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1 
Welcome and introduction to the school


To include: 

a) Very general welcome/introduction to UEL, the School and the programme including a brief reference to UEL’s Equality and Diversity Policy (web reference for which is available in Appendix C
2.
Key staff; contact details and staff roles


To include: 

a) Relevant Head of School 

b) Programme leader

c) A list of key staff within the School, both academic and administrative
d) Brief descriptions of the responsibilities of the Module Leader, Programme Leader, Field Leader and Personal Tutor. The member of staff currently undertaking these roles should be named where possible.
3
Introduction to the Programme  



To include: 

a) 
Programme duration and modes of study, i.e. full time/part time, block delivery 

b) Programme aims and objectives

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

d) Programme learning outcomes

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

f) Programme structure diagram

g) Web link to the programme specification

h) Induction to the programme

i) Progression information to level 3 of a named UEL honours degree programme or possible career paths

4
Programme Operation and Student Registration

To include:

a) Arrangements for student module registration, including UEL Direct 

b) Arrangements for programme administration eg. contacting programme administrators; helpdesk details; conduct in lectures
c) Reference to the Academic Framework regulations for the  programme (provide web link)
d) Reference to Attendance policy (provide web link and refer students to Appendix E) 
e) Details of how students should communicate change of contact details



5
Teaching, Learning and Assessment 


To include: 

a) Details of teaching and learning approaches

b) Details of assessment arrangements, i.e. administration, submission, deadlines, Assessment Boards, notification of results, timing of reassessment, marking, feedback etc.
c) Reference to Appendix G containing information on Assessment Offences, Plagiarism and Collusion  

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

f) Reference and web link to Skills Curriculum 
g) Reference to Academic Integrity Policy
h) Assessment criteria or reference to where this information can be found in the module guides. 

6
Module Specifications 


To include all module specifications for the programme


7
WORK-BASED LEARNING 



To include: 

a) Description of how work-based learning helps to achieve appropriate programme  learning outcomes.

b) Procedures for selecting, approving and monitoring suitable work-based learning settings, e.g. selecting work-based learning providers (is the student or school responsible); work-based learning coordinator and their role;  likely work-based learning  destinations; background checks (Criminal Records Bureau); any professional, statutory or regulatory body requirements governing the suitability of work-based learning settings; process undertaken if a student is unable to continue to attend a work-based learning setting; how the setting is risk assessed..

c) Operation and duration of work-based learning setting, e.g. overall length and hours; role of the work-based learning provider; formal assessment methods and any specific arrangements for assessment.

d) Details of how staff at the work-based learning setting are trained/prepared   

e) Rights and responsibilities of students whilst in the work-based learning setting, e.g.appropriate behaviour; appropriate dress code; communication with UEL; Health and Safety issues; code of conduct and discipline; equality and diversity; UEL complaints procedure. 

f) Support for students in the work-based learning setting, e.g. supervision, tutoring and mentoring; visits from UEL staff
g) Reference to the Suitability procedure and provide web link or appendix

8
Programme Management


To include: 

a) Information on how the programme is managed on a daily basis 

b) Programme Committee- refer to terms of reference in appendix F
c) Student involvement- student representation on committees, details of student feedback mechanisms

9
Student Support 


To include: 

a) Arrangements for academic and pastoral care for students eg. Skillzone, counselling resources; learning support resources
b) Personal tuition 

c) Careers Advice (may be useful for the Handook author to refer to the QAA’s new Code of Practice on Career education, advice and Guidance- February 2010)

d) Reference to Appendix I, detailing support offered by Student Services

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

f) English Language support

g) Reference to UEL’s Students’ Union 
Contact the UELSU Programme Representatives Co-ordinator for further information on  020 8223 7025
10
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 

11
Academic Appeals 


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


11.1 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).

11.2
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. 

11.3
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.  

