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1 WELCOME AND INTRODUCTION TO UEL
To include: 

a) Very general welcome/introduction to
1.  UEL

2.  UELconnect

3. the Academic School 

4. the programme 
It should also include a brief reference to UEL’s Equality and Diversity Policy (web reference for which is available in Appendix A)

2 INTRODUCTION TO YOUR PROGRAMME




To include: 

a) Awards that programme may lead to:

 
For example

1. BSc or BA

2. Diploma

3. Associate Certificate (unnamed)
4. Certificate

b) Typical programme duration:

 
For example

1. BSc or BA = up to X years

2. Diploma = up to X years

3. Associate Certificate = up to X years

4. Certificate = up to X years

c) Brief explanation of mode of study, i.e. distance learning and flexible study

d) Programme aims and objectives

e) Details of relevant employers’ involvement in the development of the programme

f) Programme learning outcomes

g) Core and Option Modules

h) Professional body accreditation or the Sector Skills Council  (where applicable)

i) Programme structure diagram, ( to include stepping off points for intermediate awards, and, if applicable, rationale for the order of modules)
j) Web link to the programme specification

k) Welcome  to the programme –a brief introduction to students covering all aspects of the programme prior to their commencement
3 KEY STAFF: STAFF ROLES AND CONTACT DETAILS 
To include: 

a) Relevant Dean of Schools 
(UELConnect and the Academic School) 

b) A list of key academic staff

1. Module Leader
The role of the Distance Learning Module Leader is to:

Module delivery

· Welcome students to the module, via UEL Plus.

· Be responsible for day to day academic management of the module.

· Where appropriate, co-ordinate other tutors on the module.

· Ensure that there is always tutorial provision for the module (at holidays times etc).

· Log in to UEL Plus at least three times per week:

· Monitor student discussions in the online forums, providing advice or feedback where necessary.

· Ensure students’ academic queries are dealt with within 5 working days.

· Mark and return formative assessment submissions within 14 days.

· Support student advisors in the provision of student support and counselling as required.

· Where appropriate, provide additional material to students to aid them in their learning.

Module assessment

· Set the assessment tasks for the module and to ensure that the assessment tasks, assessment outputs (student coursework, exam scripts etc) are prepared and marked according to the Assessment Policy within the deadlines laid down (in particular that final marks are available for data entry within the deadlines specified by the School).

· Provide all necessary documentation for external examiners.

· Where appropriate co-ordinate team assessment.

· Be a member of the Field Assessment Board.

· Bring to the attention of SDEL, any aspect of assessment provision or marking process for the module which is in need of review, and work with SDEL to resolve any problems

· Supply feedback to students on general examination performance and any problems identified.

Quality assurance, enhancement and standards

· Provide information and reports as required on the module for internal committees, boards and our Review and Enhancement Process.

· Receive and analyse a copy of all raw data from student module questionnaires from the distance learning manager.

· Provide a module report to the distance learning manager following each assessment point, which will include:

· Analysis of student results and questionnaires

· A review of the learning material

· Maintain a current version of the module specification.

Other duties

· Be a member of the Field Committee.

· Be a member of any Programme Committee where the module is core to the programme.

2. Programme Leader 
The role of the Programme Leader is to:

· Establish the Programme Committee and chair Programme Committee meetings (minimum 2 per year)

· Specify the programme admissions criteria and oversee the student admissions process as appropriate

· Coordinate the assessments process and liaise with external examiners

· Assist in identifying staff development needs in relation to the delivery of the programme

· Ensure information made available to students is appropriate and relevant, for example through annual review of student handbook(s)

· Encourage colleagues in innovation in teaching and learning strategies and curriculum development within the programme

· Provide, in conjunction with the Distance Learning Student Advisor, student advice and guidance after the School Award Board

· Support student advisors in the provision of student support and counselling

· Coordinate the briefing and writing of summative assessments

· Set and communicate marking deadlines

· Work to enhance the quality of the student experience

· Advise and support the SDEL and academic team as required

3. Field Leader 

      A list of key non-academic staff within UELconnect
4. Distance Learning Student Advisor 
Your main point of contact with us will be the Distance Learning Student Advisors. They will welcome you to the programme, assist you in planning your academic workload, provide you with guidance on managing deadlines or overcoming barriers to achieving study goals and direct you to the appropriate administrator for any administrative problems. We strongly encourage you to contact a Distance Learning Student Advisor about any matter relating to your studies on distance.learning@uel.ac.uk. 

