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Introduction
ACADEMIC STANDARDS AND QUALITY REGULATIONS

The Academic Standards and Quality Regulations have been developed to fulfieghkatory
requirements of the University of the Highlands and Islands (UHI) and are consistent with the
Memorandum and Articles of the university.

The regulations cover all undergraduate and postgraduate students and originally were ratified by
Network Academic Council (NAC) in October 1997. Since then, the regulations have been subject tc
regular amendments and additions. The regulations included here are listed with a note of the dates of
approval.

Sections of the regulations are reviewed as needed, and ratified by Academic Council, in order that all o
the appropriate regulatory requirements are developed and implemented in accordance with the
requirements of Higher Education agencies, such as @é#agd and the Scottish Funding Council, and
Ffaz2 Ay fAYyS gA0GK OKFy3aSa (2 (GKS dzyAO@SNEAGE QA

2 KSYS@OSNJ] GKSNBE A& | OKIy3aS (2 FraasSaavySyid NB3Io
RSONRYSY(Q 2parBwistitoNg thairisueieS afdinot disadvantaged by the change.

Since February 2011, all taught degrees have been awarded by University of the Highlands and Islands,
distinct from UHI Millennium Institute, which was the institutional name prmrthie achievement of
university title.

The university achieved research degree awarding powers in June 2017. Academic Council approve
relevant regulations in December 2016, applicable from 208 bnwards for all students registered for
research awards ade by the university, and for the management and standards of research programmes
and awards.

Students who are registered for a research award with the University of Aberdeen under the accreditation
agreement will continue to be subject to the regulatdrgmework of that agreement.

The electronic version oAcademic Standards and Quality Regulatjoalbng with all appendices,
additional guidance notes and supporting materials, can be accessed through the website
(www.uhi.ac.uk/regulations) and should be taken as the definitive version at all times.
For any comments or questions regarding thesgutations, please contact:

Tara Black 01463 279228

Executive office tara.black@uhi.ac.uk

Copies of this publication in Braille, large print, audio CD arR@QM formats are also available from Tara
Black on 01463 279248&ra.black@uhi.ac.uk).

These regulations are for the academic year 220 and supersede all previously issued regulations.
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Academicstandards andyuality policy

ACADEMIGTANDARDS AND QUALITY POLICY

The universityis committed to:

defining clear academic goals that are reflected in our portfolio of programmes

designing appropriate and relevant programmes of study that are informed by national
benchmarks and argystematically reviewed and updated

offering nationally recognised degrees and other programmes where these provide sought after
gualifications

developing our academic staff to ensure they have the qualifications and experience to deliver
successfully therogrammes of study

providing learning support that gives students the opportunity to realise their full potential

o creating stimulating learning environments through the use of appropriate technologies for

teaching, assessment and guidance

respecting the ights of copyright owners. The universitywill not permit the creation of,
transmission of, or access to, material in such a way as to infringe a copyright, moral right, trade
mark, or other intellectual property right (the full Copyright Policy can lbedoon the website)
supporting seHevaluation and enhancement of the learning experience, both in quality
processes and ihigher educatiorstaff cultures

monitoring and maintaining the consistency of academic standards attregsiversity

o ensuring quaty assurance systems and processes are clear, effective and well embedded in

normal operations

ensuring policies and practices are agiscriminatory and that programmes are as inclusive and
accessible as possible

ensuring that policies and practices affoappropriate opportunities for student engagement
and require due consideration of student feedback and the student voice.

TheAcademic Standards and Quality Regulations are designed to support staff and stuceiiewing
these aims, by clearly @iaing responsibilities and procedures. Through its deliberative structures, the

university has sought to build on the strengths of academic partners' practicadohess the strateg

issues affecting learneis these regulations¢ K S dzy” ABfvaldhace Raic) see appendix) describes

how the comparability of student experience in different partners is monitored.

Theseregulations apply to alhigher educationprovision offered by the universityincluding degree,
taught postgraduate programnse postgraduate research programmasd provision validated by the
Scottish Qualifications Authority, or other recognisedardingbody.

Approved by Academic Council
March 2011
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Quiality assurance

QUALITY ASSURANCE

PRINCIPLES OF QUALITY ASSURANCE FOR DEGREE PROVISION

2.1

2.2

2.3

The universityaims toset and maintain appropriate academic standards in all provision. This is
achieved through a range of quality assurance systems which are designed to:

a.

engage with national standards and expectations (including the UK Quality fGodegher
Education through development and review processes

ensure that action is taken to safeguard standards and to enhance the quality of programmes
and learning opportunities

ensure that issues are resolved by the relevant body; where issues irhpgonhd individual
programmes, ensuring that committees, resowtoaders and decisiomakers are informed and
engaged in resolving them

d. provide feedback to students and programme teams on actions being taken to improve quality
e. review quality assurance aeities and procedures to check their relevance, value and

achievability for all partners
identify areas of good practice and contribute to quality enhancement.

A key feature of quality assurance is its use to strengthen and develop the professipadlse of
the universityacademic community. Thereforeie university

(o]

uses peer review in quality assurance processes, in order to develop staff understanding of
guality issues through critical evaluation of other programmes and contexts and to share
experience
involves a wide range of staff across the partnership in the development of quality systems and
regulations

o involves students as much as possible in contributing to quality review and development activity

involves external expertise to widen daies and ensure external agendas are referenced.

The universitybenefits from engagement with a range of quality processes, both internal and
external: these processes are outlined in this section.

PRINCIPLES OF QUALITY ASSURANCE FOR SQA PROVISION

2.4 The universitys committed to working in partnership witBcottish Qualifications Authority (SQA)
to quality assure all its SQA qualifications to maintain national standards and to ensure the public
recognition and credibility of these awards.

2.5

Quality assurance for SQA awards is based upon the following principles:

0

the assessment and quality assurance system for SQA awards should be understandable tc
stakeholders, effectively administered, accountable and-effgctive to operate

o qualificationsshould be accessible to all learners who have the potential to achieve them

the criteria which define the performance required of learners to achieve specific qualifications
should be appropriate to purpose, be explicit and in the public domain

each unit,course and group award should be unique and necessary, and should comply with the
relevant qualification specification

assessments should be valid, reliable and practicable, and assessment results should satisfy th
gualification criteria
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o qualifications sbuld be offered only where resources and expertise are in place to assess
f SFNYSN&R F3FAyad GKS ljdzr t AFTAOFGA2Y Qa ONRGSN

o staff should be provided with effective support in assessing learners for certification

o responsibility for quality assurance should bpaatnership betweerthe universityand SQA and
devolved tothe universitywhere this is consistent witthe universitydevolved powers.

2.6 Quality assurance elements
SQA qualifications are designed, delivered and assessed to national standards and to ensure thi
SQA has identified key quality assurance elements, based on the above quality assurance principle:
The universityengages fully with these elements in orderunderpin all its SQA qualifications and
these are the key mechanisms through which SQA national standards are established and
maintained.

SQA has divided each element into requirements or critéFlae universityand SQA have allocated
responsibilities for these criteria as quality provision requires an effective partnership. Thesixare
categories of criteria which address managemehtthe centre resourcescandidate support,
internal assessment and verification, external assessment and data esd.

The elements are:

o approval as an SQA centre
These criteria relate to the management procedures which underpin the implementation and
assessment of SQA qualificatiaagoss the partnership

o approval to offer specific SQA qualifications
These criteria relate to resources required for the implementatamd assessment of specific
SQA qualifications

o validation of SQA qualifications
These criteria relate to ensuring that SQA qualifications afflerfipurpose

o internal verification of internal assessment
These criteria relate to the processes by whtoluniversityensures that all internal assessment
is valid, reliable, practicable and cexftective

o external verification of internal assessment
These criteria relate to external processes by which SQA engagethwvitimiversityto ensure
that internal asessment is in line with the national standards set out in the qualifications.

o quality control of external assessment
These criteria relate to the processes by whibke universityand SQA ensure that external
assessment is in line with the national stands set out in the qualifications

o Y2YAUGU2NAY3I 2F {v! Qa ljdzf Ad& | aadzaNI yOS St SyS¢
These criteria relate to the processes which are used to measure the success of the other
elements in supporting the consistent application of national standards.

For furthe details on any of the above quality elements and criteria, please contact the relevant
academic partner quality manager HE Operations Manag€ésQA at executiveoffice.

QUALITY ASSURANCE PROCESSES AND OUTCOMES
2.7 The key quality assurance processes that operate witteruniversityare outlined below. All these
processes are overseen by Quality Assurance and Enhancement Com{@I&E€;) which also

ensures that the outcomes of these processes are dealt with.piidwasions of this section apply to
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all taught provision offered to registered students, including that validated by SQA, or through other
HEIls anéwardingbodies.

Process Purpose Description Outcomes

Faculty Board support require
to approve initial proposal.
Approval event based on
programme documentation.

Approval
procedures for
new programmes,

To ensure new
provision is fully
developed and

Approval report mg
have conditions that
must be met before

overseen by adequately Panels include internal and programme
Faculty Boards resourced commences
external members
Annual SEDzroduced, making
appropriate reference to
programme statistics, student
Annual quality evaluations of modules, staff | Subject Network SED:
monitoring of To identify evaluations, response to any | considered by Quality

modules, strengths and external examiner issues, Monitoring Group

programmes and | weaknesses at eacl

subject networks, | level, and plan for

overseen by QMG improvement
and QAEC

targets and objectives.
Supported by site reports and
other submissions from, and
meetings with, aademic
partners (see below).
Annual meeting between QM(
and subject network

Annual quality

monitoring To discuss student | Annual meeting of academic
meeting with experience, support partner quality managers,

academic and infrastructure | internal members of QMG anc

partners, issues identified subject network leaders

overseen by QAE(

External To assure academit
SEIFYAYS standards in a .
: external examiners
reports national context
To ensure academi . .
Annual visits and samplirgg
External and procedural

evidence generating reports

Verification (SQA) by SQA External Verifiers

standards in a
national context

prior to meeting with

subject networks and

agreement of annual
targets

Summaryinstitution-
level report to QAEC
comprising common
issues and good
practice and
recommendations for
action

Reports, ofterwith
recommendations for
improvement.

Annual visits and reports by | Discussed and acted o

by programme team,
with overview of all
reports by Faculty
Board to QAEC
Reports identifying
good practice and
recommendations.
Required actions are
identified where

criteria have not been
met. The programme

team must meet

required actions by the
specified deadline.

Ovevwiew of all reports

considered by Faculty
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Process Purpose Description Outcomes

Board, QAEC and
Quality Forum.

Selfevaluation document

produced by subject network. | cPort containing

To assure academit

Internal subject standards are judgements, with
) o 2-3 day event to meet staff, "
review every 5 maintained and . conditions and/or
. students and examine :
years, overseen learning documents. Panel includes recommendations for
by QAEC opportunities are at ' action. Overview of all

) internal and external and .
national standards reports made public
student members

To identify Selfevaluation document
Internal student strengths anc_i progluced by student support Report containing
. weaknesses in serviceteam. 12 day event to . .
support service . judgement with
. support services meet staff, students and .
review, overseen . : recommendations for
and quality of examine documents. Panel .
by QAEC . . . action
student learning includes internal and external
experience and student members
To ensure
Programme re programme Event includes evaluation of
: o Reapproval report
approval (at continues to meet existing programme and "
. . - may haveconditions
request of academic standards| analysis of student statistics. )
) ) ; that must be met in a
Faculty), overseen and is properly Panel includes internal and iven time frame
by Faculty Bards managed and external members 9
resourced
Consolidated evidence
mapped to relevant
criteria. Verification
To ensure systems o
olicies and report detailing
P SQA work with the university | findings, good practice
procedures meet ,
. to: developmental
Systems SQA quality . . . :
o 2 Review evidence against | recommendations and
Verification (SQA) | assurance criteria . o o ) .
identified criteria. required actions.
and are )
implemented Report considered by
. QAEC and all other
effectively

relevantgroups
identified in the
findings.
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3 ACADEMIC COMMITTEES

3.1 ACADEMIC COUNCIL

3.1.1 Academic Council (AC) is the highest academic authoribyeinniversity Its authority is delegated
to it by the University Court, to whom it sends reports.

3.1.2 Academic Council has ultimate responsibility for the operation of its subcommittees enltida.
Academic Council oversees the operation of these subcommittees, receives reports, and undertakes
final scrutiny and approval of policy. It is responsible for ensuringttteuniversitymeets the
expectations of the UK Quality Code for the aasge of academic quality and standards in higher
education (www.qgaa.ac.uk) and of validating and accrediting bodies.

Academic Council has executive responsibility for:

a. general issues relating to the research, scholarship, teaching and courses of iteesiiy,
including criteria for the admission of students studying for an award; the appointment and
removal of internal and external examiners; policies and procedures for assessment and
examination of the academic performance of students studying foaward; the curriculum;
academic standards and the validation and review of courses; and the procedures for the award
of qualifications

b. consideration of the development of the academic activities of the university and the provision
of advice thereon to thérincipal and to the Court

c. provision of advice on such other matters as the Court or the Principal may refer to the Academic
Council.

Academic Council devolves responsibilities to its committees to undertake the detailed
consideration and development pblicies and strategies in relation to:

Academic titles

Ghaidhlig

External partnerships

Quality assurance and enhancement
Research

Research degrees

O O O O o o

It receives reports from Faculty Boards:

o Arts, Humanities and Business
o Science, Health arfingineering

3.1.3The membership of Academic Council is:
a. Chair: Principal and Vigghancellorgx officio
b. Secretary and other such members of the senior management of the university as the Court shall

designategx officio
c. President of thestudentstasciation,ex officio
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. Three members appointed by the Sponsor University Members as members of the Title

Management Group pursuant to Article 26.2 (one of whom shall be appointed by each of
University of Aberdeen, University of Edinburgh and Universityraft$iyde and each of whom

may be removed and replaced by the Sponsor University Member appointing him or her pursuant
to Article 26.2)ex officiis

. Up to four members nominated by treudentstassociation from the students studying for an

award
Suchnumber of professorial members of staff as are appointed by the Court, nominated from
and by all the professorial members of staff of the university

. Up to four such other persons as nominated by the Court to be required by the Academic Council

to fulfil its remit

. Such other number of teaching, research and / or academic support members of staff, excluding

the Principal and Vie€hancellor and principals of academic partners, as are deemed necessary
and appointed by the Court so that they shall be at leagpiad to the number of members
appointed under categories a, b and i of this Article 22.1, and

Such numbers of academic partner principals appointed by the Court as the Court deems
necessary to enable the Academic Council to fulfil its remit.

3.1.4Terms of office

Of the members of the Academic Council those persons appoaxeaifficiisunder subparagraphs

a, b, c and d shall hold appointment during their tenure of office; the persons nominated under sub
paragraph e shall hold appointment for ogear; the persons nominated under splaragraphs f

and g shall hold appointment for four years with the possibility of further nomination for one further
period of four years; the persons appointed under q#vagraphs h and i shall hold appointment
for four years with the possibility of fappointment for one further period of four years. Casual
vacancies occurring within a term of appointment may be filled by appointment or nomination, as
appropriate for the balance of the period and thereafter the marsiominated or appointed may
hold appointment for up to two further terms as herein provided for.

A member of Academic Council shall cease to be a member of Academic Council if:

a.
b.
C.

d.

their term of office expires without r@appointment

they cease to be eligle for such appointment

they haveacted in a manner which is deemed by the Court to bring the university into disrepute,
on written notice of removal by the Court

they resigrby written notice to Academic Council; or he or she is removed under Articld.22.1

3.15 Frequency of meetings

The Academic Council shall meet no fewer than four times a year.
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3.2 ACADEMIC TITLES REVIEW BOARD

3.2.1The Academic Titles Review Board (ATRB) is responsible to Academic Council for the award
academic titles.

3.2.2 Remit:

1. To determine the criteria for conferment of academic titles

2. To establish the procedures, processes, guidelinestametable associated with nominations
for titles

3. To consider all applications for award of academic titles

4. To forward its recommendations to Academic Council for ratification.

3.2.3The membership of Academic Titles Review Board is:

. Chair: Prinipal and ViceChancellorgex officio

. ViceChair: Deputy Principatx officio

VicePrincipal (Researadmnd Impac}, ex officio

. Deans of Facultgx officiis

. Two members appointed by Academic Council, such that one is from each faculhpthnakre
from different academic partners

A member appointed by the professoriate from amongst their numbers providediegtcome
from an academic partner not already having a member appointed by Academic Council

®oo0 o

—h

The members appointed by Academiau@cil and by the professoriate must be appointed so that
appointees come from different academic partners.

Other individuals, as appropriate and necessary, may also be invited to attend the Academic Titles
Review Board.

3.2.4Frequency of meetings
TheAcademic Titles Review Board shall meet not less than twice a year.

3.2.5Terms of office
All appointed members shall hold membership for three years in the first instance. Appointments
may be renewed for a further thregear period. Nappointed member shall be appointed to
periods of office which amount to continuous office for a period of seven or more years. Terms of
office will be by rolling demission to avoid all members retiring at the same time.

3.2.6 Conflict of interest

The Conflict of Interest Policy will be strictly adhered to by ATRB members in the conduct of the
.2 NRQa odzaAySaaod
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3.3 COMATAIDKEHAIDHLIG

3.3.1The Comataidh Ghaidhlig (Gaelic Committee) is responsible to Academic Council for the
development and enhancement of the Gaelic language, culture and heritage witéin
university.

3.3.2Remit:

1.

To ensure the implementation of the straje objective thathe universitywill be a centre
of excellence for the development and enhancement of the Gaelic language, culture and
heritage

. To implement, monitor and review Gaelic Strategy and Gaelic Strategy Enabling Plan (GSEP)

in line with its cormitment. The GSEP includes the preseaeliz languagellan as well as
future Gaelic Language Plans as they are produced

. To monitor and advise on the Gaelic Language Plan developments of the academic partners

and respond to consultations on other Gaelimguaage Plans which may impact on the
university

. To liaise closely with the appropriate Faculty Board, other relevant academic structures and

the student body pertaining to Gaelic.

Reporting structure of Comataidh Ghaidhlig:

1.

The Comataidh Ghaidhlig will report to Academic Council (AC) which will forward any items
to the PartnershipCounciwhen appropriate. The Comataidh minutes will be forwarded to
AC. AC anBartnership Councilill escalate any issues as necessary to thiedssity Court

. Directors, heads of departments and other senior managers with responsibility for

delivering aspects ofhe Gaelic Language Plans will report directly to the Comataidh
Ghaidhlig when required by the Comataidh

. The Comataidh Ghaidhlig will edge reports from the Strategic Delivery Body (SDB) /

Gaelidanguage act implementation fun@&LAIF) project board.

3.3.3The Comataidh Ghaidhlig itself will be constituted by staff/governors internal to the
partnership.The membership of the Committee is:

N N

Chair: elected by the Comataidh Ghaidhlig

Deputy Principalex officio

Dean of Faculty of Arts, Humanities and Businessppointed nomineegx officio

One senior member of staff to represent Sabhal Mor Ostaig UHI

One senior member of staff to represent Lews Castle College UHI

The scheme leader for the Gaelic and Related Studies Scke&réicio

The Director of Marketigand Planning, or a senior member of the team nominated by the
Director,ex officio

One member of the University Court

. One student member from among the registered students, electedtheysii dzZRSy i & Q

association
One member of staff from each of tteeademic partners, other than Lews Castle College
UHI and Sabhal Mor Ostaig UHI, where the Principal wishes to nominate a member.
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At the discretion of the Comataidh Ghaidhlig, practitioner -gubups may be formed to

progress business between meetingse3é subgroups will focus on operational activities

and will meet at a minimum of three times a year. External specialists may be invited to join

sub-groups on a temporary basis to provide input and advice on specific issues.
3.3.4Frequency of meetings

The Comataidh Ghaidhlig shall meet no fewer than three times a year.

3.3.5Terms of office

All appointed members, including the chair, shall be appointed in the first instance for a period
of two years. Appointments may be renewed for a further tyearperiod.
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3.4 EXTERNAL PARTNERSHIPS STEERING COMMITTEE

3.4.1The External Partnerships Steering Committee (EPSC) is responsible to Academic Council for
overseeing collaborative activity both in the UK and overseas in accordance with agreed
university strategies. It is responsible for formulating policy and practiceslation to
management of collaborative provision and partnerships with external institutions and other
organisations, and for approving proposals for collaborative activity.

3.4.2EPSC reports directly to Academic Council, with additional reporting lines as appropriate to
the Partnership Council, Quality Assurance and Enhancement Committee and Faculty Boards.

3.4.3Terms of reference:

1. To advise Academic Council on all aspectextérnal collaborative partnerships and
provision both within the UK and overseas

2. To develop, monitor and evaluate policies and processes for external collaborative and
partnership arrangements with reference to sector guidance and good practice, and make
recommendations to Academic Council as appropriate

3. To make recommendations to Academic Council on the procedures and processes for the
endorsement, monitoring, withdrawal from and review of external partnerships and
collaborative programmes

4. To assess arehdorse proposed external partners and collaborative programmes based on
the conduct of proportionate due diligence enquiries and risk assessment protocols

5. To receive annual evaluative reports from each Faculty based on approval, quality
monitoring and reiew activities relating to collaborative programmes identifying
strengths, areas for development and any planned actions

6. To receive reports relating to international student recruitment trends and opportunities,
transnational education (TNE) activity, anelevant student feedback, retention and
attainment data.

7. To receive reports on student mobility activity (incoming and outgoing), and to oversee
promotion of opportunities to all eligible students (Erassiusded and other
partnerships)

3.4.4 Scope

The scope of the External Partnerships Steering Committee will cover any collaborative
partnership or contractual activity relating to the management and / or delivery of higher
education learning opportunitiewith another institution or organisation Type of activity
include:

Joint and dual award@ncluding postgraduate research awards)

External validation and franchise arrangements

Joint delivery arrangements

Articulation and progression agreements

Student exchange and study abroagreements, including ERASMUS

Credit rating at SCQF Level 7 and above

Training, CPD and / or skills development activities at higher education level which is non
credit bearing

O O O O O O o
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Where a collaborative partnership or contractual activity does not relateigber education
provision, but there is potential reputational and / or regulatory risk for the university and /
or academic partners, the role of External Partnerships Steering Committee will be advisory
and will require information to be provided in e¢hinterests of transparency within the
partnership and in order to evaluate the cumulative and collective risk.

9t {/ Qa a02L)S R2Sa y2i AyOfdzRRS 02ttt 02N GAQD
solely with research, consultancy or knowledge hextge / transfer activities or further
education provision.

3.4.6 The membership of External Partnerships Steering Committee is:

. Chair: Deputy Principatx officio

. VicePrincipal (International and External Engagemesn)officio

Deans of Facultgx dficiis

. Dean of Researckx officio

. Senior manager from each academic partner (nominated by the principal of that academic
partner)

f. Academic Registraex officio

g. Head of Marketing and Planning (or nomines),officio

PO T ®

In attendance:
o CommitteeSecretary
o Others as appropriate to the business of the Committee.

Meetings will be deemed quorate with the attendance of at least-tmed of the academic
partner members.
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3.5 QUALITY ASSURANCE AND ENHANCEMENT COMMITTEE

3.51 The Quality Assurance and Enhancement Committee (QAEC) is responsible to Academic
Council for monitoring all activity being reported to Academic Council through the
subcommittee /faculty / practitioner group structures.

3.5.2Remit:

S

. To monitor and ensure compliance with/coordination of all formal quality assurance and

regulatory requirements, and including institutional audit (Enhancement led institutional
review and such other forms of higher education institutional audit as mayripesed
upon theuniversityregional model)

. To ensure that key initiatives/projects agreed by Academic Council are progressed as

required

. To make proposals to Academic Council in relation to emerging priorities and opportunities

(identified through tke activities listed below) which cannot be dealt with through and/or
with the authority of existing groups
To develop and monitor Learning and Teaching and Student Experience Strategies

. To ensure (through key performance indicators amatcomes of specific projects or

interventions) progress against relevant targets within the higher education outcome
agreement

. To promote quality assurance and quality enhancement as key featuieko§ dzy' A @S N&

operation and to ensure that acadeenguality and standards inform relevant areas of
institutional development

. To maintain oversight (through monitoring of key performance indicators and outcomes of

internal reviews, annual monitoring, validations, student surveys etc) of quality
enhancenent requirements and ensure that these are addressed by appropriate groups
and processes

. To ensure that all significant quality issues or concerns relating to student experience or

curriculum are appropriately resolved

. To coordinate engagement witkelevant stakeholder groups, agencies, sectoral initiatives

and fora, and to ensure thahe universitystrategically places itself to best effect to address
any developing regional or national developments relating to higher education quality
assurance andr enhancement.

3.5.3The membership of Quality Assurance and Enhancement Committee is:

S@repoo0oTy

o

Chair: Deputy Principagx officio

Academic Registraex officio

Representative on QAA Scotland Enhancement Theme Steering Committee
Vice Principal: Fther Educationgx officio

Deans of Facultgx officiis

Dean of Researckex officio

Dean of Studentsx officio

Professor of Pedagoggx officio

SQA operations Manager (HE, officio

Chair of Quality Forunex officio

Up to twofurther academic partner representatives from senior/middle management
staff nominated by/drawn from Academic Council
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I. Two Quality Managers nominated by Quality Forum
m.HISA President or nomineex officio
n. Chair of Information and Communication Taologies Committeegx officio
0. Quality Monitoring Officer (clerk)

In addition, other staff may be invited to join the group on a temporary basis where relevant
to significant timelimited agendas.

3.5.4Frequency of meetings
The QualityAssurance and Enhancement Committee shall meet no fewer than six times a year.
3.5.5Terms of office
Appointed members shall be appointed, in the first instance, for a period of three years.
Appointments may be renewed for a further thrgear period. No appointed member shall
be appointed to periods of office which amount to continuous office for a period of seven or

more years. Student representatives shall hold membership for one year, which may be
renewed for a further year.
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3.6 RESEARCGMND KNOWLEDGE EXCHARGHEIMITTEE

3.6.1 The Researctand Knowledge Exchangéommittee (REC) shall, subject to the overall
authority of Academic Council and within the budgetary framework sethbyPartnership
Counciland approved by the Finance and General Purposes Comm(EE®Chof the
University Court, formulate a research developmentpla

3.6.2 The Researchnd Knowledge Exchan@@®ommittee develops and promotés K S dzy’ A @S N&
strategy for research, knowledge transfer and commercialisation. It also audits and monitors
the quality and compliance of research.

3.6.3 Terms ofreference:

1. To endorse university strategy for research and knowledge exchange for approval at
Academic Council and Partnershipu@cil as appropriatetaking full accounbf both the
external and internal environment faesearch and knowledge exchange

2. To endorse research and knowledge exchange policies and procedures for
recommendation toAcademicCouncil andPartnership Council as appropriate

3. In relation to theResearch Excellence FramewoREf; to decide on key institutional
approaches t@reparation, drawing on thavork of the REF Managers Group

4. To endorse the draft REF submission for progression to AcadenmiciCand institutional
signoff

5. To monitor achievement against key performance indicators pertaining to research and
knowledge &change activity, including University Innovation Fund (UIF)

6. To receive operational plans from the research clusters andigeaadvice and support to
these

7. Within available budgets for research and knowledge exchange, where appropriate
consider options forthe deployment of resources to supporésearch and knowledge
exchange

8. To endorse proposals for new research centres and institutes from time to time.

3.6.4 The membership of Researahd Knowledge Exchan@mmittee is:

. Chair: VicePrincipal (Researamnd Impac}, ex officio

. Dean of Researckex officio

VicePrincipal (Enterprisegx officio

. Head of Knowledge Exchangs, officio

. Four Research Cluster Steering Group Chexrsfficis

Four research active academic staff

. Two Professors of theniversity, not represented in other membership categories

. Two Chairs of academic partner Research/Knowledge Exchange Comneittedsis

.t NSBAARSYG 2F GUKS addzRR&yfici@aQ | 2a20A1 0A2Yy 2 NJ

SQ "0 Q0T

In attendance
J. PAto the VicéPrincipal (Research and Impact) (cleek) officio

Other staff, as appropriate or necessary, may also attend ResaactKnowledge Exchange
Committee as deemed appropriate by the Chair.
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3.6.5 Frequency of meetings

The Researchnd Khowledge Exchangéommittee shall meet no fewer thdaur times a year.

3.6.6 Terms of office

The VicePrincipal (Researchnd Impac) shall beex officio Chair of the Researchnd
Knowledge Exchangéommittee. The Committee shall appoindeputy chair. Members
appointed shall be appointed in the first instance for a period of four years unless otherwise
stated. Appointments may be renewed for a further fou@ar period. No appointed member
shall be appointed to periods of office which anmt to continuous office for a period of eight

or more years. Renewal of appointment should, in the first instance, be made with a view to
SadloftAaKAY3 || WNREEtAY3IQ YSYOSNHEKA LD
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3.7 RESEARCH DEGREES COMMITTEE

3.7.1 TheResearch Degrees CommittéRDC)s responsible to Academic Council for overseeing
admissionfegistration, support, progression, examination and awards in respect of research
students.