11.4 Any student who wishes to appeal against the decision of an Assessment Board must:

(i) 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.
(ii) Complete all sections of the notification of appeal form (please contact Quality Assurance and Enhancement if you require the form in a different format).

(iii) 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).

11.5
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.
11.6
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
11.7 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.
12
Complaints 


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

12.1
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.

12.2
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.

12.3
The procedure has four possible stages: 


STAGE 1:
Conciliation
STAGE 2:
Formal Complaint 

STAGE 3:
Appeal to the Secretary and Registrar

STAGE 4:
Independent Review

12.4
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.

12.5
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.
12.6
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
12.7
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.
13
Extenuation 


To include: 

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

Appendix A

Please insret a map of either Docklands or Stratford Campus 

Appendix B
ACADEMIC CALENDAR

Easter Monday = 25 April 2011

	WEEK START
	WEEK NO.
	 

	20-Sep-10
	1
	INDUCTION 

	27-Sep-10
	2
	TEACHING

	04-Oct-10
	3
	TEACHING

	11-Oct-10
	4
	TEACHING

	18-Oct-10
	5
	TEACHING

	25-Oct-10
	6
	TEACHING

	01-Nov-10
	7
	TEACHING

	08-Nov-10
	8
	TEACHING

	15-Nov-10
	9
	TEACHING

	22-Nov-10
	10
	TEACHING

	29-Nov-10
	11
	TEACHING

	06-Dec-10
	12
	TEACHING

	13-Dec-10
	13
	TEACHING

	20-Dec-10
	 
	STUD VAC

	27-Dec-10
	 
	STUD VAC

	03-Jan-11
	 
	STUD VAC

	10-Jan-10
	14
	EXAMS

	18-Jan-11
	15
	EXAMS/MARKING

	24-Jan-11
	16
	MARKING

	31-Jan-11
	17
	INDUCTION/FB

	07-Feb-11
	18
	TEACHING/AB

	14-Feb-11
	19
	TEACHING

	21-Feb-11
	20
	TEACHING

	28-Feb-11
	21
	TEACHING

	07-Mar-11
	22
	TEACHING

	14-Mar-11
	23
	TEACHING

	21-Mar-11
	24
	TEACHING

	28-Mar-11
	25
	TEACHING

	04-Apr-11
	26
	TEACHING

	11-Apr-11
	 
	STUD VAC

	18-Apr-11
	 
	STUD VAC

	25-Apr-11
	27
	TEACHING

	02-May-11
	28
	TEACHING

	09-May-11
	29
	TEACHING

	16-May-11
	30
	REVISION

	23-May-11
	31
	EXAMS

	30-May-11
	32
	EXAMS/MARKING

	06-Jun-11
	33
	MARKING

	13-Jun-11
	34
	FB

	20-Jun-11
	35
	AB/COUNSELLING

	27-Jun-11
	 
	STUD VAC

	04-Jul-11
	 
	STUD VAC

	11-Jul-11
	 
	STUD VAC

	18-Jul-11
	 
	STUD VAC

	25-Jul-11
	 
	STUD VAC

	01-Aug-11
	 
	STUD VAC

	08-Aug-11
	 
	STUD VAC

	15-Aug-11
	 
	STUD VAC

	22-Aug-11
	36
	STUD VAC/EXAMS

	29-Aug-11
	37
	STUD VAC/MARKING

	05-Sep-11
	38
	STUD VAC/FB/AB

	12-Sep-11
	 
	STUD VAC


 

                                                                                                 APPENDIX C
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/apel/index_ways.htm  

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/employability
Complaints Procedure: 

http://www.uel.ac.uk/qa/qualityass_complain.htm
Computer based training for Word: http://www.uel.ac.uk/it/training/index.htm
Counselling: 

http://www.uel.ac.uk/counselling
Disability support: 

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

http://www.uel.ac.uk/employability/index.htm
Equality and Diversity Policy:

http://www.uel.ac.uk/hrservices/EqualityDiversity_Policy.htm
Extenuating Circumstances: (for information only as it relates solely to arrangements at UEL not at a collaborating partner institution)

http://www.uel.ac.uk/qa/extenuation.htm
Learning Teaching and Assessment Strategy 2006-09

http://www.uel.ac.uk/internal/l_and_t_strat/index.htm
Library and Learning Services

http://www.uel.ac.uk/lss/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/studentcharter/

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 D
Policy on Foundation Degrees 

1. Introduction 

We have an institutional commitment to the inclusion of a portfolio

of Foundation Degrees within our academic programme. This policy sets out the framework for their development. 

