an offence under the criminal law if proved in a court of law the following procedures shall apply:

1.
where the offence under the criminal law is considered not to be serious, action under the Code may continue, but such action may be deferred pending any police investigation or prosecution;

2.
in the case of all other offences under the criminal law, no action (other than suspension or exclusion pursuant to 4 below) may be taken under this Code unless the matter has been reported to the police and either prosecuted or a decision not to prosecute has been taken, at which time the Vice-Chancellor may decide whether disciplinary action under this Code should continue or be taken;

3.
where a finding of misconduct is made and the student has already been sentenced by a criminal court in respect of the same facts, the court’s penalty shall be taken into account in determining the penalty under this Code.

1.7
The Vice-Chancellor may delegate his or her powers under this Code to a nominee either generally or in respect of a particular case.

2.
SUBMISSION OF COMPLAINTS OF MISCONDUCT

2.1
Complaints of misconduct either by one student against another or by a member of staff against a student, should wherever possible be dealt with informally by consultation between the persons concerned.

2.2
A formal complaint about behaviour of the kind described in 1.5 above may be made by any member of the University or person(s) responsible for a professional practice placement. The complaint must be made in writing and must be lodged with the Dean of the School which administers the course on which the student who is the subject of the complaint is enrolled.

3.
PROCEDURES FOR DEALING WITH COMPLAINTS OF MISCONDUCT

3.1
The Dean in receipt of a complaint may decide that informal procedures ought to be followed in the first instance and may rule that the complaint be dealt with accordingly. Such a ruling shall not preclude informal action by way of a caution if appropriate.

3.2
In order to establish and record facts:

a)
which may be relevant to a decision as to whether or not the formal procedure should be followed; or

b)
which may assist a tribunal convened under paragraphs 3.3 or 3.4;


the Dean may arrange for an investigation to be carried out by a member of staff who has no previous involvement with the case. Where the complaint involves breach of professional conduct, the Dean must ensure that the investigation team includes member(s) with the relevant professional expertise. The results of the investigation will be made available by the Dean to the student who is the subject of the complaint and to the complainant. This will be done, where the formal procedure is to be followed, not later than the date on which notice of the hearing date is given.

3.3
Where the Dean, on the advice of the Head of Registry, considers that, subject to the provisions of 1.6 above, the formal procedure must be followed and that an appropriate sanction, should the complaint be upheld, would be either a formal warning or a suspension of no more than two weeks, or a fine of up to £100 to compensate for damage to, or theft of, property, the complaint will normally be heard by a tribunal consisting of the Dean (chair), the School Administrator (convener) and a sabbatical officer of the Students’ Union. Where the complaint involves breach of professional conduct, the tribunal will also include the University’s Designated Senior Professional in the subject and an external adviser from the appropriate professional area.  The Designated Senior Professional is the delegated person who is the official correspondent on matters of professional regulation in Nursing and Midwifery. 

3.4
Where the Dean considers that, subject to the provisions of 1.6 above, the formal procedure must be followed and that an appropriate sanction, should the complaint be upheld would be a fine exceeding £100 and/or suspension for more than two weeks, or expulsion, the complaint will be referred at once to the Vice-Chancellor and will be heard by a tribunal consisting of the Vice-Chancellor (Chair) or nominee, the Head of Registry (convener) and a sabbatical officer of the Students’ Union. Where the complaint involves breach of professional conduct, the tribunal will also include the University’s Designated Senior Professional in the subject and an external adviser from the appropriate professional area. The overriding principle to be taken into account by such a tribunal is action by the student which contributes any risk to the service users, other members of the public or service providers, or deemed not ‘fit to practise’. In addition to the above mentioned sanctions should the complaint be upheld, the tribunal may determine that the student be excluded from the professional course but may be allowed to continue as a student at the University on an academic course.

3.5
In determining whether alleged misconduct should be dealt with under the provisions of 1.6 above the Dean may take advice from the University’s Legal Assistant.

3.6
A tribunal convened under either 3.3 or 3.4 above will normally meet within fifteen working days of receipt of the complaint. The student will be supplied with a copy of the complaint and will be entitled to appear before the tribunal accompanied by one other person, who has the right to speak. Notification of the date of the tribunal will be forwarded to the student at least five working days in advance of the meeting.

4.
SUSPENSION AND EXCLUSION PENDING A HEARING

4.1
A student who is the subject of a complaint of misconduct or against whom a criminal charge is pending or who is the subject of police investigation may be suspended or excluded by the Vice-Chancellor or deputy pending the disciplinary hearing or the trial.

4.2
When the Vice-Chancellor has delegated the power under this section, a full report shall be made to the Vice-Chancellor of any suspension or exclusion under this section.

4.3      a)
Suspension involves a total prohibition on attendance at or access to the University and on any participation in University activities; but it may be subject to qualification, such as permission to attend for the purpose of an examination.


b)
Exclusion involves selective restriction on attendance at or access to the University or prohibition on exercising the functions or duties of any office or committee membership in the University, the exact details to be specified in writing.

4.4.
Suspension shall be used only where exclusion from specified activities or facilities would be inadequate.

4.5
An order of suspension or exclusion may include a requirement that the student should have no contact of any kind with a named person or persons.

4.6
Suspension or exclusion pending a hearing shall not be used as a penalty. The power to suspend or exclude under this provision is to protect the members of the University community in general or a particular member or members and the power shall be used only where the Vice-Chancellor is of the opinion that it is urgent and necessary to take such action. Written reasons for the decision shall be recorded and made available to the student.

4.7
No student shall be suspended or excluded unless he or she has been given an opportunity to make representations in person to the Vice-Chancellor. A student who makes representations in person may be accompanied by a friend, who will have the right to speak on the student’s behalf. Where for any reason it appears to the Vice-Chancellor that it is not possible for the student to attend in person, he or she shall be entitled to make written representations.

4.8
In cases of great urgency, the Vice-Chancellor or deputy shall be empowered to suspend a student with immediate effect, provided that the opportunities mentioned in 4.7 above are given and the matter reviewed within five days.

4.9
A decision to suspend, or exclude from academic activities associated with the student’s course of study shall be subject to review, at the request of the student, where it has continued for two weeks. Such a review will not involve a hearing or submissions made in person, but the student shall be entitled to submit written representations. The review will be conducted by the Vice-Chancellor where the decision to suspend or exclude has been made by someone else, and by three members of the University Council (including at least one academic member and one lay member) where the decision has been made by the Vice-Chancellor.

4.10
The Vice-Chancellor or other person who took the original decision shall review the suspension or exclusion every two weeks in the light of any developments and of any representations made by the student or anyone else on his or her behalf.

5.
CONDUCT OF TRIBUNALS

5.1
Unless there is good reason to the contrary the proceedings of a tribunal will be conducted as follows:

1.
the presentation of evidence by the complainant, which may include the calling of witnesses;

2.
the questioning of the complainant and/or the witnesses either by the student who is the subject of the complainant or by the student’s friend;

3.
a presentation by the student who is the subject of the complaint or by the student’s friend, which may include the calling of witnesses.

5.2
Members of the tribunal may ask questions of any person who appears before them at any stage of the proceedings.

5.3
The tribunal will consider the evidence and reach its conclusion in private and will inform the parties of its decision in writing within ten working days. 

5.4
A hearing may be postponed, for no more than three working days, if a student who is the subject of a complaint can show good reason for not being able to attend at the time originally specified. However, the failure of a student to attend a hearing will not preclude a tribunal from reaching a decision or from imposing a penalty if it deems fit.

6.
REQUESTS FOR REVIEW OF DECISIONS REACHED BY TRIBUNALS

6.1
A student who has been the subject of a complaint may request a review of a decision reached by the tribunal. Such a request must rest on the grounds either that the hearing was not conducted fairly or that there is new evidence which ought to be taken into account.  A request for a review of a decision reached by the tribunal must be made within 10 working days of the tribunal.

6.2
In the case of the tribunal convened under 3.3 above, the request must be addressed to the Head of Registry and in the case of a tribunal convened under 3.4 above, it must be addressed to the Vice-Chancellor. The person to whom the request is addressed will conduct such enquiries as seem appropriate and will determine within ten working days whether the request be upheld. Where a request is upheld, the tribunal will be advised of the grounds on which this has been done and will be required to review its decision.

6.3
Disagreement with the severity of a sanction imposed by a tribunal will not of itself constitute grounds for a review.

Section 9

STUDENT COMPLAINTS PROCEDURE

1  
INTRODUCTION AND CONTEXT






1.1
The student complaints procedure enables students to bring matters of concern about their learning experience to the attention of the University, and provides mechanisms through which those concerns may be resolved.  The procedure comprises three stages: an informal approach with emphasis on local resolution; a formal procedure incorporating mediation, and an appeal stage.






1.2
The University takes all complaints seriously and has designed this procedure to give an equitable approach to all concerned.  If a student wishes to make a complaint, they will:

· be listened to - the concern, in most instances, being dealt with at an informal     level;

· be encouraged to seek advice from the Students’ Union.



  
1.3
This procedure takes effect from 1 September 2004 and supersedes all previous procedures.





2  
DEFINITION





   
2.1
A complaint is defined as an oral or written expression of dissatisfaction about an aspect of a service or facility, which is provided to registered students of the University. This procedure applies to undergraduate and postgraduate students, including those registered for research degrees.





3  
PRINCIPLES AND SCOPE






3.1
The procedure aims to be simple, clear and fair to all parties involved, with informal resolution an option at any point.  From both a student and staff point of view, complaints will be handled sensitively and with due consideration to confidentiality.  Any person named in a complaint will be given details of the complaint as soon as is reasonably practicable and will have the right to reply as part of any investigation.  



 
3.2
This complaints procedure is for students enrolled on University courses.  Students who have left the University may invoke this procedure within three months following termination of their academic studies . Students studying at teaching institutions away from the University are required to follow that institution’s complaints procedure in the first instance. If issues remain unresolved through these local complaints procedures, then the University's complaints procedure may be invoked though it must be appreciated that the University will not always have the authority to determine matters at partner institutions.





  
3.3
A student who wishes to make a complaint must invoke the Informal Stage within one calendar month of the incident which is the cause for complaint.






3.4
No student bringing a complaint under this procedure, whether successfully or otherwise, will be treated less favourably by the University than if the complaint had not been brought.  Likewise, any member of staff mentioned in a complaint will not be treated less favourably by the University than if the complaint had not been brought.  If, however, the complaint against a member of staff is upheld, that member may be subject to disciplinary proceedings under University policy.



  
3.5
From time to time there will be the need to consider action under two different University procedures.  For example, a student might wish to appeal against a charge of plagiarism under the Regulations for Awards and may also make a related complaint that would be considered under this procedure.  Rather than delay the plagiarism defence until the complaint has been resolved, it is possible that, with the express agreement of all parties, the two interlinking matters can be considered together by invoking this complaints procedure starting, as usual, with the informal approach under Section 6.2.  If, however, the related complaint is considered to be of a serious nature by any of the parties, for example, disciplinary matters which should take precedence, the two actions must be considered separately.  Should it not be clear which approach is the best for all parties, the matter should be referred to the Pro Vice-Chancellor for Academic Affairs, whose decision will be final.  





4
OPERATIONAL CONDITIONS 





    
4.1
Anonymous Complaints





With reference to this procedure, such an investigation can only be effected satisfactorily if the investigator is able to collect all the background information.  Clearly, this is not possible where the complaint is sent anonymously and so normally such complaints will not be considered.





    
4.2
Third Party Complaints





No investigation of a complaint made on behalf of a student will be undertaken. This includes complaints made by the parent or spouse of the student concerned. See also Section 4.5 below.





   
4.3
Complaints to the Vice-Chancellor and Other Senior Members of Staff





Should the Vice-Chancellor’s Office or the Office of any Senior Manager receive a complaint, it will be acknowledged and referred to the Head of Registry who will ensure that it enters the procedure at the appropriate point.  If no substantive attempt has been made by the complainant to resolve the complaint locally using the informal procedure, the complainant will be advised to take up the issues raised with the Department/member(s) of staff concerned.  





    
4.4
Vexatious or Malicious Complaints





The University may consider invoking the disciplinary procedures under the Student Handbook of Regulations, Section 9, in those cases where complaints are found to be vexatious or malicious.  A vexatious or malicious complaint is defined as a complaint which is trivial or untrue, having been put forward so as to abuse the process of the complaints procedure or, for example, to attempt to defame the name or character of another person.  