3.7.2Remit:

1.

To oversee admission, registration, progressionjrexation, and awards in respect of

research students, including:

a. to approve research student applications

b. to consider reports relating to progress monitoring of research students

c. to approve requests relating to changes in terms of study (eg,nsxtas and
suspensions)

d. to approve membership of examination panels

e. to approve recommendations of examination panels for the award of research degrees

. To oversee support of research students and supervisors, including:

a. to monitor and review poligis and procedures relating to research students

b. to monitor and review research student support issues

c. to maintain oversight of skills training for research students and training for staff in
research supervision

d. to maintain oversight oBNS & S| NOK & dzRSyidaQ O2YLX I Ayila

To oversee the approval and-epproval of academic research areas and to monitor and

report on the meetig of any established conditions

To oversee the monitoring of quality assurance and enhancement and to pgke@iate

action on related issues as required

. To consider and review strategies for recruiting and retaining research students with high

potential.

3.7.3Themembership of Research Degrees Committee is:

SQ 0 Qo

. Chair: Dean of Researax officio
. At least fiveactive, or recently active, research supervisors (with at leastepresentatve

from each ofScience and Engineering, Health and relaadjects, Arts and Humanities,
Social Science)
One external representative from a HEI

. Up to two postgraduate reseahn student representatives
. Chair of the Graduate School Committe# officio

Research Support Offigeax officio

. VicePrincipal (Researdnd Impac}, ex officio
. Academic Registraex officio

In attendance:

Graduate School Officer (Committee Secretagy)officio

A meeting will be declared quorate with the attendance of one third of the membership, but
this also requires at least two members from the following to be present: Dean of Research,
research superisors, external representative, Chair of the Graduate School Committee.
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3.7.4Frequency ofneetings

The Research Degrees Committee meets formally approximately every six weeks. However,
as business dictates, the Committee also meets virtually @streinic means) outwith the
cycle of formal meetings, as required.

3.7.5Terms of ffice

a. The research supervisanembers will hold office fothree years, with the possibility of a
three year extension, following which they must stand down from offaresfperiod of not
less than one year
b. The PGR student representatives shall normally hold their membershigidgbiteen
months¢ two yeas (up to a maximum of two years)
c. The external representative shall hold office tbree years in the first instance, ith the
possibility of ahree year extension, following which they will be requréo stand down
from membership
d. All members (as defined in section 3.7.3) are entitled to vote on matters requiring the
I 2YYAGGSSQa RSOAAAZ2Y D otekfequirddl A NJ NBSGIF Aya GF

3.7.6 Reservedusiness
Where the work of the committee concerns the progress of individual students, this will be
Of FaaSR a WNBaAaSNWUSR o0dzaAySaaqQe {(dRRSyda g,
Issues of generaloncern to research students will form the first part of each meeting of the
committee.
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3.8 FACULTY BOARDS OF STUDY

3.8.1 The universityhas two Faculty Boards of Study (FBoS):

(0]
(0]

Arts, Humanities and Business
Science, Health and Engineering

3.8.2 Remit:

N

ook w

© N

. Toinformli K S dzy Astefedid@devielépént and curriculum planning, to assist in the

development of academic policies and strategies, and to support the planning of student
numbers

To oversee the approval of new academic provision and to monitor and report on the
meeting of any established conditions

To monitor and take appropriate action on quality assurance and enhancement issues
To ensure that recommendations of subject reviews are carried out satisfactorily

To approve recommendations for the appointment of suitable external examiners

To coeordinate, inform, promote and support scholarship and research within the faculty
and tofacilitate the linking of scholarship and research with teaching

To approve the membership of relevant Boards of Examiners

To identify, disseminate and share best practice in academic and support matters

. To maintain oversight of the Faculty Executive eatdy its decisions.

3.8.3 The membership of each Faculty Board of Study is:

a.
b.
C.

d.
e.
f. Up to two student members.

Chair: Dean of Facultgx officio

Subject Network Leadersx officio

A representative from each academic partner as appropriate, nominated by the academic
partner

One quality manager representative

One research active member of staff within the faculty

Nominations for membership shall be made to the dean. Other individuals, as appropriate or
necessary, may also atterichculty Board of Study, at the invitation of the chair.

3.8.4 In attendance at Faculty Board of Study, but without voting rights:

a.
b.
C.

External academic or industry advisers
Faculty Officerex officio
Academic Registraex officio.

3.8.5 Frequeny of meetings

The Faculty Boards of Study shall meet no fewer than three times a year.

3.8.6 Terms of office
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All members, exceptex officio members and student members, shall normally hold
membership for three years.
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SUBJECT NETWORK COMMISTEE

Subject Network Committees report to their respective faculty board. Subject network
leaders araesponsible for setting the committee agenda and schedule of meetings.

Remit:

1. To act as the formal body for communication and decistaking for staff and students
in the curriculum area

2. To coeordinate and plan curriculum development addlivery within the curriculum area
across the partnership

3. To discuss and endorse proposals for new curriculum or major modifications to existing
curriculum

4. To approve annual action plan and targets for the subject network and review progress
on an annuabasis.

The membership of each Subject Network Committee is:

a. Chair: Subject Network Leade officio

b. Programme leaders (degree) representing programmes within the subject network
Programme leaders or other representatives for HN frameworks within thgesti
network

d. Curriculum manager (or equivalent) from all relevant academic parteersfficio

e. Up to two student members

f.  Subject NetworKlunior Researchgwhere appointed)

g

h

o

External member (optional)
Faculty Officerex officio.

In attendance: Clerk

The Subject Network Committee may decide to augment its membership {optog
additional members, who would thus have voting rights.

Other academic or support staff may attend Subject Network Committees as appropriate or
necessary, at the discretion of the Chair.

Frequency of meetings
The Subject Network Committees shall meet no fewer than three times a year. In addition,

subject néworks may organise development events for their subject network, or for groups
within it.
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3.10 ACADEMIC PARTNER QUALITY COMMITTEE

3.10.1 Each academic partner shall establish an Academic Partner Quality Committee (APQC) with
responsibility for monitang the academic standards and the quabfyacademic provision
and SQA higher education programmes, modules and units delivered by the academic
partner.

3.10.2 Remit to include:

1.

To implement the procedures and maintain the academic standards amditywof
programmes, modules and units delivered within the academic partner and in any
location where the academic partner delivers any part ofuheversitycurriculum

. To engage with the faculties, subject networks and other partnership bodigkein

management and further development of higher education curriculum, learner
experience and staff development

. To submitany relevantinformation to the Quality Monitoring Group, prior to annual

monitoring meetinggelating to the quality assurance and enhancement of curriculum
and learner experience

. To receive reports on approval, review and monitoring of higher education provision and

to ensure that appropriate action is taken

. To promote good practice in glity assurance and enhancement within the academic

partner.

3.10.3 The membership of the Academic Partner Quality Committee shall include:

a¢tKS YSYOSNI 2F GKS I OFRSYAO LI NIYySNRa

b.
C.
d.

Qx
(0p))

matters

Representative of eacaicademic unit within the academic partner
Representative from student learning support

At least one student representative.

3.10.4 Frequency of meetings

The Academic Partner Quality Committees shall meet no fewer than three times a year.
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Committee structure

r _________________ [ University Court

—

Enhancement Committee

[ Quality Assurance and

[ Faculty Boards of Study ]—

Research Degrees
Committee

-
A Learningand Teaching

Partnership Planning
Forunt

Working Groupsind

|
|
|
I
I
[
|
!
[ AcademyandLTA Forum
|
|
|
I
I
|
: Practitioner Groups (as re

ql

Footnotes

}_
}_
}_

|

Researcland Knowledge
Exchang€€ommittee

N
Academic Titles
Review Board B
J

Comataidh Ghaidhlig

ExternalPartnerships
Steering Committee

PartnershipCouncil

M

Audit Committee

N
Financeand General
Purposes Committee )

N

HonoraryAwardsCommittee

/

Nominations Committee

Remuneration Committee

and ViceChancellor

{ Principal

[ Senior Management Team]

1 Alsoreports to other committees. ésearchDegreesCommitteeto Research and Knowledge Exchar@enmittee, and RirtnershipPlanningForumto Partnership Council

A Primarily reports to Academic Council throughality Assurance andnhancementCommittee.
B Primarily reports direct to Academic Council.
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SUBJECT REVIEW ANDEENT SUPPORT SER\REVIEW

THE NEED FOR SUBJECT AND SERVICE REVIEW

4.1

4.2

4.3

4.4

4.5

4.6

4.7

Subjectandt SNIZA OS NBGASga F2N¥Y 2yS StSYSyd 6A0GKA
are intended to provide assurance to the university and to external stakeholders of the
standards of awards and of the quality of the student learning experience providenhwhith
university.

Both the Scottish Funding Council and QAA require that institdédmguality reviews are
conducted in all Scottish HEIs, and indicate that these are an essential element of an
AYyaaAdGdziazyQa ljda ftAGe FTNIYSE2N] P

The purpose of subjeceview is to provide periodic t#depth reflection on and analysis of how
GKS NBIldANSBYSyGa FyR GKS aidlyRIFINRa 2F GKS
experiences are being managed and enhanced throughout the subject network and its
supporting stratures.

The purpose of service review is to provide periodidepth reflection on and analysi§ of how
GKS ljdzr fAde 2F addzRSyidaQ fSIFENYyAy3a SELISNRSy!
the university and its supporting structures.

The reviews Wi make evidenc#vased judgements on how effective the academic
management, teaching and learner support across the subject network / service are, and the
extent to which they sustain a culture of ongoing reflection and enhancement. The panel will
explorewith subject network / service teams how issues and initiatives already identified
through other quality monitoring and approval processes are being progressed. The panel
may make recommendations on how the subject network / service might further dewelop

be supported, and will identify areas of good practice for sharing within the university.

The review process will refer to the expectations and indicators of sound practice of the UK
Quiality Code for Higher Education and other external reference points

The subject / service review process and outcomes are subject to scrutiny by QAA through
Enhancemented Institutional Review (ELIR). The ELIR team will examine how the university
uses the review process effectively to manage and enhancejtiadity of provision, and to

what extent the process meets sectaide expectations. This includes how subject / service
reviews link to other quality processes, such as annual monitoring, approval augreval.
Particular attention will be given to hotke university addresses and monitors the outcomes

of reviews, and what actions are taken as a result. The university will draw on evidence of
subject / service reviews in producing the Reflective Analysis document for ELIR.

SCOPE OF SUBJECT REVIEW

4.8

The scope of subject review will include all higher education provision within a subject
network. The review will include all taught programmes within the subject network, including
postgraduate awards, HN programmes, continuing professional development ,(CPD)
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collaborative and overseas provision, online and distance learning and provision which
provides only small amounts of credit.

4.9 The review will also examine areas that have specific relevance to the university, such as the
delivery of SQA programmestiaulation arrangements, and the management of the student
learning experience for dispersed groups of students. It will look at the ways in which quality
is enhanced, identify practice that others might learn from and how this might be
disseminated morewidely. It will also encourage the subject network to reflect on the
strategic development of the subject area.

4.10 The review panel will require access to student work, therefore it is necessary to retain
examples of student work from all programmes (a s@&amgf modules / units), including
degree programmes, SQA provision and anyed&l programmes validated by other bodies.

4.11 A sample of student work (examination scripts and coursework) would normally include
examples of lowest (fails) and highest achievaimend borderline cases, along with the
feedback from the marker / moderator. Examples of student work should be available for the
three years preceding the subject review.

4.12 Subject network leaders should, through the subject network committee, ensureatha
programme leaders are aware of the requirement to retain samples of assessed work and
assist them, if necessary, in determining which assessments to sample.

SCOPE OF STUDENT SUPPORT SERVICE REVIEW

4.13 The scope of each student support service revieWinglude all activities within that service
which are studenfacing and/or intended to enhance the student learning experience. The
scope will cover the relevant service across all academic partners, however it is provided and
resourced, recognising thauch services will support both HE and FE students.

CYCLE FOR SUBJECT AND SERVICE REVIEW

4.14 Subject and service reviews will normally be conducted on-gesix cycle, with the schedule
of activity determined by Quality Assurance and Enhancement Comn{@&&C). Where
appropriate, one or more student support services may be reviewed jointly.

RELATIONSHIP TO OTHER QUALITY PROCESSES

415{ dzo 2S00 I yR aSNIBAOS NBOASga F2N¥Y 2yS StSYSy
are intended to draw on the oabmes of other quality processes, such as annual monitoring
and programme (re)approval, as well as to feed into them.

PRINCIPLES OF SUBJECT AND SERVICE REVIEW

4.16 The subject / service review process is based on the following principles:
o the review will bebased on a selévaluation undertaken by the subject network / service,
making appropriate use of performance indicators, student feedback and student data
o the review will draw on and inform other quality processes
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the review panel will include externalpeesentatives and a student member

the review will be open and based on a process of peer review

the process of review will engage staff and students from the subject network / service
the review will be flexible in scope to accommodate ttlearacteristics of the subject
network / service

o whilst not sacrificing the need for assurance, the review will be conducted so as to be
enhancemerdfocussed, for the subject network / service, and the university as a whole.

O O O O

PREPARATION FOR REVIEWS

4.17 Plannng and preparation for subject / service review will begin the year before the review
takes place. The focus of the review will take into account the characteristics of the subject
network / service, and will be the subject of consultation in the plagnstage, whereby
subject network and faculty or service staff may identify any particular questions or issues
they would like the review to include in its focus. There will also be consultation on
preferences for the composition of the review panel and thming of the review within the
academic session.

4.18 It is the responsibility of the subject network leader / nominated service revieardmator
to co-ordinate the writing of the selévaluation document and to lead the preparations for
review. Suppdrin preparing for the review will be provided by Academic Directorate.

4.19 Staff from every academic partner offering provision within the subject network will be
required to contribute to the preparations for subject review and the -sefiluation
document

4.20 Staff from every academic partner will be required to contribute to the preparations for
service review and the sedfvaluation document.

DOCUMENTATION REQUIRED

4.21 The main document required for subject / service review will be theesedfuation document
(SED): a single SED will be produced for each subject network / service undergoing review. In
addition, for subject reviews, current programme documentation télrequired for each
degree programme.

4.22 The SED will provide a framework for review based on testing and verifying statements made
by the subject network / service. It should demonstrate a process of reflection and analysis,
identifying areas of strentand good practice, as well as areas for development, and any
activities put in place to address these.

4.23 The subject network SED should demonstrate that the subject network has evaluated:
o the appropriateness of the academic standards set
the effectiveness of the curriculum in delivering the intended outcomes
the effectiveness of assessment in measuring the attainment of the intended outcomes
the extent to which the intended outcomes are met by students
the quality of learning opportunities for students
the quality of learning resources, including staff and library resources.

O O O O O
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4.24 The service SED should demonstrate that the service has documented and evaluated:

O O O O O 0o o o

the provision and structure of the service

0KS aSNIBAOSQa NRdAziAYyS 2N FyydzZ f Y2yA(G2NRY:
notable recent developments and achievements

the extent of alignment with external reference points and other benchmarks

the engagement with students and other stakeholders

0KS aSNBAOSQa AYLI OGO 2y GKS adGdzRSyd €SI Ny
the professional development staff contributing to the service

the quality of resources (for staff contributing to the service and for students).

4.25 The SED will be a key document in the review, and detailed guidance on its production will be
provided to subject network / service teams.

REVIEW PANELS

4.26 Subject review panel composition will take account of the range and volume of provision
within the subject network. The review panel will normally include:

a.
b.

—h

a senior member of university staff, who will chair the review

two external members with relevant subject background from other UK universities or
colleges

one or two internal academic representatives, such as a subject network leader or
programme leader with no involvement in the subject network under review

. a quality manager
. a student member, from another subject network

an officer from Academic Directomat

4.27 Service review panel composition will take account of the scope and characteristics of the
student support service. The review panel will normally include:

a.
b.

C.

d.
e.

a dean, who will chair the review

up to two external members: senior service managers withwvahe experience from
another UK university or college

two internal members of staff: staff with managemeiel expertise in any studesfi&icing
service (other than the service under review), including managers with a mixed remit
a student member

an office from Academic Directorate.

4.28 Where a review is particularly large or complex, the chair may decide that additional academic
or specialist expertise is required on the panel.

REVIEW PROCESS

4.29 The review will be conducted through:

a.
b.

analysis of the SED and supporting evidence

examination of existing documentary evidence. For subject review, indicative evidence
would include programme specifications, annual programme SEDs, committee minutes,
student handbooks, samples of student wodnd feedback to students, student
evaluations, external examiner and moderator reports, statistical evidence of student
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recruitment, achievement and progression, information on the resources available
(including staff), academic plans. For service reyiegicative evidence would include
strategic and operational plans, annual review documents, team or practitioner group
records, PSRB documentation, external accreditation outcomes, samples of promotional
and guidance material, and integl and externalwvey results

c. discussion with subject network / service staff and relevant senior managers to explore
issues arising from the documentary evidence, and issues that they wish to raise

d. discussion with students, normally including a range of students enreaitedifferent
academic partners and enrolled on different programmes

e. discussion with employers, professional bodies and / or graduates.

4.30 It is not expected that staff from every academic partner will necessarily meet with the
review panel, however, theréhsuld be a sufficient mix of participants to represent the
range of curriculum provision or student support activities, and the contexts in which they
are delivered.

4.31 1t will not be a requirement that the review panel visits all or any academic partneng\er
they may choose to do so if they feel it is necessary to make judgements for the review.

4.32 The reviews will be organised and supported by Academic Directorate and overseen by QAEC.
REPORTS AND OUTCOMES

4.33 The report will be drafted within eight weekd the review event and the subject network /
service team invited to check the report for factual accuracy within a further two weeks.
Subject review reports will include judgements on whether degree programmes should
continue and may make requirementadirecommendations for all programmes. The report
may make recommendations on how the subject network / service might further develop or
be supported, and will identify areas of good practice for sharing within the university

4.34 The report will be presenttto QAEC and published.

4.35 Within six months of the review, an action plan will be drafted by the subject network leader
and dean or the service review -oodinator, addressing all requirements and
recommendations identified in the report, which will lpgesented toQAEC for approval.
Where institutiortlevel recommendations are identifiedAECQwill refer the issue to the
appropriate person or committee, and will be responsible for monitoring progress.

4.36 Within one year of the review, the faculty or service will be required to make a formal
response on how any requirements and recommendations have been addressed, based on
the responses and actions of the subject network / service. This will be discusséar@al
meeting between the chair of the review panel, the chair of QAEC and the dean and the
subject network leader, or the service reviewaalinator.

4.37 The formal response will be presented to QAEC for approval, although QAEC may require
further assirances or actions prior to approval.
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5 ANNUAL QUALITY MOMNDRING

INTRODUCTION

5.1 Annual quality monitoring processes colleelly provide a means of assuring the standards
FYR ljdzh ft AGe 2F (GKS dzyAGSNEAGEQA LINRPOAAAZ2Y S
learning experience. Within a devolved quality management framework, they enable the
university to manage quality assunce and enhancement at an institutional level and in line
with national expectations.The processes seek to encourage development of a reflective,
open and analytical approach, to facilitate managed-t&ding in relation to curriculum
development andjuality enhancement, and to ensure rapid identification and mitigation of
guality assurance issues.

SCOPE

5.2 The provisions of this section apply to all taught provision offered to registered students,
including that validated by SQA, other HEIs awdrdingbodies.

OBJECTIVES

5.3 The objectives of these processes are:

a. to ensure that taught provision is deliveten line with the requirements of approval

b. to ensure that quality issues relating to curriculum and delivery are identified and acted
upon at appropriate levels

c. to encourage engagement with institutional and national enhancement themes

d. to identify examples of good practice in curriculum and delivery and ensure that these are
disseminated

e. to enable staff to contribute to the ongoing development and enhancement of provision.

PRINCIPLES

5.4 Quality monitoring processes are based on thiéowing principles:

a. the core of all processes is reflection on the student learning experience and the ongoing
enhancement of curriculum and student support

b. the cycle includes annual engagements with representatives from all subject networks and
all academic partners, conducted by a Quality Monitoring Group (QMG) comprising internal
and external membership

c. the processes are transparent, with all reports being made available to all staff

d. the evidence base for evaluation depends on analysigpflerformance indicators (KPIs)
derived from a robust dataset

e. target and objective setting for subject networks, academic partners and the university
enables systematic monitoring and evaluation

f. outcomes from annual quality monitoring will feed irgabject review

g. these processes do not obviate the responsibility of programme teams and academic
partners to address emerging quality assurance issues immediately, where this is
practicable.
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RESPONSIBILITY

5.5

a.

overall responsibility for quality moniting rests with Quality Assurance and Enhancement
Committee (QAEC) acting, subject to other awarding body requirements in respect of their
awards, on behalf of Academic Council

. the first line of responsibility for programme monitoring is carried by prograreaders

working in conjunction witlall Home Academic Partners (HAPS)
module leaders are responsible for submitting a-seifluation document (SED) at the end
of the semeser of delivery

. programme leaders are responsible for submitting a-eeHluation document (SED)

annuallyon behalf of the programme committe@r equivalent structure)

. in the case of SQA programmes, the named contact at each site of delivery is responsibl

for submitting a sitespecific SED for that programme. Where the programme is formally
networked, a single overarching SED from the programme leader should be submitted
Subject network leaders are responsible for submitting a SED covering all provitkion

the subject network

. QMG will meet with each subject network and each academic partner to discuss relevant

issues and will report to QAEC and other committees as appropriate.

QUALITY MONITORING PROCESS

5.6 The quality monitoring process and indicatiireescales are as follows:

Degree module leaders submit semester 1 modaiel SEDs to qualit
February Y2YAG2NARAY3I 2FFAOSNI FYyR WiSIRQ

boards to inform external examiners.

Degree module leaders submit semester 2 moeealel SEDs to qualit
June moni2 NAy3 2FFAOSNI F'yR Wi SIRQ LINE

boards to inform external examiners.

UHI Principateceives reports from external examiners.

UHI Academic Registracknowledges receipt of report arablvises the
programme leader, quality manager, chair of exam board, chai
Academic Partner Quality Committee (APQC) and dé#s availability

Appropriate monitoring statistics available to academic stafi UHI
Records. gramme leademproduces programmdevel SED (drawing o
SEGSNYIFt SEI YAYSNEQ b}SafiardBtddentsand
EV reports where appropriate), ensuring that ssfgecific issues ar

September  addressed for networked programmasad sends SED to quality monitorii
officer, subject network leader and quality managers. Similar proce
operate for SQA programmes.
Facultysends response to external examiner(s), copied to faculty off
quality manager and subject network leadelegree programmes only).
Subject network leader sends SN SED to QMG via quality monitoring ©
APQCsonsider programmdéevel SEDs.

October All module, programme and SN SEDs available to all academic sta
quality managers.

August

Page3l



Academic Standards arfuality Regulations 2®120

Annual quality monitoring
QMG members meet with each subject network leader and SN membe
discuss issues raised in the SN SED and any other issues brought for
either party.
QMG produces written report of each meeting, to be approved by suk
network leader.

QMG produces overarching document on completion of all subject net\
December meetings, drawing out common issues and good practice.
All reports made available to all staff.

Internal members of QMG meet with senimpresentatives (usually th
quality manager) from all APs and SNLs to discuss issues relating to s
support and infrastructureSN meetings or identified through any oth
mechanism, and any issues brought forward by the APs. Issues for fi
action will be considered by QAEC.

February / QAEGQonsider reports and agree specific actions / responsibilities in
March of recommendations.

November /
December

January /
February

SELF EVALUATION DOCUMENTS

5.7 Detailed guidance and p#mrmas will be made available for each type sgfifevaluation
document (SED) required within theiglity monitoring procesand these will be kept under
review.

5.8 Module / programme / subject network sedvaluation documents:

a. should focus on issues relating to the curriculum and the student exipesi andmake
appropriate reference to th&PI dataavailable through UHI Records

b. should be reflective / evaluative, while summarising key points concisely

c. should, as far as possible, be drafted in a manner which is inclusive of the teaching team
and supporting academic partners (including quality and curriculum management teams)

d. should clearly indicate the locus (eg programme, module, delivery site) of issues of concern
or good practice, while avoiding naming individuals

e. will be made availabl® all staff.

ANNUAL MEETINGS AND OUTCOMES

Subject network meetings

5.9 The meetings will be organised and supported by Academic Directorate. At each meeting
there will be a minimum of three members of QMG, including at least one external member
as well asn officer or representative from Academic Directorate.

5.10 The principal documentation required for the meeting between QMG members and subject
network will be the subject network SED, although other existing documents may be used.

5.11 The meeting will be atteded by the subject network leader plus other subject network
representatives agreed by the subject network committee. Normally, this should not exceed
a total of six individuals.

5.12 The purpose of the meeting will be to discuss issues raised in the SED and any other issues
brought forward by either party. During the meeting, there will be discussion and agreement
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of QA / QE / curriculurrelated targets and objectives for the subjetwork for the next 12
months. There may also be recommendations and actions identified for referral elsewhere,
including committees, academic partners and Executive Office.

5.13 A report will be drafted within two weeks of the meeting and sent to the SNkcdomment.
Once approved, all reports will be made available to all staff.

5.14 As well as the individual reports, QMG will produce a summary institdéeel report,
drawing out common issues and good practice, and recommendations for action.

Academic pamer meeting
5.15 The meeting will be attended by all academic partner quality managers, internal members of
QMG, and subject network leaders.

5.16 The purpose of the meeting will be to discuss student experience, support and infrastructure
issues identified durinthe subject network meetings or through other mechanisms and any
issues brought forward by the academic partners.

Institutional overview

5.17 The summary institutioslevel report, comprising common issues and good practice, and
recommendations for action ideified through both the subject network and academic
partner meetings will be considered by QAEC, who will agree lead members of staff to
progress each one. There may be recommendations and actions identified for referral
elsewhere, including committeeacademic partners and Executive Office.

5.18 This summary report, developed and monitored by QAEC, will constitute an annual overview
of all reports and outcomes, identifying common issues and themes.

EVALUATION OF PROCESS

5.19 QAEC shall undertalevaluations of the effectiveness of the quality monitoring process at
regular intervals.
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QUALITY MONITORINGOWCHART

S1 Module SEDs Semester 1
submitted prior to dule SED
winter exam boards module S )
Ve ~ Programme SEDs
S2 Module SEDs Semester 2 Programme submitted by
submitted prior to module SEDs SEDs d Septemb
summer exam boards o SepTember

G

) . l

Academic Partner

Quality Committees Subject Network
and Managers [ Committees
\ J
Subject Network Subject network
SED SEDs submitted
= by end October
A 4
[ Quality Monitoring Group ]
Qubject Network
Dialogue: target and November

objective setting

AcademicPartner
Dialogue:
identification of key
institutional issues
and priorities

January

\4

Quality Assurance and Enhancement Committe
(and other committees as required February / March
for specific issues)
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6 FRAMEWORK FOR CURR.UM DEVELOPMENT

INTRODUCTION

6.1 The university framework for curriculum development forms the basis for the development
of all new programmes. Programme development teams must adhere to the criteria set out

below.
Awards
6.2 The awards for which the university is responsible are setrotlie table below. The levels
indicated refer to the Scottish Credit and Qualifications Framework (SCQF). Under its degree
awarding powers, the university may offer taught awards up to, and including, SCQF L.evel 11
and research degrees at SCQF Level 12
SCl Qualification Award
Level
12 Doctorate Masters by Research PhDQ MPhil, MRes
11 TaughtMasters Degree MA, MLitt, MSc, MTh, MB/
MMus, MEng
Postgraduate Diploma PgDip
Postgraduate Certificate PgCert
10 Scottish Bachelors Degree witonours BA (Hons)BSc (HonsBENg (Hons)
9 Scottish Bachelors Degree BA, BSc, BEng
8 Diploma of Higher Education Dip HE
Higher National Diploma HND
7 Certificate of Higher Education Cert HE
Higher National Certificate HNC
Notes
1 HNC, HNDRPDA and SVQ awards offered by the university are externally validated by the
Scottish Qualifications Authority (SQRDAs and SVQs are linked to National Occupational
Standards. They have varying credit values, and are placed at Leiels 6CQF. Forare
information, seewww.sga.org.uk
2 Within a taught Masters degree, no more than 90 credit points may be achieved through
research component(s)
6.3 The title of an award should reflect the curriculum content of gregramme, and will be

confirmed at the point of approval. In determining the award title, programme teams should
take due cognisance of sector norms and practice within their discipline, and the expectations
of any relevant professional or statutory badynder no circumstances may different final

award titles be available for a single programme.
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6.5

6.6
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The university may award a Scottish Bachelors Degree, Diploma of HE or Certificate of HE as
general awards with no subject specified in their titles, wherertbamal credit requirements
for such awards have been met.