Foundation Degrees integrate academic and work-based learning through close collaboration between employers and programme providers, and work-based learning is central to the degree. They are designed to be highly valued within the job market and to meet skills shortages at the higher technician and associate professional levels. The distinctiveness of the Foundation Degree can be found in the integration of the following characteristics: accessibility; articulation and progression; employer involvement; flexibility; and partnership. Thus subject content will be employment-related and core skills will be developed through work experience and/or work-related assignments and assessments. Approval will be completed through the appropriate procedures. 

2. Programme Design and Structure 

Foundation Degrees should be developed in accordance with the Academic Framework modular regulations (manual of General Regulations, Part 3). A programme leading to the award of a Foundation Degree consists of 240 credits including: 

· 120 credits at Level One or Higher 

· 120 credits at Level Two or Higher 

In addition, a Foundation Degree may include the requirement for the student to undertake preparatory work prior to entry, and progression from the Foundation Degree to the bachelor's degree with Honours may involve a bridging programme. 

For all programmes a Programme Specification is required. 

A Foundation Degree will be linked to at least one named Honours degree on to which a student may progress after successful completion of the Foundation Degree. Programmes that are designed to articulate with honours degrees at the University of East London will normally be designed on the basis of 20 credit modules. In exceptional circumstances, as for example in the case of programmes that are designed to articulate predominantly with programmes at consortia partner institutions, they may be designed on the basis of 15 credit modules. This should be resolved with the appropriate consortia partners before starting the design process. 

In designing the Foundation Degree, programme designers should have regard for the definitions of awards and intended learning outcomes at each level as set out in Part 1 of the General Manual of Regulations (Descriptions of Awards), and the generic outcomes for holders of Foundation Degrees as identified in the QAA Benchmark Statement on Foundation Degrees. 

3. Awards

The Foundation Degree award titles that are available are set out in Part 1 of the Manual of General Regulations – Description of our University's awards. 

4. Admissions Requirements 

Entry requirements will be specified in the Programme Specification. The minimum level of attainment for entry to the start of a Foundation Degree will be the equivalent of passes in two subjects at Advanced Level, including one subject at A2, supported by passes in three other subjects at GCSE or equivalent. Programme Specifications will specify any specific subject requirements. 

Prospective students without formal qualifications will be admitted on the basis of an assessment of prior learning, in accordance with the A(E)L Policy. 

5. Partnership

Foundation Degrees are Higher Education programmes predominantly delivered in further education colleges. The approval document should include for each programme the ways in which further education partners are involved in the design and delivery of the programme, and the partnership arrangements should follow our University policy on arrangements for collaboration with other institutions. Further education colleges can also play an important role in the recruitment to Foundation Degree programmes. 

6. Employer Involvement 

Employer involvement is a key characteristic of a Foundation Degree, and employers must be involved in the design and review of programmes. 

The approval documentation for a Foundation Degree must make clear the way in which employers have been involved in the design of the degree and the provision made for their continuing involvement. It is highly desirable that the approval panel include at least one employer representative. 

7. Skills Development 

In line with all our University programmes, the development of core skills will be an integral part of the Foundation Degree. Foundation Degree programme structures should ensure the embedding of our skills curriculum at both levels 1 and 2. Programme teams will decide on the basis of the overall programme structure, together with the linked Honours degree with which the Foundation Degree is intended to articulate, the most appropriate skills module to offer at level 2. 