The role of the Distance Learning Student Advisor is to: 

· Welcome you to the programme

· Orientate you to our learning support services

· Act as your first point of contact for customer service functions

· Respond to e-mail and telephone queries (directing you to administrators and academic tutors as required, and ensuring these are actioned)

· Monitor activity in UEL Plus and take action as required, and update the Student Community area on UEL Plus

· Discuss with you your progress and self assessment

· Collect feedback on your modules

· Monitor your performance on all modules and liaise with Module Leaders / academic tutors where appropriate

5. Distance Learning Administrator
The role of the Distance Learning Administrator is to:

· Be responsible for the administration of the programme.
· Resolve issues relating to online exam timetables, administrative forms, key dates or deadlines, missing 
postal items or fee information.

6. Academic Manager

The role of the Academic Manager is to:

· Coordinate the recruitment and training of external staff (Module Leaders and Tutors)

· Coordinate communication between the xxx School, UELconnect, external academic team and others involved in the programme

· Coordinate second marking of assessments

· Ensure that the programme meets required UEL quality standards and relevant external standards

· Ensure that other members of the team provide the required level of service to our distance learning students

Where possible, include names of members of staff undertaking these roles
4 
TECHNICAL REQUIREMENTS

To include: 

a) UEL Plus
We make extra resources available to you through our online student community, through a web application called “UEL Plus”. When you enrol, we will send you a login ID and password for UEL Plus. To ensure privacy and security, it is essential that you keep your password private and that you do not share your login details with other students.

As a member of our online community, you can:

· Submit queries to your module tutor or your student advisor.

· Share information and engage in discussions with your fellow students.

· Access additional resources that we provide.

· Tell us what you think of us, through our student surveys.

We provide a number of online guidance notes and UEL Plus tutorials.

If you have problems logging in to UEL Plus, or if you do not have access to the correct sites, contact us at distance.learning@uel.ac.uk. 

b) Minimum End User IT Specifications

c) Recommended Broadband Access

d) Addition technology
e.g. Webcams, Microphones, Home Experiment Kits, Scanner, Mobile Technology
e) Contact details for technical support

5 NON ACADEMIC STUDENT SUPPORT

To include:

a) Arrangements for student module registration

b) Arrangements for password to UEL Direct and UEL Plus

c) Arrangements for materials despatch

d) Arrangements for student cards

e) Arrangements for student support (Distance Learning Student Advisor)
including contact details
f) Arrangements for administrative support (Distance Learning Administrator)
including contact details
g) Reference to the Distance Learning Academic Framework regulations for the  programme (provide web link, which is also provided in Appendix A))

h) Details of how students should communicate change of contact details

i) Students’ Union
j) Reference to the Distance Learning Student Charter
k) Reference to any other support offered

6 MODULE SPECIFICATIONS

To include all module specifications for the programme
7 LEARNING, TEACHING AND ASSESSMENT

To include: 

a) Details of teaching and learning approaches

b) Level of Interaction with tutors and other students.
c) Details of learning resources including (where relevant)

a. Study Guide

b. Textbook

c. Reading Pack

d) Reference to the Distance Learning Student Charter
e) Reference and web link to Skills Curriculum if undergraduate programme
f)  Summative and Formative Assessment 

g) Assessment criteria or reference to where this information can be found in the module guides. 

h) Details of assessment arrangements, 

1. Administration and timing of assessment 

2. Academic misconduct and plagiarism

3. Turn It In 

4. Guidelines to assessment deadlines

5. Assessment submission

6. Assessment marking and feedback and anonymous marking
7. Assessment Boards

8. Notification of results

i )Exams in British Council Offices

j) Reference to Appendix C containing information on Academic Misconduct and  Plagiarism 

k))Reference to: http://www.uel.ac.uk/lls/index.htm
 (also detailed in Appendix A) which provides full information on referencing and the avoidance of plagiarism
The electronic version of “Cite Them Right: the essential referencing guide” 8th edition, will be available from September 2010. It can be accessed whilst via UEL Direct. The book can only be read online and no part of it can be printed nor downloaded.
l )Reference and web link to Assessment Policy
m) Reference and web link to Academic Integrity Policy 