The university may offer other vocational awards validated by other recograseading
bodies, subject to approval througtppropriateplanning processes.

The university may also collaborate widther appropriate institutions to offer joint tauglar
researchprogrammes, in accordance with the general provisions of its regulations.

LEVELS, CREDITS AND MODULES

6.7

6.8

6.9

Levels

The university has adopted the Scottish Credit and Qualifications Frameaga®t out below,

as the basis for the development of all new taught programmes and this may only be varied
with the prior approval of Academic Council.

University qualifications and their SCQF credit requirements

TaughtMasters min 180 with min of 160 at Level 11
Postgraduate Diploma min 120 with min of 100 at Level 11
Postgraduate Certificate min 60 with min 40 at Level 11

Scottish Bachelors Honours Degre min 480 with min of 200 at Levels 9 and
including at least 100 dtevel 10

Scottish Bachelors Degree min 360 with min 100 at Level 9

Diploma of HE min 240 with min 100 at Level 8 or higher

Higher National Diploma 240 with a min of 64 SCQF credit points at Lewv:

Certificate of HE min 120 wth min 100 at Level 7 or higher

Higher National Certificate 96 with a min of 48 SCQF credit points at Level
Credits

Each SCQF credit point represents the outcomes of learning achieved through 10 notional
hours of learning activity, making 1,200 hours at each leveholtild be noted that all learning
activities are included within this, ie managed learning time, directed student activities and
time spent in private study, revision, preparation for assessments etc.

Core and option modules

A standard module has been @ated of 20 SCQF credits, ie 200 hours of student activity.
There will, therefore, be six modules or equivalent at each level of a standard programme. 10
credit modules are exceptionally permitted within CPD awards only (see section below).

6.10 A programmespecifies core and option modules within its defined structure, as set out in the

programme specification and confirmed at the point of approval.
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6.11 A core module has learning outcomes relating to knowledge and skills which are deemed to
be fundamental to tle programme of study and:
0 must be designated as such at the point of approval of a programme / scheme
0 must be undertaken by all students (ftiine and parttime) enrolled on that programme
(except in cases of advanced level entry by RRLealit transfer)
0 must not normally be condoned.

6.12 Option modules are specified within the programme specification and confirmed at the point
2F | LIINZ g f @ {GdzRSyiaQ OK2AO0S 2F 2LIJiA2Yy Y2

6.13 An elective module does not forpart of the defined structure of a programme. Students
may be permitted to undertake one elective module per SCQF level instead of an option
module, for the purposes of broadening their educational experience, subject to approval by
their PAT and timetabig constraints.

European Credit Transfer and Accumulation System (ECTS)

6.14 The university has recognised the ECTS for the purposes of award and transfer of credit, in line
with common practice in Scotland and the UK. The university will award ECTS anetiigs o
basis of one ECTS credit for every two SCQF credits at SCQF-LLévels 7

6.15 The university will recognise ECTS credits achieved from European universities for students
seeking admission tibs programmes.

6.16 Academic transcripts issued by the universitill show both SCQF and ECTS credit totals.
CONTINUING PROFESSIONAL DEVELOPMENT (CPD) AWARDS
6.17 The universitynay approve credibearing CPD awards aimed at specific student groups which
will consist of limited volume of credit, and will normally besbbrt duration. CPD awards
may use flexible patterns of delivery, and may includectglit modules. 1@&redit modules
may only be used in approved CPD awards, and may not be used in standard undergraduate

or postgraduate programmes.

6.18 CPD awards wilbasist of at least 20 credits and no more than 100 credits at undergraduate
level and no more than 40 credits at postgraduate level.

6.19 CPD awards may comprise eitherd@dit or 20credit modules or a mixture of both.
6.20 CPD awards of up to 60 credits nmeyapproved through the Facultgd modification process

(see Section 10A). CPD awards ofL@0 credits must be approved through the normal
approval process.
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SCHEMES

6.21 Undergraduate academic provision will normally be organised into schemes. A scheme will
comprise a coherent group of programmes in a particular subject area, and may include both
SQA and degree provision from SCQF Level®. 7It will demonstrate progressn
opportunities, student choice and efficient sharing of units/modules.

6.22 Each named award within a scheme will maintain programme integrity in the light of market
expectations, and will take into account any relevant professional, statutory or regulatory
body (PSRB) accreditation requirements.

6.23 Core modules may be specified at scheme or programme level within definitive
documentation presented for approval. Students must successfully complete all specified core
modules in order to achieve the named award.

PROGRAMME DESIGN
Normal duration of programmes
6.24 The normal planned length of undergraduate programmes is set out below. Students are

expected to complete their studies in the timescales shown, but there is no maximum period
of registration:

Normal planned length Fulktime students @Structured parttime

of programme complete within students complete within
1 year 2 years 3 years
2 years 3 years 5 years
3 years 5 years 6 years
4 years 6 years 8 years

6.25 Programmes may specify a maximum period of registration, particularly where there are
accreditation requirements set by a professional, statutory or regulatory body (PSRB).

Exit awards

6.26 Programmes should incorporate appropriate exit points at each level. Undergraduate degree
programmes may incorporate SQA awards at Higher National Cadifamd Higher National
Diploma level, or the awards of Certificate of Higher Education (Cert HE) and Diploma of
Higher Education (Dip HE) and beyond.

Projects and dissertations

6.27 At Level 9, one module will normally be devoted to a project or equivalani.evel 10 one
double module will normally be devoted to a dissertation or equivalent. [This section does
not apply to SQA awards.]

Level descriptors (SCQF)

6.28 In developing any new programme, programme development teams must take cognisance of
the relevan level descriptors that exist as part of the Scottish Credit and Qualifications
Framework \yww.scqf.org.uk].
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Subject benchmark statements (QAA)

6.29 In developing any new programme, and in particular bachelors degnets honours,
programme development teams must also take cognisance of any relevant subject benchmark
statements that have been issued by the Quality Assurance Agency for Higher Education

(www.gaa.ac.uk

Professional, Statutory or Regulatory Body (PSRB)

6.30 All taught degree provision will be subject to the assessment regulations set out in relevant
sections of these regulations unless any variation is confirmed at the point of (re)approval.
Variation from tlese standard assessment regulations may be approved due to professional,
statutory or regulatory body (PSRB) accreditation requirements or for other reason, such as

the nature of specialist provision.
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PROGRAMME DEVELCEWT

INTRODUCTION

7.1

7.2

7.3

This section deals with the development of new programmes. Programmes for this purpose
are deemed to be proposals that apéanned to lead to an award as set out in Section 6.2 of
these regulations. As indicated in Sectio®l6 proposals for more than one programme can
02YS F2N¥INR +Fa I WwaoOKSySQo 2 K4 F2ff20a
schemes.

Thereare three key stages in the development of a new programme (see table at the end of
this section for more detail). These are:

Stage 1¢ Initiation and planning approval
Stage ; Programme @velopment
Stage X Programme approval

Theobjectives of adopting a staged process are:

to ensure that developments are open to all wishing to participate

to ensure that developments are consistent with strategic plans

to establish a clear business case for the development

to ensure that the resources required to deliver new developments are identified
to facilitate development by enabling development teams to secure resources
to ensure that proposals are subject to rigorous academic scrutiny.

~0 o0 oo

RESPONSIBILITIES

7.4

7.5

7.6

The relevahFaculty Board of Study is responsible for determining the academic validity of the
proposal and for recommending planning approval.

The responsibility for ensuring that a programme development team are properly supported
through the development processsts with the relevant Faculty Board of Study and the dean
of faculty.

All proposals are also subject to scrutiny at institutional level by Academic Cowhith (
delegates this authorityto Partnership Planning Forum (PPBJ their strategic fit and
sustainability, taking into account the recommendation of the relevant Faculty Board of Study.

STAGE & INITIATIONMND PLANNING APPRAV

7.7

7.8

Proposals for new programmesill be considered in the first instance by the relevant
academic partner(s) subject netwds} following informal discussions on the viability of the
concept.

Proposals must bapproved by the planning grougs the responsible academic partner and
all other academic partners which will make a significant contribution to development and
delivery of the programme.
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7.9 The Faculty Board of Study will pay particular attention to whether the proposal:

I. supports theacademic and strategic priorities of the faculty and of the university

ii. meets the needs of prospective students, employers and the wider community

iii. uses resources efficiently, minimising duplication

iv. identifies that the resources needed for the developmendalelivery of the proposal are
available or can be obtained.

7.10 The Faculty Board of Study will then determine whether the proposal proceeds, with or
without changes being made, or that it should not proceed. In making its recommendation,
the Faculty Boardf Study will also recommend the responsible academic partner, and
nominations for the programme development leader.

7.11 Partnership Planning ForumA f £ O2y & A&ARSNJ G4KS CI Odzf G& . 2 NJ
the proposal, reviewing in particular its stratedit andviability, and determine whether the
proposal is granted planning approyalith or without changes being made, or that it should
not proceed

STAGE 2PROGRAMMBEEVELOPMENT

7.12 The programme development team wilbrmally work with an Advisory Group comprising
internal and external members. The role of the Advisory Group is to advise and support the
team in developing curriculum and documentation for approval. It will do thisugh
scheduled interactions with the programme development team at mutually agreed points in
the development process. The Advisory Group provides appropriate externality and
opportunities for sharing good practice both withime universityand acrosstte sector.

7.13 The membership of the Advisory Group will normally comprise:
o Dean of faculty or nominee chair
Academic Registrar or nominee (normally faculty officer)
Principal or nominee from responsible academic partner
At least one internal member withppropriate experience, who is not involved with the
provision being developed
o At least one external academic member from another HEI
o Other members if appropriate, eg professional body representative.

o O O

7.14 1t is the responsibility of the programme developméaam to nominate individuals for the
Advisory Group, taking into account any specific areas of expertise which may be needed.
Nominations are subject to approval by tbkair of the Advisory Group

7.15 The programme development team will produce programme cudoentation for
consideration by the approval panel in accordance with the agreed timescale.

7.16 The Chair of the Advisory Group is responsible for providing written confirmation to the

Academic Registrar and the dean of faculty that the programme and relee@amentation
are ready to go forward to the formal approval stage.
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7.17 If they arenot the Chair of the Advisory Group, the dean must also consider the programme
and relevant documentation and provide written confirmation to the Academic Registrar that
they are ready to go forward to the formal approval stage.

STAGE 8 PROGRAMMEPPRYAL

7.18 Detailed procedures relating to the approval process are contained in Section 8 of these
regulations.
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ACADEMIOEVELOPMENT PROCESBAGES, PURPOSE AND OUTCOMES

Activity 2 K2Qa AY Purpose Outcome
STAGE & INITIATION AND PLANNING APPROVAL{@nths)
Idea and informal discussions | Academic staff, AP | Initial consideration of viability afoncept Decision on whether concept merits
managers, SNL prior to any development work further development work
Drafting business case Proposer(s), AP Outline business case giving sufficient dete| Rationale and business case
managers, SNL, for wider discussion (programnesntent,
University Planning | delivery, market demand, resources, impac
team on funded numbers).
Consideration of business case Proposer(s), AP Discussion of concept, fit wistrategic plans | WLy LINRA y O-boridbt SMdh & ¢
by planning teams planning groups, Opportunity for discussion of resourcing commitment to resourcing for
University Planning | implications and integration with other development
team provision May include recommendations for
refinement prior to next stage
Circuation of business case to | Proposer(s), SN, Visibility of proposed development Feedback tgroposers and SNL
SN members, PPF and Learnir, PPF, Learning and | Opportunity for involvement of /
and Teaching team Teaching team contribution by other SN members and AP:
in proposal
SNL convenes writing team to | Proposer(s), SNL, | Produce curriculum proposal, building on | Completed curriculum proposal and
draft curriculum proposal reps from all business case information costing spreadsheet
participating APs
Consideration of curriculum Proposer(s), Facult | Ensures fit with faculty strategic plan Dean recommends approvabr not -
proposal by Faculty Board Board to PPF
(normally by circulation)
Planning for marketing Proposer(s), Plannng and integration of marketing Production of marketing plan
Marketing (EO and | activity (including discussion of date for
APSs) inclusion in print prospectus and UCAS)
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Activity 2 K2Qa AY

Consideration of curriculum
proposal by PPF

Addition to approval schedule | Academic
Directorate

Planning for marketing Proposer(s),
Marketing (EO and
APS)
Activity 2 K2Qa Ay

STAGE 2 PROGRAMME DEVELOPMENI2(8onths)

Curriculum development Programme
development team,
Advisory Group

Production of programme Programme

documentation development team,
Advisory Group

W{RFFQ 2F RNI - (Chair of) Advisory
documentation Group

Programme development

Purpose
Discussion of curriculum proposal, fit with
strategic plan and esting provision,
resource and networking implications,
implications for funded student numbers,
consideration of market and likely demand

Planning for approval event

Continued planning and implementation of
marketing activity

Purpose

Detaileddevelopment of programme.
Advice on content, structure, alignment wit
external reference points

Documentation to support programme

Confirmation from Advisory Group that
documentation is ready to go forward to
formal approval stage

Page44

Outcome

Cafirmation of planning approval
May include recommendations for
consideration by programme
development team

Inclusion on approval schedule

Increased awareness of new
programme, inclusion of programme
information in print prospectus and
UCAS

Outcome

CURO01 Scheme Document
CURO03 Module Descriptor
Library Resources Reading List
CURO02 / CURO0O4 Programme
Specification

Draft student handbook

I KIFANRA gNAGOSY
faculty

O«



Activity
Consideration by dean

Activity

Academic Standards and Quality Regulation9201

2 K2Qa Ay
Dean
2 K2Qa AY

STAGE § PROGRAMME APPROVAI3 (honths)

Approval panel meets

Response to any conditions

Signoff by Chair of approval
panel

Production of final programe
documentation

Consideration of panel
recommendations by FBOS

New programme entered on
systems

Programme
development team,
AP manager(s),
dean, approval
panel

Programme
development team

Chair of approval
panel

Programme
development team

FBOS

Student Records
Office

Programme development

Purpose

Decision by dean whether programme is
ready to go forward to formal approval sta¢

Purpose

Formal consideration of academic standarc
and quality of learning opportunities of
proposed programme

Action taken to address issues identified by
approval panel

Meet academic standards and quality
assurance requirements as set by approva
panel

Information for students, staff, stakeholders

Formal approval (on behalf of Academic
Council) of programme to be included in
academigortfolio
| 2y (NP €
portfolio.
Registration and enrolment of students.
Student access to finance and other suppo

2F (KS dzy A @
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Outcome
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Outcome

Report with recommendation to FBO:
for approval of programme for deliver
- or not

May include conditions

Programme amended and/or
resources made available
Programme meets panel conditions

Programme documentation

Confirmation of approval of
programme for delivery

Programme and modules and HAPs
added to SITS
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Activity 2 K2Qa AY Purpose Outcome

Recruitment to new programme¢ Marketing (EO and | Recruitment of viable student cohort to Students enrolled on programme.
APs), Admissions, | programme.
Programme team

AP Academic Partner FBOS Faculty Board of Study SNL Subject Network Leader
EO ExecutiveDffice HAP  Home Academic Partner SRO Student Records Office
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8 PROGRAMME APPROVAL

INTRODUCTION

8.1 Approval is the process which ensures that proposed programmes meet curricular and quality
requirements. New programmes are approved for delivery for a defined period, normally four
years, and are then subject to-epproval. Thereafter, reapproval is required only in specific
circumstances, and at the request of the Faculty.

82 !ytSaa y2GSR QQKSNJéJ}\éSZ 0KNRdZAK2dzi GKAA& &S
020K yS¢ YR SEAAGAY 3 LINEBBaHforprograngnes whéteSthel S NIy
awarding body is nahe university

OBJECTIVES

8.3 The objectives of the approval process are:
i. to ensure that programmes offered bie university meet its curricular and quality
requirements. This is achieved by:
a. ensuring that programmes satisfy its academic standards and quality criteria
b. ensuring that programmes meet SCQF guidelines, are in line with the UK Quality Code
for Higher Education, and are mapped against QAA subject benchmarks appropriately
c. ensuringthat the academic standards of programmes are comparable with those of
similar programmes across the UK higher education sector
ii. to provide opportunities for enhancing the quality of programmes through peer review.

8.4 Approval ensures that:

a. the aims and intended learning outcomes of the programme are clearly defined

b. the strategies for learning and teaching are clearly defined

c. clear mechanisms for programme management and student support are in place in each
academic partner and the iagration of these systems, if appropriate, has been achieved

d. an appropriate assessment strategy is in place, including mechanismsdodioation of
assignment and assessment scheduling by the responsible academic partner to ensure that
no students ae advantaged or disadvantaged

e. appropriate learning resources, guidance and access to facilities, scheduled and
unscheduled, will be provided in all Home Academic Partners

f. sufficient and appropriately qualified and experienced staff are available

g. the overall academic integrity of a programme involving network delivery can be assured

h. the programme structure and design demonstrates considered and appropriate
implementation of relevant institutional policies and strategies.

8.5 Approval of programmesomprises three stages:
a. planning approval (Faculty Board of Study and Academic Council)
b. Advisory Group and faculty approval (chair of Advisory Group and Dean of Faculty)
c. approval event (approval panel).
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PLANNING APPROVAL

8.6 Proposals for new programmes must be approved by the relevant Faculty Board of Study
before being presented t@artnership Planning Forufar planning approval.

8.7 Partnership Planning Foryntaking into consideration the recommendation of the Faculty
Boardof Study, may decide:
a. to grant planning approval for the proposed programme
b. to grant planning approval for the proposed programme with recommendations for
consideration by the programme development team
c. not to grant planning approval for the proped programme.

ADVISORY GROUP AMBLTY APPROVAL

8.8 Membership of the Advisory Group will be confirmed by thair of the Advisory Groum
accordance with the guidance in Section 7.

8.9 The programme leader is responsible for submitting final draft documentation to the chair of
0KS ! ROA&a2NE DNRdzLJ FyR (2 GKS OKFANJI 2F (KS
in accordance with the agreed timescale.

8.10 The chair of the Advisory Qup is responsible for providing written confirmation to the
Academic Registrar and the Dean of Faculty that:
a. the programme is at a sufficient stage of development to go forward to an approval event,
and
b. the required documentation is readgpmplete and appropriate for consideration by the
approval panel.

8.11 The Dean of Faculty will decide whether:
a. the programme may go forward to an approval event with no revisions/changes to the
documentation
or
b. the programme should not go forward withba significant rewrite and reconsideration
by the Advisory Group. Specific comments about the omissions/weaknesses of the
documentation must be given.

8.12 If the dean indicates that the programme cannot go forwaingy will convene a meeting with
the Chai of the Advisory Group, programme leader designate and chair of the responsible
FOFRSYAO LI NIGYSNRE ljdzZh t Adé O2YYAGGSS G2 RAA
issues.

8.13 For required documentation to be submitted, see Sectio29 8nd 8.31.

APPROVAL PANEL

8.14 Membership of the panel will be established by the Academic Registrar (or nominee), in

discussion with the relevant dean and chair of the responsible academic partner quality
committee, and the programme leader.
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8.15 Each panel mushclude an appropriate balance in its membership. Members shall include:
a. chair of the panel
b. at least one external member with subject expertise
c. at least one internal member with appropriate experience, who is not involved with the
provision beingleveloped
d. officer(s): appointed by the Academic Registrar, and where appropriate by the awarding
body.

8.16 Observers may also be in attendance, with the permission of the chair of the panel.

8.17 Where appropriate, additional member(s) for the panel can bawdr from any of the
following: industry, commerce, relevant employer group, or professional body.

8.18 Panel members must be independent of the programme being considered for appidwal
member shall have had a close association with the programme (as ettexaminer,
programme adviser or through involvement in the management of the programme) during
the five years prior to the approval event.

APPROVAL EVENT

8.19 The date for the approval event will be established by the Academic Registrar (or nominee),
in discussion with the relevant principal and chair of the responsible academic partner quality
committee, and the programme leader.

8.20 Members of the approval paneiust receive the documentation for the proposed programme
no later than two weeks before the date of the approval event.

8.21 The schedule for the approval event will normally include the following:

a. private panel meetings to allow the panel to discus$¢ documentation received and
information gathered through meetings with staff and students, and agree the final
outcomes

b. a meeting with senior management representatives of academic partners and the dean to
ascertain whether the infrastructure for leaing will be fully supported and there will be
close strategic fit with other aspects of curriculum provision

c. one or more meetings with the programme team to explore various aspects of the
proposed programme

d. a tour of facilities

e. a meeting with sudents where applicable, or potential students if possible (eg HN provision
leading to degree provision)

f. final meeting with programme team and senior managers to provide informal feedback on
likely outcomes of the approval event. These outcomes wliconfirmed in writing,
normally within five working days.

8.22 A draft report of the approval event will be circulated by the officer within three weeks of the
event for comments and amendments by the panel. The chair of the panel will approve the
report on behalf of the panel. The report will then be sent to the programme leader to
comment on factual accuracy. Any modifications to the report will be approved by the chair
on behalf of the panel. The report will be circulated to the programme leader, tegast
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dean, the relevant principal(s) and academic partner quality manager, and relevant subject
network leader.

8.23 For required documentation to be provided to the panel, see Sectidisahd 8.31.
APPROVAL OUTCOMES

8.24 The approval panel may recommend to the Faculty Board of Study that the:
a. programme be approved, for a specified period up to a maximum of four years
b. programme be approved, for a specified period up to a maximum of four years, subject to
meeting condions and considering recommendations
c. programme should not be approved.

8.24aApproved unconditionally- at its discretion, the panel may recommend that a programme be
approved for a period of less than four years. In all cases, the programme wdltode re
approved before the end of the period specified.

8.24bApproved with conditions- approval may be made conditional upon fulfilment of certain
requirements by a specified date. In all cases, the responsibility for ensuring that such
conditionsare fulfilled lies with the programme leader, the relevant dean, and chair of the
relevant academic partner quality committee.

8.24cNot approvedc in the event that the approval panel does not approve a programme, it is the
responsibility of the Deawnf Faculty to convene a meeting with the Chair of the approval
LI ySt > LINPINIYYS §SFRSNI RSaA3IylLGS FyR OKIF Al
committee to decide how to proceed.

SIGNING OFF APPROYZAINDITIONS

8.25 Normally, all conditions must have a date by which they must be met, which should be no
more than twelve months after the approval event. Where a longer timescale is appropriate,
approval should be given for less than four years.

8.26 The programme leader responsible for providing written evidence that the conditions have
been met to the officer, who will liaise with the chair of the panel. Both the chair of the panel
and the officer(s) must agree they have been met.

8.27 The programme team and the panel vbk informed in writing when the conditions have
been met; or if deemed unmet, why the conditions are outstanding.

8.28 All conditions and recommendations, and action taken in response to them, must be included
in annual programme monitoring reports.

DOCUMBTATION FOR APPROVAL
8.29 For approval of a new programme the following documentation must be submitted by the

programme team:
a. Scheme document (CURO1) (where relevant)
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b. programme specificationQURO2CURO04) (which when finalised after the approval event
will become the definitive programme document)

c. module descriptors (CURO03)

. library resource reading lists (see SectioB5g.

e. draft student handbook

o

The approval panel will also be sent:

f. confirmation from the chair of the Advisory Group and from the diet they are satisfied
that the programme is ready to go forward to approval

g. guidance for approval panels

h. external panel members will also have accessAademic Standards and Quality
Regulationsand general information about the university.

For reapproval of an existing programme the following documentation must be submitted by

the programme team:

a. critical review of the programme since its last approval

b. revised programme specificationCURO2CURO4) and, where appropriate, module
descriptors (CURO03)

c. library resource reading list (see Sectio85.

d. draft student handbook

The approval panel will also be sent:

e. report from previous approval event

f. guidance for approval panels

g. external panel members will also have accessAmademic Standards and Quality
Regulationsaind general information abouhe university

Reapproval may be undertaken as an element within subject review. The\sdliation
document (SED) produced for lgact review will include a critical appraisal of each
programme to be reapproved, drawing upon stakeholder feedback, reports from monitoring
and review activity, and statistical quality indicators, eg enrolment, retention and progression.

Within one morth of approval, an electronic version of the definitive programme document
must be lodged with Academic Registry.

LEARNING RESOURCES

8.33

8.34

8.35

During development, programme teams will identify an appropriate threshold level of
resource required to be provided byokhe Academic Partners.

Levels of resource must be defined for adequate and appropriate learning resources and
facilities, including specialist equipment where appropriate. This will depend on the subject
area of the programme and the mode of delivery.

Programme teams must supply specific information on resources for the following areas in
their documentation:

Library resources reading list:

a. all core and recommended texts or journal subscriptions

b. electronic resources, including éime journals, access to databases;IGDs, etc
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c. availability of these resources.

Specialist facilities and equipment (within CUR04/CURO03):

a. all specialis facilities and equipment, including software and other resources used by
students

b. availability of these facilities and equipment.

8.36 The chair of the quality committee at each Home Academic Partner andiriheersity
Librarian (or delegate as approveg Bcademic Council) must sign off the library resource
document before approval.

8.37 The approval panel will endorse or modify the levels of resource that each Home Academic
Partner must provide.

8.38 During the approval event, the approval panel mayertake a tour of the academic and
support facilities at the responsible academic partner. The approval panel may, as a condition
of approval, require site visit(s) to be undertaken at some or all of the Home Academic
Partners.

8.39 When studentswillbesR@ Ay 3 2y | LINPINIF YYS 2NJ Y2RdzZ S |
same location as the lecturer delivering the module), the approval panel will look in detail at
the coordination of programme management, student support and learning and assessment
opportunities to ensure that no students are advantaged or disadvantaged.

8.40 A clear plan and description of how learning resources will be made available must be
provided forall modules scheduled for offer to distant students. This plan should include
detail o how learning activities will be structured (eg using VC, post, or VLE), information
about how assessment will be managed, and details of alternative arrangements should
electronic means fail.

8.41 The approval panel must be confident that distant learningdshts will have adequate
support to achieve the intended learning outcomes and have reliable communication and
feedback channels, and that these arrangements are appropriate mggpect to the UK
Quality Code
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9 RESPONSIBILITIESACGADEMIC PARTNER&RBSPECT OF ACADERROVISION

INTRODUCTION

9.1 Degree programmes normally have a designated responsible academic partner. Other
academigartners will be designated as Home Academic Partners (HAPS) as long as they are
able to provide the necessary facilities and resources for that degree programme.

9.2 Only organisations which are academic partners may be designated as responsible academic
partner or Home Academic Partners (HAPS).

9.3 The responsible academic partner, and all other academic partners which will be Home
Academic Partners (HAPs) for a particular programme, will be confirmed through the
academic approval process. The facilities ansbueces required at HAPs will be defined
within programme documentation, depending on the subject area and the mode of delivery.

9.4 Nondegree programmes (including SQA awards) are subject to different approval processes
and frameworks for academic partnével curriculum management. Although the
regulations within this section have been written from the perspective of degree programmes,
the principles inherent in them should be applied to all provision by the same, or nearest
equivalent, processes.

RESPONS. L[ L¢L9{ hC Ww9{thb{L.[9 !/!159aL/ t!wé¢bo

9.5 The responsible academic partner is required to identify, manage and support an appropriate
programme leader, or other responsible individual who fulfils this role in accordance with
current guidance.

9.6 The responsible academic partner, through the oversight of its quality committee and

engagement with annual quality monitoring process, is required to ensure that:

a. the operation of the programme complies with th&cademic Standards and Quality
Regulationsand any professional or statutory body requirements where appropriate

b. any matter affecting the delivery of the programme is addressed in an effective and
appropriate manner, taking into account current management or resource implications or
constraints, as appropriate. Where matters cannot be effectively addressed by the
academic partner they shall be reported to the subject netwiarthe first instance

RESPONSIBILITIES OF HOME ACADEMIC PARTNERS

9.7 A Home Academic Partner (HAP) is respdesir enrolling students on their programme of
study and providing both generic services and prograrsmecific facilities and resources.
Every student will be allocated to an approved Home Academic Partner.

9.8 A Home Academic Partner (HAP) is responsimefoviding the following services for all
students it enrols:
a. to provide students with a local induction
b. to provide pastoral support, eg information on funding, counselling
c. to collect fees
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d. to ensure each student has been provided with a Personal Acadertoc who fulfils this
role in accordance with current guidance

e. to identify, manage and support a Hosting Manager

to ensure that the delivery of programmes complies with #theademic Standards and

Quality Regulationsand any professional or statutory body requirements where

appropriate.

