UNIVERSITY REGULATIONS FOR ASSESSMENT

Updated with changes agreed by Academic Board July 2008

1.
NOTICE OF ASSESSMENT REGULATIONS AND ARRANGEMENTS
1.1
Each student shall be given, on commencement of his or her programme, the University Regulations for Assessment, and the appropriate programme regulations.

1.2
It is the student’s responsibility to ensure that they are familiar with, understand and abide by the University Regulations for Assessment, and any other published regulations pertaining to the relevant Scheme or course.

1.3
The University will publicise, and provide reasonable notice of, assessment requirements.  It is the student’s responsibility to ensure that they obtain the information they require in order to present themselves for assessment.

2.
CANDIDATE ASSESSMENT, PROGRESSION AND AWARDS
2.1
All matters related to student assessment, progression and awards are the responsibility of the Board of Examiners for the programme concerned, acting under the authority of the Academic Board.

2.2
Students are required to submit themselves to formal examination at times specified by the Board of Examiners or other appropriate University authority.  Absence or non-submission of scripts may result in failure as determined by programme regulations.

2.3
The language used for all assessments will be English unless otherwise approved at initial validation, or through the procedures in place for amendments to assessment methods.

2.4
Students shall also submit coursework as determined by programme assessment.  Non-submission may result in failure as determined by programme regulations.

2.5
A student shall not normally progress from one stage of a programme to the next until the Board of Examiners is satisfied that the student is eligible so to proceed as determined by programme regulations.

2.6
Examiners will exercise academic judgement on matters of student assessment, guided by relevant learning outcomes and assessment criteria published in Scheme, Course and module documentation.  In exercising their judgement, Examiners may penalise any work where the standard of English, numeracy or presentation adversely affects the quality of the work, or where the work submitted exceeds the published size or time limits, or where the work fails to follow normal academic conventions for acknowledging sources.  These criteria may be applied in addition to the published assessment criteria specific to any particular assessment task.

2.7
The remit and powers of Boards of Examiners are laid down in approved regulations.  Boards of Examiners will exercise academic judgement on matters of student assessment, progression and awards.  In exercising this judgement Boards may--in exceptional circumstances--employ reasonable discretion in arriving at a decision which is the result of a legitimate interpretation of regulations.  At Course level, such decisions must have the approval of the Chair of the appropriate Scheme Board of Examiners.  At Scheme level, such decisions must be notified to Academic Board through the annual report of the Scheme.

2.8
The University reserves the right to amend or withdraw an award made to a student if, in its judgement, there are appropriate grounds for it to do so.

2.9
In the case of students with special needs, such arrangements for assessment as are necessary and appropriate may be approved in accordance with appropriate University procedures (see also Appendix G: Code of Practice on Assessment of Disabled Students).

2.10
Decisions as to the award of credit for prior or concurrent learning against awards of the University are the responsibility of Boards of Examiners.  The procedures for claiming and approving accreditation for prior or concurrent learning are published in the Guide to Accreditation of Prior Learning.

3.
OPPORTUNITIES FOR REASSESSMENT
3.1
Programme regulations shall specify the provisions and conditions which shall be made for a student to seek to retrieve an initial failure by reassessment.

3.2
In the case of failure at a first reassessment the Board of Examiners, acting in accordance with any provisions made by programme regulations, may exceptionally determine one further reassessment together with the conditions to be applied.

3.3
Where successful reassessment has taken place, programme regulations should specify whether there are any restrictions on the maximum mark to be gained.

3.4
Students should note that re-assessment may not be permitted under the regulations of some external awarding bodies.

4.
PUBLICATION OF RESULTS
4.1
The proceedings of a Board of Examiners are confidential and may not be disclosed except as provided by these assessment regulations or as required by legislation.

4.2
Assessment results shall accordingly be disclosed to each student in the following terms:

a)
the confirmed decision on the overall result;

b)
the consequences following from that decision as agreed by the Board of Examiners.

4.3
The University will disseminate results of assessment by means publicised to students in advance.  It is the student’s responsibility to ensure that they obtain their results and, where required, take action to address any outstanding issues, including reassessment (collecting information on and completing reassessment).

4.4
A student - on his or her own initiative - may request feedback on the major contributory factor(s) to a fail.  Receipt of such feedback does not, in itself, guarantee that any future reassessment will be successful.

5.
ACADEMIC APPEALS
5.1
Introduction

5.1.1
A student shall have the right to appeal once against a decision of a Board of Examiners.

5.1.2
Before considering whether or not there are grounds for appeal, it is essential that the student consults with the Chair of the appropriate Board of Examiners, or a delegated representative, to see if any informal resolution of the matter can be achieved.