    
4.5
Complaints Made by Students Under the Age of 18





If a complaint is made under the formal procedure by a student who is under the age of 18, unless it is the student's express wish that this should not be done, the University will notify the parents or guardians of the student in writing, and keep them informed of the progress of the complaint.  The University will permit the parents or guardians of the student to act on their behalf during the process, provided the student has confirmed agreement in writing beforehand.






4.6
Complaints Made Against a Specific Member(s) of Staff





It has been recognised that members of staff about whom a complaint is made, may be somewhat anxious upon hearing about the complaint whether or not it is justified.  It is the University’s duty to ensure that its staff are also treated fairly throughout the process, and to that end:

· A member of staff has the right to be supported by his/her line manager or a trade union representative throughout the process.  If the line manager is also involved in the complaint, then the respective Dean or Director will take the lead in providing that support.

· Such members of staff will be advised at the outset of any complaint.

· A member of staff shall have the right to reply to any such complaint at any stage in the process.

· A member of staff shall have the right of access to any documentary evidence presented as part or in support of any such complaint.

However, if any complaint made against a member of staff under this procedure is of a disciplinary nature or should in the view of the Pro Vice-Chancellor for Academic Affairs be investigated under the University’s disciplinary procedures then the complaints procedure will be suspended immediately until the disciplinary matter has been concluded. 






4.7
Changes to Policies or Procedures





The complaints procedure may not be appropriate if the complaint concerns the process or content of an established University policy or procedure relating to an Academic or Service Department.  Issues of this nature should instead be channelled through the Dean/Director or Head of the Academic or Service Department or through course, school and University committee structures as appropriate.  Students wishing to receive advice on which procedure is appropriate should contact the Head of Registry, Student Services or the Students’ Union.  





   
4.8
Attendance at the Complaint Hearing





The Hearing may be postponed for no more than five working days if the student, who has made the complaint, or a member(s) of staff to whom a complaint is directed, can show good reason for not being able to attend at the originally specified time.  However, the failure or inability of a student or member(s) of staff to attend the re-arranged meeting will not preclude the panel from reaching a decision.   





  
4.9
Reimbursement of Out of Pocket Expenses





If a complaint is upheld, the University will meet reasonable out of pocket expenses within the UK connected with the formal stage of the procedure, on production of receipts; this may include travel and subsistence costs in connection with the student's attendance at a complaint hearing.






4.10
Timing of all Communications



To ensure that all complaints are dealt with as promptly as possible, both the University and the complainant will respond to all correspondence within the number of days prescribed within the procedure. The University reserves the right to make reasonable extensions during vacation periods.





5  
MONITORING, EVALUATION AND REVIEW





 
5.1
The Head of Registry will oversee the tracking of complaints progressed through the procedure in consultation with Deans and Directors/Heads of Service and will ensure that records show the nature of the complaint, how it was dealt with, the time taken for each part and the outcome.  All data held will be monitored in accordance with the University's Equal Opportunities and Diversity Policy and reported on an annual basis to the Teaching and Learning Committee and the Research Committee.  This report will identify any issues that need prompt attention.



6  
COMPLAINTS PROCEDURE FOR STUDENTS





  
6.1
The procedure is divided into two parts, an Informal Procedure, which emphasises resolution at the 'local' point where the complaint arose, and a Formal Procedure, which involves the Head of Registry as manager and facilitator of the procedure.  The role of the Head of Registry is to ensure that the formal procedure is operated according to these procedures and with regard to the set timescales aimed at resolving complaints within Part I and Part II as quickly as possible. 






6.2
Informal Procedure







Local Resolution



It is anticipated that most complaints can be resolved through informal means.  All parties will make strenuous efforts to resolve the complaint at this stage.  This being the case, resolution should be sought by the student from within the School or Service in which the complaint arose, by expressing the complaint to the most appropriate member of staff (e.g. the module or course leader) or the Dean/Head of the Academic or Service Department.  Persons, whether staff or students, who are the subject of a complaint, will be advised of the details of the complaint as soon as is reasonably practicable.  In those departments where a local procedure to deal with complaints exists, that procedure should be followed.  A student should normally expect to receive a written or verbal acknowledgement within ten working days and a full response within one calendar month.  The University reserves the right to make a reasonable extension during vacation periods.  Students are also advised to seek help from the Students’ Union, who have experience of dealing with such matters.




6.3
Formal Procedure 

   

        
Part I






6.3.1

If the response to the complaint is not considered by the student to be satisfactory, he/she may invoke Part I of the formal procedure by completing the Student Complaint Form (attached as Appendix I), and submitting it to the Head of Registry within 10 working days of receipt of a final response to the informal procedure.  The form should detail why it is necessary for the issue to be taken to the formal stage and what has been done by the student to make a serious attempt at resolving the matter with the Department. The form of resolution or redress sought should also be clearly indicated.  It will be expected by all parties concerned, that the matter will not be taken forward on a formal basis unless there is an indication that at least one meeting has been held with the respective Head of Department.  The Head of Registry will acknowledge receipt of the complaint form within five working days.  Advice on the completion of the complaint form can also be obtained from the Registry, Student Services or the Students’ Union.







6.3.2

The Head of Registry will attempt resolution at this stage either by correspondence between the parties, negotiation with the Dean, Head of Department or other senior members of staff, or facilitation of a conciliation meeting between the student(s) concerned and the Department/member(s) of staff against whom a complaint is made.  The circumstances of the complaint will dictate which of these methods is considered most likely to result in a resolution of the complaint. Should a complaint concern services within the Registry or the work of the Head of Registry, the Pro Vice-Chancellor for Academic Affairs will assign a senior manager to oversee the formal procedure.







6.3.3

It is anticipated that Part I of the formal procedure would normally be completed, with the outcome in writing from the Head of Registry, within two calendar months of the receipt date of the completed Student Complaint Form. The University reserves the right to make a reasonable extension during vacation periods.  The Head of Registry will keep all parties informed of progress and the reason for any delay in proceedings, if applicable.







Part II (Appeal Stage)






6.3.4

If the response to the complaint following completion of the Part I procedure is not considered by the student to be satisfactory, he/she may apply to invoke Part II (Appeal Stage) of the formal procedure by a request in writing, within ten working days from the date of the notification of the outcome of the correspondence, negotiation or meeting referred to in Part I.  The request should be addressed to the Head of Registry outlining why the outcome of Part I is not satisfactory.  Taking into account the substance of the complaint, the previous attempts at resolution and what can be achieved by an appeal, the Pro Vice-Chancellor for Academic Affairs will then review the case and a decision will be made about the appropriateness of the matter being referred to a complaint hearing.  His/her decision will be final.  If a complaints hearing is not to be held, the student will be advised in writing within ten working days of the receipt of the appeal request, giving the reason(s) for not taking the matter forward.  In complaints where exceptionally it is considered by the Pro Vice-Chancellor for Academic Affairs that it is appropriate that further effort be made to resolve the matter under Part 1 (for example where weighty and significant new evidence is presented) he/she may refer the case back to the Head of Registry to mediate with all the parties.







6.3.5

Should a complaint hearing be appropriate, it will be chaired by a Dean/Head of Academic Department from outside the student's school, or a Director/Head of Service Department from another service area.  A Panel will be convened, consisting of one other member of academic or support staff, drawn from academic or service departments unrelated to the complaint and a representative from the Students’ Union.  The Head of Registry or his/her nominee will act as technical adviser and note-taker to the Panel.  The Department may be represented by up to two members.  Notes for Guidance on the conduct of a complaint hearing are attached as Appendix 2.







6.3.6

The Complaints Panel shall meet, normally within one calendar month (excluding University vacations) of the referral from Part I, and communicate its conclusions to the student and the Department within one calendar month.  The Head of Registry will keep all parties informed of progress and will explain reasons for any necessary extension of the timescale, for example, if an adjournment in the proceedings is necessary.






7  
OUTCOMES OF THE COMPLAINTS PROCEDURE






7.1
On completion of the process, the complainant and any person, whether staff or student, complained against will have the outcomes conveyed to them simultaneously.  For the student, the Head of Registry will communicate the response.  In the case of an individual member of staff, this will be through their respective Dean/Director.  The response will be in a form appropriate to the level of the procedure at which the complaint is dealt with and accordingly a written or verbal acknowledgement will be made within ten working days and a full response within one calendar month.  The University reserves the right to make a reasonable extension during vacation periods.





 
7.2
Should a complaint be upheld, the Chair of the Complaints Panel may make recommendations to the Dean/Head of the Academic or Service Department.





  
7.3
Recommendations may also be made to University committees in respect of quality assurance procedures or policies.






7.4
If a complaint is not upheld, the complainant will be informed in writing with reasons for its rejection. Any conclusions and recommendations on how the matter can be remedied and to prevent such an occurrence in the future will also be communicated in writing by the Head of Registry to the complainant and the Dean/Head of Department.






7.5
A report on each case which comes before the Complaints Panel will be prepared by the Head of Registry for the Pro Vice-Chancellor for Academic Affairs, to assist in monitoring the effectiveness of the complaints procedure and to identify relevant quality assurance issues.  A follow-up after six months will be made by the Head of Registry to verify that any proposed new arrangements have been introduced, a report of which will also be sent to the Pro Vice-Chancellor for Academic Affairs.





8

INDEPENDENT REVIEW OF STUDENT COMPLAINTS






8.1
The Office of the Independent Adjudicator (OIA) provides an independent scheme for the review of student complaints to current students of the University.  If a complaint is not upheld, the complainant can ask the OIA to review the complaint.  The OIA will not consider a complaint if:

1. it relates to a matter of academic performance

2. the matter is or has been the subject of court proceedings

3. it concerns a student employment matter

4. it relates to an institution which is not a higher education institution.




8.2
For further information on the scheme:

1. write to the Head of Registry, CSB Level 9 at the University

2. see Office of the Independent Adjudicator on the Registry website: http://www.hud.ac.uk/registry 

3. see the OIA website on www.oiahe.org.uk 



9  

TRAINING AND AWARENESS






9.1
The Registry and Student Services will organise activities to raise awareness of the complaints procedure and how it is to be used amongst the student body. The Head of Registry will also provide support and guidance for departments in handling complaints and resolving them as closely as possible to their point of origin.






9.2
This policy will be reviewed on a regular basis.

APPENDIX 1

STUDENT COMPLAINT FORM

FORMAL PROCEDURE PART I

COMPLAINT PROCEDURE FOR STUDENTS

This form is to be completed under Part I of the formal procedure and should be sent to the Head of Registry.  Advice on completion of the form can also be obtained from Student Services and the Students’ Union.  

COMPLETE IN BLOCK CAPITALS OR TYPE

Personal Details

Full Name:……………………………………………Enrolment No:………………………….

Course and year: …………………………………………………………………………………

Address for correspondence in connection with the complaint:

……………………………………………………………………………………………………

……………………………………………………………………………………………………

……………………………………………………………………………………………………

Postcode:……………………   Telephone/Mobile number:………………...………………

Outline of complaint, including dates of actions (please use additional sheets if necessary):



Please explain here what steps you have taken, together with dates, to resolve your complaint locally (as per the informal procedure):



Please explain why you are unsatisfied with the response you have received:



Please indicate what outcome or further action you are expecting:



As part of the investigation of your complaint, any members of staff mentioned, for example, the course team will be made aware of the complaint, as will the Dean/Head of the Academic or Service Department involved.

Declaration

I declare that the information given in this form is true, and that I would be willing to answer further questions relating to it if necessary.

Signed:…………………..……………………… 
Date:………………………………….

APPENDIX 2

Notes for Guidance on the Conduct of a Complaint Hearing

(to be provided to all parties)

1.  
Purpose




1.1
The purpose of the Complaint Hearing shall be to hear both the complaint and the response.  Taking into account previous attempts to resolve issues and satisfy the student, the Panel shall determine whether the student's complaint is justified and whether the Department/member(s) of staff has provided a reasonable response or resolution.  



2.  
Process




2.1
A Complaint Hearing may be convened by the Head of Registry following a request in writing by the student who has brought the complaint, as Part II of the formal element of the complaints procedure.  See also Section 6.3.4 of the complaints procedure guidance.