—

9.9 A Home Academic Partner (HAP) is also responsible for providing prograpatiéc facilities
and resources as defined in programme documentation:
a. learning resources, videconferenceand ICT equipment
b. specialist equipment and software
c. accommodation (eg classrooms, laboratories, workshops) for teaching, learning and
assessment, including examinations.

LEARNING CENTRES
9.10 If a Home Academic Partner makes a programme available througtifiaated Learning

Centre, it has delegated responsibility for ensuring that students at that location have access
to an equivalent level of programrepecific facilities and resources.
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10 CHANGES TO ACADENPROVISION

10A° PROGRAMME MODEATION
SCOPE OF REGULATIONS

10a.1 This section deals with modifications to existing degree programmes, ie thiosh have
already been approved and are being delivered. These regulations do not apply to the
normal and expected ongoing changes in programme content and delivery which are
monitored through the annual monitoring process.

10a.2 The type of modificatins covered by these procedures include:

change in overall programme aims and objectives

change in mode / location of delivery

change in module / programme title

a significant addition to the resources required for the programme
approval of jointawards (internal), using existing provision

approval of joint awards (with other HEISs), or other form of collaborative agreement,
using existing provision

approval of stanealone modules

approval / addition / deletion of modules within a programme (newegisting)
change in module assessment arrangements

change in regulations for the admission of students

change in regulations for the assessment of students.

O OO0 o oo

O O O o o

PROPOSALS FOR MOOAHIION OF A DEGREROBRAMME

10a.3 Initial consideration of formal proposdigr modification will be at faculty level, with Faculty
Executive making a decision on the appropriate subsequent process, based on the level of
risk within the proposal.

10a.4 A modification proposal must be supported by the followinfgprmation:

. a brief description outlining the proposed changes

. the rationale for the proposed changes

evidence of market or student demand, if appropriate

. evidence of student feedback / student demand leading to the change if appropriate
implications for enhancement of the student learning experience

implications for human / physical resources

. evidence of internal / external support for the modification

. specific comment from relevant external examiner.

STQ "0 Q000w

10a.5 A modification proposamust be endorsed in writing by relevant lead staff and quality
managers at programme / subject network / academic partner levels as appropriate.

10a.6 The Faculty Executive will assess the risk level of the proposed modification into one of the
following categories with the associated course of action:
a. low risk ¢ Faculty Executive approves or rejects the modification
b. medium risk ¢ Faculty Executive determines the nature and scope of modification
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c. high risk- Faculty Executive refe decision to Academic Council (or a body to which it
delegates this authority), with recommendation for further action, ensuring et
university retains strategic oversight itd academic portfolio

d. unacceptable risk Faculty Executive rejectseahmodification.

The proposer(s) will be given feedback on Faculty Executive decisions and recommendations,
normally within one working week of the Faculty Executive meeting. Where the Faculty
Executive does not accept a proposal, proposers witjitsen the option of addressing the
issues identified, and rpresenting the proposal at a later stage.

All decisions made by the Faculty Executive will be reported to Academic Council, via faculty
reports. Where Faculty Executive leggproved a low / medium risk modification, Academic
Council will be asked to homologate the decision.

RISK FACTORS

10a.9

Faculty Executives will take into consideration the following risk factors when assessing a
proposed modification:

o risk toacademic standards of any award

risk to quality of student learning experience

risk to financial viability of any programme or subject area

risk to reputation / student / stakeholder perception

risk to sustainability of programme delivery (or elements dud

any other risk not covered by the above.

O O O O o

MODIFICATION APPRAQVBVENTS

10a.10Modification approval events provide an opportunity for full discussion of the proposal and

its implications, and will be formally minuted. They are unlikely to be assixi as full

approval events for new provision. Thesyinvolve any or all of the following:

o a further meeting of the Faculty Executive

ol GGSYRIYyOS 2F LINPINIXYYS GSFHY YSYOSNB | yR
at a Faculty Executive meeting

o production of additional documentation as required, including informed internal /
external comment

0 convening a panel, with or without internal / external members.

OUTCOME OF MODIFI@aN APPROVAL EVENTS

10a.11The outcome of a modification approval evemill be a recommendation to Faculty Board

that the proposed modification is:

a. approved unconditionally

b. approved with conditions to be met prior to implementation
c. not approved.

10a.12The outcome will also be sent to relevant academic partnerscdbnes will be homologated

by Academic Council, via faculty reports.
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10a.13Within one month of approval of a modification, an electronic version of the updated
definitive programme document must be lodged walsademic Directorate
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10 CHANGES TO ACADENPROVISION

10B CLOSURE OF AND WITHDRAWAL FROM PROVISION
SCOPE OF REGULATIONS

10b.1 These regulations cover closure of and withdrawal from degree programmes, levels of
programme, eg HN awards and honours level.

CLOSURE OF A PROGREMLEVEL OF A PR@AGIIE OR HN PROVISIGIROPOSED BY AN
ACADEMIC PARTNER

10b.2 Academic Council has overall responsibility for ensuring that students remaining on the
programme have the opportunity to complete their studies, and that academic standards for
these students are maintainedFaculty Boardvill need to see any special amgements
being made for completing students, and plans for how these are to be monitdfadulty
Boardwill also wish to see evidence of consideration of students on other programmes who
might also be affected by the proposed closure.

10b.3 Should an eademic partner decide to close a programme, level of a programme or HN
provision, they must firstly indicate their intention to the relevant dean of faculty and then
make a formal notification to that effect Bartnership Planning Forum (PPRprmallythis
notification should be sent a full academic year in advance of the intended closure.

10b.4 The notification from the academic partner should include:
o reasons for proposing closure of programme to new students
o plans for continuing students
o evidence ddiscussion with the relevant dean of faculty.

10b.5 And if appropriate:
o minutes / report of consultation with other academic partners offering the provision
o minutes / report of consultation with relevant subject network
o minutes / report of consultationvith programme committee and external examiners
o minutes / report of consultation with other networked provision sharing modules with
the provision to be withdrawn.

10b6 Immediately after sending notification t@PFE the academic partner shoulshform the
following, in writing, that it is the intention to withdraw the programme:

o students on the programme. Unless all students formally agree in writing to transfer to
other programmes, arrangements must be made available for them to complete their
programme. Transfer options, if relevant, should be discussed with students at the
earliest possible date

o programme committee

o relevant subject network(s) and faculty(ies)

o quality manager(s) of academic partners offering the programme and / or individual
modules

o admission and marketing staff at all relevant academic partners and Executive Office.
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10b.7 Following approval of the proposed closure, bean of Facultwill inform:
o relevant awarding body

external examiners of the programme

relevantsubject network(s) and faculty(ies)

any applicants for the provision.

O O O

10b8 Following approval of the proposed closure, the academic partner will inform:
o students on the programme
o programme committee
o quality manager(s) of academic partners offering theggamme and / or individual
modules
o admission and marketing staff at all relevant academic partners and at Executive Office.

10b9 This notification and its outcome should be included in the annual programme report.

CLOSURE OF A PROGRAMLEVEL Ok PROGRAMME OR HN PREION PROPOSED BY
ACADEMIC COUNCIL

10b10A proposal to close a programme would normally be formulated bygyeuty Principalvho
would normally be acting on the advice of a dean of faculty thatcgm@mmme be closed.
The universitynas responsibility for ensuring that students remaining on the provision have
the opportunity to complete their studies, and that academic standards for these students
are maintained.Faculty Boardnay need to arrange ahmonitor special arrangements being
made for completing students.

10b11Following a recommendation from theputy Principalo close a programme, a level of a
programme or HN provisioifraculty Boaravill consider the proposal and take into account
all matters relating to standards and quality and make a recommendation to Academic
Council.

10b12The recommendation considered Baculty Boardand made to Academic Council, should
include:
o reasons for proposing closure

report from the faculty and / orubject network

report from all academic partners offering the provision

report, if applicable, from external validating or quality body

whether temporary or permanent closure

if temporary, when the provision will be offered again and planmechedial actions

required

o plans for continuing students.

O O O O O

10b.13The Dean of Facultyill inform the following, in writing, that it is intended to withdraw the
provision:
o students enrolled on the provision or those undertaking individual modules from the
provision
o programme committee
o other academic partners offering the programme and / or individual modules
o admission and marketing staff at all relevant academic partners and at Executive Office.
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10b.14Following a recommendation frofRaculty Board or QuajitAssurance and Enhancement
Committee Academic Council may require a programme, level of programme or HN
provision to close or cease recruiting if there is clear evidence that the standard of the award
is under threat and students are being disadvantalgg@adequate provision. This is a final
step that would only be taken following full investigation of issues involved and failure of a
programme, level of programme or HN provision to be supported in undertaking remedial
actions.

10b15Following appreal of the proposed closure, tH2ean of Facultwill inform:

o relevant awarding body

o external examiners of the programme

o relevant subject network(s) and faculty(ies)

o students enrolled on the provision or those undertaking individual modules from the
provision

o any applicants for the provision

o programme committee

o quality manager(s) of academic partners offering the programme and / or individual
modules

o admission and marketing staff at all relevant academic partners and Executive Office.

10b16This reommendation and its outcome should be included in the annual programme report.
WITHDRAWAL BY AN AUEAMIC PARTNER FROETWORKED PROVISION

10b17Should an academic partner decide to cease or reduce its contribution to a networked
programme, they must fat of all discuss this with the relevant dean of faculty prior to
making formal notification to that effect tePF The contribution by the academic partner
to a networked programme may be through the provision of teaching, student support, or
module / pogramme ownership. Normally, this notification should be sent a full academic
year in advance of the intended withdrawal of the networked provision.

10b18This notification should include:

o details of the provision to be withdrawn

o reasons for withdrawaincluding alternative provision for the withdrawal of any specialist
modules offered by the academic partner

o minutes / report of consultation with programme committee

o minutes / report of consultation with other academic partners sharing modules with the
provision to be withdrawn

o students enrolled on the provision.

10b19PPFmay require a report from all of the relevant programme committee(s), indicating the
implications of the proposed withdrawal, and any resulting changes to the curriculum and
staffing of the programme(s). If the withdrawal of the academic partner witigoaibout a
major modification of a programme, the relevant programme modification regulations
(Section 10A) will be followed.

10b20FollowingPPFeonsideration of the withdrawal, the responsible academic partner will inform,

as appropriate and necessary:
o students on the programme
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programme committee
o quality manager(s) of academic partners offering the programme and / or individual
modules
admission and marketing staff at all relevant academic partners and at Executive Office
any applicants for the provisn
external examiners
relevant subject network(s) and faculty(ies).

O O O o

10b21The notification and its outcome should be included in the relevant annual programme
report.
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11 ACADEMIC LEADERSHFBUBJECT NETWORKS

INTRODUCTION

11.1 The universityhas implemented a horizontal structure of subject networks, each of which
belongs to a faculty. Each subject network is led by a subject network leader, normally located
within an academic partner, and reporting to the relevant dean. Each facultypedad by
faculty offices. The two faculties are situated within the Academic Directorate, with the deans
reporting to theDeputy Principal

11.2 Subject network leaders have overall responsibility for the management of their subject
network. They wildevelop, implement and maintain a subject network operational plan
which is grounded within faculty, academic partner and corporate strategic plans and
priorities.

11.3 Subject network leaders will also be responsible for the development, delivery and mfality
academic provision for their subject network, framed within tdey A @ S ldd@ademié Q &
structures and strategic priorities. This will include implementing, monitoring and reporting
on agreed performance indicators for the subject network.

11.4 Through liaisn with academic partners, subject network leaders will ensure that the
operational direction of the subject network is appropriate to all stakeholder needs. They will
also liaise closely with programme leaders operating within the subject network, armd fr
time to time with module leaders on patrticular issues.

PURPOSE AND RESPBNSIIES OF THE SEHBI NETWORK

11.5 The purpose of subject networks is to establish and develop sufgeused academic
communities for development, review and enhancement of arait provision.

11.6 Through the collective and collaborative actions of its members, led ammddinated by the
subject network leader, the primary responsibilities of subject networks are to:
a. plan and develop curriculum in line witmiversity andaculty strategic priorities
b. keep under review the portfolio of programmes and modules / units, and rationalise and
consolidate where appropriate
c. develop learning materials and assessments and st tireely within the network or
more widely, in online and other formats
d. monitor the currency and content of modules within the subject network and modify as
appropriate
e. ensure that academic provision and development are supported by staff who are
appropiately engaged with scholarship and / or research
f. contribute to annual monitoring and audit processes in accordance with the regulations
. participate in periodic subject review, including preparation and follgnactivities
co-ordinate internal and exterrlanoderation processes for SQA programmes
share good practice on subjectlated and pedagogic issues
engage with, and report on, quality enhancement initiatives and activities at subject level

> Q

— —
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disseminate information on subjecklated regional / national/ international
developments

liaise with the nominated subject network librarian about resource purchase and
availability, including electronic resources

m. liaise with regional / national employers and stakeholders

n.

develop and promote progression and attlation opportunities internally and externally.

RESPONSIBILITIESTEBIE SUBJECT NETWORKDER

11.7 The responsibilities of the subject network leaders will be to:

a.
b.

lead the subject network in undertaking its primary responsibilities as listed above

be amember of the relevant Faculty Executive and Faculty Board of Study and attend
meetings as scheduled, and to attend meetings of other subject networks or academic
groups when this would be of benefit

undertake annual action planning and target setting with subject network

. be accountable for annual monitoring and audit processes at subject network level, in

accordance with the regulations

. lead preparations and followp activities for subject review

plan and organise staff development activities for the subject network on subgéstied
and pedagogic issues, as appropriate

act as kewniversityliaison point for national subjedbcused oganisationsand networks
and other professional / academic bodies, including SQA.
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ACADEMIC LEADERSHDEGREE PROGRANIMIND MODULES

APPOINTMENT OF PROGRAMME LEADERS

12.1

12.2

12.3

12.4

12.5

Degree pogramme leaders are formally recognised at the point of first approval of a degree
programme, on an opernded basisHN programme leaders are formally recognised via a
Faculty led appointment proces3he progamme leader is normally employed by the
responsible academic partner.

Where a programme leader demits the role, or indicates their intent to do so, the principal
of the responsible academic partner must immediately inform the relevant dean of faculty
of the situation. Wherever possible, this should be at least one semester before a change in
programme leadership needs to takes place.

If advance notice cannot be given for a need to change programme leadership, the principal
of the responsible academic gaer must agree interim measures with the relevant dean of
faculty. In any case, a replacement should be nominated within three months of a
programme leader demitting the role (or notifying their employing academic partner of
intent to do so).

Normallythe responsible academic partner will propose a replacement programme leader,
and forward theircurriculum vitaeto the dean of faculty for consideration. The dean will
present the proposal to the Faculty Board, which is responsible for approving the
appantment of the new programme leader.

If approved, the responsible academic partner ensures that the following are informed of
the change in programme leadershifhere appropriate

students on the programme

programme committee

admission ananarketing staff at all relevant academic partners and at Executive Office
external examiners

relevant subject network leader

awarding body (if this is ndhe university.

O O O o oo

CHANGE OF RESPONSIBLE ACADEMIC PARTNEREGBEENDHNPROGRAMME

12.6

12.7

12.8

If an acadenu partner does not wish to continue as responsible academic partner for a
programme, or is unable to propose a replacement programme leader acceptable to the
Faculty Board of Study within three months of an existing programme leader demitting the
role, theprincipal must inform the relevant dean of faculty of the situation.

The dean of faculty will then invite all other academic partners to express an interest in
assuming this responsibility. Academic partners who are interested in assuming the role of
responsible partner should submit a rationale and provide the curriculum vitae of the
proposed programme leader.

The dean of faculty will present the proposal(s) to the Faculty Board of Study, which will
determine which academic partner is the most suitedake over as responsible academic
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partner. Members of the Faculty Board who are employed by any of the academic partners
who have expressed an interest should not take any part in the deeaisaking process.

12.9 If the Faculty Board does not approve any proposal, or if the Faculty Board cannot reach
agreement between nominees, tHgeputyPrincipal, in consultation with the relevant dean
of faculty, will form a shottife working group to resolve the issue.

12.10 Once ahange of responsible academic partner has been approved, the outgoing responsible
academic partner will ensure that the following are informed of the change in programme
leadershipwhere appropriate
o students on the programme

programme committee

admissim and marketing staff at all relevant academic partners and at Executive Office

external examiners

relevant subject network leader

awarding body (if this is ndhe university.

O O O o o

APPOINTMENT OF MOMBJLEADERS

12.11 The appointment of module leaders will lse-ordinated via the relevant subject network
and noted by their Faculty Board.

12.12 Module leaders are formally recognised at the point of first approval of the module, on an
openended basis.

1213 a2 Rdz S t SI RSNARA gAff KI @S WaBodldaydarke expdctadi & T
to fulfil the role specified in the Module/unit leader role description.

12.14 Where a module leader demits the role, or indicates their intent to do so, they must inform
their subject network leader and line manager within theiademic partner. Wherever
possible, this should be at least one semester before a change in module leadership needs
to take place.

12.15 If advance notice cannot be given of the need to change module leadership, the line manager
within the relevant academic parer must agree interim measures with the relevant subject
network leader. In any case, a replacement should be nominated within three months of a
module leader demitting the role (or notifying their subject network leader and line manager
of their intentto do so).

12.16 The relevant Faculty Officer will ensure that the available role is advertised via:
o HR Practitioner Group
o Partnership Planning Forum (PPF) representatives
o Quality Managers
o Programme Leaders
0 Subject Network Leaders.

12.17 This advert will clearly @cate the agreed closing date (normally ten working days after
being advertised); and the appropriate email address for submission of responses.
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12.18 This process of notification will ask applicants to complete an Expression of Interest Form
(ML-01) which inorporates the current CV Template. Each expression of interest must
confirm that the individual has the full support of their academic partner to undertake this
role.

12.19 Internal expressions of interest will be considered in the first instance, with external
nominations only being invited if a suitable internal candidate cannot be found.

12.20 If an external module leader is appointed, the responsible academic partner musteens
that they comply and engage witmiversitylegal and contractual obligations. This may be
achieved through the nomination of an internal deputy module leader if necessary. Where
an external candidate is appointed consideration should be given to meiéng a buddy
system wherever possible.

12.21 Where only one expression of interest (ML) has been received a Standing Panel will be
convened to consider that application.

12.22 Standing Panels will comprise:
0 The SNL to whose network the module belongs. $Nik will act as Panel Chair
0 A second SNL, perfably fromout with the Faculty
0 A senior member of staff from an AP. The identified staff member will be selected from
the agreed pool of appropriate staff and should have no vested interest in the outcome
of that panel.

12.23 When there is only one expression of interest the Standing Panel will normally make their
selection based solely upon the initial paperwork submitted (provided they are satisfied that
the applicant meets the criteria for the role; and has their line manifeda Sy R2NB SY S\
approval).

12.24 If the Standing Panel are unclear about whether an expression of interest meets the criteria
for the role, it has the discretion to ask for further information or, exceptionally, to seek to
interview the sole applicant toomfirm suitability.

12.25 Where more than one expression of interest @®IL) has been received, the Faculty Officer
will ask all applicants to confirm their intention to proceed with their application to the next
stage. Any applicants who do not wish to darsmy withdraw their application at this stage.
Whilst candidates will know that there are other expressions of interest, they should not
know how many, where they are, or who they are.

12.26 All applicants who wish to proceed to the next stage will be askecbmplete a Module
Leadership Application Form (MI2). There should be a minimum of ten working days
between the deadline for receipt of the Expression of Interest Form-@hjLand the
subsequent deadline for submission of the Module Leadership ApjplicBbrm (MEO2).

12.27 In addition, it is the responsibility of the applicant to secure the independent submission, by
GKSANI ftAYS YIYFEISNE 2F | [ Ay®). dhisysuppdBtiNg &  {
statement should be submitted by the line managedirectly and throughtheir own
universityemail account to the appropriate email address stated on the advertisement.
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stage, will not be permitted to proceed to the Standing Panel.

12.29 Upon receipt of the completed Module Leadership Application Form-Q®ILand the
F OO02YLI yeAy3d [AYS al yl 3So8kthe Sfacding Famelvillynget { G |
and seek to reach a consensus on the most appropriate candidate based solely upon the
papemwork submitted (again, provided they are satisfied that the applicant meets the criteria
F2NJ GKS NREtST YR KlFa GKSANIftAYS YIyl3ISNDa

12.30 Where the Standing Panel cannot identify a clear differentiation, exceptionally they may
need b proceed to an interview stage. Only applications which meet the criteria for the role
will be selected for the interview stage.

12.31 When an applicant is selected for interview then any initial assessment from the Standing
Panel process will not be carriéatward to the interview stage. This means that any decision
will be based solely on responses and performance at the interview stage.

12.32 The interview stage will consist of an interview of up to 30 minutes which will be designed
around the evidence submét in the Module Leadership Application Form (0H).

12.33 In particular, the Standing Panel will seek to assess experience/skills in the areas of
leadership and communication. They will do this by asking questions which allow the
applicant to provide specdiexamples of how they demonstrate these skills currently; how
they have done so in the past; and how they might do so, as module leader, in the future.

12.34 A panel may set an interview question (ie the topic to be covered in the presentation) that
is speciftally designed to differentiate between two candidates for a single module on the
basis that it is impossible to separate them on paper. This means that the topic in question
can be specific to that module: the same topic does not need to be set forodliles but
all interviewees for a particular module must be given the same topic.

12.35 Subsequent to the completion of the interview process, all candidates will be informed of
the outcomes by the Chair of the Standing Panel. If requested, further feedbdchkewil
arranged by a mutually agreed method.

12.36 The appeal procedure will apply to appeals relating solely to the way in which this process
was applied. An applicant cannot appeal simply on the basis of disagreeing with a panel
decision. All applicants arentitled to ask for individual feedback about their own
application from the panel chair.

12.37 When a Subject Network Leader submits an application for a module leadership to be
considered by their own panel the following procedures will apply.

12.38 For modulesvhere only one expression of interest has been received: the SNL will demit the
role of chair and remove themselves from all discussion of that module. The remaining panel
members will make their decision and assume responsibility for signing off onebasiah.

12.39 For modules where more than one expression of interest has been received: the SNL will
demit the role of chair and remove themselves from all discussion of that module. The SNL
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must be replaced on that panel. The replacement panel member should be ailiradiwith
no vested interest in the outcome of the allocation process and preferably possess a level of
subject awareness.

Upon completion of this process, all applicants will be informed of the outcome by the Chair
of the Standing Panel (SNL). If redgeds further feedback will be arranged by a mutually
agreed method.

The faculty &ficer will forward details of the appointed module leader to the Student
Records Office (SRO). SRO will ensure these details are updated in SITS.

The successful applicasiiould confirm their acceptance of the role by email to the Chair of
the Standing Panel (SNL).

Once ratified, the responsible Faculty Executive ensures that the following are informed of
the change in module leadership:

0 Subject Network Committee

0 module daabase administrator

o all faculty executives

o employing academic partner of all applicants.

EXCEPTIONS TO NORMAL MODULE LEADER APPOINTMENT PROCESS

12.44

12.45

12.46

12.47

12.48

12.49

The process outlined in Section 12-14.43 above is the default position and will be
applicable in albut exceptional circumstances.

Proposal that a module leader role is not advertised

Where a module leader role becomes available, the employing academic partner may
propose that the role is not advertised in the normal way due to excepticinaimstances,

eg if this may threaten the stability of the academic partner or the integrity of a programme.

Such a proposal will be discussed between:

o the Faculty Dean to whose faculty the module belongs

o the Subject Network Leader

o aseniormemberoh (i F FF FNRY (KS RSLINIAYy3A Y2RdzZ S

The final decision on whether to advertise or not will be made by the Faculty Dean.

An annual summaryf all such decisions will keent to PPF for noting so that the volume
and trend of such decisions can be monitored.

It is the responsibility of the academic partner that originally employed the departing module
leader to ensure that those involved in the advertising of the modedelér role are aware

of its status as regards the academic partner recruitment to a substantive post or proposal
that a role is not advertised.
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ACADEMIC PARTNER RECRUITMENT TO A SUBSTANTIVE POST

12.50 When the departure of a member of staff who holds a modabkdership role means that
the employing academic partner will subsequently have to recruit to a substantive post, the
timescale for advertising the module leadership role may be reduced to 7 working days.

12.51 If any applications are received the appointm@nbcess will apply as normal.

12.52 If no applications are received the academic partner that employed the departing module
leader will be permitted to rindence temporarily the module leadership(s) and engage the
Faculty as part of the recruitment process combine the ringfenced module leadership
allocation with recruitment.

ALLOCATION OF TEACHING RESPONSIBILITIES WITHIN A MODULE TEAM

12.53 The module leader, within the context of a programme team, is responsible for determining
the mode of delivery fothat module and thus how much of it is taught by the module leader
and how much is taught by other members of the module team, eg 100%dafeee; 40%
online and 60% fac®-face local delivery; 100% online.

12.54 All members of the module team will be listed within the relevant module descriptor
(CURO3).

ALLOCATION OF STUDENTS TO EACH OF THE DELIVERING MEMBERS OF A MODULE TEAM

12.55 When the mode of delivery is 100% fatceface, students will be allocated to the méwer
of the module team delivering at the academic partner where the students are based.

12.56 When the mode of delivery is a combination of faoeface and online delivery, the module
leader will normally be responsible for delivering the online element tiféoremaining face
to-face deliverystudents will be allocated to the member of the module team delivering at
the academic partner where the students are based.

12.57 When the mode of delivery is 100% online, teaching will normally be shared between
members ofthe module team regardless of location. Students will be grouped into cohorts
and each cohort allocated to a member of the module team, with the module leader being
allocated the first cohort.

12.58 It is recognised that a significant number of such allocetiwill not divide quite so evenly
across the network. When such a situation arises it will be the responsibility of the Subject
Network Leader to lead discussion between the relevant line managers from each of the
delivering academic partners to ensuteat a solution is reached.

12.59 If the mode of delivery and/or suitable allocation of students are disputed by the module
team, an arbitration process will apply. An advisory panel comprising the Head of Academic
Development, the relevant Subject Network Leadnd a senior member of academic staff
who is not substantively involved in the module, will seek to broker an agreement with the
module team. The advisory panel will provide a final decision if an agreement with the
module team cannot be brokered.
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12.60 Timetabling the delivering members of the module team is the responsibility of the
appropriate line manager within each employing academic partner.

CREATION AND IDENTIFICATION OF NEW MODULE AND PROGRAMME TEAMS

12.61 When new curriculum is proposed, the SNL witudate a rationale and business case to
members of the subject network and Partnership Planning Forum representatives, who are
responsible for notifying relevant colleagues in their academic partr&ufficient
information on indicative academic conteshould be included to enable decistomaking,
but this will not be binding on the final programme structure.

12.62 This communication will include an agreed deadline and the appropriate contact details for
the submission of any interest in joining the programdexelopment team.

12.63 All respondents seeking to be part of the programme development team must confirm that
they have the full support of their academic partner in undertaking this role.

12.64 During thecurriculumdevelopment phase all staff who havexpressed interest in joining
the programme development team will be advised of outline module titles and proposed
module leaders.

12.65 When the proposed module leader is unopposed, their appointment as module leader will
be confirmed at the point of approval the programme.

12.66 Where more than one member of the programme development team is interested in leading
a module, or where no module leader can be identified from within the programme
development team, then the existing process for appointing a moduldelewill apply. It is
the responsibility of the relevant Subject Network Leader to ensure that the module
leadership appointment process is initiated.
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COLLABORATIVE PROVISION

13.1

The university seeks to develop collaborative provision with national and international

partners where these are consistent with its mission, strategic objectives and quality
standards. Collaborative partnerships will be established to achieve objectives or contribute
to targets which the university could not achieve alone, and which will enhance the quality
of the student learning experience.

PRINCIPLES

13.2

13.3

13.4

13.5

13.6

13.7

13.8

13.9

The university is gponsible for the academic standards of all awards granted in its name,
including the award of academic credit, wherever they are delivered, and through all types
of collaborative arrangements.

¢CKS dzyAGSNBAGEQA Sl dzh O t Sed GhProdraddninds Odlivered dLJt A S
or by an external collaborative partner.

The university will seek to ensure that all collaborative provision is conducted in accordance
with sector expectations, and the requirements of government and funding agencies and
relevant awarding bodies.

The university recognises the scope of collaborative provisioWas: K S Y I y I 3SY S\
learning opportunities leading or contributing to the award of academic credit or a
qualification that are delivered, assessed or supported thincan arrangement with one or

more organisations other than the degreeg I NR A y(BK Q@uality Edde, Chapter B10)

The university recognises different types of collaborative provision, including external
validation, franchising, joint or dual awardsudent exchange arrangements, etc. For each
proposed collaborative partnership, the initial scrutiny, and exact approval, monitoring and
review arrangements, will be proportionate to the financial, legal, academic and reputational
risks involved.