5.1.3
Students should be assured that they will not suffer any disadvantage or recrimination as a result of making an appeal in good faith.

5.1.4
For collaborative programmes undertaken in or with a partner institution, but where academic authority lies with the University, a variation of the following procedure may exist.  However, the procedures will meet the University’s general principles governing appeals, and will be in line with the Precepts of the QAA’s Code of Practice for Academic Appeals and Student Complaints on Academic Matters.

5.1.5
Where an academic appeal is related to the award of an external body, these procedures may be subject to reasonable variation to conform with the regulations of that body.

5.2

Advice and Guidance
5.2.1
Independent, non-judgemental advice on these procedures is available from:

5.2.1.1
the Academic Registrar who can advise students on the application and operation of the regulations;

5.2.1.2
Officers of the Students’ Union who can provide support for students who are considering submitting an academic appeal.

5.3

Grounds for Appeal

5.3.1
The basis for an academic appeal shall be either:

a) that, at the time of the assessment, there existed circumstances which adversely affected the student’s performance which, for the most exceptional reasons, the student was unable to communicate to the Board of Examiners before it reached its decision.  In making such a case, the student shall provide valid documentary evidence where appropriate.  Other than in exceptional cases, retrospective medical certification will not be accepted as valid;

b)
that there has been an administrative error or procedural irregularity during the conduct of the relevant assessment of such a significant nature as to have materially affected the approved grade or mark awarded.

5.3.2
Disagreement with the academic judgement of a Board of Examiners in assessing the merits of an individual piece of work or in reaching any assessment decision based on the marks, grades or other information relating to a student’s performance, cannot in itself constitute grounds for an academic appeal.

5.3.3
The University has established procedures for complaint and redress which may arise during a programme of study and expects these to be resolved as and when they occur.  In this context, alleged inadequacy of tuition or any other arrangements during the programme of study will not constitute grounds for an academic appeal unless there are exceptional reasons for the matter not to have been raised until after the assessment had been completed.

5.4
Procedure for the Consideration of an Academic Appeal

5.4.1
If, after consulting with the Chair of the Board of Examiners or his/her representative, the student wishes to proceed with an appeal, the student must:

a) within 10 working days of the publication of the results, give notice in writing to the Academic Registrar of his/her intention to appeal, stating the grounds for appeal.

b) Within a further 10 working days, submit a written case in full to the Academic Registrar using the proforma available on the University website or from the Academic Registry, which must be accompanied by appropriate documentary evidence to support the grounds for appeal.

5.4.2
Notification of the appeal will be communicated to the Chair of the Board of Examiners by the Academic Registrar, who will request any comments or other relevant information which may assist the Appeals Advisory Group in consideration of the case.

5.4.3
An Appeals Advisory Group consisting of the Pro Vice-Chancellor, the Academic Registrar and the President of the Students’ Union will meet at the earliest opportunity to discuss the appeal and will offer advice to the student as to whether it considers there to be a  prima facie case for appeal.

5.4.4
On receipt of advice from the Appeals Advisory Group, and in cases where a student decides to proceed with an appeal, the student must notify the Academic Registrar in writing within 10 working days.  No further documentation will be required from the student unless he/she feels that there exists documentary evidence which would assist the Academic Appeals Committee in reaching a decision.  Such other evidence must accompany the written notification.

5.5
Establishment of an Academic Appeals Committee

5.5.1
When a student decides to proceed with an appeal, the case will be considered by an Academic Appeals Committee which shall be a sub-committee of the Academic Board.

5.5.2
An Academic Appeals Committee shall comprise

· a Chair (identified by the Academic Registrar from amongst the senior members of staff of the University);

· two academic staff who are not members of the relevant Board of Examiners, one of whom should normally be a member of Academic Board;

· one student member nominated by the Students’ Union, who has no connection with the appellant or the academic programme involved, and has not been involved in advising the student (as in 5.2.1.2);

· the President of the Students’ Union (non-voting) and the Academic Registrar (non-voting Secretary);

5.5.3
The Academic Registrar will identify the staff membership of the Academic Appeals Committee.

5.5.4
The Academic Registrar will arrange for the hearing of the appeal at the earliest opportunity and provide adequate notice and relevant papers to all participants.

5.5.5
All papers presented to the Academic Appeals Committee will also be provided to the appellant and the Chair of the relevant Board of Examiners or his/her representative.