8 STUDENT REPRESENTATION AND STUDENT SUPPORT

To include: 

a) Programme Committee - refer to terms of reference in Appendix B
b) Student involvement- student representation on committees, including information on the training offered to student representative provided by UELSU and details of student feedback mechanisms

c) Arrangements for academic and pastoral care for students
 eg. Distance Learning Support Advisers, Skillzone and online learning support resources

d) Arrangements for supporting students with disabilities/dyslexia  and reference to the web link given in Appendix A, relating to support offered at UEL

e) Reference to UEL’s Students’ Union 


Online training is available on UEL Plus for Programme Representatives who are unable to attend training sessions at UEL.  The UEL Plus module ‘Programme Representatives – Support and Training’ has been divided into a training guide and support materials.  Contact the UELSU Programme Representatives Co-ordinator on 020 8223 7025 or Email: reps@uel.ac.uk  for access to the module.
9 RESOURCES AND GENERAL INFORMATION

To include: 

a) UEL Direct

b) Library and IT resources 

c) All relevant facilities available at UEL campuses eg. childcare; residential services 


d)  Reference to the Distance Learning Student Charter
10 ACADEMIC APPEALS

The following text in this section must be included in the handbook


· Students who wish to appeal against a decision of an Assessment Board may appeal in accordance with the procedure for Appeals against Assessment Board decisions (Manual of General Regulations, Part 7).
· An appeal may only be made on the following grounds:

(a)
The assessment was not conducted in accordance with the current regulations for the programme, or there has been a material administrative error or some other material irregularity relevant to the assessments has occurred.

(b)
For a student with a disability or additional need, the initial needs assessment was not correctly carried out, or the support identified was not provided, or the agreed assessment procedures for that student were not implemented. 
· Appeals will not be accepted on the grounds of disagreement with the academic judgement of an assessment board. These remain the exclusive prerogative of the Assessment Board.  

· Any student who wishes to appeal against the decision of an Assessment Board must:
1. Notify the Quality Assurance and Enhancement Office and the Chair of Assessment Board of your intention to appeal within five working days of the publication of results.
2. Complete all sections of the notification of appeal form (please contact Quality Assurance and Enhancement if you require the form in a different format).

3. Attend a conciliation meeting with the Chair of the Assessment Board to attempt to resolve your appeal (the meeting should be convened within 10 working days).
· If you are dissatisfied with the outcome of the conciliation meeting you should submit the completed notification of appeal form to the Quality Assurance and Enhancement Office within five working days of the conciliation decision and Quality Assurance and Enhancement will formally investigate your appeal.
· You are strongly advised to seek advice from the Students' Union Advice and Information Service before attempting conciliation and before completing the Notification of Appeal form.  You may contact them on 020 8223 7025 or email: studentadvice@uel.ac.uk
· Further information about the UEL appeals process, including copies of the formal Notification of Appeal Form, is available for view at www.uel.ac.uk/qa.

11 
COMPLAINTS

The following text in this section must be included in the handbook

11.1
If you feel that our University has not delivered the standard of service which it would be reasonable to expect, you may be entitled to lodge a complaint, in accordance with section 14 of the Manual of General Regulations. The Complaints Procedure should be used for serious matters, and not for minor things such as occasional lapses of good manners or disputes of a private nature between staff and students.  Complaints can be lodged by students, prospective students and members of the general public, but cannot be made by a third party.

11.2
Separate procedures exist for the following, which therefore cannot form the substance of a complaint:

· appeals against the decisions of Assessment Boards;
· appeals against the decisions of the Extenuation Panel;
· complaints against the Students' Union;

· appeals against decisions taken under disciplinary proceedings; 

· complaints about businesses operating on University premises, but not owned by our University;

· complaints about the behaviour of other students;

· appeals against the decisions of an Investigating Panel.

11.3
The procedure has three possible stages: 


STAGE 1:
Conciliation
STAGE 2:
Formal complaint 

STAGE 3:
Appeal to the Vice Chancellor’s Group

11.4
Every reasonable effort should be made to raise the complaint informally (Stage 1).  If no satisfactory outcome is reached, you can lodge a formal complaint (Stage 2) with the Complaints Liaison Officer, based in Quality Assurance and Enhancement.  You are also advised at this point to discuss the matter with a member of the Students’ Union Advice and Information Service.