The unlENE A G& SELINBaate F2NDARAE WASNRFEQ I NN
franchised, or authority delegated, to an external partner is in turn validated or franchised
to a third party.

The university will enter into a collaborative partnershiplyoon the recommendation of
EPSC, following appropriate and proportionate due diligence enquiries.

The university and the external partner will negotiate a written agreement setting out the
nature and scope of each collaborative partnership, and respeobiles and responsibilities

of all parties. The agreement will become effective only when signed by the university
Principal and Vieg¢ K yOSt t 2NJ I yR (GKS SEGSNYI £ LI NIy SN

EXTERNAL PARTNERSHIPS STEERING COMMITTEE

13.10 Academic Council h&stablished the External Partnerships Steering Comm{RSC) as a

subcommittee with responsibility for formulating policy and practice in relation to
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collaborative provision and partnerships with external institutions and other organisations
both in theUK and overseas, in accordance with agreed university strategies.

13.11 Initial proposals relating to collaborative activity will be considered by the relevant Faculty(s)
or Research Degrees Committée the first instance. If endorsed, proposals will be
considered by EPSC which will decide whether to support the proposal, and to determine
the next steps for development and approval.

INFORMATION ON COLLABORATIVE ACTIVITY
13.12 Information and guidance for staff about procedures and protocols relating to coléker
provision, including risk assessment, approval, management and review, will be maintained

and reviewed regularly.

13.13 The university will maintain a register of all collaborative partnerships, and information
about the collaborative provision operatetirbugh these partnerships is publicly available.
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14 POSTGRADUATE REGULATIONS

14A TAUGHT POSTGRADUATE REGULATIONS

INTRODUCTION

14a.1 The universityhas adopted the Scottish Credit and Qualifications Framework (SCQF) as the
basis for the development and design of its taught postgraduate programmes, which relate
explicitly to SCQF Level 11. These regulations apply to tpogtgraduate qualifications of
Postgraduate Certificate (PgCert), Postgraduate Diploma (PgDip) and Masters programmes,
including MA, MSc, MLitt, MMus, MBA, MTh and MEng.

TAUGHT POSTGRADUATE AWARDS AND CREDIT FRAMEWORK

14a.2 The generic learning outcomes thaill apply to taught postgraduate awards relate to those
set out in the Scottish Credit and Qualifications Framework.

14a.3 Taught postgraduate modules will be assessed against specific module learning outcomes
consistent with the relevant SCQF legeheric learning outcomes.

14a.4 Normally, the amount and level of academic credit in a taught postgraduate programme will
be as follows:

University qualifications and their SCQF credit requirements

Masters min 180 with min of 160 at SCQF Level 1
Postgraduate Diploma min 120 with min of 100 at SCQF Level 1
PostgraduateCertificate min 60 with min 40 at SCQF Level 11

14a.5 Within any taught postgraduate programme it may be possible to include a limited amount
of credit drawn from other levels @cademic study, specifically from SCQF Level 10, or SCQF
Level 12, within the limits of the minimum credit requirements set out above.

INTERMEDIATE AWARDS

14a.6 Students registered on a programme of study leading ttawght Masters degree will
normally have the opportunity to exit the programme with an intermediate award.
Intermediate awards will be specified at approval and will normally include:
o within a Mastes degree, the intermediate awards of PgDip and PgCert
o within a PgDip, the intermediate award of PgCert.
There are no intermediate awards in a PgCert.

PROGRAMME STRUCTURE AND DESIGN

14a.7 Each SCQF credit point represents the outcomes of learning achieveyth0 notional
hours of learning activity, making 1,800 hours for a Masters deghestandard module has
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been adopted of 20 SCQF credit points, ie 200 hours of student activity. Owing to the shift
to greater seldirected learning at postgraduate lelye¢he ratio of tutordirected to sel
directed learning time will be lower than that found in undergraduate programmes, and will
be defined in module descriptors at programme approval.

All taught Masters degrees will have a mandatory element which will be a dissertation or
major project component. A dissertation will normally be sixty credits. For professionally
oriented programmes, such as an MBA, a major project may be approved at a minimum of
forty credits.

Programme design and specification will ensure that an appropriate range of specific module
learning outcomes, referring to relevant subject benchmark statements, have been
integrated into a coherent structure with progression leadinghie characteristic generic
outcomes of the award.

PROGRAMME DURATION

[Note: programme duration regulations only applytaoight postgraduate students formally
registered for an academic award of PgCert, PgDip or Masters degree. Theyditectot
apply to those undertaking individual postgraduate modules for the purposes of continuing
professional development (CPD).]

14a.10Masters degrees studied fttiilme represent one calendar year of ftilne study. While the

postgraduate academic year ot prescribed, normally it will include learning activity
grouped into three semesters or equivalent. The minimum period of study is therefore:

Minimum period of study

Programme Fulktime Parttime

Masters 45 weeks 6 semesters
Postgraduate Diploma 30 weeks 4 semesters
Postgraduate Certificate 15 weeks 2 semesters

14a.11The maximum period of registration for a postgraduate programme, whethetifiod or

part-time, will not normally exceed six years.

ATTENDANCE ANDTHDRAWAL

[Note: programme attendance and withdrawal regulations only apply tawmght
postgraduate students formally registered for an academic award of PgCert, PgDip or
Masters degree. They do not directly apply to those undertaking individual postgead
modules for the purposes of CPD.]

14a.12The standard regulations for attendance and withdrawal, as set out in the admissions

regulations, apply to postgraduate students.
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ADMISSION TO PROGRAMMES LEADING TO MASTERS AND INTERMEDIATE AWARDS

14a.13Standard entry the standard requirement for entry will normally be an Honours degree at
the classification of 2.1, and not less than the classification of 2.2. The subject range and
level of acceptable entry qualifications will be specified in the pnogna specification.

14a.14Non-standard entry candidates seeking admission to a postgraduate programme through
non-standard entry will need to demonstrate equivalence of prior learning and achievement
to that of standard entry. Specific requirements may be roedi within the programme
specification and admission will be at the discretion of the programme leader.

14a.15The programme leader will establish an appropriate methodology for assessing the
suitability of all candidates for entry to the programmes for whickytinave responsibility.
Appropriate evaluation tools may include for example: portfolio material; interview;
evidence of investigative research; references and published articles. The programme leader
will review the learning requirements of all entrards an individual basis.

Students whose first language is not English

14a.165tudents whose first language is not English applying for programmes taught through the
medium of English must reach satisfactory IELTS scores, or the equivalent scores in other
recognzed Secure English Language Tests. For entry at SCQF leb2|shELrequirement
is an overall IELTS score of 6.5 with no element below 6.0.

14a.17Alternatively, students must otherwise demonstrate that they have an adequate command
of both written andspoken English to follow their programme before an offer of admission
will be made.

ARRANGEMENTS FOR RECOGNITION OF PRIOR LEMRNING

14a.18The standard regulations and processes for recognition of prior learning, as set out in the
admissions regulationspaly to taught postgraduate students.

Limit of credit that can be claimed

14a.19The maximum credit that can be awarded for RPL will be limited to a proportion of the
Wil dZAKGQ O2YLRYSYyid 2F I al aG6SNAR f S@St | g1 N
o For students exiting with PgCey®0 credits
o For students exiting with PgDg60 credits
o For students exiting with Masters60 credits.

MANAGEMENT OF ASSESSMENT

14a.20The general provisions of the regulations relating to assessment and external examiners will
also apply to taught postgraduaprogrammes except where variations are specified below.
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Assessment marking system

80+
Distinction:
outstanding

70-79%
Distinction:
excellent

Ananswer close to all that is expected of a student. The answer will combine structure, organisation, a high level diinkitiaal

and argument, convincingly and in a@ainated way. It will demonstrate exemplary grasp of the topic. Full andatnitie of

relevant literature will be demonstrated. Presentation will match the substantive quality. All the criteria-7& fodfilled to a high

RSANB S LI dza X

0 Exceptionally well presented, laid
out and illustrated

0 Seltcritical awareness

0 Manyexamples of original and
imaginative thinking

o0 Excellent use of references and
command of the literature

0 In-depth critical and independent
thinking

This work displays excellent and comprehensive understanding of the topic; critical awareissse®fand source material and use

appropriate empirical and / or theoretical material. It provides a welictured argument, and the mark recognises learning at a hi

level. There is originality in the answer, and an effective grasp of literature.

0 An attractive presented piece of
work
o Rigorous handling of evidence
o Examples of creativity, originality, o Offers amlytical comment, critical evaluation and independent discussion
imagination, insight o Comprehensive coverage of content / theory
0 Own ideas developed and justifiec o Realistic evaluation of own work, with appropriate rationale
from theoretical frameworks whick
have been thoroughly analysed,
applied and tested

Displays mastery of concepts and theories

Precisely focused discussion

Extremely rigorous handling of datacevidence

Comprehensive, concisely balanced argument

Own ideas are very well linked to concepts, theories and literature

O OO 0o
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60-69%
Pass
merit

50-59%
Pass
adequate

Academic Standards and Quality Regulation92m1
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A very good answer that is well presented, coherent and demonstrates critical judgement. It displays good coveragetefitiie m
and issues, and it is well laid out and argued. It may lack originality, or draw upon limited sources; however, refeibeimgod.

0]
0]
0]

o

Well presented

Referencing relevant and accurat
Logical, coherent and lucid, and
with good style

Clear evidence of understanding
Grammar and spelling accurate
Conclusions welirgued and
substantiated

Appropriate selection ofontent /
theory / style in key areas
D22R F¥20dza 2y Y
themes

O O O 0O

Clear identification of the issues

Demonstration of reading of relevant literature from a variety of sources

Evidence of wide reading

Appropriate application of theory

Ability to be critical and appraise the literature retrospectively to further knowledge ai
thinking

o Evidence of evaluation / justification / critical thought

A satisfactory answer indicating a grasp of the question am@dsonably structured answer. It offers fair coverage, picking most ¢
the key issues, but lacks any real developme3ume evidence of reading or wider appreciation of subject

(0]

(0]

Logical, coherent and reasonably
presented

Evidence oévaluation /
justification / critical thought
Grammar and spelling largely
accurate

Mostly accurate referencing
Thought given to selection of
content / theory in key areas
Good level of understanding of
topic area

O O O 0o

Identification of the main issues to thalsject

Conclusions largely wedkgued and substantiated

Evidence of reading relevant literature round the subject

C20dza 2y Y2RdzZ SQ& FAYa IyR (KSYSa
Some application of theory

This indicates a very basinderstanding of the issues. Failure to highlight some of the key points, and the overall structure of t
answer is weak and lacking in critical thinking. An understanding of the issues can be identified but there is a édlboget or
communicae them beyond description. Presentation is also likely to be poor quality and referencing poor and limited in scope
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40-49%
Marginal
Failure
incomplete

30-39%
Fait
deficient

0-29%
Fail:

very deficient

o O

(0]

Academic Standards and Quality Regulation92m1
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Meaning apparent, but language
not fluent, grammar and spelling
poor

Superficial / limited evaluation
Limited evidence of reflection
Shows an attempt to be logical an
organised

Referencing present but mostly
inaccurate

Some key aspects of theory may t
missed and application limited

O OO 0o

Critical thought and rationale for work presented is inadequately demonstrated
Evidence of general understanding of concepts, but inaccuracy / confusion
Conclusions weak or unclear

Some of the writing is focused on module aiand themes

Evidence of some reading

A weak attempt not adequate for a pass because of basic errors and misconceptions. The argument is confused and thhima
though there may be some limited evidenceuniderstanding, but evidence is inadequate and / or highly descriptive. Presentatis
probably poor with many inaccuracies in style, spelling etc.

(0]

(0]

(0]
(0]

Failure to address the question
asked / task set

Lack of critical thought / analysis /
theory

Confused / illogical thinking

No evidence of reflection
Inaccurate or inappropriate
content / theory

Unsupported value judgements /
generalisations

Disorganised content / style
Insubstantial / invalid conclusions

Unclear meaning

Little or no evidence of aing round the subject

Significantly under / over required specified length

b2 GGSYLIWG G2 FRRNB&aa Y2RdA SaQ F20dzas
Referencing absent

Possible evidence of plagiarism

A failure to grasp the question and / provide any evidence of learning / understanding of the issues. Disorganised ideas /
comments. Very poor structure and rambling answer which is extremely descriptive and grossly lacking in content. Breisenta
very inadequate.
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Assessment marking system

14a.21Assessment and feedback are crucial in the learning cycle. The university places great
importance on the assessment of, and feedback on, student work. The following guidelines
and actual feedback omssessed work will assist students in understanding what grades and
marks mean so they can enhance their performance. These guidelines cannot cover all types
of assignments, nor can all the points be apposite to all assignments. However, where
grading of outcomes is employed, the criteribased approach will be adopted.

Module assessment

14a.22The minimum overall pass mark on each module is 50% (weighted ave@igelents must
attempt all componentsof summative assessment; na&ubmission of angomponentof
assessment will result in a fail mark for the module overall. Students must normally achieve
a minimum mark of 40% on eacbmponentof assessment in ordéo pass the module.

14a.23A programme team may, at its discretion, specify a minimum overall pass mark of 50% in
some or all of theeomponentsof assessment in a module.

Reassessment

14a.24Students failing to achieve the minimum requirements for passing a module may be offered
the opportunity to be reassessed for the module, normally on one occasion only. In deciding
whether a student should be offered this opportunity, the board of examsvell take into
account the number and extent of the module failures that a student has had during the
session in question and decide, on all of the evidence available, whether the student has a
reasonable chance of redeeming the position.

14a.25The board wl exercise its discretion to determine the nature, conditions and time of the
reassessment: normally, where a module is assessed by more thamamponent of
assessment then theomponents) that have been passed will not be used. The board of
examines may, at its discretion, require a student to repeat a module before reassessment
takes place.

14a.26The maximum overall mark that a student may be awarded on being reassessed for a
module, or having repeated the module, is 50%.

PROGRESSION

14a.27A student on daught postgraduate programme will normally be permitted to continue with
their studies while carrying one failed -2@edit module, subject to meeting any module pre
requisite requirements. Where a student has failed more than one module, they will not
normally be permitted to enrol on new modules within that programme until the failures
have been redeemed.

14a.28A student may progress to the dissertation stage of a Masters programme while carrying one
failed 20credit module, subject to meeting any module peqjuisite requirements.

14a.29A programme may, subject to approval, specify additional criteria for progression from
PgCert to PgDip, or from PgDip to Masters.
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DISTINCTION IN THE AWARDS OF PgCert, PgDIWASNIERS

14a.30Boards of examiners will be guided by the following regulations which set out the normal

minimum requirements that are expected of a student in order to gain Distinction in their

award. However, in arriving at a decision, the board of examirendank beyond these

regulations if this is deemed to be appropriate to the circumstances. This can only be done

if it is not to the detriment of the student or to the integrity of the award:

o a student may achieve the award of PgCert with Distinctionmiframum of 40 credits at
SCQF Level 11 have been achieved at Distinction grade

0 a student may achieve the award of PgDip with Distinction if a minimum of 60 credits at
SCQF Level 11 have been achieved at Distinction grade

o0 a student may achieve the award Mfasters with Distinction if a minimum of 100 credits
at SCQF Level 11 have been achieved at Distinction grade, including the dissertation
module.
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14 POSTGRADUATE REGULATIONS

14B POSTGRADUATE RESEADREIFREREGULATIONS

INTRODUCTION

14b.1

14b.2

All postgraduate research degree (PGR) students are bound by, and must satisfy, the
following regulations and are advised to read them in conjunction with the univeXBGR

Code of Practice for Students and Supervisors (P@R @dPractice) and other relevant
university policiesAligned with the UK Quality Code for Higher Education, the PGR Code
of Practice sets the context for implementation of the regulations and provides detailed
guidance and practical support in relatiago the responsibilities of research students,
supervisors and academic partners.

The Research Degrees Committ&(C) is empowered by Academic Council to recommend
the award of research degrees on behalf of the university Court.

RESEARCH AWARDS

14b.3

14b.4

14b.5

The unversity has adopted the Scottish Credit and Qualifications Framework (SCQF) as the
basis for the development and design of its postgraduate research degree programmes.
Postgraduate research awards offered relate explicitly to SCQF Levels 11 and 12 and the
generic learning outcomes that will apply are those set out inSKF Level Descriptors
document

The univergy offers the following research awards:

Degree Fulktime

Doctor of Philosophy (PhD) Based on a supervised research proj
during which the student is registered at
higher education institution. All doctore
students are required to make aoriginal
contribution to knowledge by conductin
an independent research project.

Professional Doctorate (EngD, EdD) | Based on a supervised research project
0KS &aGdzRSyidQa LINR*
academic discipline.

al AGSNNDa o0& wSaSl| Based on independent researc

(normally MRes) undertaken with supervision and guidanc
for a shorter period of time than a doctor:
degree.

The university may enter into joint award arrangements with other institutions, subject to
its policies, procedwes and regulations on collaborative provision.
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ADMISSION

14b.6 The standard entry requirements are:
ol LRAaGINIRdzZ S alaiSNRa RSINBS FNRY | RS
government,or equivalent,or
o a first or upper second class honowsgree from a degree awarding body recognised
by the UK governmengr equivalent,or
020 KSNJ) ljdz t ATAOFGA2ya 2NJ SELISNASYyOS GKI
ability to work at the academic level associated with the target award.

14b.7 Applicatims will be considered by RDC which has delegated authority from Academic
Council to approve or reject applications. If approved, RDC will also:
0 approve the proposed thesis topic
0 approve a suitable supervisory teaand
o ensure that the Principal or Diremt of the academic partner or research area (or
nominated representative) undertakes to provide suitable facilities and resources to
support the student for the duration of study.

14b.8 Applicants whose first language is not English must normally reach seirgfdELTS
scores, or the equivalent scores in other recognised Secure English Language Tests as
2dzif AYSR Ay (KS dzyAGSNEAGEQaA | RYA&daAirzya NI

14b.9 The standard university admissions policies, procedures and regulations must be adhered
to.

THE RESEAROEGREE PROGRAMME

Enrolment

14b.10 All students are required to enrol at the start of their programme of study. Thereafter, as
continuing students, they are required to enrol at the commencement of each subsequent
academic year during which they aradertaking study.

Duration of Study
14b.11 The periods of study for research degrees are as follows:

ResearciDearee Mode of Standard Maximum
9 Attendance Period Period
Full time 36 months 60 months
PhD, EngD, EdD 5
Part time 60 months 84 months
Full time 24 months 48 months
MPhil
Part time 42 months 66 months
MastelO & Re&s@arch Full time 12 months 36 months
(MRes) Part time 24 months 48 months
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14b.13

14b.14

14b.15

14b.16

14b.17

14b.18
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RDC has the authority to recognise study at the same level undertakeanother
institution as counting towards the total period of study, provided that it has not previously
contributed to an academic award. In no case shall the period of registratidheat
university for any research degree be less than 12 monthstifitd) or 24 months (part
time).

Individuals applying for or transferring to a PhD may seek an exception to the standard

period of study on the basis of previous study, provided thaa# hot already contributed

to an academic award:

o for full-time students, the total period of study shall not be reed to less than 24
months (PhD) or 12 months (MPhy,

o for parttime students, the total period of study shall not be regd to less tha 36
months (Phpor 24 months (MPhil).

Extensions to the standard period of study

On application by the student, RDC may grant an extension of up to 12 months in a single
application. The maximum amount of extension time that may be granted is 24 months.
No extension will normally be approved that results in a thesis being submittezhdeie
permitted maximum periods of study.

Suspensions

On application by the student, RDC may grant a suspension of studies of up to 12 months
in a single application. The maximum amount of time that may be suspended is 24 months.
If a student does noteturn to study after 24 months of suspension their registration will

be terminated. Time elapsed during a period of suspension will not count as part of the
period of study in section 14b.11.

Change in mode of study

On application by the student, RDfay allow those admitted as ftiiime students to
change their mode of study to patime for a specified period, or those admitted as part
time students to change their mode of study to ftithe for a specified period. In such
cases, the total period aftudy will be adjusted proata.

Withdrawal and termination

Students seeking to withdraw permanently from their research programme should discuss
the matter with their Director of Studies or supervisory team and complete the student
withdrawal form. Fuather information about the withdrawal process can be found on the
university website\yww.uhi.ac.uk/en/students/support/thinkingpf-leaving.

RDC may terminate the registratioh a student at any time provided it is satisfied there is
sufficient reason for doing so (for example, unsatisfactory progress, see section 14b.22
below). Students may appeal their exclusion or termination of registration through the
appeals procedure.

SUPERVISION AND PROGRESSION

14b.19

The university will appoint an appropriate and qualified supervisory team, led by a Director
of Studies.
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The Director of Studies shall be a suitably qualified individual currently employed by the
university or one of its acadeic partners. RDC may consider other suitably qualified
individuals on an exceptional basis. The Director of Studies has responsibility for the overall
YIEYylF3SYSyd |yR ljdzr f AGeé aadz2N»yoS 2F GKS
a 0 dzR Sy U Q & e dnibeNgageMat-withQhe research programme.

All students are required to make satisfactory and timely progress throughout their
programme of study and participate in regular progress monitoring reviews.

If a doctoral research degree student does not make satisfactory progress, their supervisory
team may recommend to RDC that the student be transferred to a lower level of degree as
appropriate or have their registration terminated.

Students registered foall Masters by Research awards, who, with the support of their
supervisory team, wish to progress instead to the award of PhD may apply to RDC for
approval of transfer.

ASSESSMENT

14b.24

14b.25

14b.26

14b.27

14b.28

Final assessment of a student for a research degree award normallyesvol

0 Submission of thesis or equivalent body of work for examination

o0 Independent examination of thesis or equivalent body of work by individual examiners
o Oral examination of the student by an examination panel.

Appointment of examiners

The universityvill appoint an examination panel to examine each thesis or equivalent body
of work. The panel will normally consist of one internal examiner, one external examiner
and one independent internal panel chair.

Submission of theses or equivalebbdies of work

All students shall present to the university for examination a thesis or equivalent body of
work embodying the results of their research, before the end of their approved period of
study.

Students who fail to submit before the end of theipproved period of study will be
automatically withdrawn and will, therefore, not be permitted to submit after that time.

In such cases, a student may apply to RDC to be reinstated in order to submit. If,
exceptionally, reinstatement is approved, the dént's thesis or equivalent body of work

will be examined, subject to payment of a reinstatement fee.

Every thesis or equivalent body of work submitted must:
0 be written in English or, where appropriate, Gaelic
o0 be prefaced by a signed formal declaration stating that:
o it has been composed by the student
o itis arecord of work that has been done by that student
o if any results were obtained partly in associatsith others, the nature or extent of
this help, if substantials specifically acknowledged
0 not have been submitted for another degree awarded by this or any other university
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14b.30

14b.31

14b.32

14b.33

14b.34

14b.35
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0 contain an abstract not exceeding 300 wards

Examination of thesis or equivald@rbody of work

Each examiner must first receive a copy of the thesis or equivalent body of work in advance
of the oral examination and independently prepare a report detailing their preliminary
assessment. These independent reports must be shared witelpaembers prior to the

oral examination in order to support preparation for the oral examination.

Oral examinations will normally be held within two months of the date of the initial
dispatch of the thesis or equivalent body of work to the examiners.

An oral examination will normally take place only when a thesis or equivalent body of work
is first submitted.

Oral examinations normally take place at the university or one of its academic partners, but
may be held elsewhere or by video conference or similar method by the mutual agreement
of the examination panel and the student.

A member of the supervisory teamay attend the oral examination as an observer on the
agreement of the examination panel. The observer must take no part in the examination
and must withdraw from the examination with the student prior to the deliberations of the
examiners.

Criteria for assessment

The standards to be attained for each degree require that:

o For doctoral degrees, the thesis makes a distinct and original contribution to knowledge
in the discipline and contains work which is consadeto be worthy of publication

o For the dgree of MPhil, the thesis makes a contribution to knowledge, affords evidence
of originality and demonstrates appation of independent research

o Forthe degree oMastersby Researchthe thesis displays evidence of originality or is a
satisfactory, orddy and critical exposition of existing knowledge within the field
concerned.

Outcomes of examination

The examination panel will recommend one of the following outcomes:
Outcome Criteria
1 Pass The degree is awarded unconditionally.
2 Passsubject to minor | The degree is awarded, subject to the complet
corrections of minor corrections to the satisfaction of th
internal examiner.
3 Pass, subject to majc| The degree is awarded, subject to the complet
corrections of major corrections to the satisfaction of th
internal and external examiners.
4 Resubmit The student is required to make substant

amendments and to submit the thesis for-r
examination by the internal and extern
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14b.37

14b.38

14b.39

14b.40

14b.41

14b.42

14b.43

14b.44
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examiners. This may require a second ¢

examination.
5 Award of lower | This outcome is available only where the tar¢
degree award is a doctoral degree. The intended degre
not awarded, but an MPhil is awarded instead.
6 Fall The student is not awarded any degree.

Following the oral examination, the panel will provide feedback to the student on its
recommendations.

The panel will submit to RDC for approval a jointly written report detailing its
recommendations, supported by evidence to substantiate the outcodey corrections

and amendments required will be listed, along with any requirement for a second oral
examination. This report must be submitted to the university within one week of the oral
examination taking place.

If the examiners on the panel cannotmtantially agree regarding the merits of the thesis,
they will each be required to submit an independent report to RDC. These reports must
include the same detail as required in section 14b.37 above. RDC will determine the most
appropriate course of aain, which can include recommending the appointment of a
further external examiner.

The student will be given formal confirmation of the outcome and a statement of
corrections required if appropriate, normally within 2 weeks of the oral examination.

The deadlines for corrections and/or-seibmission will normally be:

o three months from the date of theexam outcome notification letter for minor
corrections

o six months from the date of thexam outcome notification letter for major corrections,
or

o twelvemonths from the date of thexam outcome notification lettefior re-submission.

Students who fail to make the necessary corrections, or teulemit their thesis, within
the stated deadline will not normally be permitted to submit after that date and vl
withdrawn.

The corrected/resubmitted thesis will be signed off by the internal examiner on behalf of
the examination panel and confirmation of this sent to RDGnfilmrmation.

Once approved by RDC, the university will provide confirmation testhéent in writing
that they have been awarded the degree.

If a student seeks to appeal against the outcome of a research degree examination they
should follow the appeals procedure.
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POSTHUMOUS AWARDS

14b.45 On application by a Director of Studies, RDC magmmend the award of a posthumous
research degree. A posthumous research degree will normally be awarded if a student has,
at least, completed all but the last six weeks to two months {pear degree), three to
four months (twoeyear degree), four to simonths (threeyear degree); has effectively
completed their research / investigation; and has moved into the writing up phase of their
work and has submitted most, if not all, of their chapters in draft.

ACADEMIC MISCONDUCT

14b.46t Dw a0 dzZRSyda FNB &ddzo02SO0 (2 GKS dzy A GSNEA (¢

THESIS ACCESS, COPYRIGHT AND INTELLECTUAL PROPERTY RIGHTS

14b47 C2f ft 26 Ay 3 adzoYAdaAzy 2F (GKS FAYlLI X O2NNBC
ofthetheds a gAff y2N¥Iffe 0SS A0G2NBR gAGKAY
copy of the thesis will also be stored by the university.

[j
KS
14b.48 On application by the student, arrangements for confidentiality of theses may be approved

by RDC and are normalignited to two years.

14b.49t Dw A GdzRSyda I NB &ddzoa2SOid (42 G4KS dzy A BSNEA G

Pages7



15

Academic Standards and Quality Regulation92001
Appointment and role of external examiners

APPOINTMENT ANMDRE OF EXTERNAL EXRRS

15.1

15.2

The universityis responsible for appointing external examiners to its degree provision and
these procedures are designed to ensure that proper consideration is given to the
nomination and appointment of external examinefiis section is applicable to all taught
degree provision including that delivered under a collaborative arrangement with an
external partner.

Where provision is accredited by a professional, statutory or regulatory body (RB&B),
universitywillcompe  gA 0K GKFG t{w. Qd NBIldZANBYSyia

ROLE OF EXTERNAL EXAMINERS

15.3

154

15.5

15.6

15.7

The role of external examiners is to provide assurance on:

a. whether academic standards are set and maintained at appropriate levels

b. whether the assessment process appropriate, rigorous, equitable, effective and
conducted in line with policies, regulations and guidance

c. whether the standard of student performance is properly judged against the level set, and

d. the comparability of the standard and level of student i@efement with those in other
higher education institutions.