5.5.6
The appellant will be invited to attend the hearing accompanied by a friend, if he or she so wishes.  The student must confirm the name and status of the person accompanying them in writing to the Academic Registrar no less than four working days before the hearing.

5.5.7
The Chair of the Academic Appeals Committee will decide how the committee will proceed with an appeal in the voluntary or unavoidable absence of the appellant, and whether or not it will permit a proxy to be nominated to represent the appellant.

5.6
Procedures of the Academic Appeals Committee

5.6.1
A quorum will be three voting members including the Chair.  A formal record of the meeting shall be kept by the Academic Registrar or nominee.

5.6.2
The Chair will provide the Committee with an initial briefing.

5.6.3
The student will be invited to join the meeting and to present a case. If the student is accompanied by a friend, the friend may speak on behalf of or otherwise represent the interests of the appellant but may not give evidence except on matters of which he/she has direct knowledge. Members of the Academic Appeals Committee will be invited to ask questions for clarification.

5.6.4
The student, and where in attendance, the friend, will be asked to withdraw.

5.6.5
The Chair of the Board of Examiners and other appropriate members of academic staff will be invited to join the meeting and make an initial statement on behalf of the Department/Faculty.  Members of the Academic Appeals Committee shall be invited to ask questions of clarification.

5.6.6
The Chair of the Board of Examiners and other appropriate academic staff will be asked to withdraw.

5.6.7
The Committee may call any other members of staff or students it considers might assist it in reaching a decision.  Any such persons shall be notified in advance of the meeting.

5.6.8
The Committee will consider the evidence and reach a decision.  The possible outcomes of the hearing are:

i) the appeal is dismissed

ii) the appeal is upheld and the Committee recommends reconsideration by the Board of Examiners

Considerations of the Committee will be confidential and, where necessary, its decision will be reached by ballot.  The Chair will have a casting vote in the event of a tie.

5.7
Procedures following a meeting of the Academic Appeals Committee

5.7.1
The student will be informed of the result of the appeal by the Academic Registrar in writing and normally within five working days of the meeting.

5.7.2
The decision of an Academic Appeals Committee will be communicated to the Chair of the Board of Examiners at the same time as the student is informed.

5.7.3
In the event of a successful appeal the Board of Examiners will be advised by the Academic Appeals Committee that it considers there are prima facie grounds for reconsideration of the original decision and the Board of Examiners will be required to reconsider its decision.

5.7.4 If the Board of Examiners declines to modify its decision, Academic Board will consider the circumstances and may nevertheless annul that decision if, in its opinion, due and proper account has not been taken of all relevant factors.  The Academic Board would not make an academic judgement on the standard of student work, but may agree new arrangements for the assessment of the student.  The academic judgement of student work remains a matter for the Board of Examiners.  Revised assessment arrangements that might be made by the Academic Board include, inter alia, requiring the Board of Examiners:

· to assess the student as if for the first time, or
· to determine the total result for the module from performance in other element(s) of assessment.

5.7.5
The Office of the Independent Adjudicator (the OIA) provides an independent scheme for the review of student complaints and appeals.  When the University’s procedures for dealing with complaints and appeals have been exhausted, the University will issue a Completion of Procedures letter.  Students wishing to avail themselves of the opportunity for an independent review by the OIA must submit their application to the OIA within three months of the issue of the Completion of Procedures letter.  Further details about the OIA are available from the Academic Registrar or the Students’ Union or from the OIA website at www.oiahe.org.uk

5.7.6
On an annual basis the Academic Registrar will present a report to Academic Board containing an anonymised analysis of formal academic appeals which details:

· the number and nature of the appeals considered and the outcomes thereof;

· an analysis of appeals by minority group, gender and disability based on information supplied at registration.

6.
MITIGATING CIRCUMSTANCES AND AEGROTAT AWARDS
6.1
It is the responsibility of the student to communicate to the Chair of the relevant Board of Examiners valid evidence of mitigating circumstances that may adversely affect, or may have adversely affected, the student’s performance in any form of assessed work.

6.2
The student will ensure that, wherever possible, such evidence is in documentary and independently substantiated form.  The student should ensure that it is provided at the earliest opportunity, and in no case later than the meeting of the Board of Examiners.  Separate documentation must be provided for each separate meeting of the Board of Examiners.

6.3 
The Chair of the relevant Board of Examiners will ensure that such evidence is drawn to the attention of the Board of Examiners at it first appropriate meeting.