11.5
Complaints must normally be lodged within set time limits (please see Complaints Procedure for further details).  This ensures that the people involved still remember the case, and the facts can be established.

11.6
Further information about our University’s complaints procedure,     Including copies of the formal Complaints Form, is available for view at www.uel.ac.uk/qa
11.7
If you would like to discuss a complaint you have made (or are considering making) with a member of University staff, you should make an appointment with the Head of Student Compliance & Responsibilities, by emailing Toby Grainger (t.j.grainger@uel.ac.uk). Alternatively you can discuss the matter with a relevant member of staff from the School/Service such as the School Registrar, Programme Leader or Module Leader. 
12 
EXTENUATION 


To include: 

a) Refer to Web link to extenuation procedures (Manual of General Regulations) provided in Appendix A .

       OR


  If the Distance Learning programme is collaborative: 

Details of local administration- locating forms and guidance notes, seeking advice, submission of forms 

Notification of outcomes 

                                                                                                 APPENDIX A
Please delete any web references deemed inappropriate and add any additional ones which may be helpful to students 
USEFUL WEB PAGES

Academic Appeals:

http://www.uel.ac.uk/qa/qualityass_appeals.htm

Academic Integrity Policy

http://www.uel.ac.uk/qa/manual/policies.htm

Accreditation of Experiential Learning: 
http://www.uel.ac.uk/ael/
Assessment policy:

http://www.uel.ac.uk/qa/AssessmentPolicy.htm 
Attendance policy:

http://www.uel.ac.uk/qa/documents/attendancestudentguidelinesprogrammehandbook.doc

Careers: 

http://www.uel.ac.uk/eet/
Complaints Procedure: 

http://www.uel.ac.uk/qa/qualityass_complain.htm
Counselling: 

http://www.uel.ac.uk/studentservices/supportingyou/counselling.htm
Disability support: 

http://www.uel.ac.uk/disability/index.htm
Employability at UEL:  

http://www.uel.ac.uk/eet/
Equality and Diversity Strategy:

http://www.uel.ac.uk/hrservices/documents/emhandbook/generalpolicies.pdf
Extenuating Circumstances: 
http://www.uel.ac.uk/qa/extenuation.htm
Learning Teaching and Assessment Strategy 2009-12
http://www.uel.ac.uk/apse/strategies/index.htm
Library and Learning Services

http://www.uel.ac.uk/lls/index.htm

Manual of General Regulations

http://www.uel.ac.uk/qa/manual/index.htm

Programme Specification:

http://www.uel.ac.uk/courses/index.htm
Referencing guidelines: 

http://www.uel.ac.uk/lls/support/harvard.htm

Skills Curriculum:

http://www.uel.ac.uk/qa/skills.htm

Skillzone: 

http://www.uel.ac.uk/skillzone
Student Charter:

http://www.uel.ac.uk/uelconnect/docs/DL_Charter.pdf
Student Services:

http://www.uel.ac.uk/studentservices/index.htm
Student Information
http://www.uel.ac.uk/students
Suitability Procedures

http://www.uel.ac.uk/qa/manual/documents/part13-suitability.doc









APPENDIX B
TITLE:


PROGRAMME COMMITTEE
REPORTS TO:

SCHOOL BOARD

TERMS OF REFERENCE
To be responsible for assuring and enhancing the quality of the student experience at programme level by:

1. Providing a forum in which students can express their views about the management of the programme, and the content, delivery and assessment of modules, in order to identify appropriate actions to be taken in response to the issues raised and to ensure that the implementation of these actions is tracked. 

2. Providing formal yearly student feedback on the programme as input into the preparation of the Programme REP.

3. Reviewing results from any other methods of programme feedback used, including results from the National Student Survey and UEL Student Satisfaction Survey, and making recommendations and changes arising from these.

4. Receiving, considering and approving the Programme REP and identifying responsibilities for action to be taken before it is considered by School Quality Standing Committee.

5. Reviewing progress on REP action plans at each meeting.

6. Reviewing the relevant documentation and other evidence prepared for Academic Review and other external review processes.