All external examiners will be expected:
a. to make their judgements impartially on the basis of the work submitted for assessment
b. to attend relevant meetings of the board(s) of examinersvhfch they are members

c. to endorse explicitly the outcomes of the assessment processes they have been

appointed to scrutinise, provided that they are satisfied with these outcomes

d. to report annually to thauniversity in accordance with guidance provided

e. to report to the Principal, in confidence, on any matters of serious concern about the
academic standards or quality of provision.

External examiners will be appointed to comment and report on all assessments which count

towards an award approved hkifie university. To this end, all modules at SCQF Levels 7, 8,

9, 10 and 11 and all approved programmes of study will be allocated to an external examiner.

External examiners may undertake their role in the capacity of:
o Tier 1 External Examinefor module resuing and programme delivery issues
o Tier 2 External Examinefor awarding and progression.

Tier 1 External Examiners will:
a. be consulted on the form and content of proposed coursework and examinations and

A

NI

other assessments and reassessment that count towards an award, so that all students

may be assessed fairly in relation to the regulations and in such a way that the external

examiner will be able to judge whether they have fulfilled the learning outcomes of the
module and reached the required standard

b. have access to an agreed sample of all summatively assessed work on thesnibeyl
are responsible for

c. moderate the marks awded by internal examiners, and
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d. consider all available information relating to modules they are responsible for, and to
raise any issues at the Tier 1 Board of Examiners.

15.8 Tier 2 External Examiners will be expected:
a. to ensure that recommendations for awaehd progression are reached in accordance
with the regulations, and
b.G2 LI NOAOALIGS a NBIdZANBR Ay |yé NBOASH
taken during their term of appointment.

APPOINTMENT OF EXTERNAL EXAMINERS

15.9 The Faculty Board @tudy is responsible for the appointment of external examiners, and
will do so in accordance with the criteria and procedure below.

15.10 Each Faculty will determine the number of Tier 1 and Tier 2 External Examiners it requires,
and the range of expertise theghould collectively provide. External examiners may be
appointed as either Tier 1 or Tier 2 External Examiners, or both. If an individual is appointed
as both Tier 1 and Tier 2 External Examiner, these appointments will be made under separate
contracts, b cover the additional reporting and attendance at meetings required.

CRITERIA FOR THE APPOINTMENT OF EXTERNAL EXAMINERS

1511 ¢ ASNI M 9EGSNYIt 9EIYAYSNEQ | OFRSYAO FyRk2N
be appropriate to the subject areas which they are appointed. Tier 2 External Examiners
will be from an academic discipline which is in the broad cognate area of the programmes to
which they are appointed.

15.12 In considering nominations, the Faculty will expect to see evidence of at leastcfaime
following areas of knowledge, qualifications and experience. Not all external examiners will
be expected to meet all criteria:

a. knowledge and understanding of UK sector agreed reference points for the maintenance
of academic standards and assuranoe @nhhancement of quality

b. competence and experience in the relevant subject areas

c. relevant academic and/or professional qualifications to at least the level of the
gualification being externally examined, and/or extensive practitioner experience where
appropriate

d. competence and experience relating to designing and operating a variety of assessment
tasks appropriate to the subject and operating assessment procedures

e. sufficient standing, credibility and breadth of experience within the discipline to be able
to command the respect of academic peers and, where appropriate, professional peers

f. familiarity with the standard to be expected of students to achieve the award that is to

be assessed

. fluency in English (or Gaelic, where appropriate)

. meeting applicable deria set by professional, statutory or regulatory bodies, where

relevant

i. awareness of current developments in the design and delivery of relevant curricula

j. competence and experience relating to the enhancement of the student learning

experience.

0 «Q
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15.13 TheFaculty will seek to ensure that no conflicts of interest arise, and hence will not appoint

as external examiners anyone in the following categories or circumstances:

a. member of Court or the governing body of any of the academic partners or biineio
collaborative partners

b. a current employee or any of the academic partners or one of their collaborative partners

c. anyone with a close professional, contractual or personal relationship with a member of
staff or student involved with the programme of study

d. anyme required to assess colleagues who are recruited as students to the programme of
study

e. anyone who is, or knows they will be, in a position to influence significantly the future of
students on the programme of study

f. anyone significantly involved in receor current substantive collaborative research
activities with a member of staff closely involved in the delivery, management or
assessment of the programme(s) or modules in question

g. former staff or students unless a period of five years has elapsed astlidénts taught
by or with the external examiner have completed their programme(s)

h. a reciprocal arrangement involving cognate programmes at another institution

I. the succession of an external examiner from an institution by a colleague from the same
subject area in the same institution

J. the appointment of more than one external examiner from the same subject area of the
same institution.

1514 LF 'y FFOldzrf 2NJ LRGSYdAlrt O2y Tt AO0G 2F AyaS
appointment, the Aademic Registrar must be notified of the circumstances at the earliest
opportunity.

9-¢9wb![ 9-!laLbow{Q w9t hwe/{

15.15 External examiners are required to report annually to Academic Council, using the

appropriate proforma, to provide informative comment arecommendations on:

o the academic standards set for awards, in relation to external reference points

o the assessment process in relation to modules and programmes to which they have been
appointed

o the comparability of academic standards and the achievemaftstudentsin the
universitywith those in other UK higher education institutions

0 good practice and innovation relating to learning, teaching and assessment

0 opportunities to enhance the quality of the learning opportunities provided to students.

15.16 Externd examiners are required to submit an electronic copy of their report via email, due
by the 31 August each year. No fees will be paid to an external examiner until the report has
been received.

1517 9 EG SNyt SEIF YAYSNEQ NIB LI and siutldntfrep@sentaiivies; O dza
and will be made available to student® response will be sent by the Faculty to each
external examiner, addressing the issues raised in the report.

15.18 Quality Assurance and Enhancement Committei# receive an annual afysis of all
SEG0SNYIFf SEFYAYSNRQ NBLI2 NI & -letiepissi@® y & A RSNJ NB
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TERM OF APPOINTMENT

15.19 External examiners are normally appointed for a period of four years. Appointments will
normally come into effect on 1 September. In exceptional circumstances the Faculty may
extend the initial appointment for a period of no more than 12 months.

15.20 Externdexaminers may be reappointed in exceptional circumstances but only after a period
of five years or more has elapsed since their last appointment.

15.21 External examiners may normally hold no more than two external examiner appointments
at any one time, whetér or not these were within the same institution.

¢9walLb! ¢Lhb hC 9-¢9wb![ 9-lTaLbow{Q /hb¢w!/ ¢{

15.22 The universityreserves the right to terminate the contract of an external examiner who,
without due cause, fails to submit a report, or otherwise fails taycaut the duties otheir
appointment. In such circumstances, tBeputyPrincipalwill notify the external examiner
of the termination in writing.

15231y SEGSNYyLIFt SEIFIYAYSNR&E O2y iGN} OG YIre | taz2 o
cannot be satisfactorily resolved, or if the relevant provision is discontinued.
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16 ADMISSIONS ANENROLMENT

PRINCIPLES OF ADMISSION

16.1 ' £ € FLIWX AOFGA2ya G2 LINPINIXYYSa akKlftf o6S5S R
admissions policy and procedure$. KS dzy A OSNRAAGEQad FFTRYAA&AZ2)
procedures shall be aligned with the principles set out in theQuKlityCode.

162 ¢ KS LINAYOALI f ONARGSNARZ2Y F2NJ RSGSNXYAYAYy3T | (

is that there is a reasonablexpectation that they will be able to achieve the learning
outcomes of the programme and achieve the standard required for the award.

163 9YGNRB NBIdZANBYSyida NS AYyiSyYyRSR (2 FFOAfAGI
the learning outcomes of # programme. Entry requirements for all programmes are
identified at the point of approval and included in the relevant programme documentation.

16.4 The university is committed to widening access to higher education and encourages
applications from prospeote students who do not have standard entry qualifications.

16.5 The university is committed to the principle of recognising prior learning, whether
certificated or not. Where prior informal learning can be assessed, it may be recognised for
the purpose of atry to a programme, and/or for the award of academic credit towards a
degree programme (see section 16.24 onwards).

16.6 The university operates a fair and open admissions process committed to equality of
opportunity and nordiscrimination. All applicationsra considered on merit and on the
basis of ability to achieve, without discrimination on grounds of age, disability, gender
identity, pregnancy and maternity status, race, religion and/or belief, sex, sexual orientation
or socieeconomic background. Theniversity welcomes applications from all prospective
students and aims to provide appropriate services to students with learning support needs
or disabilities.

16.7 The university is a data controller as defined in the Data Protection Act 1998. It is required
to collect personal data in order to process applications and to reach decisions on entry. Any
data provided in relation to an application (including data provided to the university by
UCAS) will be treated in confidence by selectors and administratafé is relevant
departments.

16.8 In the event of a successful application the data will be held as the basis of the ongoing
student record and will only be passed to other organisations outside the academic
partnership where it is obliged to do so by lawv Btatistical reporting (eg Scottish Funding
Council) and to awarding bodies for certification purposes, or as agreed by the student.

ENTRY REQUIREMENTS

16.9 The university publishes standard minimum entry requirements for its undergraduate

degreeprogrammes, which may be reviewed from time to time.
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16.10

16.11

16.12

16.13

16.14

16.15

16.16

16.17

16.18

16.19

Academic Standards and Quality Regulation92001
Admissions and enrolment

Programme teams may seek approval for specific entry requirements at a higher level than
the standard minimum entry requirements, in relation to academic qualifications and/or
English language proficien.

Entry requirements for SQA awards offered by the university are those agreed through the
dzy A @SNEAGEQa {v! LINPAINIYYS I LILINRGZIE LINROSaA
SQA guidance will be taken into account when setting entry requiremenQér awards.

The approved entry requirements and admissions process for each programme, including
SQA programmes, will be applied equally by all academic partners providing entry to that
programme, ensuring equivalence of opportunity to all applicantsnadigas of location.

Applicants will be required to meet the entry requirements for the programme on which
they initially enrol, regardless of any intention to progress to a higher level qualification (eg
top-up degree) at a later stage.

Applicants for udergraduate programmes who do not have standard entry qualifications,
but who have relevant academic or professional qualifications or can demonstrate
appropriate informal learning may be considered for entry.

Applicants for taught postgraduate programmes will normally require an honours degree,
however flexibility may be applied in the case of experienced professionals studying on
vocational programmes.

Students whose first language is not English applyangpfogrammes taught through the
medium of English must normally reach satisfactory IELTS scores, or the equivalent scores in
other recognised Secure English Language Tests:

o For entry at SCQF levels886overall IELTS score of 5.5 with no element below 5.0

o For entry at SCQF leveld 0, overall IELTS score of 6.0 with no element below 5.5

o For entry at SCQF levels-12, overall IELTS score of 6.5 with no element below 6.0.

Continuing students who are progressing from SCQF level 8 to level 9 will noeregbi
retested.

Entry with Advanced Standing

Entry requirements for specific degree programmes may be approved which allow entry with
advanced standing to a particular level of the programme. This is on the basis of a recognised
qualification or combination of qualifications which are deemed to lbeiealent to the

lower level(s) of the programme. In this case, the specified qualification(s) enable direct
entry into the degree programme and the RPL process will not be applicable.

Decisions on entry with advanced standing will be made through the normal admissions
process.

Articulation from SQA HNC/D to degree programmes

Most degrees have approved articulation routes from SQA HNC/D awards which enable
entry with advanced standinguch articulation routes may specify particular units and/or a
particular level of student achievement.
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16.21
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Where students have successfully met the requirements of an approved HNC/D articulation
route, whether with the university or another institution, ¢y may be admitted to the
relevant degree programme at the appropriate level, recognising the credit gained through
the HNC/D. In some cases, the credit total may require to be supplemented by additional
study or appropriate RPL claim for informal learning

For the avoidance of doubt credit at SCQF Level 6 will only be counted towards the necessary
credit totals for a university award where it has been achieved through SQA units as part of
an SQA group award which is predominantly at Level 7 or abovepsty completed by the
student.

APPEALS

16.22

If an applicant is dissatisfied with the outcome of an application for admission, they should
discuss the matter in the first instance with the relevant programme leader (for degree
programmes) or the academic pgaer applied to (for nordegree programmes). If the matter

is not resolved, the applicant may submit an appeal through the assessment appeals
procedure, although only on eligible grounds (see Section 18.6). There are no grounds for
appeal on the basis oheé academic judgement regarding the admissions decision.

RECOGNITION OF PRIOR LEARNING (RPL)

16.23

16.24

16.25

16.26

The university recognises and adopts nationally accepted definitions and principles relating
to the recognition of prior learning developed by ti8zottish Credit and Qualifications
Framework (SCQfandbook 201pand QAA Scotland (National RPL Framework for Higher
Education 2014).CdzZNIIKSNJ Ay F2NX I GA2y A& | @FAflofS
(www.uhi.ac.ukrpl).

Recognition of prior learning (RPL)he process for recognising learning that has its source
in experience and/or previous formal, ndarmal and informal learning contexts. This
includes knowledge and skills gained within school, college anesity and outside formal
learning situations, such as through life and work experien8€QF RPL guidelines define
both formative and summative purposes of RPL.

Formal and informalearning

Formal learning refers tgreviously assessed and certified learning which may be
recognised, as appropriate, for academic purposes. It takes place within the context of
programmes delivered by learning and training providers. It is assessed andratediand

leads to recognised qualifications. Recognitiépor formal learning can also be known as
Credit Transfer

Informal learning (or notiormal) refers to learning gained through work or life experience,
which may be gained in the workplace, or in community or voluntary settimfsrmal
learning maybe assessed through thRPL process to judge whether the outcomes are
comparable to the entry requirements of a programme, or to some of the learning outcomes
of the programme which the applicant is seeking credit within.
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16.27 An applicant may combine formahd informal learning in an RPL claim to seek entrg to
university programme, or credit within an award made by the universipplicants seeking
ONBRAG dG2é6FNRa | {v! FégFINR gAff dzasS {v! Qa

Specific and general credit

16.28 Specific credit is credit which is matched against the learning outcomes of specific modules
within a programme. It enables students to be exempted from those modules as they are
deemed to have already met the learning outcomes through their prior learr@pgcific
module exemptions will be recorded on tlstudent record system. This may be relevant
where a professional body requires specific criteria to be met and evidenced as being met
for a student to gain accreditation with that professional body ardspecific award.

16.29 General credit is credit which is awarded at a particular level but not matched to specific
module outcomes. This would normally be where an applicant is seeking entry with
advanced standing or where there are optional modulegas$ of the programme structure.
General credit does enable exemption from modules but not on the basis of evidencing that
the learning outcomes of specific modules have been met.

RECOGNITION OF PRIOR LEARRING LIMITS
16.30 An award cannot be achievedlsly on the basis of assessment of an RPL claim for credit.

16.31 The maximum credit that shall be awarded for RPL is as fo(Esesalso Section 2419 for
entry to postgraduate awards)
o for students registering for a CertE60 credits at SCQF Level 7
o for sgudents registering for a DipHEL20 credits at SCQF Level 7
o for students registering for an Ordinary degre240 credits at SCQF Levels 7 and 8
o for students registering for an Honours dege860 credits at SCQF Levels.7

Thus, in order to exit / graduate with an award, apart from a CertHE, students are required
to complete successfully at least the 120 credits of the final level of that award.

16.32 Where a programme of 120 credits (at SCQF Level 9) is designed to buildtloer @veard
to achieve a degree, students may not enter the programme with credit beyond that used
to enter at that level.

16.33 Credit awarded through RPWwhether specific or generalill be ungraded, and therefore
excluded when determining the final classification of a university award.

16.34 An applicant who already holds an Honours degree will not normally be permitted advanced
entry at Level 10 to another Honours degree in a simildnjestt area. Exceptions may be
made where the student is applying to enter a highly induspgcialised award or one
accredited by a professional, statutory or regulatory body.

16.35 Programme teams may seek approval, exceptionally, to specify highexer limits for the
award of specific or general credit within a programme.
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RECOGNITION OF PRIOR LEARNING (RRIBFR

The timing of a claim

16.36 Applicants are required to submit RPL claims for entry to a programme or for academic credit
prior to commencement of studies. In circumstances where this is not possible, an applicant
may be enrolled on a programme, but mum advised that if their claim is wholly or partly
unsuccessful they must complete any modules for which credit was not awarded.

Assessment of RPL claims

16.37 RPL claims will be assessed by the programme leader and at least one other RPL assessor. If
the RPL claim is for credit, rather than for entry to a programme, they will make a
recommendation to the RPL Panel.

RPL Panel membership and remit
16.38 The RPL Panel membership shall include:
o Chair of Tier 2 Board of Examiners (Chairnhominee)
0 Academic Registrar (or nominee)
0 two Subject Network Leaders

In attendance:
o Clerk to the Panel
o Other staff as required, as agreed by the Chair.

16.39 The RPL Panel, having delegated authority from the board of examiners for this process, will
consider RPL clasrand evidence provided, and the recommendation from the programme
team, and determine the level and volume of credit to be awarded.

Award of credit for RPL

16.40 Wheregeneralcredit is awarded through the RPL process, this will be entered in the student
record system in multiples of 20 credits, equivalent to a standard module. General credit
awarded for the whole of a level (or a sufficient part thereof) will be representeaitdeck
of credit of the appropriate value.

16.41 Where specific credit is awarded, enabling exemption from specific modihisswill be
entered in the student record system as equivalent to the credit value of these modules.

16.42 Where students have been awed credit through RPL, this will be recorded on the student
record and reported at the board of examiners. Evidence to support RPL claims will be made
available to members of the board of examiners on request.

Double counting of credit

16.43 Once credit has den granted by the university for specified learning, whether through
successful completion of modules or RPL, the credit may normally only be counted towards
one university award at this level (ie undergraduate or postgraduate). Exceptionally -the re
use of credit to contribute towards another award at the same or lower level may be
permissible where the student is applying to enter a highly indespgcialised award or one
accredited by a professional, statutory or regulatory body. The limitations aht@earded
through RPL would be applicable in such cases.
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APPEAR

16.44 If an applicant is dissatisfied with the outcome of an RPL claim, they should discuss the
matter in the first instance with the relevant programme leader. If the matter isestlved,
the applicant may submit an appeal through the assessment appeals procedure, although
only on eligible grounds (see Section11812). There are no grounds for appeal on the basis
of the academic judgement regarding the RPL decision.

16.45 Anappeal against a RPL decision will only be considered where there is an alleged breach of
procedure.

ENROLMENT

16.46 Following acceptance on to a programme of study, all students shall enrol at the point of
initial admission to a programme. Thereafter, astiauing students, they are required to
enrol at the commencement of each subsequent academic year during which they are
undertaking study.

16.47 All new entrants must provide certificates or equivalent documentary evidémeginal or
copies)at enrolment as poof of their qualifications, where these are qualifications are not
awarded by SQA.

16.48 Eligibility criteria for continuing students to enrol at the commencement of each academic
year are set out in the Assessment Regulations, Section 17B (provisions foognession
of students).

16.49 All students enrolling for a programme of filhe or parttime studyare eligible tareceive
a student ID card.

16.50 As part of the enrolment process, a student shall formally acknowledge that they accept and
will abide by theAcademic Standards and Quality Regulatios copy of these regulations
will be provided to students on request and is availablenatv.uhi.ac.uk/regulations

HOME ACADEMIC PARTNER

16.51 A student willnormally be allocated, at the point of application, to the Home Academic
Partner (HAP) which is closest to their tetime place of residence. See also Section 9,
responsibilities of academic partners in respect of academic provision.

16.52 The HAP is the acanhic partner at which the student is based, ie where they enrol, access
learning resources, and sit exams.

16.53 A student may request a transfer of HAP if their personal circumstances change. Such a
request is subject to approval by both the current andpgosed new HAP.

16.54 Any request to transfer HAP from an international fee status student must also be approved
08 SESQOdziA@GS 2FFAOS | RYA&AaA2YyA RdzS G2 LGS
a0l ddza I yRk2N) 0KS dzyAGSNEAGE&Qa ¢ASNIn fAOS
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PAYMENT OFEES AND DEBT TO THE UNIVERSITY

16.55 Students are personally liable to the university for payment of tuition fees. In the event of
any feepaying authority or other person or body not making payment on their behalf, the
student must undertake to make paymeot the full amount due.

16.56 Where an applicant has previously studied within the university and has an outstanding debt
to the university or to any academic partner, they shall not be admitted (adreitted after
a formal break in studies) to apyogramme until that outstanding debt is cleared.

16.57 For continuing students, any outstanding debt shall normally be cleared prior to enrolment
in each academic year (for fdiine or structured parttime students semester to semester
progression within an@demic year is not subject to such constraint). At their discretion the
relevant HAP may, in individual cases, permieneolment subject to a plan being agreed
with the student for recovery of the outstanding debt.

16.58 The university will withhold the finaertificate for a university award until amytstanding
tuition fee debt has been cleared or the sum at issue consigned pending agreement,
arbitration or judicial decision.

READMISSION AND INTERMEDIATE AWARDS

16.59 Where a student leaves a programme priorthe final stage, the board of examiners will
determine their eligibility for any intermediate award. Students may see&dmission to
the programme at a later date. Relmission shall be at the discretion of the programme
leader, and specifically shabke into account any changes to the programme since the
a0dzZRSy (i Qa LINBOA2dza I ( Galryited ty & FoprariniedaRnisyvaya o6 K
are required to returrto the university any award certificate they have received.

ATTENDANCE ANDITHDRAWAL

Attendance and exclusion

16.60 It is the responsibility of students to attend scheduled classes and prescribed activities for
the modules on which they are enrolled. Programme teams may seek approval for specific
module or programmeregulations which specify minimum levels of attendance that are
required for formal assessment and/or continuation on the programme of study. Where a
atdzRSyiQa FddSyRIyOS A& 2dzZRISR G2 0S dzyal i
0 excluded from formal assessment in thrmbdule
o withdrawn from their programme of study.

16.61 Where a student fails to engage with their studies as require@dg¢oordance with current
guidanceor as otherwise set out in specific module descriptor / programme regulations) the
universityled withdrawd process shall be initiated.

16.62 Students may appeal their exclusion or withdrawal through the complaints handling
procedure.
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16.63 Where any disciplinary process which may result in loss of registered status has commenced,
requests for permanent withdrawal or spension of studies shall not be submitted, or
supported.

16.64 Academic partners are responsible for implementing the university policies and regulations
regarding the identification of individuals whose registered status should be reviewed, the
conduct ofsuch review, opportunities for appeal and the timescales for these processes and
for reporting outcomes to student records office.

Attendance requirements for international students

16.65 The university and its academic partners are responsible for monitonegttendance of
international students sponsored under Tier 4 of the UK Visas and Immigration (UKVI)
processes. Where a sponsored student fails to meet attendance requirements or requests
to withdraw/is deemed to have withdrawn from study, this must bermraged and reported
in accordance with the monitoring requirements set out by UKVI, these being managed by
the academic partner or executive office Level 1 ushttpé://www.gov.uk/visas
immigration).

Permanent withdrawal

16.66 Students seeking to withdraw permanently from their programme of study should contact
their Personal Academic Tutor (PAT) or an appropriate student support officer to discuss the
matter. Students may initiate the withdrawal process, but it can only be deted by a
member of staff.Further information about the withdrawal process can be found on the
website (vww.uhi.ac.uk/en/students/support/thinkingpf-leaving.

Suspension ofteidies

16.67 A programme of study shall be continuously pursued except that a student may, with the
permission of the programme leader, suspend their studies. The period of suspension shall
be continuous and will not normally exceed two semesters in the firstancte, but
subsequent requests for further periods of suspension will be considered. Students seeking
to suspend their studies must contact their Personal Academic Tutor (PAT) or an appropriate
student support officer to discuss the matter.

16.68 If the request is approved, the period of suspension will not count as part of the total time
allowed for completion of the programme. The maximum time allowed for approved
suspension of studies is four successive semesters.

16.69 Students who have suspended study musbini the university of their intention to return,
by contacting the student records office at least three months prior to recommencing study.
Students not responding to letters enquiring about their intention to return to study will be
assumed to have withdwn permanently. Students are responsible for ensuring that the
university has, at all times, valid contact details for them.

16.70 Students recommencing studies after a period of suspension will begin their studies on the

first day of the relevant semestetudents may be required to undertake new assessments
for any modules which were incomplete at the point of suspension.
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17 ASSESSMENT REGUONS

17A ASSESSMENT REGULATIONS (SQA AND OTHER AWARDING BODIES)
INTRODUCTION

17a.1 Universityassessment policy for nesiegree programmes and the staff responsibilities,
systems and operational procedures that underpin the policy are described in the following
sections. (Degree programmes are covered by the regulations in Sectign 17B

17a.2 TheunivlB A G& 2LISNI G§S& I W/ SYyiNB IyR OFYRARIF (¢
YR LINRPOSRAZNBQ F2NJ {v! 19 LINRPGA&GAZ2Y AY f A\

17a.3 Regulated qualifications are SVQs and other qualifications which assess knowledge,
understanding ad occupational competence in the workplace. They are regulated by SQA
Accreditation or Ofqual. Higher National and National Qualifications are not regulated.
¢CKSNBE INB 4d42YS ALISOAFAO NBIAANBYSyGa gAlGK.
only toregulated qualifications.

17a.4 Academic Council has final responsibility for ensuring that all provision meets awarding
body requirements as set out in their publications.

QUALITY ASSURANCE: PRINCIPLES AND PARTNERSHIP

17a.5 The universitys committed to maintaining national standards through quality assuring all
the qualificationghat it offers. The universitys actively involved in working in partnership
with awarding bodies to ensure that the quality of delivery and assessment ofsmro
continues to meet published national standards.

POLICYASSESSMENT AND VERIFICATION

17a.6 All assessments will be conducted fairly and objectively with equality of treatment for
students.

17a.7 Quality assurance procedures will be implementednionitor the assessment process and
to ensure the fair and equal treatment of all students.

17a.8 Each academic partner providing units and group awards will operate an effective internal
assessment and verification process in accordance with awarding bodyesgants.

17a.9 The academic partner quality committee will assume {ire¢ responsibility for the
conduct and review of its assessmentagsessment and verification activity.

17a.10 In each academic partner offering SQA provision, appropriately qualified>qretienced
staff will be allocated clear assessment,-assessment and internal verification
responsibilities on behalf of the academic partner. Staff will receive updating and
development in line with awarding body requirements as set out in SQA quatiyia.
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17a.11 Clear procedures will be in place for devising internal and external assessment instruments
as provided in published awarding body guidelines. All assessment instruments will be
internally verified (and externally verified if appropriate) antlyf approved prior to use.

17a.12 Subject networks will work with programme teams across academic partners to develop,
approve and implement common assessments such that fair and equivalent arrangements
apply for all students.

17a.13 Assessment decisions made byemmal assessors will be sampled and verified following
published awarding body requirements in terms of validity, reliability and rekeggping.
Records of candidate achievement and evidence of assessment will be retained for scrutiny
in line with publshed awarding body guidelines.

17a.14 Reassessment will be in accordance with published awarding body guidelines. Normally
one summative reassessment attempt will be allowed before the completion date of a
unit. Students will be given clear notice of theafidate for receipt of assessments.

17a.15 Guidance to assessors and internal verifiers will be provided in respect of candidates who
require special assessment arrangements. This guidance will follow published awarding
body guidelines.

17a.16 Students will be givedue notice of assessment, normally at least two weeks (or less than
this with prior agreement of students). Students will be given information concerning the
conditions of assessment.

17a.17 { G dzZRSy G aQ 62N] oAttt 0SS YI NlaSpRpridteytimes®lE SRO |
(normally not more than 15 working days). All academic partners will implement
progression boards. These will confirm assessment decisions and determine progression
arrangements. Students will be informed that all decisions areipi@nal and subject to
internal and external verification.

17a.18 Information on the student appeals procedure will be provided to all students at the
beginning of their programme of study. Appeals against the decision of a lecturer or
programme progression lawd are subject tahe regulations as set out in Section 18.

17a.19 A coherent sampling approach following published awarding body guidelines will be
adopted by all internal verifiers in order to maintain national standards and achieve a
consistency of approacicrosshe university

17a.20 Records of internal verification activity will be maintained by academic partners for
purposes of internal and external audit.

17a.21 Reports on external verification activity will be made available to all staff via the staff
intranet sothat crossprogramme best practice and development areas can be reviewed.