8. Employability 

Foundation Degree programmes are designed to enable students to benefit from the interpretation of ideas and the experience of practice, within the wider context of employment. Authentic and innovative work-based learning is thus an integral part of Foundation Degrees and their design. It is essential that learning is focused within a work context, which may be achieved in one or more of the following ways: 

· Integrated work placements 

· Current or previous employment 

· Real work environments 

The work-based element must be defined and assessed in relation to the learning outcomes identified. It may be achieved by work-based learning modules, case studies drawing on work experience, and/or work placements. Programme designers are encouraged to offer vocational modules that explain how enterprises work and promote self-employment. 

The approval documentation for a Foundation Degree should identify the ways in which the curriculum has been designed to provide students with an opportunity to apply skills in a work context and to gain an understanding of how enterprises operate. 

9. Progression to Honours Degree 

Clear routes that facilitate opportunities for successful progression from Foundation Degrees towards another qualification are an important feature of Foundation Degrees. 

Each Foundation Degree must, at the point of approval, provide a defined route into at least one honours degree programme. The approval documentation must specify the honours degree(s) that a student can progress to, and clearly identify the details of any additional modules required, including any bridging programme. The additional study required should not normally exceed 1.3 years for a full time equivalent student. 

10. Professional Accreditation 

Designers of Foundation Degrees should also give consideration to the possibility of obtaining accreditation for the programme from a professional body or Sector Skills Council. Where such accreditation is sought, accreditation should take place in parallel with the approval activity, and the approval event should wherever possible include the requirements and representatives of the professional or vocational body. If this is not possible, the approval documentation should identify the timescale within which it is aimed to achieve this. 

APPENDIX E
Student Attendance Policy – Guidance for Students

The Importance of Attendance

You have made a commitment to work towards achieving academic success by enrolling on your programme and registering on your modules.  We know, as you do, that in order to achieve ultimate success in your studies it is important that you participate in, and engage fully with, all your scheduled activities such as lectures, workshops and seminars.  We therefore regard attendance as essential, as we are sure you will.  

Punctuality is also crucial (if you turn up late you may find you will not be allowed to enter -late attendance causes disruption for others).  Other aspects of behaviour are important as well - for instance, no food or drink should be consumed in lectures or classes, all mobile phones should be turned off.  

Recording attendance

We are obliged to keep records of your attendance.  For all teaching activities specified by your School (workshops, seminars, practicals etc.) a record will be kept.  You must ensure that you can demonstrate your attendance through this recording process.  

If you cannot attend

If you are unable to attend classes or other required activities for any reason you must inform the appropriate school office as soon as practicable, and in any case within 7 working days. 

Be advised:  Students who are absent without an independently verifiable cause from classes or other required activities on three consecutive occasions and/or whose attendance falls below 75% at any time will be de-registered from the module to which the classes or other required activities apply.  They will have a right of appeal to a panel comprising two members of staff of the relevant School and one student.  Students who are de-registered from two modules in one semester may be withdrawn from our University. 

If you attend regularly

If you attend regularly you will get the most out of your studies, you will maximise your chances of success, and you will find the relationships you build up in your classes support you in your achievements.

APPENDIX F
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 G
Assessment Offences

Our University’s Regulations define an assessment offence as ‘any action(s) or behaviour likely to confer an unfair advantage in assessment, whether by advantaging the alleged offender or disadvantaging (deliberately or unconsciously) another or others’.  Our Regulations go on to state that ‘… the use of any form of unfair or dishonest practice in assessment … can be considered a potential assessment offence.’
The regulations provide examples of different assessment offences.  A selection is given below but this list is not exhaustive.

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

· Copying the work of another candidate.

· Disruptive behaviour during examination or assessment.

· The submission of material (written, visual or oral), originally produced by another person or persons, 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), without acknowledgement or reference*.