7. Considering proposals for modification of the programme structure.

8. Making recommendations for new modules to the appropriate Field Committee.

9. Advising the Programme Leader on mechanisms by which University policy statements, which have an impact on programme design and delivery, are implemented.

MEMBERSHIP

Programme Leader (Chair) 

Administrator/Servicing Officer (ex-officio)

Module leaders of all modules core to the programme

Learning Support Services representative

Technician representative (if appropriate)

Dean of School/Associate Dean of School (ex officio)

Two student representatives for each level and at least one part-time student (where appropriate)

In attendance: Programme staff, making a significant teaching contribution to the programme, will be entitled to attend

The meeting will be quorate if 40% of the members are present.

Frequency: a minimum of 1 meeting per semester 










APPENDIX C
ACADEMIC MISCONDUCT
· For the purposes of our university’s regulations, academic misconduct is defined as any action(s) or behaviour likely to confer an unfair advantage in assessment, whether by advantaging a candidate for assessment or disadvantaging (deliberately or unconsciously) another or others.  Examples of such misconduct are given below: the list is not exhaustive and the use of any form of unfair or dishonest practice in assessment not itemised below can be considered potential misconduct. 


Coursework Submitted for Assessment

· The submission of material (written, visual or oral), originally produced by another person or persons or oneself, without due acknowledgement*, so that the work could be assumed to be the student's own.  For the purposes of these Regulations, this includes incorporation of significant extracts or elements taken from the work of (an)other(s) or oneself, without acknowledgement or reference*, and the submission of work produced in collaboration for an assignment based on the assessment of individual work.  (Such misconduct is typically described as plagiarism and collusion.)

*(Note: To avoid potential misunderstanding, any phrase that is not the student’s own or is submitted by the student for a different assessment should normally be in quotation marks or highlighted in some other way. It should also be noted that the incorporation of significant elements of (an)other(s) work or of one’s own work submitted for a different assessment, even with acknowledgement or reference, is unacceptable academic practice and will normally result in failure of that item or stage of assessment.)

· Being party to any arrangement whereby the work of one candidate is represented as that of another.  

· The submission of work that is not one’s own (e.g. work that has been purchased, or otherwise obtained from a “cheat site”.

· Offering an inducement to staff and/or other persons connected with assessment. 


Examinations
· Importation into an examination room of materials other than those which are specifically permitted under the regulations applying to the examination in question.

· Reference to such materials (whether written or electronically recorded) during the period of the examination, whether or not such reference is made within the examination room.

· Refusing, when asked, to surrender any materials requested by an invigilator.

· Using any application of a mobile telephone.

· Copying the work of another candidate.

· Disruptive behaviour (including making unacceptable noise, e.g. from a mobile ‘phone, during examination or assessment.

· Obtaining or seeking to obtain access to unseen examination questions prior to the examination. 

· Failure to observe the instructions of a person invigilating an examination, or seeking to intimidate such a person. 

· Offering an inducement to invigilators and/or staff and/or other persons connected with assessment. 

· Where academic misconduct is suspected, the matter will be dealt with under the Procedure to be followed in the event of a suspected case of academic misconduct, Part 8, paragraph 4 (or, for postgraduate research students, Appendix II) of the Manual of General Regulations (available for view at www.uel.ac.uk/qa). If it is determined that academic misconduct has taken place, a range of penalties may be prescribed which includes expulsion from the programme.

PLAGIARISM - A GUIDANCE NOTE FOR STUDENTS

1.
Definition of Plagiarism
Our University defines plagiarism and other academic misconduct in Part 8 of the UEL Manual of General Regulations (to which all students are referred upon joining UEL), which is reprinted in "The Essential Guide to the University of East London".  In this document, the following example of an assessment offence is given:

· The submission of material (written, visual or oral), originally produced by another person or persons or oneself, without due acknowledgement*, so that the work could be assumed to be the student's own.  For the purposes of these Regulations, this includes incorporation of significant extracts or elements taken from the work of (an)other(s) or oneself, without acknowledgement or reference*, and the submission of work produced in collaboration for an assignment based on the assessment of individual work.  (Such misconduct is typically described as plagiarism and collusion.)