PROGRESSION BOARDS

17a.22 The university will operate a system of at least two progression boards per year. These will
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be held on either a network basis or singly, within each acadgaiter offering SQA
higher education provision. Each board will operate in accordance withctireent
approvedprogression board guidance.
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17 ASSESSMENT REGUONS

17B  ASSESSMENT ARROGRESSION REGUDN®I (DEGREE PROGRASM
BOARDS OF EXAMINERS

Introduction

17b.1 The university operates a twioer system for boards of examiners: Tier 1 fapdule
outcomes and discussion of programme delivery and Tier 2 for programme outcomes in
terms of awards and progression. Collectively these boards will consider every module and
LINEANI YYS 2F aiddzReé I LILWINPOSR G(GKNRdJzZAK GKS dz

17b.2 QA programmes, which have a separate system of progression boards, are not subject to
these regulations.

17b.3 The purpose of these boards is:
0 to consider module performance and issues arising from the learning, teaching and
assessment approaches adopted by thedules
o G2 NBOASH aiddRSyitaQ 20SNIftf LISNF2NXIyYyOS
to make recommendations on awards to Academic Council, and
o actively to facilitate reflection, review and dialogue within the module and programme
teams and between these teams aexternal examiners, in order to encourage quality
enhancement at each level.

o

Subject Groups and Boards of Examiners

17b.4 All modules will be allocated to a Subject Group (SG) as determined by the Faculties.
Faculties will ensure that the workload for each SG is appropriate. A subject network may
contain one or more SGs, according to the range of academic disciplines, pnogsaand
number of modules it encompasses and a SG may include modules from more than one
Faculty. Each SG will convene Tier 1 Board of Examiners for the modules and programmes
for which it is primarily responsible three times a year: at the end of eaclesem(in
January/February and May/June) and to consider the results of reassessments taken over
the summer (August/September).

Membership of Tier 1 Boards
17b.5 Membership of a Tier 1 Board of Examiners, based around the Subject Groups noted above

shall inclule:

o the dean of the relevant faculty or nominee (who will normally chair the bagodt
note that a member of staff may not serve as the chair of a Tier 1 Board of Examiners
when it is considering a module in whose assessment he or she has been involved)

o the subject network leader for the Subject Group

o the programme leaders and depute programme leaders for the programmes lying
primarily within the Subject Group

o all module leaders for modules to be considered by the board

o Tier 1 External Examiner(s) wittsponsibility for modules and programmes primarily
within the Subject Group.
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In attendance:
o clerk to the Tier 1 Board of Examiners.

Others with a right to attend as observers:
o the chair of Academic Council or nominee
o the chair of QualityAssurance and Enhancement Committee or nominee.

The following may be in attendance:

0 an appropriate administrator from an academic partner or executive office

o other academic staff who are part of the module team for a module or modules to be
considered bythe board. Such staff will have the right to speak to the meeting when
modules in which they have been involved are being considered.

17b.6 All those attending a Tier 1 Board of Examiners shall make a declaration of interest if they
have any involvement withhie matters to be considered beyond that stipulated by their
official role.

17b.7 The Faculty Board of Studies is responsible for approving membership of Tier 1 Boards of
Examiners annually, and for approving any subsequent changes.

Responsibilities of the Tiet Board of Examiners
17b.8 The Tier 1 Board of Examiners is responsible for:
a. satisfying itself that all results presented are correct
agreeing the result for each student on each module being considered
where necessary, deciding on the typeredssessment to be taken
approving when reassessments shall take place
if necessary, scaling the results in any component of assessment of a module (ie
moving the marks for every student in the module up or down by an agreed
percentage, while retainingthd 5t G A @S LX I OAy 3 2F SI OK ai
f. reviewing module results by mode of study and by Home Academic Partner, to address
any variation which may be attributable to these factors
g. taking account of any recommendations of the mitigating circumstances panel
h. submitting verified and confirmed results for modules together with
recommendations for pass or fail to Tier 2 Boards of Examiners
i. inaddition, the Tier 1 Board of Examiners will, at the end of the meeting, invite external
examiners to provide comment oany issues relating to the delivery, resourcing or
design of programmes. These comments should be recorded and where appropriate
conveyed in writing to the Tier 2 Board of Examiners (see below).

®oo0 o

17b.9 The Tier 1 Board of Examiners does not consider the ovagdibrmance of individual
students.

Information flow
17b.10 The timely flow of accurate information between the various bodies in the board of
examiners system is vital:
o itis the responsibility of each module leader to ensure that the provisisllts for
each module are entered into SITS in time to allow the preparation of module result
sheets
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17b.12

17b.13

17b.14

17b.15

17b.16
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o the relevant clerk to the board will provide relevant completed module result sheets
to each meeting of the Tier 1 Board of Examiners

o it is the responsitity of the chair of the Tier 1 Board of Examiners, working with the
Clerk to the board, to ensure that the agreed module results are entered into SITS
timeously following each meeting of the board of examiners.

Module results should be entered into SldSwhole numbers, ie rounded down to the
nearest whole number where the assessment result is less than XX.5 and rounded up where
the assessment result is XX.5 or greater.

Tier 2 Boards of Examiners

Tier 2 Boards of Examiners shall be convened at leasetim each academic session:
normally this will be in May/June and in August/September. For programmes which do not
follow the usual semester pattern, the Faculty Board of Studies will agree an appropriate
calendar of meetings.

A Tier 2 Board of Examirsewill be responsible for one or more programmes. The Faculty
Board of Studies, following liaison with the responsible academic partners for the
programmes in its area, will be responsible for approving a list of Tier 2 Boards of Examiners
annually.

Membership of Tier 2 Boards of Examiners

Membership of Tier 2 Boards of Examiners shall include:

0 the dean of faculty or nominee (who will normally chair the boarout note that a
member of staff may not serve as the chair of a Tier 2 Boakkaminers when it is
considering a programme in whose assessment he or she has been involved)

o0 the relevant subject network leaders or nominees

the relevant programme leader(s) and depute programme leader(s)

0 a senior representative of the responsible acadeipartner(s) for the programme(s)
concerned

o Tier 2 External Examiner(s) appointed for each Subject Group

(@)

In attendance:
o0 clerk to the Tier 2 Board of Examiners

Others with a right to attend as observers:
o the chair of Academic Council or nominee
o the chairof Quality Assurance and Enhancement Committee or nominee

The following may be in attendance:
0 an appropriate administrator from an academic partner or executive office
o0 module leaders for modules which contribute to the programme(s) concerned.

All thoseattending a Tier 2 Board of Examiners shall make a declaration of interest if they
have any involvement with the matters to be considered beyond that stipulated by their
official role.

The Faculty Board of Studies is responsible for approviemmbership of Tier 2 Boards of
Examiners annually, and for approving any subsequent changes.
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Responsibilities of Tier 2 Boards of Examiners

17b.17 The Tier 2 Board of Examiners is responsible for:

a. considering the profile of each student studying on the prograrggnér which it is
responsible, taking account of the confirmed results and recommendations made by
the Tier 1 Boards of Examiners

b. taking account of any recommendations of the mitigating circumstances panel(s) for
the programme(s)

c. considering whether pooperformance in a module can be condoned in accordance
with the regulations

d. confirming for students with poor performance in a module or modules where
condonement is not possible the reassessment that must be taken

e. deciding if a student will progress todmext stage of study, continue at the same
stage of study, or leave the programme with or without a relevant award

f. deciding on the award and any classification as appropriate

g. reviewing programme results by mode of study and by Home Academic Partner, to
address any variation which may be attributable to these factors

h. considering any issues relating to the delivery, resourcing or design of programmes
reported from Tier 1 Boards of Examiners.

Condonement

17b.18 Tier 2 Boards of Examiners may exercise their disereti condoning a fail in any module
at SCQF Levelsli. In doing so they should be closely guided by the dean, subject network
leader and programme leader for the relevant award. Where condonement is being
recommended for a module lying outwith the scopkthe Tier 2 Board of Examiners and
its related Subject Groups this should be communicated to the chair of the relevant Tier 2
Board of Examiners.

17b.19 In considering whether to allow a condoned fail, the board will take account of the
a 0 dzR 8v¢rall@erformance profile across the programme of study.

17b.20 Where a fail in a module is condoned, the student will not be allowed to take the
reassessment for that module, as specified by the Tier 1 Board of Examiners, with the aim
of improving the mark imis or her record.

17b.212 KSNBE | O2yR2y SR FIAf A& F3aINBSR:Z GKS a&aiddzR
the record but be annotated to note that the fail mark has been condoned. The original
mark, annotated to show that the failure was condonedf i | LILIST NJ 2y (1 K¢
transcript.

17b.22 The student will be given the appropriate credit for the module in which failure has been
condoned.

17b.23 Tier 2 Boards of Examiners have the power to condone failure by a student in a maximum
of two modules in any academyear.

Information flow

17b.24 The relevant clerk to the board of examiners will provide programme result sheets to each
meeting of the Tier 2 Board of Examiners.
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It is the responsibility of the chair of the Tier 2 Board of Examiners, working with the clerk
to the board, to ensure that confirmed results for each student are entered into SITS
timeously following each meeting of the board, and to provide recommendations of awards
to Academic Council.

Module results should be entered in SITS as whole numbemgureded down to the
nearest whole number where the assessment result is less than XX.5 and rounded up where
the assessment result is XX.5 or greater.

Recording and reporting the outcomes from boards of examiners

Each subject network will retainfall set of minutes and papers for each Tier 1 Board of
Examiners. Each faculty will retain a full set of minutes and papers for each Tier 2 Board of
Examiners. The minutes, signed by the chairs, will be held in a paper minute book and
electronically. Thelerk to the board will be responsible for creating and maintaining these
records. The minutes of boards will include information on+standard decisions made
about individual students, for example, the consideration of mitigating circumstances. The
reports of Tier 2 Boards of Examiners will be made available to the relevant Tier 1 External
Examiners, and they will be invited to comment on the approved outcomes in their annual
reports.

vdz2 NdzyY FyR OKFANRAa FOGAZ2Y
The quorum for boards of examiners will lome third of the approved membership
including the chair and at least one external examiner.

2 KSNBE OKIFANRa +FOGA2y 2y o0SKIFETFT 2F | 0621 NR
award decision, and is anything other than a correction to an errorangssing decisions,

it should be confirmed in liaison with an appropriate external examiner. All instances of
OKFANRE | OliA2y Ydzaid 06S NBLRNISR (2 GKS ySi

Decisions on changes affecting progression or reassessmentomacégie normally taken

by the chair. In special cases it may be necessary to convene an exceptional meeting of the
relevant board of examiners comprising members as appropriate. The remit and
membership of such a board will be agreed, in advance, by thaltyaBoard and the
meeting will be minuted.

MANAGEMENT OF ASSESSMENT

17b.31

17b.32

17b.33

Students shall be given, at the beginning of their programme, a programme handbook that
will include a section on the most tip-date regulations pertaining to that programme.
Studens should be given detailed information in their handbook on how to submit
electronically and, if required, in hard copy.

Students shall be given, at the beginning of each level of the programme, details of the
dates for assessment of that level and the requirements to progress or achieve an award.
Students must attempt aBomponentsof assessment; neaubmission of angomponent

of assessment will result in a fail mark for the overall module.

Programme leaders shall endeavour to ensure that the assessment schedule facing
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17b.35

17b.36

17b.37

17b.38

17b.39

17b.40

17b.41

17b.42
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students is sequenced in such a way that it is evenly distributed and avoids a bunching of
assessmensubmission dates. However, it is recognised that this can become difficult to
achieve in an increasingly modularised system but that programme leaders will liaise with
module leaders to minimise the difficulties that students might otherwise face.

Students are responsible for checking their module marks online using their student record,
and for ensuring that they are aware of reassessment arrangements where necessary.

Students shall be informed of their progress throughout the programme and have the
2L NI dzyAde 2F NBIdzE I NI O2y i OG 6A0GK GKSAN
will be marked and feedback given with an appropriate timescale (normally not more than

15 working days from the date of submission). Where this is not deemed todsbte,

students should be informed of when the work will be returned.

Students who fail a programme or any of the programme modules shall be given the
opportunity to be advised of the reasons underlying the failure(s) and what they have to

do to redeemthe position. At the module level, this will come from the member of staff
K2 A& RSEAGSNAY3I (GKS Y2RdzZ S yR Fd GKS LJ
programme leader.

Anonymous and second marking

University policy normally requires, wheevachievable, that anonymous marking exists
in respect of all written course work and examination scripts but not for other forms of
assessment.

The university requires a significant sample of all assessed work to be seewked.

Unless the regulationsf a validating body determine otherwise, a significant sample of all
assessed work, including examination scripts, course work, projects etc, will be subject to
secondmarking by a second internal marker. For clarification, a script includes all of a
stdzZRSY 0Qa | YyagSNEOD Gnirer iN faSsure2dahd corffirsh tha SO 2
appropriateness of standards, ie the secemdrker may receive annotated scripts from

the first marker.

The sample of assessed work should include a minimum of 10% or sig,sghfthever is

the greater, of the total. This sample should be taken from across the module teaching
team. This must include a sample of work considered by the first marker to be failed, mid
range for each grade and worthy of distinction for each iitlial assessment. Where a
module is delivered in more than one academic partner by different staff, then second
marking should take place across the partners and markers concerned.

All dissertations contributing towards honours classification should led bdouble
marked, ie the secontharker receives no grade information from the first, nor are they
required to provide detailed feedback to the student.

Where discrepancies on individual scripts or assignments arise between the first and
secondinternal markers and cannot be resolved through dialogue, the module leader
should seek to involve a third internal marker to achieve an internally agreed mark.

All provision validated for the first time and all provision which has changed level istsubjec
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to more extensive sampling for secentarking during the first year of operation. This
sample will include a minimum of 25% or 12 scripts, whichever is the greater, of the total
scripts submitted. This sample should be taken from across the modulbkingateam.

This must include a sample of work considered by the first marker to be faileerame

for each grade and worthy of distinction for each individual assessment. Where a module
is delivered in more than one academic partner by different stilién seconemarking
should take place across the partners and markers concerned. Thereafter the sample
outlined in 17b.39 is allowable.

17b.43 When a marker is new to a programme or scheme and therefore marking for that
programme/scheme for the first time theampling of marked work detailed in 17b.42
should be applied.

Students with disability

17b.44 Under current equalities legislation, the university has an anticipatory duty to make
WNBlaz2ylrofS | RadadYSyGdaQ G2 SyadaNBE (K
disadvantaged relative to nedisabled peers.

17b.45 Students who disclose additional needs will be invited to have an assessment of their needs
with student support services at their HAP. This assessment will typically lead to a Personal
Learning Support PlaPLSP) which details the adjustments, including those relating to
I OF RSYAO |aaSaaySyidx GKIG KFEZS 0SSy I LILINE

17b.46 An approved adjustment that entails a variation from the standard academic regulations,

or those specifito a module or programme, is acceptable as long as:

o0 The adjustment is necessary to enable the student to demonstrate achievement of
learning outcomes and

o The adjustment has been approved following a contextualised assessment of need by
authorised staff.

Assessments should be marked in accordance with normal marking criteria,

notwithstanding any adjustments in place as part of a PLSP and / or needs aggessme

report.

Marking of assessed work or examination carried out under special arrangements

17b.47 Adjustments may be made to assessments, or the mode of delivery of assessments, to
enable students with disabilities to demonstrate their achievement of the academic
standards. Adjustments should be made during the assessment rather than during the
marking. Where assessment or examination has been undertaken under special
arrangements, examiners should mark the work without regard to the fact that special
arrangemems were made for the assessment. Any necessary consideration of the
candidate's circumstances will be undertaken by the board of examiners as appropriate.

Dyslexia Sticker Scheme

17b.48 The university operates a dyslexia sticker scheme to ensure thatvtik of diagnosed
students is assessed in a way which neither penalises nor compensates for dyslexic
attributes.

17b.49 A concise version of the marking guidelines is available from the website
(www.uhi.ac.uk/dyslex) along with the full guidance document, explaining how work
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should be assessed.

Feedback

17b.50 All course work assessments should provide students with guidance on the criteria that will

be applied when they are marked. Students should be providedwritten feedback, not
normally later than 15 working days, on their assessments that relate to the marking
criteria, normally using a feedback proforma.

COMPONENTS OF ASSESSMENT

17b.51 All assessed work will normally be marked according to the following pesiocecriteria

17b.52

and conventions:

Description Mark Grade

Excellent 70+ A

Above average 60-69 B

Average 50-59 C

Satisfactory (pass) 40-49 D

Unsatisfactory 0-39 F

In determining the mark / grade to be awarded, written criteria should exist for each

module.

GENERAL ASSESSMENT PROVISIONS

17b.53

17b.54

17b.55

17b.56

17b.57

These provisions apply to assessment in undergraduate programmes at Scottish Credit and
Qualifications Framework (SCQF) Level®.7

Language used for examinations and assessments
The language to be used @xaminations and assessments will normally be that of the
language of instruction.

Use of language or technical dictionaries by students in examinations

In general, students may not normally use a dictionary in examinations unless the

directions on the examination paper explicitly state otherwise. However, certain categories

of student may apply for permission to use a dictionary:

o students whose first language is not English, at SCQF Levels 7 and 8 only

0 exchange or incoming study abroatlidents (including Erasmus) whose first language
is not English, at any SCQF level.

NB Separate arrangements may pertain for modules and programmes where Gaelic is the
medium of teaching and assessment.

The relevant programme leader is authorisedgrant permission for use of a dictionary,

by providing a signed letter to the student confirming student details and stating the ISBN
number or the specific details of the approved dictionary(ies). This letter must be
presented at all examinations to céyt that they may use a dictionary.
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Where such permission is granted, students using a dictionary will be given ten minutes
extra for each hour of the examination, eg 30 minutes extra for a tii@& examination.
The use of electronidictionaries is not allowed.

Students who are eligible to use a dictionary under this regulation, will be expected to
provide their own dictionary for each of their examinations. The dictionary must be clean
from written notes or materials. Students alid arrive 30 minutes prior to the start of
their examination so that the letter and dictionary can be checked by the invigilator. In the
examination room, students should place their dictionary on the desks in front of them for
checking by an invigilat@t any time.

Any student found using a dictionary without a letter of permission, or using a dictionary
with written notes or materials, will have the dictionary confiscated for the duration of the
examination period and may be reported for suspectéeating. If such a dictionary is
confiscated, the university will be under no obligation to issue the candidate with a
replacement dictionary for the remainder of the examination or any other examination.

Under no circumstances are translators allowedher for assessments, or during an
examination.

Students with special needs may, on an individual basis, be granted special provision as
provided for in these regulations and in existing university policy (eg Disability policy).

Student withdrawal froma programme

Students who fail to give formal notice in writing by 31 March of their intention to withdraw
from the programme and who fail to complete assessments will normally be deemed to
have failed the programme.

Mitigating circumstances

If, by reasa of absence, failure to submit work or poor performance, students fail
programme modules and it is established, to the satisfaction of the board of examiners,
that this was due to proven illness or other circumstances found valid on production of
evidence the board shall use its discretion to ensure that the students are not
disadvantaged (nor advantaged) as a result. Further guidance on dealing with mitigating
circumstances can be found in an appendix of these regulations.

In exercising its discretiorthe board of examiners may decide to allow students to be
assessed as for the first time and to vary the form of assessment to be used.

Where a student has submitted work, either on time or late, the preparation of and / or
submission of which halseen affected by mitigating circumstances, a claim should be
submitted by the student setting out these circumstances. The internal examiner should
mark the work without regard to these circumstances and the student informed that these
will be made knowrto the board of examiners.

Where a student feels that their performance was adversely affected by illness or other

factors which they were unable or, with valid reason, unwilling to divulge, prior to the
meeting of the board of examiners the appeals prawe may be followed (Section 18).
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Late submission of assessments
17b.68 Students who do not submit assessments by the prescribed date will be penalised by a
deduction of a percentage of the mark achieved as follows:

Up to 1 day late 5% of final mark will be deducted
[ile up to 24hours after th submission eg 65¢ 3 =62

time/date, if a time was specified, or by

23.59hours on the day following the submissic

date if no time was specified.]

2-5 days late 10% of final mark will be deducted
eg 65¢ 6.5 =58.5(59rounded)

6-10 days late 20% of final mark will be deducted
eg 65- 13 =52

More than 10 days late Work will not be accepted and will b
marked a®)

17b.69 Penalties for late submission apply equally to-fiie andpart-G A YS a i dzRSydao W
to actual days, not working days.

17b.70 Cases of persistent late submission shall be brought to the attention of the board of
examiners, which shall exercise its discretion to determine the student's final results.

Word counts

17b.71 Assessments will normally have a word count set at the point of approval, with regard to
the level of the module and its overall assessment load, and in line with the indicative
guidance below. Programme teams are required to provide a rakoifithey seek to vary
significantly from the indicative guidance.

17b.72 Indicative word counts for total summative assessment load for-arg@it point module
are as follows:

SCQF Level Word Count

SCQF Level 7 2500 to 3000 words
SCQF Level 8 3000 to3500 words
SCQF Level 9 3500 to 4000 words
SCQF Level 10 | 4000 to 4500 words
SCQF Level 11 | 4500 to 5000 words

17b.73 Word counts will normally include all text in the main body of the assignment, including
headings, footnotes, tables, citationguotes, lists. However, titles, table of contents,
bibliographies, lists of references, appendices, indices will not normally be included in the
word count.
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17b.74 These word counts are intended to be a proxy guide to workload. Where summative
assessment taskimclude artefacts, pictorial, mathematical or other nwarbal output,
programme teams will have to make judgements about how such output is to be mapped
onto the word limits above. Similarly, where a module has a written examination as part
or all of its assessment, this will need to beapped onto the word count guidance. For
example, a threénour examination might be suitable if it was the sole form of summative
assessment in a 2€redit point module; or a Level 7 module with two pieces of summative
assessment might use a 108rd assignment plus a oAgour examination.

17b.75 Work which significantly exceeds the set word count (ie by 10% or more) will normally be
penalised by a deduction of a percentage of the mark achieved as follows (unless specified
otherwise in the assessment brief):

Word count exceeded by 120% 5% of final mark will be deducted
eg 65¢ 3 =62

Word count exceeded by 230% 10% of final mark will be deducted
eg 65¢ 6.5 =58.5(59rounded)

Word count exceeded by 340% 20% of final mark will be deducted
eg 65-13 =52

Word count exceeded by 430% 30% of final mark will be deducted

eg 65¢ 19.5 =45.5(46 rounded)

Word count exceeded by 51% | 50% of final mark will bdeducted
more eg 65¢ 32.5 =32.5(33rounded)

17b.76 There is not normally a penalty for submitting work significantly under the word count;
work will be assessed as normal against the marking criteria and learning outcomes.

Academic misconduct
17b.77 Cases o$uspected cheating or plagiarism shall be investigated according to the procedure
as set out in Section 19.

Viva voce assessment

17b.78 The viva voce form of assessment may be used as an alternative or additional means of
assessment in exceptional circumstancéswill be used only to raise or confirm, and not
G2 £26SNE | &addzRSydQa YIN)yaAo®

Student academic appeals
17b.79 Appeals against the decisions of boards of examiners shall be subject to the university
regulations as set out in the assessment apppadsedure in Section 18.

Electronic submission of assessments

17b.80 Where students are permitted or required to submit assessments electronically, they must
use their university student account to do so.
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17b.81

17b.82

17b.83

17b.84

17b.85

17b.86

17b.87

17b.88

17b.89
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Semester assessment

Assessments of moduledelivered in each semester shall be marked and internally

moderated and students may be informed of the internally moderated marks. The final
marks will be confirmed at the board of examiners which will involve external examiners.

Module assessment

The minimum overall pass mark on each module is 40% (weighted average). Students must
attempt all componentsof summative assessment; nagubmission of angomponentof
assessment will result in a fail mark for the module overall. In order to avoid over
assessient, module leaders are encouraged to limit the total numbecafponentsof
assessment to a normal maximum of three (eg one exam and two pieces of coursework).

A module may additionally, subject to approval, have one or mmwmponents of
assessment wikh require a minimum mark of 30% in order to achieve a pass. This should
always be on the basis that the assessment is linked to a specific learning outcome of the
module and satisfactory acquisition of an essential skill or competency. Module leaders
may also wish to consider mechanisms for marking such exercises as a straightforward pass
or fail judgement with no formal grade carrying forward to the final module mark. Where
any such minimum threshold requirement is made, students must be notified en th
module descriptor and all related materials.

Where a student is required to resit a particular assessment, it is recommended that this
should normally take the form of a new piece of work, rather than resubmission of the
original piece of work with resions.

Module re-assessment

Where a student does not pass a module at the first attempt, they are entitled to one
reassessment opportunity. This will normally take place within the same academic session.
The maximum module mark that can be obtained at reassessment shall be 40%.

Theboard of examiners will determine the nature, conditions and timing of the required
reassessments. Normally, where a module is assessed by more tharoommnentof
assessment then argomponen(s) that have been passed will not require to be attempted
again, and the original mark will stand. Boards of examiners shall not withhold permission
for students to be reassessed for a module(s) without good cause.

If a student fails to pass a module 8CQF LevelY at the reassessment, the board of
examiners may permit the student to repeat the module, as if studying it for the first time,
for a second and final time.

If a student fails to pass a module at SCQF Level 10 at the reassessment, thefboard
examiners may permit the student to repeat the module, for a second and final time, and
the maximum module mark that can be obtainedla¢ repeatshall be 40%.

Students failing to achieve the minimum requirements for passing in any optional module
at SCQF Level 10 may be permitted by the board of examiners to take an alternative
optional module, subject to approval. In reaching a decision, the board will have regard for
the availability of an appropriate module, and for the overall standard and iityegf the
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final award. The maximum module mark that can be obtained under these circumstances
will be 40%. Students may normally only take one such alternative optional module.

STUDY ABROAD

17b.90

17b.91

17b.92

17b.93

17b.94

17b.95

17b.96

17b.97

17b.98

17b.99

Students may seek to undertake a period of study abroad thmoay approved inter
institutional agreement supporting student mobility, and gain academic credit counting
towards their award.

{GdzReé FONRIFIR LISNA2Ra> YR GKS adGdzRSyiQa L.
approved by the Dean of Faculty (abminee) prior to departure, and demonstrate
sufficient equivalence with regard to credit volume and level and subject.

Study abroad periods will only be approved where there is an existingimggtutional
exchange or study abroad agreement betweea tiniversity and the host institution.

Students will remain registered with the university during the study abroad period and are
entitled to appropriate access to student support and academic advising.

Grading of credit

Academic credit gained through study abroad period will be ungraded, ie recorded as
Pass / Fail, except where programisygecific exceptions have been approved relating to
specific intefinstitutional agreement(s).

Academic credit gained through a study abroad period will not be dieclun degree
classification calculations for Honours degrees, nor for the award of distinction for other
awards (other than where programrepecific exceptions have been approved).

Limitations on volume of credit and timing
Academic credit gained throughstudy abroad period may not contribute to SCQF Level 7.

Academic credit gained through a study abroad period may not contribute to the final level
of study of the undergraduate award for which the student is registered (except where
programmespecificexceptions have been approved relating to specific metitutional
agreement(s)). Thus, for students registered on an Honours degree or integrated Masters
degree, credit may only be counted towards SCQF Level 8 or 9. For students registered on
an ordirary degree, credit may only be counted towards SCQF Level 8.

The total amount of credit gained through a recognised study abroad programme may not
exceed 120 SCQF credit points towards an undergraduate award.

For students registered on a Mastategree, credit may only be counted towards SCQF

A N v A A
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award. Credit may not be counted towards intermediate awards of PGCert or PGDip.

PROVISIONS FOR THE PROGRESSION OF STUDENTS

17b.100These provisions apply to all ftilne, sandwich and paime programmes where the

progression of students from one level to another is under consideration. References are
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made throughout the remainder of this section to the levels associated witlStwtish
Credit and Qualifications Framework (SCQF).

17b.101For continuing students there is an expectation that outstanding debt should be cleared
before commencing a further year of study (for fisthe and structured partime students
semester to semesteprogression within academic year should not be subject to such
constraint). See admissions and enrolment (16.658).

Progression from SCQF Level 7 to SCQF Level 8
17b.102The requirement for progression from SCQF Level 7 to SCQF LavetrBatly:
o a minimum of 40% in each of six modules or their equivalent (equating to 120 SCQF
points of which a minimum of 100 must be at SCQF Level 7 or higher).

17b.103Students failing to achieve the normal requirements for progression from Level 7 to Level

8 may nonetheless be permitted to progress, at the discretion of the board of examiners,

while carrying forward up to 40 SCQF points. The board will take into account the extent

and nature of the modules outstanding and decide, on all of the evidence available

whether the student has a reasonable chance of redeeming their position if progression is

permitted. In reaching its decision, the board will consider whether:

a. any outstanding modules are designated core

b. any outstanding modules are designated preredasito core modules in the next
level

c. there are any PSRB accreditation requirements or prograrspeeific regulations
regarding progression.