6.4
If the Board of Examiners establishes that the student’s absence, failure to submit work or poor performance was due to proven illness or other cause, found valid on production of acceptable evidence as detailed in 6.1 to 6.3 above, the student will have the right to re-present for assessment as if for the first time (or as if for the second time if the assessment affected by circumstances is a second assessment), in such a manner as the Board of Examiners deems appropriate.

6.5
If the mitigating circumstances are not accepted by the Board of Examiners, the mark obtained by the candidate must stand.  A Board of Examiners does not normally have the discretion to adjust marks as a result of cases of mitigating circumstances.  However, should a Board wish exceptionally to propose such an adjustment, the approval of the Chair of the appropriate Scheme Board of Examiners must be obtained.

6.6
In the case of examinations, students attending with medical certification will be asked if they wish to take the examination as a 'first sit', in which case they would not submit medical evidence of mitigating circumstances.  A student should not both sit an examination and submit a medical certificate.

6.7
Where the Board of Examiners judges that for the most exceptional reasons (such as severe illness) the student will be unable to present themselves for assessment or reassessment at  a later point, but is nevertheless satisfied that the student would have qualified for the award for which he or she was a candidate had it not been for valid cause, an aegrotat award (without Honours classification) may be offered.

6.8
Before confirming an aegrotat award, the Board of Examiners will ensure that the student, or their representative, has signified willingness to accept the award and understands that this implies waiving the right conferred under 6.4 above.

6.9
In the case of a student who has died, a Board of Examiners will make a recommendation for a posthumous award.  In making such a recommendation, the Board will take into account the normal requirements for awards.  Aegrotat regulations apply when a student has not completed the normal requirements for an award.

7.
ERRORS OF ATTRIBUTION AND ASSESSMENT OFFENCES
7.1
A student’s work submitted for assessment is expected to be their own.  Examiners may penalise any work that does not follow normal academic conventions for acknowledging sources.

7. 2
Errors of Attribution
7.2.1
Errors of Attribution are minor irregularities of a technical nature which infringe academic conventions, but which would not normally mislead a reader as to the source of the material being presented.  Examples include: placing a direct quotation into quotation marks but failing to cite the source at the end of the quotation; submitting an essay with references in the text but no reference list at the end; failing to acknowledge authorised collaboration such as the members of the group in group work assessment; failing to reference properly material drawn from work previously presented.  These technical errors would not normally mislead a reader into believing that, for instance, words written by someone else might actually be the words of the student.  Since they are minor irregularities of a technical nature, they do not come under the category of Assessment Offences.

7.2.2
Errors of Attribution diminish the quality of the assessed work and will therefore result in the award of a lower mark.  Errors will normally be identified in the assessment feedback.

7.2.3
No additional information or evidence relating to the case will be considered, sought or accepted in mitigation.

7.3
Types of Offence
A student’s work submitted for assessment is expected to be their own.  Practices that compromise this principle include:

· plagiarism, which is defined as the unacknowledged use of the work of others.  This means that students must not copy, closely follow, paraphrase or present another’s work as their own without acknowledgement.  Material that must not be treated in this way includes, amongst other things, books, journals, the internet or other electronic sources, audio-visual resources, photographs, corporate literature, the work of other students, and any other material prepared by another individual but presented as if it were the student’s own

· unauthorised collusion, which is defined as either working with other students to such an extent that the submitted assessments are similar or identical; or collaboration with one or more other persons to produce work which is then submitted as the work of one individual.  Students must not extend authorised collaboration in group work to unauthorised collaboration with anyone outside the group.  Within higher education, learning does not take place in isolation and is often a collaborative process.  Such collaboration is a valuable component of the learning process.  In assessment, however, it is important that the submitted work is that of the individual student, or a defined group of students, depending on the assignment set;

· re-presentation, which is defined as the submission of work presented previously or simultaneously for summative assessment at this institution or elsewhere.  This means that work, or any substantial part of a piece of work, must not be submitted for assessment on more than one occasion unless authorised in writing by the Module Tutor.  The definition does not apply to formative submissions, for example drafts submitted for comment; neither does it apply to previous submissions that failed to achieve academic credit.  A student is normally permitted to refer to their own previous work in subsequent assignments, provided full references are given;

· fabrication, which is defined as the invention of data or other information for use in an assessment.  This means that students must not invent or manufacture data, references, or other material and present them as bona fide products of empirical research;

· impersonation, which is defined as the attempt to gain an unfair advantage in assessment through means of false identification.  This means that students must not permit another person to undertake an assessment on their behalf, or themselves undertake an assessment on behalf of another student;

· cheating in examinations, which is defined as the attempt to gain an unfair advantage by the use of dishonest means in an invigilated examination or test.  This means that students must not communicate with, or copy from, another student, or introduce information from written, printed or electronic sources into the examination location unless this is approved as part of the rubric of the examination.