  
2.2
Membership of the Panel, which shall be determined by the Head of Registry in consultation with senior colleagues, shall consist of a Dean or Head of Department as Chair, one other member of staff and a representative of the Students’ Union.  The Chair and staff members shall be drawn from outside the Department involved in the complaint and may be academic or support staff, depending on the nature of the complaint.  The Head of Registry shall act in the capacity of technical adviser and note-taker to the Panel.




2.3
The Order of Proceedings is as follows:





i) Introduction of those present – noting that, at the discretion of the Chair of the Panel, not everyone involved in the process need be present for all the time.



ii) Outline of the purpose of the complaint hearing



iii) Reference to letter and witness statements by complainant and department/member of staff.  See also section 3.2 of these notes, should the panel, for example, exceptionally wish to see a witness



iv) A4 synopsis summarising the main points of their case distributed by both parties.



v) Complainant presentation 



vi) Opportunity to question complainant's presentation by Panel and Department/member(s) of staff



vii) Department/member(s) of staff presentation 



viii) Opportunity to question Department/member(s) of staff presentation by Panel and complainant



ix) Complainant summing up

        New evidence is not admissible at this time



x) Department/member(s) of staff summing up 

New evidence is not admissible at this time



Adjournment - Chair and Panel to consider the submission in private

        Either side may be required to be available to provide further information

        or clarification of matters to the Panel.

3.  
Documentation




3.1
The Panel will have access to all previous documentation in connection with the complaint.  In addition, the complainant and the Department/member(s) of staff are each asked to produce an A4 synopsis of their case for distribution during the course of the Hearing to the Panel and the other party, together with statements from any witnesses pertinent to the case. 




3.2
Witnesses will not normally be required to attend the hearing as their evidence will be considered by way of statement but, from time to time, it may assist the Panel’s understanding of the case if a personal appearance is made. In such circumstances, the panel will direct that a witness or witnesses should appear, or may so direct upon receiving a request from the complainant or the Department/member(s) of staff.




3.3
Other documentary evidence may be tabled at the discretion of the Chair.



4.  
Conclusions and Recommendations




4.1
Should the Panel uphold the complaint, it may make any recommendations which it sees fit to the Department. 




4.2
Recommendations may also be made to University committees.




4.3
It may be determined that the Department or member(s) of staff has no case to answer and acted reasonably during the earlier part of the complaints procedure.




4.4
Any conclusions and recommendations will be communicated in writing to the complainant and the appropriate Dean/Director simultaneously.  In the case of a student, the Head of Registry will communicate the response.  Where the complaint involves individual members of staff, the Dean/Director will personally report the findings to those members.





.

Section 10

REGULATIONS GOVERNING CONDUCT AND PROFESSIONAL STANDARDS IN SOCIAL WORK TRAINING (BREACH OF PROFESSIONAL CONDUCT PROCEDURE)

1.
GENERAL PRINCIPLES

1.1
The law, University regulations and professional requirements all provide frame-works within which appropriate conduct and the consequences of misconduct are defined in a number of general and specific ways.

1.2
All University students are required to comply with the regulations of the University regarding conduct. These are presented in the latest edition of the Students’ Handbook of Regulations. Students entering a course that leads to a professional qualification may have additional responsibilities placed upon them by professional or statutory bodies regarding not only their conduct but also their professional suitability. The General Social Care Council Code of Practice, provides a clear guide for all those who work in social care, setting out the standards of practice and conduct workers and their employers should meet.”.(http://www.gscc.org.uk/standards.htm)

1.3
In the event of one or more allegations of misconduct that do not reflect upon a student’s professional suitability, these will be dealt with under the University’s Student Disciplinary Procedures, (Section 8 of the Students’ Handbook of Regulations) and/or through criminal proceedings.

1.4
There may be occasions on Social Work courses when minor misconduct and/or breach of professional standards occurs during a student’s learning. In these cases opportunities for the student to learn from the experience shall be made available and a facilitative rather than punitive approach will be taken.

1.5
In the event of one or more allegations of misconduct that indicate that the student may not be suitable to become a professional social worker, the Breach of Professional Conduct Procedure shall be invoked. This Procedure is separate from the assessment process and if, as a result of its application, the Social Work training is terminated, the student may be allowed to continue as a student at the University on an academic rather than a professional course.

1.6
The choice of the framework within which to deal with any specific case of misconduct is not necessarily straightforward. There will inevitably be overlaps and occasions where more than one set of regulations/procedures will be used. In particular, allegations of misconduct that reflect upon the student’s professional suitability and which may lead to the Breach of Professional conduct procedure may also lead to proceedings under the University’s Student Disciplinary Procedures and/or criminal proceedings and vice versa.

1.7
The General Social Care Council (GSCC) requires Social Work courses to have a ‘termination of training’ procedure. The ‘Rules and Requirements’ do not specify in detail how this should be implemented other than by specifying that the procedures should allow students due process, including the right to challenge evidence against them, and the right to be accompanied at any hearing. In the University, this procedure is incorporated as part of the Breach of Professional Conduct Procedure.

Students are advised to seek impartial help, advice, guidance and support from sabbatical officers in the Students Union.

2.
BREACH OF PROFESSIONAL CONDUCT PROCEDURE

2.1
Breaches of Professional Standards by students may involve a range of actions or omissions but are likely to include those which are:

i)
harmful to service users, other members of the public or service providers;

ii)
likely to constitute an unacceptable risk for himself/herself or others;

iii)
prejudicial to the development or standing of social work practice; or

iv)
contrary to the Code of Ethics (British Association of Social Workers 1996) which is available from the Social Work Course Leader.

2.2
In particular, the Termination of Training Procedure is likely to be used where:

i)
it appears that a student is failing to maintain his or her suitability for social work;

ii)
information comes to light about previous matters relating to professional suitability that have not been declared by the student;

iii)
the student’s behaviour could be seen as damaging or dangerous to service users, colleagues, other students, course providers or to the student himself/herself; or

iv)
a student is unsuitable for health reasons.

2.3
Acting in accordance with the procedures set out below, the University has the authority to:

i)
suspend a student’s assessed practice;

ii)
relocate a student’s assessed practice;

iii)
terminate a student’s assessed practice; and

iv)
terminate a student’s Social Work training.

This is normally undertaken in consultation with the placement provider where relevant.

2.4
Procedure where an alleged breach of professional standards occurs during a practice placement:

i) the person(s) discovering the alleged breach shall report it to the Course Leader as soon as practicable;

ii)
the Course Leader, in consultation with the student’s tutor, practice teacher and placement provider, will identify and discuss the behaviours causing concern. These will be communicated to the student by letter and a meeting will be arranged with the student as soon as possible. The student will be advised that they may bring a friend to this meeting.

iii)
if the Course Leader then believes there is a prima facie case that there has been a breach of such a serious nature as to warrant immediate action, the student placement will be suspended and the Course Leader will implement paragraph (vii) below. In such cases the Course Leader may also suspend the placement pending the discussion referred to in paragraph (ii);

iv)
if the alleged breach is less serious, the Course Leader, in consultation with the tutor, practice teacher and placement provider, shall specify in writing the improvements required and a time and date for a follow-up discussion;

v)
at the follow-up discussion the necessary improvement must be demonstrable and sustained. In order that the student has reasonable opportunity to achieve improvement, sufficient time will be allowed, as far as is possible within the constraints of the placement requirements;

vi)
if concerns regarding the suitability of the student to become a social worker persist or arise again at some future time, the student placement will be suspended and the Course Leader will implement paragraph (vii) below;

vii)
a meeting will be called by the Course Leader, normally within ten working days, to discuss the continuing and/or serious concerns. The meeting must include at least one representative from each of the three parties to the placement. Those invited will include:

(a)
the practice teacher and/or line manager from the agency;

(b)
the student and accompanying friend; and

(c)
normally the Course Leader and personal tutor from the Social Work Course.

(d)
An administrator shall act as secretary but shall not be a member.

viii)
meeting the alleged breach of professional standards will be put to the student together with any evidence relevant to disputed matters of fact. The student will have the opportunity to challenge both the evidence and the allegations. At that point the student and his/her friend will withdraw and the Course Leader, in consultation with the other staff present, shall decide:

(a)
to recommence the placement;

(b)
to discontinue the placement and institute arrangements for locating a different placement; or

(c)
to discontinue the placement and invoke the Termination of Training Procedure;

ix)
in case of 2.4(viii)(c) the Course Leader shall write a report for the Dean of the School, which sets out the alleged breach(es) of professional standards, a summary of events thus far and the relevant evidence, and includes a recommendation that the Termination of Training Procedure be invoked.

2.5
Procedure where the alleged breach of professional standards occurs other than during a placement (including before enrolment on the Social Work Course when this has not previously been disclosed):

i)
an alleged breach of professional standards may be reported by any person (the complainant) who has good reason to believe that such a breach has occurred;

ii)
the complainant may initially choose to raise the matter informally with the student concerned, if he or she is willing and this is appropriate;

iii)
if the student chooses not to do so, or if the complainant’s concerns are not satisfactorily addressed, the complainant shall inform the Social Work Course Leader in writing about the alleged breach;

iv)
the Course Leader, in consultation with the student’s tutor and the complainant, will identify and discuss the behaviours causing concern. These will be communicated to the student by letter and a meeting will be arranged with the student as soon as possible. The student will be advised that they may bring a friend to this meeting.

v)
if the Course Leader then believes there is a prima facie case that there has been a breach of such a serious nature as to warrant immediate action, the student placement will be suspended and the Course Leader will implement paragraph (ix) below. In such cases the Course Leader may also suspend the placement pending the discussion referred to in paragraph (iv);

vi)
if the alleged breach is less serious, the Course Leader shall specify in writing the improvements required and a time and date for a follow-up discussion;

vii)
at the follow-up discussion the necessary improvement must be demonstrable and sustained. In order that the student has reasonable opportunity to achieve improvement, sufficient time will be allowed, as far as is possible within the constraints of the Course requirements;

viii)
if concerns persist the Course Leader will implement paragraph (ix) below;

ix)
subject to consultation with the student’s personal tutor, the Course Leader shall write a report for the Dean of the School, which sets out the alleged breach(es) of professional standards, a summary of events thus far and the relevant evidence, and includes a recommendation that the Termination of Training Procedure be invoked.

3.
TERMINATION OF TRAINING PROCEDURE

3.1
On receipt of a report recommending that the Termination of Training Procedure be invoked the Dean of the School, having consulted with such parties as he or she considers appropriate, shall decide whether the alleged breach(es) of professional standards shall be dealt with:

i)
under the Termination of Training Procedure;

ii)
under the University’s Student Disciplinary Procedures; and/or

iii)
in some other way.

3.2
The decision of the Dean of the School shall be final and shall normally be made within fifteen working days of the receipt of the report.

3.3
If the Dean of the School decides that the alleged breach(es) shall be dealt with under the Termination of Training Procedure, he or she shall appoint a Chair and three other members to a Panel which will hear and determine the allegation(s). The Panel shall comprise:

i)
Chair nominated by the Dean;

ii)
an Agency representative from the Course Committee;

iii)
a senior member of the Social Work Course academic staff;

iv)
a senior practising Social Worker (external advisor).

An administrator shall act as secretary but shall not be a member.

No member of the Panel shall have been directly involved with the student or the placement in relation to the matters under discussion.

3.4
All parties to this procedure shall ensure that confidentiality is maintained throughout and after the proceedings.

3.5
The Chair of the Panel shall ensure that all parties are given adequate notice of the Hearing, which shall normally take place within thirty working days of the receipt of the report by the Dean of the School. The notice of the Hearing shall include details of the membership of the Panel, the alleged breach(es) of professional standards, a summary of the events thus far, copies of the relevant evidence, the procedures that will apply at the Hearing and the student’s rights under this procedure.

3.6
The student has the right to attend the Hearing, to be accompanied by a friend, to be present whilst evidence is given, to challenge any evidence presented to the Panel, to submit additional evidence, to question and/or cross examine those giving evidence, and to make a written and/or an oral statement to the Panel.

3.7
If the student so requests, the Chair of the Panel shall ask named person(s) to provide a statement, and/or to attend the Hearing in order to give evidence, while recognising that neither the Chair nor the Panel has the power to require anyone to do so. Vulnerable persons will not normally be asked to produce statements or attend the Hearing. The student may not make direct contact with anyone in order to seek written statements from them or to invite them to give evidence at the Hearing.