*(Note:  The incorporation of significant elements of (an)other(s) work, even with acknowledgement or reference, is unacceptable academic practice and will normally result in failure of that item or stage of assessment.)  

· The submission of work produced in collaboration for an assignment based on the assessment of individual work.  (Such offences are typically described as plagiarism and collusion.)

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

Full details of the Assessment Offences Regulations are located in Part 8  of the Manual of General Regulations (available for view at http://www.uel.ac.uk/qa/manual/index.htm)  
If it is determined that a breach of regulations has taken place, a range of penalties may be prescribed which could include expulsion from the programme.
PLAGIARISM AND COLLUSION - A GUIDANCE NOTE FOR STUDENTS

Definition of Plagiarism and Collusion
Our University defines plagiarism and collusion in Part 8 of the UEL Manual of General Regulations as follows:

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 offences are typically described as plagiarism and collusion.) 
 *(Note: To avoid potential misunderstanding, any phrase not the student’s own or 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.) 

Plagiarism in Greater Detail
Work that students submit for assessment will inevitably be building on ideas that they have read about or have heard about in lectures.  Students can, however, only demonstrate that they have learnt from their sources by presenting the concepts in their own words and by incorporating their own commentary on the findings.

Where students submit work purporting to be their own, but which in any way borrows ideas, wording or anything else from other source, without appropriate acknowledgement of the fact, the students are guilty of plagiarism.  Plagiarism includes reproducing someone else's work whether it be from a published article, book chapter, website, an assignment from a friend or any other source.    
Students cannot submit the same work for two different modules.  This is classified as plagiarism.  If students wish to draw upon some of their own previous work/research, the rule of ‘due acknowledgement’ applies. 

When an assignment or report involves outside sources or information, the student must carefully acknowledge exactly what, where and how he/she has employed them.  If the words of someone else are used, they must be put in quotation marks or otherwise identified and a reference as to source appended.  For further, detailed information on how to reference and the avoidance of plagiarism, please see: http://www.uel.ac.uk/lls/support/harvard.htm
Making simple changes to the wording of a section from a book, article, web-site etc. whilst leaving the organisation, content and phraseology intact would also be regarded as plagiarism.  

Collusion in Greater Detail
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.  Students may obviously discuss assignments amongst themselves and this can be a valuable learning experience.  However, if an individual assignment is specified, when the actual coursework is produced it must be by the student alone.  For this reason students should be wary of lending work to colleagues since, were it to be plagiarised, they could leave themselves open to a charge of collusion.

When to Reference
Since the regulations do not distinguish between deliberate and accidental plagiarism, the key to avoiding a charge of plagiarism is to make sure that students assign credit where it is due by providing an appropriate reference for anything in their coursework which was said, written, drawn, emailed or implied by somebody else or by themselves for another assignment.

A reference must be provided:

· when students use or refer to somebody else's words or ideas from an article, book, newspaper, TV programme, film, web page, letter or any other medium;

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

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

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

A reference does not need to be provided:

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

· when students are using what is judged to be common knowledge (common sense observations, shared information within their subject area, generally accepted facts etc.)  As a test of this, material is probably common knowledge if:
-
the same information, undocumented, can be found in other sources;

-
it is information students would expect their readers to be familiar with;

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

Source Dependency – An Unacceptable Academic Practice
Students occasionally misunderstand the concepts being presented here and submit coursework where substantial and significant elements of another author's work are used and acknowledged.  It is clear that this cannot satisfy the normal assessment criteria to:

· 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.

This is called ‘source dependency’ and the outcome will be a fail mark for the particular piece of work concerned.