7.4
Assessment Offences
7.4.1
Where it appears that the student has committed an offence of the types described in 7.3 above, the Faculty Academic Conduct Officer or their nominee will invite the student to an Investigative Interview.

7.4.2
The invitation will be issued using a standard letter that will inform the student of the investigation and will include details of:

· the module(s) and assessment(s) being investigated

· the type of Breach(es) suspected

· the availability of the evidence leading to this suspicion of Breach, and the means of access to that evidence

· in cases to which 7.4.8 applies, the student will be informed that non-attendance or failure to answer questions may result in adverse inferences being drawn

· the possible penalties

· the date, place and time of the investigative interview

· the option (if appropriate) of a face-to-face, video or telephone interview

· the standard agenda

· the right of the student to have one friend or adviser present at the interview—this person must not be a legal representative
· the right of the student to seek advice from the Students’ Union.

7.4.3
Any other contact with the student, or their friend or adviser, concerning this matter, including informal interview by any member of academic staff, shall be prohibited.  A student seeking support or advice should contact the Students’ Union or other non-academic adviser.

7.4.4
The Investigative Interview shall be chaired by the Faculty Academic Conduct Officer or their nominee (not the relevant Module Tutor or Course Leader).  The student is entitled to be present and may bring one friend or adviser, who must not be a legal representative.  The Module Tutor and Course Leader shall also normally be present.  A Faculty Administrator may also be present.

7.4.5
The Investigative Interview shall follow a standard agenda, comprising:

· introductions

· explanation of the purpose of the interview

· details of the alleged Offence (normally presented by the Module Tutor)

· the student’s response (if they so choose)

· questions from the Chair, to clarify any points

· the student’s adviser’s comments (if the student so chooses)

· the Chair’s summary of the facts and views expressed

· where appropriate, advice on how the student should conduct themselves in future to avoid repetition of the alleged Offence

7.4.6
The purpose of the Investigative Interview is for the Faculty Academic Conduct Officer:

· to establish and record the case against the student and the student’s response;

· to come to a judgement, on the balance of probabilities, as to whether an Assessment Offence has been committed;
· to make a recommendation to the Assessment Offences Board of Examiners on the action to be taken.

7.4.7
Where the alleged Offence concerns Unauthorised Collusion, a series of interviews with all students involved may be required to come to a judgement on the conduct of individual students.

7.4.8
Where there is doubt as to the provenance or authenticity of material presented for assessment, the student may be questioned on the details of the work during the investigative interview.  The Chair may require the student to present their research notes, raw data or other materials which they claim as the basis of their work submitted for assessment.  The Chair may also seek further information via third parties both within and outside the University.  In this instance, non-attendance at, or failure to answer questions during, the investigative interview may result in adverse inferences being drawn against the student.
7.4.9
If the student does not attend the interview, the Faculty Academic Conduct Officer will conduct their investigation on the basis of the information available, including the case made by the Module Tutor and Course Leader.  

7.4.10
Following the interview, and normally within two working days, the Chair shall produce a Report on the Investigative Interview, following a standard format.  A copy of the Report shall be made available to each person entitled to be present at the interview.  The Report will include a recommendation to the Assessment Offences Board of Examiners.

7.4.11
The Report shall be forwarded to the Assessment Offences Board of Examiners. The Board shall confirm or overturn the recommendation.

7.4.12
Where the Assessment Offences Board of Examiners determines that a Breach of the University Regulations for Assessment has occurred, the penalties shall be:

· First Offence, logged on the student’s record as a formal Caution only, the work marked according to the published assessment criteria, and the material deemed to have been presented in breach of the University Regulations for Assessment deleted;

· Second Offence, logged on the student’s record, with a loss of all marks for the module and a grade of BR recorded;

· Third Offence, with a loss of all marks for the module and a requirement to withdraw from the programme and from the University and a grade of BR recorded.
7.4.13
Assessment Offences Board of Examiners will determine the category applicable to each student, and will implement the appropriate penalty.  Decisions will be notified to the student, and to the relevant Course and Scheme Boards of Examiners.

7.4.14
The only basis for an appeal against a decision of the Assessment Offences Board of Examiners is: that there has been an administrative error or procedural irregularity during the conduct of the relevant investigation of such a significant nature as to have materially affected the decision of the Board.   See Section 5 of these Regulations.
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