3.8
The Chair shall ensure that the Hearing is conducted in line with the procedure and natural justice. At the start of the Hearing the Chair shall summarise the alleged breach(es) of professional standards, the events thus far, the relevant evidence, the procedures that will apply at the Hearing and the student’s rights under this procedure. The Panel shall then decide if it has enough evidence to proceed with the Hearing.

3.9
If it decides to proceed, it will normally receive evidence from all the relevant parties. Panel members may question all those attending the Hearing as they see fit. Where an individual gives evidence in person, he or she have the right to be accompanied by a person of their choice.

3.10
At the conclusion of the Hearing, the Panel shall meet in private to consider the evidence and determine either:

i)
that there is sufficient evidence to conclude, on the balance of probabilities, that the student is unsuitable for professional social work and that the student’s course of study shall therefore be terminated; or

ii)
there is insufficient evidence to demonstrate that the student is unsuitable for professional social work.

3.11
The conclusion(s) and recommendation(s) of the Hearing will be reported to the Course Assessment Board for formal ratification. If necessary, a special meeting of the Board will be convened.

3.12
If the Course Assessment Board decides that the student is unsuitable for professional social work, the Dean of the School shall inform the student, his or her sponsoring authority and GSCC of the decision and the circumstances which lead to the decision being made in writing within ten working days.

3.13
The student will have recourse to the University’s ‘Appeal against a decision of an Assessment Board’ procedures once the decision to terminate the student’s training has been ratified by the Course Assessment Board.

Section 11

REGULATIONS GOVERNING THE USE OF COMPUTING FACILITIES

DEFINITIONS USED IN THESE REGULATIONS

University computing facilities means all computer hardware, software, and networks owned or operated by the University.

General computing facilities refers to all computer hardware, software, and networks managed by Computing and Library Services.

Specific computing facilities  refers to computer hardware, software, and networks managed by a school or service.

Appropriate authority refers to the Director of Computing and Library Services in respect of the general computing facilities and to the dean of school or head of service in respect of specific computing facilities.

A designated delegate is a member of staff deputising in the absence of the appropriate authority or a member of staff whose duties include delegated responsibility for dealing with infringements of the regulations.

1. THE PURPOSE OF THE REGULATIONS

1.1
This document provides essential information to users of the University computing facilities. After reading it, users should be aware of what does and does not constitute acceptable use. Any user still in doubt regarding the legitimacy of their intended use of the computing facilities must seek further advice before proceeding.  

1.2
The regulations are designed to protect users and the University from the consequences of any misuse or illegal activity. 

1.3
Students or staff with particular needs in relation to computing facilities – e.g. arising from disability – will be supported where reasonably practicable.  Advice on facilities within the Library and Computing Centre is available from the Student IT Support Desk.  Advice on more general support open to students with disabilities is available from Student Services.  Advice for staff is available from their line manager or from the Office of Health and Safety and Occupational Health.

2. THE SCOPE OF THE REGULATIONS

2.1
The regulations apply to all enrolled students and employees of the University, and to others who might be authorised temporarily to use the University computing facilities. 

2.2
The regulations also apply to the use of privately owned personal computers whilst they are making use of University networks or remotely accessing elements of University computing facilities.

3. AUTHORITY TO USE UNIVERSITY COMPUTING FACILITIES

3.1
The use of University computing facilities requires prior authorisation.

3.2
Following enrolment, students are authorised to use systems appropriate to their course of study. 

3.3
Automatic authorisation for students is extended to include some specific computing facilities; in other cases it is necessary to obtain authorisation from local system managers. 

3.4
Employees are authorised to use systems appropriate to their work. 

3.5
The University reserves the right to deny or revoke authorisation to use its computing facilities. 

3.6
Persons who are not students or employees of the University may be authorised to use computing facilities at the absolute and sole discretion of the appropriate authority.  Those who arrange access on behalf of persons who are not students or employees must ensure that they are made aware of these regulations and that they can be individually identified. 

3.7
Except as may be required by law, the University accepts no liability for any direct, indirect or consequential loss, damage, costs or expenses arising from, or relating to, acts or omissions of users, their guests, members of the public or intruders.

4. ACCESS TO UNIVERSITY COMPUTING FACILITIES

4.1
Access to University computing facilities is by unique username and password. Usernames are issued at the time of authorisation. Passwords are the responsibility of the user and must be kept secret. 

4.2
It is an infringement of the regulations to allow another to access the computing facilities using your username or to attempt to access the computing facilities using the username of another. To prevent unauthorised access, users must log out or lock their workstation before leaving any computer unattended. Users are held responsible for all activities which take place under their username.

4.3
Users accessing the computing facilities are deemed to have accepted the regulations.

5. AVAILABILITY OF FACILITIES AND DATA STORAGE

5.1
Every effort is made to ensure that University computing facilities and related services are available in accordance with times published on notice boards and on web pages. In general, services like e-mail and web access are always available. However, the means of delivery might not be, depending on opening hours and the reliability of hardware and software. Occasionally, computing facilities are unavailable because of system maintenance and upgrades; in such cases users will be informed in advance whenever possible.

5.2
Unless specific arrangements have been made, data is periodically removed under standard procedures carried out by system managers, for example at the end of a University session.  Users must make themselves familiar with the arrangements in force regarding any data they store on University computing facilities. 

5.3
Except as may be required by law the University accepts no liability for any consequences arising out of the unavailability of its computing facilities and related services, or loss of data, no matter how caused.

6. LIMITATIONS ON USE

6.1
In general, users must only use the University computing facilities for activities directly related to their course of study or employment at the University. Some use of the facilities for other activities, such as social e-mail and web access, is tolerated at the discretion of the appropriate authority. However, users must not pursue these activities to the disadvantage of other users, or in the case of employees, to the detriment of their work.

6.2
It is an infringement of the regulations to continue to pursue social activities using University computing facilities when asked to stop by a member of staff. 

6.3
Users must not undertake activities that will harm the performance or security of University computing facilities.

6.4
University computing facilities must not be used for work not connected with the University or for financial gain unless there is full compliance with the regulations on commercial use.

6.5
No equipment, including wireless networking equipment, may be attached to the University network without the permission of the appropriate authority or designated delegate.

6.6
Servers attached to the network must comply with the Computing and Library Services’ server attachment policy. This policy is published on the Computing and Library Services’ website.

6.7
The appropriate authority reserves the right to disconnect any equipment which infringes the regulations or is deemed to represent a risk to the security of systems or data.

6.8
Any equipment attached to the network must be free from malicious software and in the judgement of the appropriate authority or delegate, be maintained in a secure condition.  The Director of Computing and Library Services reserves the right to charge for any configuration or remedial work which is needed.  It is a condition of connection or access that the student or employee gives the University permission to access the hardware and software for the purpose of monitoring compliance with these regulations.

6.9
Users may not participate in file sharing networks or peer-to-peer systems without the permission of the appropriate authority.

6.10
Users must at all times abide by the regulations, the codes of conduct, and the government legislation to which the regulations refer.

6.11
Users must abide by any security policies and codes of conduct published from time to time by Computing & Library Services.  These include, inter alia, ensuring the physical security of equipment, software and passwords.

7. COMMERCIAL USE

7.1
Use of the facilities for financial gain is not allowed without prior written permission from the appropriate authority who reserves the right to levy charges in accordance with University policies. The University reserves the right to revoke authority to use the computing facilities for financial gain at any time. 

7.2
The licensor’s permission is always required prior to the commercial use of any software supplied under a contract limiting its use to University study, research or administration.

7.3
Those accessing the facilities for financial gain will be invoiced in accordance with arrangements agreed by the appropriate authority. Infringement of the regulations could result in authority to use the computing facilities being withdrawn but the user will remain liable for any charges and additional costs incurred.

7.4
Individuals using University computing facilities for commercial purposes, whether or not permitted by the appropriate authority, do so at their own risk.  Except as may be required by law, the University shall not be liable for any direct, indirect or consequential loss, damage, costs or expenses, including those without limitation of loss of profit, arising from such use, no matter how caused.

8. PERSONAL CONDUCT

8.1
Smoking or eating are not permitted in open-access computing facilities. Users must not cause unnecessary noise or disturbance. Mobile telephone conversations and the use of personal stereos are not allowed in these areas.

8.2
Computing and network equipment, consumables and furniture must be treated with respect. Computers and peripheral equipment such as printers and scanners must not be moved or interfered with in any way beyond the requirements of normal use.

8.3
Users must make fair and equitable use of any shared computing facilities, such as laser printers. On leaving, users should take care to remove all personal property and to dispose of any waste material. 

8.4
Rooms must be kept clean and tidy and be maintained in accordance with Health and Safety legislation.

8.5
Users must be prepared to identify themselves to members of staff on duty in order to help protect the integrity of the computing facilities. To this end, students and employees must carry their University campus cards when using the computing facilities. 

8.6
Users are required to obey the reasonable and legitimate requests of staff on duty in respect of their general behaviour, their impact on the resources, and in the event of emergency evacuation of the premises. In the event of the continuous sounding of the fire alarm all users must leave the building immediately. Users should be aware of any emergency procedures pertaining to the areas they occupy.

8.7
Users should report the unacceptable behaviour of others, infringement of the regulations, finding of property, potential hazards, and faulty equipment to the staff responsible for the computing facilities being used.

8.8
Users must not use University computing facilities to access or make material of a potentially offensive or illegal nature, such as pornography. Deliberate viewing, printing, making or storing of such material is regarded as a serious infringement of these regulations, and will lead to disciplinary action.  See Section 16.

8.9
Users who through the requirements of their employment or study need to access material of a potentially illegal or offensive nature, such as pornography, should first obtain clearance through the University Ethics Committee, and then inform Computing & Library Services. 

9. PRIVACY

9.1
Users are required to respect the privacy of other users and must not seek access to private or personal data or stored information for which they have no legitimate authority.  Such data encountered accidentally must not be disclosed or made use of in any way.

9.2
Users must not attempt to monitor the University’s networks. Users must not attempt to access data, e-mail messages, software, systems or services beyond the scope of their authorisation. Such attempts, whether successful or not, are regarded as a serious infringement of these regulations. Unauthorised access to computer material or its modification, the introduction of a virus, or the generation of false information are all criminal offences under the Computer Misuse Act 1990. 

9.3
For its part, the University respects the privacy of its users and abides by the Regulation of Investigatory Powers Act 2000. This act puts into UK law the statement in the Human Rights Act that any individual has a right to respect for their communications. The Regulation of Investigatory Powers Act and its subsidiary Regulations on Lawful Business Practice set out the conditions under which the privacy of communications on networks may be lawfully breached. 

9.4
At the University, there is no routine monitoring of e-mail content or individual web use, although all web activity is logged, and access to sites which are likely to cause a breach of these regulations may be blocked.  However, the Director of Computing and Library Services reserves the right to sanction investigation and inspection of electronic communications, under the terms of the Act, particularly where there is suspicion, or there appears to be evidence, of an infringement of the regulations or of illegal activity.

9.5
Except as may be required by law, the University accepts no liability for any consequences whether direct, indirect or consequential, arising from a breach of privacy, no matter how caused and whether or not such breach was within the control of the University.

10. DATA PROTECTION

10.1.
The University is registered under the Data Protection Act 1998 and authorised employees operate and use its administrative systems under the eight Data Protection Principles established by the Act.

10.2
Others must not attempt to access any data concerning identifiable living individuals (personal data) relating to University administration unless specifically authorised to do so in writing by the appropriate authority. All users must restrict the use of such data to the purpose defined. Accessing personal data stored on a computer as a precursor to committing a criminal act is a criminal act in itself. 

10.3
No member of the University may create a database or other store of information that contains data about identifiable living individuals unless it is registered under the Data Protection Act.  Users wishing to do so must consult the University’s Data Protection Officer before proceeding. It is a serious infringement of these regulations to fail to comply with the Data Protection Act.

11. SOFTWARE LICENSING AND RECORDING

11.1
In general, software available on University computing facilities is licensed for academic use only. This description usually includes teaching, research, personal development, and the administration of the University. The licence is likely to specifically exclude commercial exploitation and written permission from the licensor must be obtained prior to use for personal or institutional financial gain.

11.2
In respect of software purchased under a collective purchase agreement scheme, the University is bound by the scheme’s code of conduct.  Users must abide by the code when using scheme software and by the terms of specific product licences when using other software.  Advice can be obtained from the Purchasing Office in Computing and Library Services.