The following note is attached:

*(Note: To avoid potential misunderstanding, any phrase that is not the student’s own or is submitted by the student for a different assessment should normally be in quotation marks or highlighted in some other way. It should also be noted that the incorporation of significant elements of (an)other(s) work or of one’s own work submitted for a different assessment, even with acknowledgement or reference, is unacceptable academic practice and will normally result in failure of that item or stage of assessment.)


2.
Plagiarism in Greater Detail
Work that students submit for assessment will inevitably build upon ideas that they have read about or have learnt about in lectures.  That is perfectly acceptable, provided that sources are appropriately acknowledged.  It should be noted, however, that the wholesale reproduction of the ideas and words of others, however well referenced, is likely to lead to failure at assessment (see section 6 below)
The submission of work that borrows ideas, words, diagrams, or anything else from another source (or sources), without appropriate acknowledgement, constitutes plagiarism.  Plagiarism is not limited to unattributed cutting-and-pasting; it includes the reproduction, without acknowledgement, of someone else's work, taken from a published (or unpublished) article, a book, a website, a friend’s (or anybody else’s) assignment, or any other source.    

When an assignment or report uses information from other sources, the student must carefully acknowledge exactly what, where and how s/he has used them.  If someone else’s words are used, they must be within quotation marks and a reference must follow the quotation.  (See section 6 for further guidance on referencing.)  
Where a concept or argument in another source is paraphrased (rather than directly quoted), quotations marks should not be used, but it will still be necessary to acknowledge the source.  Remember, however, that the making of simple changes to the wording of a source, while retaining the broad structure, organisation, content and/or phraseology of the source, is unacceptable academic practice and will probably be regarded as plagiarism.  (For helpful tips on how to avoid plagiarism, see "The Study Skills Handbook" by Dr Stella Cottrell, pages 122-125.)
3. Collusion
Collusion is the term used to describe any form of joint effort intended to deceive an assessor as to who was actually responsible for producing the material submitted for assessment.  Clearly, students are encouraged to discuss assignments with their peers, but each student must always ensure that, where an individual assignment is specified, the report/essay submitted is entirely the student’s own.  Students should, therefore, never lend work (in hard or electronic copy) to friends.  If that work is subsequently plagiarised by a “friend”, an act of friendship might lead to a charge of collusion.

4.
When to Reference
Our regulations do not distinguish between deliberate and accidental plagiarism, but you will not be accused of plagiarism, provided that you properly reference everything in your work that was said, written, drawn, or otherwise created by somebody else.

You need to provide a reference:

· when you are using or referring to somebody else's words or ideas from an article, book, newspaper, TV programme, film, web page, letter or any other medium;

· when you use information gained from an exchange of correspondence or emails with another person or through an interview or in conversation;

· when you copy the exact words or a unique phrase from somewhere;

· when you reprint any diagrams, illustrations, or photographs.

You do not need to reference:

· when you are writing of your own experience, your own observations, your own thoughts or insights or offering your own conclusions on a subject;

· when you are using what is judged to be common knowledge (common sense observations, shared information within your subject area, generally accepted facts etc.)  As a test of this, material is probably common knowledge if

-
you find the same information undocumented in other sources;

-
it is information you expect your readers to be familiar with;

· the information could be easily found in general reference sources.

5.
How to Reference

Our University has agreed on a single version of the Harvard referencing system (the School of Psychology uses the American Psychological Association (APA) referencing style) and this (along with APA) can be found in Cite Them Right:


Pears, R. and Shields, G (2008) Cite Them Right. Newcastle: Pear Tree Press

Cite Them Right is available on line and hard copies can be found in our libraries and bookshops

6.
Plagiarism, or Unacceptable Academic Practice?

If work that you submit for assessment includes substantial and significant elements of other sources and all of those sources are appropriately acknowledged, you will not have plagiarised, but you will be culpable of unacceptable academic practice, because there will be too little of your “own voice” to allow your knowledge to be assessed.  Work that you submit for assessment must:

· use your own words;

· provide a critical commentary on existing literature;

· aim for novelty and originality;

· demonstrate your understanding of the subject area by paraphrasing.

Work that does not meet those criteria will fail.
APPENDIX D
HEALTH AND SAFETY 

Provide details of your health and safety arrangements and the name of the main contact
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