APPENDIX H
HEALTH AND SAFETY 

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

APPENDIX I
Student Services
Student Services is your first point of contact for all non-academic based queries. They provide a wide range of services which are geared at providing support to you throughout your stay in university. They consist of the following areas:

Student Services Helpdesk Team who in most cases will be your first point of contact, are located on both campuses and can provide advice and guidance around all issues related to your studies. They authorise payment schedules for student loans and outside enrolment periods they issue student ID cards. They also authorise London Transport (Oystercard) and British Rail discount forms and can give directions on how some of these can be done online. There’s also a basic payment facility available at Stratford Student Service Helpdesk. Further information can be found on our website: http://www.uel.ac.uk/studentservices/helpdesk/index.htm
Our Disability and Dyslexia team provides assistance, advice and assessment of students who have or might require additional needs. Support available includes help in applying to the local authority for a Disabled Students Allowance, a dyslexia screening service and exam modifications/additional arrangements for assessment and marking. We work with all disabilities and also have a Mental Health Coordinator. Further information can be found on our website: http://www.uel.ac.uk/disability/index.htm
We have a Counselling service where students can access confidential and professional advice on any personal matters or problems that may be affecting them and interfering with their studies. Further information can be found on our website: 

http://www.uel.ac.uk/studentservices/supportingyou/counselling.htm
The Student Health and Wellbeing Team offers a wide range of advice and information on how to lead a healthy life while at UEL. This includes several clinics on sexual health/family planning, immunisations, alcohol and drugs awareness and you can also stop smoking by joining our smoking cessation programme or lose weight supported by our weight management programme. Each centre offers the service of a specialised health advisor, and you can also get information on how to register with a GP and the NHS. You can also get condoms, pregnancy testing and emergency contraception at our centres. Further information can be found on our website: http://www.uel.ac.uk/studentservices/supportingyou/health.htm
Our Student Money Advice and Rights (SMART) team provides advice, information and guidance on government and University funding. They offer both an appointment and a drop in service where you can see one of our friendly advisors to discuss issues to do with financial help. Further information can be found on our website: 

http://www.uel.ac.uk/studentservices/moneymatters/index.htm
Please note that the SMART team and the credit control team (who are often referred to as finance) are not to be confused as the credit control team deal with financial matters such as collection of monies owed.

Our new Early Years Centre & Children’s Garden based at the Docklands campus, has the facility to provide childcare facilities for 49 children aged 3 to 6. You can choose to enrol your child on a full time or sessional basis.  Further information can be found on our website:  http://www.uel.ac.uk/studentservices/supportingyou/nursery.htm
www.uel.ac.uk/studentservices
Where Do I Go?

	QUERY
	WHERE TO GO
	CONTACT

	General Enquires
	Student Service Helpdesk
	Docklands
Student Services Helpdesk 

NB2. .06

0208 223 7611

Openings hrs: 9.15am – 4.45pm
	 Stratford
Student Services Helpdesk

0208 223 4027

Openings hrs: 9.15am – 4.45pm

	Funding, emergency loans, bursaries and money advice
	SMART Team
	Tel: 0208 223 6200
Email: smart@uel.ac.uk

	Child Care
	Early Years Centre
	Children’s Garden Early Years Centre

(Docklands Campus)

Tel: 020 8223 2663
Email: childrens.garden@uel.ac.uk 

	Dyslexia and Disabilities, including

Mental Health 
	Disability, Dyslexia & Access Centre
	Tel: 020 8223 4440/7611

Email:  ddac@uel.ac.uk

	Letters and Council Tax Exemption Certificates
	UEL Direct
	Letters can be ordered via UELDirect

(In emergency situations letter may be

requested at the Student Services Helpdesk,

but proof of emergency  will be required.

	Student Discount Travel

(Student Oystercard)
	Transport For London
	Student Discount Oystercards can be ordered

online at the following link:

https://photocard.tfl.gov.uk/tfl/gotoApply.do?type=student&from=home

	Needs Assessments


	Regional Access Centre
	Stratford Campus

Tel: 020 8223 4118/4127
Fax: 020 8223 4949

E-mail: disability@uel.ac.uk


	Health Issues
	Student Health and Wellbeing Team 
	Tel: 020 8223 7611/4440
E-mail wellbeing@uel.ac.uk
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