11.3
Users can be confident that software placed on University open-access computing facilities by system administrators is licensed for their academic use. Users must not place software on University computing facilities unless they can demonstrate that they hold a valid licence and have permission from the appropriate authority. The computing facilities must not be used to hold, transmit, use, modify, decompile, or copy software unless it is permitted under the terms of a valid licence.

11.4
Records of all software purchased must be maintained by the Purchasing Office in Computing and Library Services.  Anyone who purchases software from any other source must inform the Purchasing Office of the details.

12. COPYRIGHT

12.1
Users must comply with the Copyright, Designs and Patents Act 1988 and the Copyright, etc. & Trade Marks (Offences and Enforcement) Act 2002. In general, users must not copy software located on University computing facilities. Except for back-up purposes, copying software for private use without the permission of the copyright holder is a civil offence. Copying software for distribution is a criminal offence. Even free software might have limitations regarding what users are allowed to do and no attempt at copying must take place before the conditions are known, understood and accepted.  Advice can be obtained from the Purchasing Office in Computing and Library Services.

12.2
Copyright also applies to many other materials such as photographs, sound recordings, literary works, manuals, and logos. Copyright protection applies no matter in what form the work is held.

12.3
Permission to copy must not be assumed. For example, it is an infringement of the regulations to incorporate the University logo into a user’s own material without express permission being granted in writing from the Head of Public Relations. 

12.4
If a user becomes aware of any actual or threatened breach of copyright then the user should notify a member of staff on duty, a help-desk, or appropriate authority.

13. USING EXTERNAL COMPUTING FACILITIES

13.1
Use of JANET, the UK’s education and research network, and its links to the Internet are regulated by the JANET Acceptable Use Policy.  The policy allows activity in furtherance of the aims of the user organisation with specific exceptions relating to the sort of misuse identified in these regulations. 

13.2
Users of University computing facilities accessing facilities at other sites must be certain that they are not infringing the regulations of those sites. In addition, users must not indulge in any activity which might bring the University into disrepute.

14. PUBLICATION OF INFORMATION

14.1
The distribution of information by electronic means is, in law, the publication of that information. It follows that much of the use of University computing facilities, in particular e-mail and web publication, is subject to the laws governing publishing. 

14.2
Users must not create, hold, transmit, display or print material that has the potential to contravene any act of law.  Guidance on web publishing is covered in the University Information and Communication Policy and Strategy.

14.3
In addition, users must take care not to publish any material that might cause offence to the receiver, or to an observer. A deliberate attempt to cause offence or to harass individuals, internal or external to the University, is a serious infringement of the regulations, and will lead to disciplinary action.  See Section 16.

15. USING E-MAIL

15.1
Users must abide by the law and by these regulations when engaged in internal or external e-mail. Having a HUMS address is a privilege akin to using a University letterhead and users must not debase the reputation of the University. 

15.2
Chain e-mail and bulk e-mail (spamming) are strictly forbidden. Users must be certain that e-mail has an entirely legitimate purpose and that it will not cause offence or nuisance. Commercial use unrelated to the business of the University is not allowed. Disguising the identity of the sender  is a criminal offence. Costs incurred by the University will be recovered from the user responsible.  Formal policies relating to the provision and use of University e-mail are set out in the University Information and Communications Policy and Strategy.

16. INFRINGEMENT OF THE REGULATIONS AND DISCIPLINARY ACTION

16.1
Accidental infringement of the regulations will be treated with tolerance and understanding. However, serious or persistent infringement will result in the appropriate authority withdrawing use of the University computing facilities pending further investigation. Instant withdrawal of the authority to use can be invoked by any member of staff responsible for the computing facilities being used. This must be ratified, or rescinded during the next working day by the appropriate authority, or designated delegate. 

16.2
After an initial investigation, which must include an opportunity for the user to make representations, the appropriate authority is empowered to restore user authorisation, or to withdraw it, or to impose new conditions of use more restrictive than the regulations. The period of withdrawal will not exceed two weeks unless formal disciplinary procedures are commenced but new conditions of use could be imposed until the end of an academic session. Furthermore, if the appropriate authority is the Director of Computing and Library Services, a student will be reported to the dean of school and a member of staff will be reported to their line manager via Personnel Services.

16.3
If the alleged infringement is regarded as sufficiently serious, formal University Student or Staff Disciplinary Procedures will be invoked as detailed in the relevant handbooks. If a formal warning is the result, any further infringement may lead to escalation of the disciplinary procedures. If it is considered that a criminal act might have taken place then the police will be notified. 

16.4
A user shall fully and effectually indemnify the University against all actions and proceedings including all associated costs, charges and expenses that may be brought against the University as a result of the user infringing any of the regulations and shall indemnify the University against all consequential losses.

Section 12

REGULATIONS GOVERNING USE OF THE UNIVERSITY LIBRARY

INTRODUCTION

It is the aim of these regulations to help all those who use the University library services to fully exploit the resources for teaching, learning and research.  These regulations apply to the Library and Computing Centre at Queensgate, the Music Library at Queensgate, the Learning Resource Centre at University Centre Barnsley and  the Learning Resource Centre at University Centre Oldham. During 2005/6 there may be some local variations at Barnsley and Oldham while the library services become fully established.

1.
ACCESS AND MEMBERSHIP

1.1
Access to all library and information services is dependent on compliance with the regulations.

1.2
Membership is open without charge to all staff and students currently employed by, or registered at the University, and to governors of the University.

1.3
Borrowing by members of another institution is limited to the terms of a formal agreement with the institution concerned, or the terms of any more general reciprocal borrowing agreement to which Computing and Library Services is a signatory.

1.4
Members of the general public may use the Libraries and Learning Resource Centres for reference purposes, but may not use databases supplied under licence for educational purposes or borrow books, except as permitted under the Public Membership scheme.

2.
OPENING HOURS 

2.1
Hours of opening and closing are posted at the entrance to the Libraries and Learning Resource Centres; they are also published on the Computing and Library Services web site and in a printed leaflet.

2.2 
The University Archives and Special Collections which are housed within the Library and Computing Centre, are available by appointment. Contact details are published on the Computing and Library Services web site and in a printed leaflet.

3.
ARRANGEMENTS FOR BORROWING

3.1
Staff and student members must obtain a University Campus card, which they must carry at all times, and which must be presented in order to gain admission to the Library and Computing Centre. The card may be inspected by Computing and Library Services staff in the event of an infringement of these regulations. University Campus cards are not transferable and the cardholder is responsible for all items borrowed against the card. 

3.2
Student members of the University of Huddersfield should notify Computing and Library Services and the Admissions and Records Office of any change of name and/or address.

3.3
Applications for membership from people who are neither staff nor students of the University of Huddersfield must complete a registration form in order to obtain a library card. Such members should notify Computing and Library Services of any change of name and/or address.

3.4 Lost or stolen cards should be reported to Computing and Library Services immediately to prevent fraudulent use. Student members of the University of Huddersfield will be provided with a replacement Campus card by the Admissions and Records Office upon payment of £10.00; Staff members will be provided with a replacement card by Library Services. Other members will be provided with a replacement library card by Library Services upon payment of £5.00.

3.5 Student undergraduate members may borrow 10 books plus 10 audiovisual items for 2 weeks; Student postgraduate members may borrow 15 books plus 10 audiovisual items for 2 weeks; University staff members, Research Students and Research Assistants may borrow 20 books plus 20 audiovisual items for 4 weeks. Additionally, members may borrow items from the Short Loan collection. 

The borrowing entitlement of members who are not students or staff of the University of Huddersfield vary. New members will be informed of their entitlement upon registration.

3.6 Items may be renewed for a further period if not required by another reader.

3.7
Student members are required to return all items on loan to them before the end of their course.

3.8
Periodicals and reference materials may not be borrowed.

3.9
A senior member of Computing and Library Services staff may permit items not otherwise for loan to be borrowed over periods when the Service is closed.

3.10
Fines will be charged for late return of all items in accordance with the advertised scale of charges. If despite written requests for its return, an item remains outstanding, the member concerned will, additionally, be required to pay both the cost of replacement and an administrative charge.

3.11
A member shall pay the replacement cost of any item borrowed against his/her card which is lost, stolen (or otherwise irrecoverable) or is damaged.

3.12
Items not accessible from the Library’s own resources may be requested via the Inter-Library Loan service. Handling charges are made for this service and members will also be required to observe the terms and conditions relating to Inter-Library Loans which are outlined in a separate leaflet.

4.
CONDUCT, SECURITY AND SAFETY

4.1 Users must act with consideration for other users and for Computing and Library Services staff at all times.

4.2 Users must comply with the requirements of the designated areas for silent study and quiet group study.

4.3
All mobile phones must either be disabled or switched to “silent” mode. Conversations on mobile phones may only be held in designated areas and their use is strictly prohibited in all PC Rooms.

4.4
The use of personal stereos or similar devices is permissible providing they do not disturb others.

4.5
Smoking is strictly prohibited. Eating and drinking is only permitted in the Cyber-café; it is permissible to bring a small bottle of water into the Libraries and Learning Resource Centres, but this must not be consumed in PC areas. 

4.6
No book or other item of University property shall be removed from Computing and Library Services without the knowledge and consent of staff designated by the Director of Computing and Library Services. Such staff have the authority to examine anything (including search of bags) which is being taken through the exits to satisfy themselves that this rule is being observed.  However the right to search will only be invoked if the electronic security tagging system normally used is unavailable or if staff have reasonable grounds to suspect an infringement.

4.7
No book or other item of University property shall be damaged in any way.

4.8
Users must not prejudice the University’s legal obligations, particularly with regard to Copyright (e.g. photocopying), Data Protection (e.g. access to and use of information held in computer storage) and off-air recordings (all off-air broadcasts are to be used for educational purposes only). Users must comply with the directions of staff in these matters and seek their advice when in doubt.

4.9
Members must not divulge any Usernames or Passwords that are assigned to enable access to University computing systems and electronic resources.


4.10
In accordance with the University’s safety policy, all users must co-operate by taking proper care of the health and safety of themselves and others. Occupants must follow any directions of staff in the event of an evacuation or other emergency. Any accident or hazardous situation should be immediately reported to a member of staff.  

4.11 Equipment such as laptop computers may be brought into the Libraries and Learning Resource Centres. Users must ensure the laptops are in good working condition, and do not pose any health and safety hazards e.g. through trailing cables.  Computing and Library Services staff have the authority to ask users to remove any equipment which may cause a hazard to other users, or which may interfere with the University mains supply or networks.

5.
INFRINGEMENT OF REGULATIONS

5.1
In the event of any infringement of these regulations the Director of Computing and Library Services, or other designated member of staff is empowered:

a)
to require an individual to leave the premises 

b) to suspend the borrowing rights of an individual

c) to disable an  individual’s  computer account 

d)
to refer an allegation concerning a student to a disciplinary committee chaired by the Dean of School or nominee, or the Director of HE at the Oldham or Barnsley Centres or nominee, or the Director of Computing and Library Services or nominee, and attended by the President of the Student’s Union or nominee. A student may be accompanied by a friend.

5.2
Alleged infringements of the regulations by a member of the University’s staff or by a member of the general public shall be reported to the Vice-Chancellor.

5.3
Acts of theft or vandalism may be reported to the police.

Section E - The assessment of students on courses of study

Students are advised to seek impartial help, advice, guidance and support from sabbatical officers in the Students Union.

E1.
GENERAL PRINCIPLES

E1.1
Course outcomes


The purpose of assessment is to enable students to demonstrate that they have addressed the learning outcomes of the course of study and achieved the standard required for the award they seek.  All courses of study are subject to regulations which relate the assessment requirements of the course to its learning outcomes, and it is within these assessment regulations that examiners make their judgements on student performance.

E1.2
Confirmation of standard


Assessment must reflect the achievement of the individual student in addressing course learning outcomes, and at the same time relate that achievement to a consistent national standard of awards.  It must therefore be carried out by competent and impartial examiners, and by methods which enable them to assess students fairly.  In order to achieve this end, External Examiners must be associated with all assessments which may count towards an award; their particular role is to ensure that justice is done to the individual student and that the standard of awards is maintained.

E1.3
Examiners’ judgement

1.
Assessment is a matter of judgement, not simply of computation.  Marks, grades and percentages are not absolute values but symbols used by examiners to communicate their judgement of different aspects of a student’s work, in order to provide information on which the final decision on a student’s fulfilment of course learning outcomes may be based.  It is particularly important for students to understand the nature of examiners’ discretion and judgement when details of individual marks are available to them.

2.
Within the constraints imposed by the requirements of E1.1, examiners have wide discretion in reaching decisions on the awards to be recommended for individual candidates.  They are responsible for interpreting the assessment regulations for the course if any difficulties arise, and their academic judgements cannot, in themselves, be questioned or overturned.

E1.4
Information for students

1.
The University will ensure that the assessment requirements for courses of study are made known to students.  The assessment scheme of an individual course of study is subject to both institution-wide regulations and regulations specific to that course, and students will be made aware of the detailed requirements of both sets of regulations.


2.
The University will make available to students information about the grounds on which they may request that assessment boards be asked to review their decisions and about the arrangements for dealing with any such requests.

E1.5
Responsibilities of students

1.
It is the responsibility of students to attend examinations and submit work for assessment by the agreed submission date and to provide the examiners in advance of their meeting with any relevant information on personal circumstances which may have affected performance and which they wish the examiners to take into account.

2.
If a student fails to attend examinations or submit work for assessment without good cause, the examiners have authority to deem the student to have failed the assessments concerned.

3.
If a student fails, without good cause, to provide the examiners in advance of their meeting with information about any personal circumstances that may have affected performance in assessments, the Senate or other body authorised by it to consider appeals against an examiner's decision has authority to reject the appeal on those grounds.

4.
If a student is found to have cheated or attempted to gain an unfair advantage, the examiners have authority to deem the student to have failed part or all of the assessments and the authority to determine whether or not the student shall be permitted to be reassessed.

E1.6
Extenuating Circumstances

1.
Course Assessment Boards may take remedial action if they are satisfied that a student’s absence from an examination, or failure to submit work for assessment by the agreed cut-off date, or failure to pass one or more elements of the assessment can be attributed either to illness or to other circumstances of a personal nature.  The normal form of remedial action is to permit another attempt at the assessment(s) concerned.  The results of this reassessment will be considered at the next scheduled Course Assessment Board (paragraph E3.3.5 refers).

2.
If a student suffers from a short-term illness or experiences serious personal difficulties which warrant a request for an extension of course work submission dates, he or she must submit a written request for such an extension before the agreed submission date (other than in exceptional circumstances agreed by the Course Assessment Board).

3.
Students who wish to claim that either

i)
failure to attend an examination, or

ii)
failure to submit work by the agreed submission or extension date, or

iii)
poor performance in any element of the assessment

was due to illness or other extenuating circumstances must make such a claim in writing before the Course Assessment Board meets.  The written claim must be submitted to the appropriate course leader via the School Office of the School responsible for the course.  The written claim for failure to attend an examination must be received no later than five working days after the last scheduled examination on the timetable (other than in exceptional circumstances agreed by the Course Assessment Board).  The written claim for failure to submit work by the agreed submission or extension date must be received no later than five working days after the submission date (other than in exceptional circumstances agreed by the Course Assessment Board).  It is expected that requests for extensions are made before the agreed submission date (see E1.6.2).  A written claim relating to poor performance in any element of the assessment must be received as soon as possible after the event and no later than five working days after the hand-in date for the assessment concerned (other than in exceptional circumstances agreed by the Course Assessment Board).  Whenever possible, claims must be supported by independent evidence.  Students should also make it clear what action they are asking the Course Assessment Board to take.

4.
The claims that are submitted will first be considered by a panel of staff associated with the course.  That panel will consider the claims and make recommendations to the Course Assessment Board.

5.
When dealing with a claim for extenuating circumstances, the Course Assessment Board will not attempt to judge how a student might have performed in different circumstances with a view to awarding extra marks.  If a claim is recognised and the student has failed to pass, the normal remedy will be to allow a further attempt at the assessment(s) concerned.  The Course Assessment Board will take a recognised claim for poor performance into account when deciding a candidate’s classification.

E2.
REGULATIONS GOVERNING ASSESSMENT IN THE CREDIT ACCUMULATION AND TRANSFER SCHEME

E2.1
The award of credit

1.
Candidates are awarded credit at an appropriate Course Assessment Board for each module that they pass.  Where a student is an associate student and is not linked to a named course, Schools must make arrangements to assign responsibility for the award of credit to such students to an appropriate Course Assessment Board.  Subject to the provisos contained in E2.9 and E3.11.3 candidates may not be required to retake a module which they have passed.

2.
Candidates are not permitted to retake a module which they have passed with a view to obtaining a higher mark.

E2.2
Graded and non-graded modules

1.
Each module must have the status either of being graded or of being non-graded.

2
The classification of honours degrees must be calculated so that all Intermediate level modules carry a weighting of one and all Honours level modules carry a weighting of two.  All Honours level modules must be graded.  A maximum of 40 Intermediate level modules may be ungraded.  An exception to this rule will be permitted in the case of existing ungraded placement Intermediate level modules.  

3
Candidates who obtain an overall mark of 40% or more on a graded module will be deemed to have passed that module.  Candidates studying health related modules with a professional practice component, and for which Professional and Statutory Bodies have set a requirement that these be passed the following rule will apply:

1 Where the theory and practice components are 40% or above overall and the practice element has been passed, the credit will be awarded with the appropriate full mark and grade;

2 Where the theory component is 40% plus and the practice component has been referred the credit will not be awarded until the practice component has been passed and the full theory mark and grade will be awarded.

3 Where the theory mark is less than 40% standard University regulations will apply.

4 Where the theory component is 40% plus and the practice component has been failed the credit will not be awarded until the practice component has been passed and the full theory mark and grade will be awarded.

E2.3
Referral, failure and tutor re-assessment

1.
The decision as to whether the result should be declared as deferred, referred, condoned or failed lies with the Course Assessment Board.  These decisions apply to graded and ungraded modules.

2.
In graded modules candidates who achieve an overall mark within the range 30% to 39% will normally be referred by the Course Assessment Board.  Candidates who achieve an overall mark below 30% will normally be failed by the Course Assessment Board.  In the light of a candidate’s good overall profile of performance, a Course Assessment Board may require that a candidate who has achieved a mark below 30% should be referred – the nature of the re-assessment is at the discretion of the Course Assessment Board.  This should be recorded as an Approved Referral.

3.
Where a candidate fails a module the candidate will have to undertake a new and different full set of assessment activities, normally when the module is next offered.

4.
Tutor Re-assessment is where a candidate is given the opportunity to resubmit once a piece of work, other than a formal examination, and for it to be re-marked prior to the meeting of the Course Assessment Board.  The mark presented to the Course Assessment Board will be obtained from the resubmitted piece of work.

5.
A Tutor Re-assessment may only be applied when:

i) A candidate achieves a mark of between 0 and 39% in any assessment other than a formal examination;

ii) It is possible for the candidate to complete the work and for it to be submitted for marking before an agreed date before the end of the teaching period.

6.
A Tutor Re-assessment will not be offered to a candidate who fails to submit a piece of work for the original assessment.

7. The maximum mark for a successful Tutor Re-assessment will be 40%.

8. Assessments other than formal examinations should be marked and made available for return to candidates within three weeks of the submission date.

9.
Other than in the case of a Tutor Re-assessment, referred work can only be considered after the initial result has been formally published as a referral by a Course Assessment Board.  Assessment of referred modules must be completed by a standard time as specified in the University’s assessment timetable published by the Head of Registry.  Where a candidate is referred in a pre-requisite module the referred work should normally be assessed before the candidate starts the post-requisite module.  Where a piece of work submitted for Tutor Re-assessment attains a mark less than 40% and the candidate’s overall mark for the module is less than 40%, the Course Assessment Board will follow the regulations set out in  E2.3.2.

10.
When a graded module is passed following a referral, the grade recorded for the module should normally be no higher than 40% (grade D) regardless of the actual grade received.

11.
When an overall mark of less than 40% is obtained in a module following referral, the candidate will be deemed to have failed that module.

12.
If a student fails to attend an examination or to submit assessed work by the agreed submission date (after allowing for any extension that might have been granted) the Course Assessment Board will record a mark of zero, leading to failure in that examination or assessed work, unless it is satisfied that there are good grounds for treating the student differently.

E2.4
Condonement

1.
Condonement under this clause is not considered a right of all students but is a judgement made by the Course Assessment Board.  Condonement is not applicable to pre-foundation credits or to modules on some professional courses.

2.
The Course Assessment Board may determine that a student’s failure to meet the pass requirements for a module can be condoned in the light of overall performance in achieving the learning outcomes and educational aims of the stage as a whole.  Condonement may only be applied:

i)
to undergraduate awards and the Postgraduate Certificate of Education, and

ii)
to a module taken as a first assessment even if it includes an element of assessment that has been subject to a Tutor Reassessment, unless this is at the final stage of assessment, and

iii)
where an overall mark of at least 30% has been achieved in the relevant module, unless this is at the final stage of assessment, and

iv)
to a maximum of 20 foundation credit points and 20 intermediate and 20 honours credit points (the Course Assessment Board must not condone more than 20 credit points in any one stage of assessment), and

v)
where all other credit points taken as a first assessment in the current stage of assessment have been passed.

3.
In all cases where a module has been condoned, the credit for the module will be awarded, and the actual mark achieved will be recorded.

4.
Where a module has been condoned, the module will be accepted as a prerequisite for subsequent relevant modules.

E2.5
Initial reassessment of failed modules

1.
All candidates at whatever point in their course of study shall have the right, following an initial failure, to repeat and be reassessed once only (including, where appropriate, Tutor Reassessment and referral) in the failed module, provided that it is still possible to complete their course within the maximum specified period.

2.
Candidates may, following an initial failure in an optional module (and in accordance with the appropriate course regulations), choose to substitute a different optional module in preference to exercising their entitlement to reassessment.  For the purpose of these regulations, such modules will be termed substituted modules.  Candidates who elect to study substituted modules will, in so doing, sacrifice their entitlement to an initial reassessment in their failed modules.

3.
Timing of initial reassessments of failed modules

Initial reassessment of a failed module will normally take place when the module is next offered (subject to the provision of E2.3.3).

4.
In graded modules, the grade recorded on reassessment should, for the purposes of classification for honours, normally be no higher than 40% (grade D) regardless of the actual grade achieved.  The candidate’s transcript will record the grade awarded the reassessment.

5.
Failure to achieve an award

i)
Candidates who, after exercising their entitlement to initial reassessment, fail to achieve a pass in undergraduate modules totalling 60 credit points at any level or combination of levels, shall normally lose their right to count their existing credits towards any award on which they are enrolled and for which they have not yet become eligible.

ii)
Candidates who, after exercising their entitlement to initial reassessment, fail to achieve a pass in modules totalling 30 credit points at postgraduate level, shall normally lose their right to count their existing credits towards any award on which they are enrolled and for which they have not yet become eligible.

E2.6
Subsequent reassessment of modules

1.
Exceptionally and with the approval of the relevant Course Assessment Board, a candidate may be permitted, following failure in an initial reassessment of a module, to undertake a subsequent reassessment or reassessments.  This does not apply to modules on some professional courses.

2.
Where a candidate has failed the initial reassessment of a compulsory module, the relevant Course Assessment Board may refuse an application for a subsequent reassessment even though the candidate has not yet reached the limits of failure laid down in E2.5.5.

E2.7
Changed modules


Module assessment requirements may change from year to year.  A candidate who is reassessed may not demand reassessment using evidence and criteria which are no longer current in the module.  The appropriate assessment board may, at its discretion, make such special arrangement as it deems appropriate in cases where it is not practicable for candidates to be reassessed using the same assessment requirements as at the first attempt.

E2.8
Registration for modules

1.
Full-time undergraduate students will normally register for tuition in no more

than 120  credit points each year.  Full-time postgraduate students will normally register for tuition in no more than 180 credits.

2.
Full-time students shall be progressed from one stage to the next provided 100 credit points have been recorded in the previous stage.

3.
In exceptional circumstances, at the discretion of the Course Assessment Board, a student may be registered for tuition in 140 credit points or, in the case of a student who is repeating failed modules, for tuition in 160 credit points.

4.
Part-time undergraduate students will normally register for tuition in no more than 80 credit points per academic session.  Part-time postgraduate students will normally register for tuition in no more than 90 credit points per academic session.

5.
The responsibility for ensuring that module choices have been made and correctly recorded rests with the student.

6.
The Head of Registry will publish an annual timetable by which continuing and new students must record their modules for the academic session.

7.
Students do not have the right to change their module choices.  Exceptionally, a student may be allowed to change up to the end of the third week of the academic session.  However, to make such exceptional module changes, the student will need to obtain the express permission of the course leader and to complete all the necessary paperwork.  Students must note that any agreed change(s) can only be accommodated within the timetable slot(s) as originally allocated.

8.
A student is entitled to be assessed only in those modules on which he or she is formally enrolled.  If a student changes modules without seeking approval and/or without changing registration, any work in connection with such module(s) will not be formally assessed.

9.
If a student fails to confirm his or her recorded module choices, he or she will only be assessed in those modules which have been registered.

10.
If a student enrols for a module which is subsequently not taken, the Course Assessment Board will record a fail in that module.

E2.9
Registration for awards


Any specific credit accumulated by a candidate shall normally be deemed to be general credit if the candidate has not converted that specific credit into an award of the University within a period of six years following the award of the specific credit.

E2.10
The classification of Bachelor’s degrees awarded with honours

1.
In a course leading to the award of a Bachelor’s degree with honours, classification will be based on a numerical average of marks awarded in graded I and H level credits undertaken in a student’s course of study, with the best marks totalling 100 credits at each level being included in the calculation.  Subject to the provisions of E2.4, candidates must have achieved a pass mark in all modules.

2.
In calculating the numerical average for the Bachelor’s degree with honours, all H level credits counting to the calculation will carry a weighting of two and all graded I level credits counting to the calculation will carry a weighting of one (subject to the provisions of E2.2.2).

3.
In calculating the numerical average for the classified Master of Chemistry, the classified Master of Engineering, the classified Master of Science and the classified Master of Textiles, the credits for the H level modules will carry a weighting of two. All graded Intermediate level credits in the course will carry a weighting of one (subject to the provisions of E2.2.2).  The awards normally require an overall average of at least 50% in H level modules totalling between 120 and 180 credit points.

4.
In the case of a designated sandwich course, weighted marks attached to S level credits may also play a part in determining the classification of a degree with honours.  Such S level credits will be weighted at one.

5.
In a course leading to the award of a Bachelor’s degree with honours where the student has received accreditation for prior learning, subject to the provisions of E2.10.1 the classification will be based on a numerical average of marks awarded in graded I and 100 H level credits undertaken in the student’s course of study as a registered student of the University.  Subject to the provisions of E2.4, candidates must have achieved a pass mark in all modules.

6.
A Course Assessment Board may exercise academic judgement (including that relating to poor performance due to recognised extenuating circumstances) in determining classifications, and may also take account of a profile of the marks that have contributed to the overall numerical average.  Course Assessment Boards, subject to the provisions of C2.2.4, must be guided by the following mark bands in assigning classifications:

70% and above
First Class

60% to 69%
Upper Second Class

50% to 59%
Lower Second Class

40% to 49%
Third Class

E2.11
The classification of foundation degrees

1.
In a course leading to the award of foundation degree, classification will be based on a numerical average of the overall marks awarded at intermediate level, with the best marks totalling 100 credits at intermediate level being included in the calculation.  Subject to the provisions of E2.4, candidates must have achieved a pass mark in all modules.

2.
A Course Assessment Board may exercise academic judgement (including that relating to poor performance due to recognised extenuating circumstances) in determining classifications, and may also take account of a profile of the marks that have contributed to the overall numerical average.  Course Assessment Boards, subject to the provisions of C2.2.4, must be guided by the following mark bands in assigning classifications:

70% and above
Distinction



60% to 69%
Merit



40% to 59%
Pass

E2.12 Failure to meet the requirements for Master of Chemistry, Master of 


Engineering, Master of Interior Design, Master of Pharmacy, Master of Science and Master of Textiles


Where a candidate fails to meet the requirements for an enhanced undergraduate degree (MChem, MEng, MInt, MPharm, MSci or MText) the candidate will be considered for the award of a bachelor’s degree with honours.  This award will be subject to the provisions of E2.10 and will exclude marks awarded in graded H level modules taken in the final year of the enhanced undergraduate degree course.

E3.
ASSESSMENT BOARDS AND EXTERNAL EXAMINERS

E3.1
Appointment of assessment boards

1.
For every course of studies approved as leading to an award there must be an Assessment Board whose constitution and terms of reference accord with the approved regulations for the course and which includes the External Examiner(s) approved by the Senate.  The constitution of the Board may include provision for the appointment of subsidiary examination committees and the same Board may be responsible for more than one course of study.

2.
The assessment boards are appointed in accordance with procedures determined by the Senate and are accountable to that body for the fulfilment of their terms of reference.

E3.2
Student membership of assessment boards


No student may be a member of an assessment board or attend an examiners’ meeting other than as a candidate for assessment.

E3.3
Course Assessment Boards

1.
A Course Assessment Board will not change moderated marks brought before it but is responsible for:

i)
reaching decisions about the performance of candidates (passed, referred, deferred, condoned or failed) in modules based on the moderated marks brought forward to the Board,

ii)
confirming moderated marks,

iii)
making decisions (where appropriate) on extenuating circumstances relating to student performance both in particular modules and across an entire course,

iv)
(where appropriate) exercising quality control within modules and across courses to review the comparability and fairness of marks,

v)
making decisions about student progression between stages,

vi)
deciding on classifications and making recommendations for the conferment of awards,

vii)
exercising various discretionary powers.

No other body has authority to recommend conferment of an award, nor to amend the decision of an approved and properly constituted Course Assessment Board acting within its terms of reference and in accordance with the regulations for the courses of study.  A Course Assessment Board may, however, be required to review a decision or may have that decision annulled under the terms of E3.7.

2.
Course Assessment Boards may be responsible for either a single course or for two or more closely related courses which have a similar structure and a high proportion of common modules.

3.
The membership of each Course Assessment Board will be determined by the School Board and should normally comprise the Chair nominated by the Dean of School, the Course External Examiner(s), the course leader(s), module tutors (as necessary), staff teaching on modules, module leaders and a representative from outside of the department where the course is located.  

4.
The Chair, course leader and External Examiner should be in attendance for the Course Assessment Board to be quorate.  If the External Examiner cannot attend a module leader should attend in place of the External Examiner.  Where a University award is to be conferred an External Examiner should normally be in attendance.

5.
For September start courses the normal pattern of assessment will require a meeting of the Assessment Board in June/July and in September/October.

E3.4
Module Leaders

1.
The responsibility for managing the assessment of modules which are completed shall lie with the designated Module Leader.

2.
The Module Leader will be responsible for:

i)
the collation of marks,

ii)
oversight of all second marking and other moderation procedures required to ensure the full and proper assessment of student performance,

iii)
authorisation and arrangements for Tutor Reassessments in appropriate units of reassessment;

iv)
ensuring that the External Examiner has access to all necessary information and scripts to enable him or her to carry out full and proper moderation of students’ work on the module,

v)
ensuring that the External Examiner has detailed knowledge of the moderation processes undertaken by the module teaching team,

vi)
confirming a final and complete set of marks with the agreement of the External Examiner.

3.
Each School shall be responsible for ensuring that mechanisms are in place for ensuring that Module Leaders perform the tasks laid out above in 3.4.2.

E3.5
External Examiners

1.
External Examiners will be appointed in the first instance to modules on the basis of the relevance of their academic expertise.  External Examiners will also be assigned to one or more Course Assessment Boards.  As members of Course Assessment Boards, External Examiners will exercise both an oversight of students’ overall performance and carry out a responsibility for monitoring the comparability and fairness of the assessment processes for all the modules which comprise the Course, including the condonement of modules.

2.
The External Examiner will:

i)
undertake moderation and (where required) adjudication of student performance within modules,

ii)
assure the comparability of marks between the modules ascribed to him or her,

iii)
monitor the effectiveness of the processes used to moderate scripts, and, where necessary, make recommendations to improve or develop these processes.

3.
External Examiners need not be associated with the assessment of performance at Foundation level with the following exceptions:


i)
where foundation level modules lead to a University award – an 



External Examiner must be appointed to the course


ii)
when examining modules on foundation degrees.

4.
External Examiners should normally attend the Course Assessment Boards ascribed as their responsibility at which awards are due to be conferred.

5.
No recommendation for the conferment of an award may be made without the written consent of the approved External Examiner(s).

6.
On any matter which the External Examiner(s) have declared a matter of principle, the decision of those examiner(s) shall either be accepted as final by the Course Assessment Board or shall be referred to the Senate.  Any unresolved disagreement between External Examiners shall be referred to the Senate.

E3.6
Secretary of assessment boards


The Senate shall ensure that arrangements are made to appoint a secretary to each assessment board and shall require the secretary to maintain detailed and accurate records of the board’s proceedings.

E3.7
Appeal against a decision of an assessment board

1.
The Senate, or a body authorised by it to act as an Appeals Committee, may in the following circumstances require an assessment board to reconsider its decision:

i)
if a candidate requests such a reconsideration and establishes to the satisfaction of the Senate or Appeals Committee that his or her performance in the assessment was adversely affected by illness or other factors which he or she was unable, or for valid reasons unwilling, to divulge before the assessment board reached its decision.  The candidate’s request must be supported by medical certificates or other documentary evidence acceptable to the Senate or Appeals Committee;

ii)
if the Senate or Appeals Committee is satisfied on evidence produced by a candidate or any other person that there has been a material administrative error, or that the assessments were not conducted in accordance with the current regulations for the course, or that some other material irregularity relevant to the assessments has occurred.

2.
Disagreement with the academic judgement of an assessment board in assessing the merits of an individual piece of work or in reaching any assessment decision based on the marks, grades and other information relating to a candidate’s performance cannot in itself constitute grounds for a request for reconsideration by a candidate.

3.
If after reconsideration, in the circumstances detailed in E3.7.1ii), the assessment board does not modify its decision, the Senate may annul that decision if in its opinion due and proper account has not been taken of those circumstances.

4.
In cases of procedural or other irregularity, or where it is not possible to reconvene an assessment board, the Senate shall have power to annul a decision of the assessment board without making a prior request for reconsideration.  If an error or irregularity is found to have affected more than one candidate, the Senate may annul the whole assessment or any part of it.

5.
When a decision has been annulled it is the responsibility of the Senate to take action, including if necessary the appointment of new External Examiners, to ensure that recommendations are made to it in respect of the candidate(s) concerned by an approved assessment board.

6.
The Senate shall ensure that adequate permanent arrangements are established for dealing with any requests by candidates or with other evidence which may lead to the reconsideration or annulment of a decision.

E3.8
Viva voce examination


External Examiners have a right to examine any student viva voce in addition to the assessments specified in course regulations.  This form of assessment may only be used:

a)
to determine difficult or borderline cases; such additional assessment is used only to raise and not to lower a student’s marks;

b) as an alternative or additional assessment where valid reasons for poor performance have been established.

E3.9
Valid reasons for poor performance


If it is established to the satisfaction of an assessment board that a student’s performance has been adversely affected by authenticated extenuating circumstances (as identified in E1.6), the Board shall act under 1 to 4 below.

1.
A student who has failed to pass in this situation has the right to be reassessed as if for the first time in any or all of the elements of assessment, as specified by the Assessment Board.  If an assessment was itself a second attempt the student shall be permitted to resit as if for the second time.

2.
Where a Course Assessment Board is satisfied that there is sufficient evidence of the student’s achievement, or this evidence is subsequently obtained, the student may be recommended for the award for which he or she is a candidate, with or without honours, classification or Distinction as appropriate.  In order to reach a decision a Board may assess the candidate by whatever means it considers appropriate.

3.
An Aegrotat award may be recommended, where it is available, when the Course Assessment Board does not have enough evidence of the student’s performance to recommend the award for which the student was a candidate or a lower award specified in the course regulations, but is satisfied that but for illness or other valid cause the student would have reached the standard required.

4.
Before an award resulting from a recommendation under 2 or 3 above is conferred, the student must have signified that he or she is willing to accept the award and understands that this implies waiving the right to be reassessed under 1 above.

E3.10
Disability


If a student is unable, through disability, to be assessed by the normal methods, examiners may vary the methods as appropriate, bearing in mind the learning outcomes of the course and the need to assess the student on equal terms with other students.

E3.11
Cheating and plagiarism

1.
The Senate will establish procedures under which allegations that students have cheated or plagiarised will be investigated fairly and impartially with a view to establishing the facts.

2.
Where a case of cheating or plagiarism is suspected the assessment board will not reach a decision on the student's performance until the facts have been established.

3.
Where it is established that a student has cheated or plagiarised or otherwise sought to gain an unfair advantage the assessment board shall exercise discretion in a manner appropriate to the case.  This discretion shall include the right to deem the student to have failed part or all of the stage assessment concerned and to determine whether or not the student should be reassessed.

4.
In cases of confirmed serious plagiarism, students may be prevented from using accumulated credit for the purpose of accreditation of prior learning on other courses of study which lead to a higher award within the University.  The Assessment Board shall determine whether or not the student should be so prevented.

E4.
REGULATIONS ON EXTERNAL EXAMINERS


External Examiners are appointed to ensure that justice is done to the individual student, that appropriate standards of assessment are maintained, and that assessments are conducted in accordance with approved regulations.

E4.1
The rights and responsibilities of External Examiners in relation to modules

1.
The role of the External Examiner(s) is to advise the subject group with regard to standards and fairness of assessment and, when appropriate, to consider the results of individual students in the context of the University’s current regulations.

2.
In order to carry out these responsibilities, the External Examiner(s) must:

i)
be able to offer advice impartially without being influenced by previous association with the staff or any of the students;

ii)
be able to compare the standard of assessments with that of similar modules in higher education elsewhere;

iii)
comment on the set of assessment activities for any particular module, in the light of the need to ensure that all students are assessed fairly in relation to the module specifications;

iv)
have the right to inspect all forms of assessed work in line with paragraph C1.8.2;

v)
see the work of all students proposed for the highest grade and for failure, and samples of the work of students proposed to each other grade, in order to ensure that each student is placed fairly in relation to the rest of the cohort;

vi)
have the right to make recommendations with regard to the moderation of marks/grades awarded by internal examiners; 

vii)
have the right to conduct a viva voce examination of any candidate in line with paragraph E3.8;

viii)
comment on the way assessments are conducted, and share in developmental discussions with module teams where appropriate;

ix)
write a report, annually or more frequently if appropriate, which reflects upon their duties;

x)
report to the Chair of the Senate on any matters of serious concern arising from the assessments, which put at risk academic standards. 

3.
To carry out these responsibilities the External Examiner(s) must be:

i)
expert in the field of study concerned;

ii)
competent in assessing students’ knowledge and skills at higher education level;

iii)
impartial in judgement;

iv)
fully briefed on their role, in line with the University’s procedures (E4.3.7).

E4.2
The rights and responsibilities of External Examiners in relation to courses

1.
The role of the External Examiner(s) is to advise the Course Assessment Board with regard to standards and fairness of assessment and, when appropriate, to consider the results of individual students in the context of the University’s current regulations.

2.
In order to carry out these responsibilities, the External Examiner(s) must:

ì)
be able to offer advice impartially without being influenced by previous association with the course, the staff, or any of the students;

ii)
be able to compare in overall terms the performance of students with that of their peers on similar courses of higher education elsewhere;

iii)
be consulted about any proposed changes to the approved Course assessment regulations which will directly affect students currently on the Course(s);

iv)
be able to offer advice on progression and awards based on the agreed module grades and in the light of discussion at the Course Assessment Board;

v)
have the right to conduct a viva voce examination of any candidate in line with paragraph E3.8;

vi)
attend the meetings of the Course Assessment Board at which decisions on recommendations for award are made and ensure that those recommendations have been reached in line with the University’s regulations and normal practice in higher education;

vii)
participate as required in any reviews of decisions about individual students’ results during the examiner’s period of office;

viii)
write a report, annually or more frequently if appropriate, which reflects upon their duties;

ix)
report to the chair of the Senate on any matters of serious concern arising from the assessments, which put at risk the standard of the award.

3.
To carry out these responsibilities the External Examiner(s) must be:

i)
expert in one of the fields of study associated with the course;

ii)
competent in assessing students’ knowledge and skills at higher education level;

iii)
impartial in judgement;

iv)
briefed on their role, in line with the University’s procedures (E4.3.7);

v)
an External Examiner for a group of modules involved in the Course.

4.
All recommendations for the conferment of awards must be signed by the Chair of the Course Assessment Board and all External Examiner(s) present at the meeting.

E4.3
The appointment of External Examiners

1.
All External Examiner appointments must be approved by the Teaching and Learning Committee acting on behalf of the Senate.  An assessment board which does not include approved External Examiners is not authorised, subject to C1.8.2, to assess students for an award or to recommend the conferment of an award upon a student.

2.
The School Board must normally submit External Examiner nominations for approval by the Teaching and Learning Committee at least twelve months before the date of the first assessments with which the proposed appointee is to be associated.

3.
New External Examiners should take up their appointments on or before the retirement of their predecessors.  They should remain available after the last assessments with which they are to be associated in order to deal with any subsequent reviews of decisions.

4.
Normally, appointments will run from the September before the first assessments to the September after the last assessments.  The usual term of office will be one which allows the External Examiner to assess four successive cohorts of students; this will normally mean four calendar years but may be longer where, for example, in the case of a new course, the first output will not occur in the first year of appointment.

5.
External Examiners should not normally hold more than the equivalent of two substantial undergraduate appointments at the same time.

6.
In approving the appointment of External Examiners the Senate will be seeking to ensure that they will be competent and impartial.

7.
New External Examiners must be briefed on their task as soon as possible after appointment.  The briefing will cover as appropriate: the dates of meetings, their role in relation to the examining team as a whole, the learning outcomes of the course, the module specifications including the methods of assessment and marking scheme, the regulations for the course, and the University’s assessment regulations and requirements and conditions of award as set out in this handbook.

8.
Any decision to request termination of an appointment prematurely must be referred by the Dean of the School to the Pro Vice-Chancellor (Academic Affairs) in writing giving reasons for the request.  The Pro Vice-Chancellor (Academic Affairs) will advise the School and Registry of his/her decision. Registry will inform the External Examiner.

E4.4
Reports of External Examiners

1.
External Examiners are required to report promptly to the Senate at the end of each academic year on the conduct of the assessments and on issues related to assessment, including:

i)
the overall performance of the students in relation to their peers on similar courses/modules;

ii)
the quality of knowledge and skills (both general and subject specific) demonstrated by the students;

iii)
the overall standard of assessments;

iv)
the overall approach to teaching, learning and assessment as indicated by student performance;

v)
any other recommendations arising from the assessment.

2.
The purpose of the report is to enable the Senate to judge whether the course is meeting its stated learning outcomes and to make any necessary improvements, whether immediately or at the next review as appropriate.

3.
External Examiners have authority to report direct to the chair of the Senate if they are concerned about standards of assessment and performance, particularly where they consider that assessments are being conducted in a way that jeopardises either the fair treatment of individual students or the standard of awards.

E4.5
Courses which lie outside the CATS framework


The Senate may exceptionally give approval for the design of courses of study leading to awards of the University which lie outside the CATS framework.  In such cases an External Examiner(s) will be appointed and the functions of the Course Assessment Board will be discharged by a Board of Examiners for the course.

E.5
GRADING SCALES

E5.1
Modules in undergraduate courses

The following grading scale may be used as an alternative to percentages in connection with both the grading of modules at P, F, I, S or H levels and the determination of Honours degree classifications.

Published Grade
(% Mark)





(80 and above)

A - (Outstanding)
(75 - 79)


(70 - 74)





(67 - 69)

B - (Above Average)
(64 - 66)





(60 - 63)


(57 - 59)

C - (Average)
(54 - 56)


(50 - 53)





(47 - 49)

D - (Satisfactory)
(44 - 46)


(40 - 43)





(37 - 39)

R - (Refer)
(34 - 36)


(30 - 33)




F - (Fail)
(below 30)




G - (Fail due non-submission)
(0)

E5.2
Modules in postgraduate courses

The following grading scale may be used as an alternative to percentages in connection with the grading of M level modules.

Published grade
(% mark)




A - (Outstanding)
(70 and above)




B - (Above average)
(60 - 69)




C - (Average)
(50 - 59)




D - (Satisfactory)
(40 - 49)




R - (Refer)
(30 - 39)




F - (Fail)
(below 30)




G - (Fail due to non-submission)
(0)

Appendix 2 – University of Huddersfield Student Attendance Monitoring Policy

Students are expected to attend scheduled classes. To ensure that this happens more consistently than is presently the case, the following policy must be implemented by all academic tutors from 1 February 2002.

Student attendance must now be monitored systematically, which should include an auditable mechanism per module to cover any three-week period. 

Where a student has failed to attend a module for a period of three weeks, academic tutors must inform the person nominated by their course (whether course leader/year tutor/course administrator or whoever is allocated this responsibility) of this continuing absence. This policy also applies to modules that are serviced by another School. (The monitoring over three consecutive weeks is a minimum requirement and Schools may prefer to make the initial contact after one - or two-weeks absence in order to establish a more staged process). 

This nominated person must then check whether the absence extends to 2 modules or 30 credits worth of study across the course (whichever is the lower). There should be a pro-rata calculation for part-time students. 


Where such an absence occurs, the student must be contacted to discover why he/she is failing to attend adequately. If this student then fails to respond to this approach, the Dean must then send a standard University-wide letter, which states that unless the student responds within seven working days he/she will be deemed to have withdrawn from the University on the grounds of non-attendance. (In extreme cases, a student who responds to this letter by offering extenuating circumstances for the lengthy period of absence may attend a meeting, with the opportunity of being accompanied by a friend/family member, to present his/her explanation. If the explanation is accepted then a formal Restart interview can re-establish the student on the course of study).

Appendix 4  University of Huddersfield Partnership Statement

This statement sets out the University’s commitments to its students and its expectations from you in return.

We aim to provide you with full, accurate and timely information on our courses, facilities and services, and our policies, regulations and procedures in areas such as equal opportunities and diversity, assessment and examination arrangements, complaints, health and safety, and the standard of behaviour we expect from you.

We will:

· help you to gather sufficient information to select your course

· reply to all queries patiently, politely and efficiently

· operate a fair and timely selection procedure for all applicants

· send you clear and unambiguous letters setting out the conditions for admission

· invite you, if you have a disability, to visit us to discuss any special facilities that you may need

· try to provide an effective and flexible learning experience for you

· deliver courses that are well designed, relevant and quality-assured 

· provide appropriate course materials and learning resources

· carry out fair assessment that is quality-assured

· provide timely feedback on all coursework and inform you of your progress towards your award

· use external examiners to satisfy ourselves of the quality of our awards and the fairness and rigour of our assessment

· offer you information on the range of student services intended to support your learning experience, such as welfare, counselling, financial advice, careers advice, recreational facilities, health care, and spiritual and pastoral support services

· seek and listen to your comments to improve the courses we deliver

· deal with complaints and appeals against results fairly and efficiently, in confidence and without bias

· provide opportunities for you to participate or be represented in our decision-making processes.

We ask you to make yourself aware of relevant details of our courses, facilities and services, and observe our policies, regulations and procedures in areas such as equal opportunities and diversity, assessment and examination arrangements, complaints, health and safety, and the standard of behaviour we expect from you.

We ask you to:

· satisfy yourself that your selected course meets your needs and aspirations, and, if not, to seek advice from your tutors

· provide us with accurate information about yourself and, if you have a disability, any special facilities you need to support your studies

· keep appointments for interviews and reply to letters promptly

· make the most of the learning opportunities offered to you by:

· studying diligently and organising yourself effectively

· attending classes punctually and regularly

· taking part in additional activities as required

· meeting commitments and deadlines

· contributing actively to tutorials, seminars, practicals and fieldwork , and always producing your best work

· submitting assignments (which must be your own work) on time

· entering for and attending the relevant examinations

· informing tutors immediately if you are experiencing difficulties so that we can offer you advice

· acting on feedback given by tutors

· make the most of the opportunities that exist for you:

· to become involved in the University decision-making processes

· to take an interest in the affairs of the Students’ Union

· to offer feedback on your learning experience

· to make use of the range of support services and staff available to you, should you encounter problems or difficulties

· treat all your fellow students and members of staff with mutual respect

· be an ambassador for the University.