17b.104Students failing to achieve the minimum requirements for passing in any optional module
may be permitted by the bard of examiners to take an alternative optional module as for
the first time. In reaching a decision, the board will have regard for the overall objectives
of the level. Students may normally only take one such alternative optional module in each
level.

17b.105In-programme assessments contributing to an award, or to progression, that are internally
marked as fails, these will normally be resubmitted by a date fixed by the board of
examiners. However, where prior agreement has been sought from etkternal
examiners, a date prior to the meeting of the board of examiners can be fixed for the work
to be resubmitted. The maximum mark that the student will be able to achieve for the
module in question in such circumstances will be 40%.

Progression fom SCQF Level 8 to SCQF Level 9
17b.106The requirement for progression from SCQF Level 8 to SCQF Level 9 is normally:
o a minimum of 40% in each of an additional six modules or their equivalent (equating
to 240 SCQF points of which a minimum of 100 must be at S§&@F8 or higher).

17b.107Students failing to achieve the normal requirements for progression from Level 8 to Level
9 may nonetheless be permitted to progress, at the discretion of the board of examiners,
while carrying forward up to 40 SCQF points. The boaltdake into account the extent
and nature of the modules outstanding and decide, on all of the evidence available,
whether the student has a reasonable chance of redeeming their position if progression is
permitted. In reaching its decision, the boardlwonsider whether:
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a. any outstanding modules are designated core

b. any outstanding modules are designated prerequisites to core modules in the next
level

c. there are any PSRB accreditation requirements or prograrspeeific regulations
regardingprogression.

17b.108Students failing to achieve the minimum requirements for passing in any optional module
may be permitted by the board of examiners to take an alternative optional module as for
the first time. In reaching a decision, the board will have rédar the overall objectives
of the level. Students may normally only take one such alternative optional module in each
level.

17b.109In-programme assessments contributing to an award, or to progression, that are internally
marked as fails, these will normalhe resubmitted by a date fixed by the board of
examiners. However, where prior agreement has been sought from the external
examiners, a date prior to the meeting of the board of examiners can be fixed for the work
to be resubmitted. The maximum mark ththe student will be able to achieve for the
module in question in such circumstances will be 40%.

Progression from SCQF Level 9 to SCQF Level 10 (Honours)
17b.110The requirement for progression from SCQF Level 9 to SCQF Level 10 is normally:
o a minimum of40% in each of an additional six modules or their equivalent (equating
to 360 SCQF points of which a minimum of 100 must be at SCQF Level 9 or higher).

17b.111Students failing to achieve the normal requirements for progression from Level 9 to Level

10 may nonetkless be permitted to progress, at the discretion of the board of examiners,

while carrying forward up to 40 SCQF points. The board will take into account the extent

and nature of the modules outstanding and decide, on all of the evidence available,

whether the student has a reasonable chance of redeeming their position if progression is

permitted. In reaching its decision, the board will consider whether:

a. any outstanding modules are designated core

b. any outstanding modules are designated prerequisitesdre anodules in the next
level

c. there are any PSRB accreditation requirements or prograrspeeific regulations
regarding progression.

17b.112Students failing to achieve the minimum requirements for passing in any optional module
may be permitted by the board ofkaminers to take an alternative optional module as for
the first time. In reaching a decision, the board will have regard for the overall objectives
of the level. Students may normally only take one such alternative optional module in each
level.

17b.113In-programme assessments contributing to an award, or to progression, that are internally
marked as fails, these will normally be resubmitted by a date fixed by the board of
examiners. However, where prior agreement has been sought from the external
examners, a date prior to the meeting of the board of examiners can be fixed for the work
to be resubmitted. The maximum mark that the student will be able to achieve for the
module in question in such circumstances will be 40%.
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PROVISIONS FOR THE CONFERMIENINAL AWARDS

17b.114These provisions apply when students are being considered for the final award for which
they have registered. In addition, Certificate or Diploma of Higher Education may be
recommended by way of an exit award, even where these awardsnateformally
approved as part of the programme.

17b.115Average(mean)markwill be calculatecs a whole number, ie rounded down to the nearest
whole number where the average mark is less than XX.5 and rounded up where the average
mark is XX.5 or greater.

17b.116Cerificates and Diplomas of Higher Education will not be named (eg Cert HE in
Mathematics) unless such a named award has been formally approved as part of the
programme. This applies to final awards, and to both Aegrotat and posthumous degrees.

17b.117The univergy will withhold the final certificate for a university award until any outstanding
debt has been cleared or the sum at issue consigned pending agreement, arbitration or
judicial decision. See admissions and enrolment 16&58.

Certificate of Higher Education (CertHE)
17b.118The minimum requirements for the award of a Certificate of Higher Education are normally:
a. a minimum of 40% in each of six modules or their equivalent at Level 7 (equating to
120 SCQF points at SCQF Level 7 or highedt
b. satisfactory completion of any designated core modules.

Diploma of Higher Education (DipHE)
17b.119The minimum requirements for the award of a Diploma of Higher Education are normally:
a. satisfactory completion of Level 7 of the programme, or its equivakerd
b. satisfactory completiof any designated core modules, and
c. a minimum of 40% in each of six modules or their equivalent at Level 8, and
d. 240 SCQF points at SCQF Level 7 or higher, of which a minimum of 100 must be at SCQF
Level 8 or higher.

Ordinary Degree
17b.120The minimum requirements for the award of an Ordinary Degree are normally:
a. satisfactory completion of Levels 7 and 8 of the programme, or their equivalent
b. satisfactory completion of any designated core modules, and
c. a minimum of 40% ieach of six modules or their equivalent at Level 9, and
d. 360 SCQF points at SCQF Level 7 or higher, of which a minimum of 100 must be at SCQF
Level 9 or higher.

Distinction

17b.121Students may be recommended for the award of Certificate of Higher Educatidanaip
of Higher Education or degree with distinction if they attain an average mark of 70% on the
relevant level of programme. [NB double modules are counted as two instances of the
same mark.]

Honours degree
17b.122The minimum requirements for the award of agtee with honours are normally:
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a. satisfactory completion of Levels 7, 8 and 9 of the programme, or their equivalent
satisfactory completion of any designated core modules, and
c. a minimum of 40% in each of six modules or their equivalent studied duewngl 10,
and
d. 480 SCQF points at SCQF Level 7 or higher, of which a minimum of 200 must be at SCQF
Levels 9 and 1ncluding at least 100 at Level 10.

=3

17b.123For all of the above awards, where credit has been achieved through prior completion for
HN awards andecognised through RPL, SQA units at SCQF Level 6 that formally constitute
part of a named award completed by the student may contribute to the SCQF Level 7 credit
requirements. No other credit below SCQF Level 7 should be counted towards a university
award (see section 16.196.21).

Honours classification

17b.124These regulations set out the minimum requirements normally expected of a student in
each classification category. A board of examiners may exercise its discretion in making a
classification decisiowhere there are exceptional circumstances which may have affected
I A0GdzRSYydiQa LISNF2NXIyOS:E |yR gKAOK KI @S
YENJAY3 GKSANI FaaSaaSR 2Nl @ {dzOK RA&ONEBI
classification, not tdower it.

17b.125Students will be awarded a first class honours degree if they achieve an average (mean)
mark of 70% or more across all SCQF Level 10 credits.

17b.126Students will be awarded an upper second class honours degree if they achieve an average
(mean) markbetween 6669% across all SCQF Level 10 credits.

17b.127Students will be awarded a lower second class honours degree if they achieve an average
(mean) mark between 589% across all SCQF Level 10 credits.

17b.128Students will be awarded a third class honours degree if they achieve an average (mean)
mark between 419% across all SCQF Level 10 credits.

17b.129Modules will be weighted according to their credit value, egcddit modules will be
counted as two instances of the same mark. If the student has completed more than 120
credits at Level 10, all module marks w#l imcluded in the mean mark calculation. If a
student has completed only 100 credits at Level 10, the mean maak lodvel 9 modules
will be calculated and included as the sixth mark. Any failed modules will be excluded from
the mean mark calculation.

Double counting of credit

17b.130Simultaneous double counting of credit for the same module towards degree awards is not
permitted. Therefore, once credit has been counted towards one degree award, it cannot
be used towards another degree award. In circumstanebere exemptions cannot be
granted, alternative modules should be selected on advice from the programme team. See
Admissions regulations.
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CONFERMENT OF INTERMEDIATE AWARDS

17b.131These provisions apply when students are progressing from one level to the nexitend
alia qualify for an intermediate award.

17b.132Intermediate awards shall not normally be conferred on students proceeding to some
higher award.

17b.133Students who fail to achieve the minimumequirements for an award shall be
recommended for a lower award for which they have qualified.

AEGROTAT AWARDS

17b.1342 KSy | 02+ NR 2F SEFYAYSNAR R2Sa y20 KI @S Sy
be able to reccnmend the award for which the student wasgistered or a lower award
specified in the programme regulations, but is satisfied that, but for illness or other valid
cause, the student would have reached the standard required, an Aegrotat award may be
recommended.

17b.135Aegrotat awards are not intended to be posthumous, and the student must have signified
in writing that they arewilling to accept the award and understands that this implies
waiving the right to be reassessed. Where a student has died prionpleting an award,
the regulations for posthumous awards should be followed.

17b.136Aegrotat awards are, therefore, exit awards by definition and students must be clearly
advised that temporary withdrawal from their studies may be a better option in some
circumgances. Aegrotat awards should only be applied in cases where it is not anticipated
that the student will be able to rengage with study in a reasonable timeframe.

17b.137In recommending an Aegrotat award, the board of examiners must assure themselves that,
but for illness or other serious circumstances, the student would have completed the
award. Students being recommended for an Aegrotat award must, therefore, have
commenced study at the level at which the award will be made, and some assessed work
must be aailable for review. Normally, it would be expected that the student would have
O2YL)X SGSR 4 tSHad | Fdzt aSYSadSNRna adidzRRe

17b.138Where an Aegrotat award is not supported by the board of examiners, the student should
be recommended for an exitward at a lower level based on credit gained from studies
undertaken at the university. This may be a recommendation for the awarding of a
Certificate or Diploma of Higher Education, even where such awards are not formally a
validated part of the programmnof study.

17b.139Aegrotat Ordinary degrees will not be recommended with merit or distinction.
17b.140Aegrotat Honours degrees will be unclassified in all cases.
17b.141Any recommendations for Aegrotat awards should be forwarded to the Deputy Principal

immediately following the relevant board of examiners with a note of support from the
relevant external examiners(s).
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POSTHUMOUS AWARDS

17b.142These regulations apply in circumstances in which a posthumous award is to be made. The
making of a posthumous awarshould not be confused with the making of an award
posthumously, ie to a candidate who has died after qualifying for, but before admission to,
the award. In the latter case, the award will not be distinguished in any way from those
given to other graduate

17b.143t 2 a4 Kdzy2dza g+ NRa gAff AyOfdzRS GKS g2NRa
K gl NR 2FXQ0 b2 RAAGAYIdzAAaKAY3I g2NRAY3
who, having completed the usual requirements and having qualified for the davehe
before admission to their award.

Overview

17b.144A board of examiners should consider the specific regulations below for the award in
guestion before recommending the award of a posthumous degree, diploma or certificate,
and should take into consideraticamny other evidence to support a posthumous award,
AyOft dzRAYy 3 GKS L2aairofsS AYLIOG 2F YAGAIlLG
commitment and participation, and the quality of work submitted by the candidate prior
to death.

17b.145Where it is not possiklto award a posthumous degree, diploma or certificate for which
the candidate was enrolled because there is insufficient evidence to support doing so, an
alternative lower level award should be considered as described in the paragraphs below,
irrespectiveof whether that lower level award had been approved at validation for the
programme in question.

17b.146Where a student was registered for an SQA award, or in any other case where it is not
permitted by an external validating or professional body to award pasthusly the
qualification, or one of its exit awards, for which the candidate was enrolled, a board of
examiners may consider an alternative award at an equivalent level of achievement.

17b.147A written proposal for any posthumous award should be directed toQkputy Principal
immediately following the relevant board of examiners with a note of support from the
relevant external examiners(s).

Undergraduate awards
17b.148A board of examiners may recommend that a posthumous degree, diploma or certificate

be awarded, provided that the candidate has (i) progressed into, or been admitted directly

to, the relevant year of study for that award and (ii) has completed at least 60 credits at

the relevant SCQF Level, ie:

o 60 credits or more at SCQF Level 7 or abovetnmase been completed for
recommendation of a posthumous Certificate of Higher Education

o 180 credits or more at SCQF Level 7 and above, including not fewer than 60 credits at
SCQF Level 8, must have been completed for recommendation of a posthumous
Diplomaof Higher Education

o 300 credits or more at SCQF Level 7 and above, including at least 100 credits at SCQF
Level 8 and at least 60 credits at SCQF Level 9, must have been completed for
recommendation of an Ordinary degree
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o 420 credits or more at SCQF Le¥eind above, including at least 100 credits at SCQF
Level 8, at least 60 credits at SCQF Level 9 and at least 60 credits at SCQF Level 10, must
have been completed for recommendation of an Honours degree.

17b.149A board of examiners may use discretion in whettierecommend an Ordinary degree
GAUK RAAOGAYOQUAZ2Y D ¢tKSNE aKz2dZ R 6S | Of St
results that such a recommendation is appropriate. Where a board of examiners wishes to
request an award with distinction, they shoulorward a detailed request to the Deputy
Principal outlining the basis for the request.

17b.150Posthumous Honours degree will normally be recorded as unclassified unless there is clear
evidence to allow confident assessment of the likely degree class had titenst
completed the programme. Where a board of examiners wishes to request such
classification, they should forward a detailed request to the Deputy Principal outlining the
basis for the request.

17b.151A board of examiners may consider recommending the awéra Certificate or Diploma
of Higher Education, even if this award has not been approved at validation for the
programme in question, and providing that this lower level award is based on credit gained
from studies undertaken at the university.

17b.152Certificaes and diplomas may also be recommended in the case of students who had been
studying on SQA programmes, including HNC, HND or PDA awards. In these cases, the
principles of credit accumulation outlined above should be applied to credit from any SQA
units completed.

Taught masters programmespostgraduate certificate and diplomas

17b.153A board of examiners may recommend that a posthumous postgraduate certificate or
diploma be awarded, provided that the candidate has achieved no fewer thasitings
of the credits required.

17b.154A board of examiners may consider recommending the award of a postgraduate certificate,
even if this award has not been approved at validation for the programme in question,
where it is not possible to award the postgraduate diploma.

17b.155A board of examiners may use discretion in deciding whether to recommend the award of
a postgraduate diploma with either merit or distinction.

Taught masters programmesmodular masters degrees by examination and dissertation
17b.156A Board of Examiners may recorand the award of a posthumous postgraduate diploma

to a candidate registered on a full taught Masters programme who has died:

() before successful completion of the taught element (typically represented by the
postgraduate diploma exit point), but after hag achieved no fewer than twihirds
of the credits require to complete successfully the taught element

(i) before commencing the dissertation phase of the award, but after successful
completed of the taught element.

17b.157A board of examiners may recommend that a posthumous Masters degree be awarded to
a candidate on the dissertatigphaseof a Masters programme, who has died prior to the
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submission of a dissertation, provided that the following criteria are satisfied:

(i) enough of the research project must have been completed to allow a proper
assessment to be made of the scope of the dissertation

(i) the standard of research work completed must be of that standard normally required
for the award of a Masters degree in questiof;, R Ydza G RSY2yad N} GS
grasp of the subject

(i) any written work available (eg draft chapters, work published or prepared for
LJdzo t AOF A2y X LINBaSyillFldAz2yasr LINRPINBaEa NBL
to write a dissertation of the ragred standard.

17b.158¢ KS 062 NR 2F SEIFYAYSNB VYdzaid 065 LINRPOARSR 0
the research work completed, draft chapters etc. The supervisor shall also submit a report
for consideration by the examiners.

17b.159A board of examiners ay use discretion in deciding the grafte the dissertation and
whether to award the Masters degree overall with Distinction.
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ASSESSMENT APPERROCEDURE

INTRODUCTIOAND SCOPE

18.1

18.2

18.3

18.4

18.5

18.6

18.7

18.8

18.9

These proceduresaim to providea fair, accessible and timelprocess for studentsto
request a review ofan assessmentlecisionmade bythe university, where there are
grounds to do so.

These procedures are applicable to all higher education students, including those enrolled
on programmes leading to qualifications of SQA and other awarding bodies, and
postgraduate research studentall students will be providedvith information about the
appeals procedure at induction.

Sudents have the righto appeal againsan assessment decisianade byan academic
assessment bodguthorised to makedecisions on student progression, assessment and
awards ie a progression board,l@ard of examinersr Research Degrees Committée
student must have reasonable grounds on whiclvésean appeal (Section 1B) below).

All assessment decisions on S@vision (or other awarding bodiesare subject to
internal verification proceduresand may be selected for externaferification Final
ratification of assessment outcomes is by the relevant awarding body.

Without prejudice to the outcome of the appeal, siudent may continue with their
programme of study without disadvantage, and access the facilities and services of the
university and their HAP while their appeal is in progress. Howstadents who have
submitted an appealwill be unable to graduate uiitthe appeal proces$fias been fully
completed

Applicants may appeal an assessment decision relating to admission to a programme or
Recognition of Prior Learning through the appeals procedure, although only on the grounds
for appeal below.

Students vino believe they may have grounds for appeal can seek advice and guidance from
0KSAN) a0dzRSyGaQ aaz20AFaGA2y G GKS SINIAS:

These procedureare not applicabléo decisions made through othe@niversityprocesses,
such as noracademic disciplery or academic misconduct procedures, nor to procedures
undertaken by or with relevant professional, statutory or regulatory bodies, sufimass

to practise processes.

These proceduredo not cover student complaint3.he complaints handling procedure can
be foundat https://www.uhi.ac.uk/en/students/support/complaints

GROUNDS FOR APPEAL

18.10 Appeals against the decision ah academic assessment bodyll normally only be

considered orone or more otthe following grounds:
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they were unable or, with valid reason, unwilling to divulge, prior to the meetingeof
acadenic assessment bodyhe appeal must be accompanied by documentary evidence
acceptable to the senior manager who considers the appeal irfitsieinstance (see
Section 18.1®elow)

b. evidenceof material administrative error or that an assessment was catducted in
accordance witti KS  dzy A @S N& A  se@uiatiohdNE OSRdzNBEa | yR

c. evidence of prejudice dbias or improper/inadequate assessmentt the part of any of
the examinergPGR students only).

Appeals that question the academic judgementaoimember of staff or an academic
assessment bodwill not be considered.

Appeals will not normally be accepted from third parties.

APPEALS PROCEDURE

18.13

18.14

18.15

18.16

18.17

Stage 1¢ Informal Procedure

A student who believes thahey have grounds for appealing against tthecision of an
academic assessment bodould, in the first instance, discuss the matter with the
appropriate staff intheir HAPThis is likely to be the lecturer, Personal Academic Tutor or
programme leaderor Director of Studies (for PGR studen®)is should normally be done
within ten working days of thassessment decision being notified to the student

Stage 2; Formal Procedure

If the matter is not resolved through theformal procedure, a student who wishes to
appeal should do so in writingetting out the reasons for the appeal and including
documentary evidence, using the appeals proforiftais should be sent to the appropriate
ASYA2NI Yyl ASNIARGSI dzR B a i dzREY 105 LINE OARSR
and contact details at inductionpormally within 15 working days of thassessment
decision being notified to the student.

The senior manager will acknowledgeceipt ofthe appeal immediatelyo the stucent.

The senior manager will then, normally within ten working days, consider the grounds for
appeal and the evidence presented and determine whether therepisraa faciecase to

be referred to the chair of theacademic assessment body which made thegiodl
assessment decision. The senior manager who handles the appeal must be an individual
who had no involvement in the original assessment decision. This decision will normally be
communicated to the student within five working days of being made.

If the senior manager decides that there is pama facie case and the student is
dissatisfied with this decisigrthen the student mayappeal directly tothe chair of
Academic Counci|Stage 3)normally within ten working daydf the senior manager
decides that there is @rima faciecase,they will referthe matter to the chair of the
academic assessment body for review.

The chaithasdelegatedauthority from the academic assessment bodyréconsider the

validity of the orignal assessmendlecision inthe light of new evidence, submitted as the
grounds for the appeabnddecide whether or not to uphold the appeal, normaijthin
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ten working days The chair may consult with relevant membarsluding external
examiners (butg not obliged to) omay decide taconvene a meeting of the fudicademic
assessment body.

18.18 The chair of theacademic assessment bodgll communicate the decisioan the casdo
the senior manager whaooriginally received the appealThe senior manager Wil
communicate thigdecisionto the student, together with information on how thappeal
has been investigatedrhe decision, and any accompanying information, will be formally
reported to the next meeting of the academic assessment body, and copied ehe of
Students for the purposes of institutional monitoring and enhancement.

18.19 If the student is dissatisfied with the decision communicated at Section 18.18, they may
appeal directly to the chair of Academic Council (Stage 3), normally withivaeking
days. The appeal must be in writing, and stating the reason(s) why the student believes the
decision should be revisited.

Stage 3 Appeal to chair of Academic Council

18.20 On receipt of an appeal referred from Stage 2, the chair of Academic Counwinimee)
gAff NBFTSNI G4KS OFrasS (42 GKS 5SSty 27F {{GdzRS)
evidence in the case file compiled at Stage 2 and any additional evidence submitted.

18.21 A student would normally be expected to provide nemformation, or evidence of
procedural irregularity or bias as a rationale for seeking a review of the Stage 2 outcome.

18.22 If the Dean of Students accepts that the student has reasonable grounds for seeking a

review of the Stage 2 outcome, they will either:

(i) refer the appeal to the chair of the assessment body if it has not previously been
considered, or

(iconvene an appeals panel if the appeal has been previously heard at Stage 2, but not
upheld. The appeals panel will normally be convened within thirty worlliengs. The
Dean of Students is responsible for all communications with students, panel members
and any other persons involved in the appeal, both before and after an appeals panel
hearing. The Dean of Students does not sit on the panel themselves, newrthe
evidence submitted to the panel.

18.23 If the Dean of Students does not accept that the student has reasonable grounds for
seeking a review of the Stage 2 outcome, they will notify the student in writing of this
decision, and the reasons for it.

MEMBERSIP AND REMIT OF THE APPEALS PANEL

18.24 The appeals panel, acting on behalf of Academic Council, is authorised to consider and
decide on appeals against assessment decisions which have not been resolved through
Stage 2 of the appeal process.

18.25 The appeals pandas the power to confirm the decision of an academic assessment body,
or to overturn or revoke that decision if it upholds the appeal. This power includes decisions
on module marks,the outcome of a PGR progression decision or viva examination,
conferral of an award or theclassificationof an award eligibility to progress on a
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18.30
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programme, failure or exclusion/withdrawal on academic grounds

Where an appeal is upheld, the appeals panel may deternmiter alia that the student

is entitledto proceed on the programme of study and/or to be reassessed in accordance
with any specified conditions, as deemed to be in the best interest of the studbiié¢
ensuring academic standardse maintainedThese provisionsra subject to the continued
availability of the programme in a suitable form.

The appealpanelwill consist ofindividuals who have had no prior involvement in the case

a. the chair of Academic Council (or a nominee appointed from the membership of
Academic Councjlwhich will normally be a Dean of Faculty not involved in Stage 2 or
the VicePrincipal (Research and Impact))

b. two senior members of staff

c. president ofsli dzR Sagsbciatbn, or nominee

d. Deputy Principalor nominee, as officer antlerk to the panel.

If the appeals panel does not reach unanimous agreement on whether to uphold an appeal
or not, its decision will benadeby majority vote.If the appeals panel is evenly split, the
chair has a casting vote. The decision of the appeat®| is final.

The Dean of Studentsill inform the student in writing of the outcome of the hearing no
later than five working days after the hearing has taken place

TheDean of Students iesponsible for ensuring that theutcome ofthe appealspanel is
satisfactorily implementedhrough communicating with all relevant staff.

APPEALS PANHEARING PROCEDURES

18.31

18.32

18.33

18.34

Members of the appeals pan#lill receive the following documentation at least five

working days before the date of the hearing:

alKS adGddzZRSy G Qa IsudpdBihgtevideid® F2 NXY I | YR

b. the results of the initial investigation carried out by the senior manatier,outcome
from Stage2 of the appeals procedurand any other documents pertinent to the case,
asappropriate

c. anystatementreceived from the chair dhe relevantacademic assessment body

. the results of all students taking the particular assessnfetiere relevant)

e. the programme assessment regulations (if these differ fribia sandard academic
regulations).

o

Documentary gidence submitted on the day of the hearing will not normally be
considered.

The appeals panehasthe power to require the attendance of any mmer of staff
providing a reasonable period of notice is given for such attendancefaadcess any
records and documents which it regardsresessaryo its conduct

The chair of the appeals pan&h consultation with other members of the appealsed is

responsible for managing the proceediragshe hearing.According to the circumstances,
the parties to the appeal may be seen separately (in whatever order é&snde
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appropriate) or togetherThe appeals panel will normally ask stadent, the réevant staff
member(s) involvedand any witnesses to leavehe hearing before considering the
evidence and reaching a decision.

RIGHTS OF STUDENTS

18.35

18.36

18.37

18.38

18.39

The studenthas the right to attend the hearing, awdll beinformed in writingof its date
and placeand their rights undethe appealgrocedure at least ten workng days prior to
the hearing.

It is not mandatory for the student to attend the hearing. Howevkg student should be
aware that if they do not attend (without good reason), they will forgo the opportunity to
present their case directly to the panel.

The studenwill receive in advance dhe hearing all papers circulated to members of the
appeals pael, except any documents deemed by the chair to be confidential to the appeals
panel.

The student and any other person(s) cited in the appeal, each accompattiegt Wishby
afriend2NJ aGdzZRSy (Ga4Q | &a2hasithelrigh? tf appeBrlidtfd an8 G I G A ¢
heard by, the appeals pandl. Yy RSNJ (G KAa LINE OSRdzNBexdudeS RST
members of the legal profession engaged to act in their professional capacity.

{GdzRSY 1aQ LINR QI O respdetedvengravar BoSsiblidweverfudléss ¢ A f
specifically stated otherwise, it will be assumed that students have given permission to
discloseto the appeals panehs necessargny information providedlf a studentwishes

any matter to remain confidential they must statieis when submiting their appeal.In

such cases, it may not be possible to consider the appégl

RIGHTS O6TAFF

18.40

18.41

Themember of staff or thechair of theacademic assessment body whose decision is being
reviewedhas the righto submita statementprior to the appeals panehearing

The member of staff orthe relevant academic assessment body hhe right to be
represented at the appeals pandtk is the responsibilityof the chair of theacademic
assessment body to determine whollrepresent theacademic asessment bodwt the
hearing

OUTCOME OF THE APPEALS PANEL

18.42

18.43

The Dean of Students is responsible fooiding the student, and any other relevant
parties with WO 2 Y LI S i A 2QetteviithinLfiRvOr&ing dizlydSod the hearing.
The letter will include a clear statement confirming that interappealprocedures have
been completed, the decisionthat has been reached and the reasdios the decision
Information on next stepssuch as how and when amgassessmentvill take place will
also be included

TheWwO2 Y LI S i A 2 yQefief willaN®Radvis&ideNdtdent ofieir externalright of
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appeal in the event thathey remain dissatisfied with the final outc@ror response to
their appeal.

A report of the hearingvill be made available to the members of the appeals panel, the
student concerned, and to all relevant parties involved, including the chair of the relevant
academic assessment bady

The proceedings of appegimnelhearingsand the report areconfidential to the parties
involved.

EXTERNAL RIGHT OF APPEAL

18.46

18.47

18.48

18.49

Students enrolled on programmes leading to a megulated qualification (see also 17a.3)
awarded bySQAincluding HNC, HND and PDA awards) do not have a further right of appeal
to SQA.

Students enrolled on programmes leading to a regulated qualification (including SVQs) (see
also 17a.3) awarded byQAor other awarding bodyave further access to their appeals

LIN2E OSRAzZNBES y2NXIffe 2yfeé KSY (KS bdeffA @S NJ
exhausted.

Students undertaking a regulated qualification, have a further right of appeal to SQA
| OONBRAGIGAZ2Y S 2NJ h¥Fljdzr £ Fa FLILINBLNRIFGSS =
' 6F NRAYy3 02ReQa | LIISFHfa LINRPOSRdAzNBa®

Students havefurther recourse to the Scottish Public Services Ombusdman (SPSO)
(www.scottishombudsman.org.Jikif they remain dissatisfied with the outcome or how the
appeal was processed, and only once the univefsily O2 YLJ | AyGa KI yRf A
been exhausted. SPSO will consider complaints made about service failure and
maladministration which may include issues surrounding programme delivery. SPSO does
not have the power to overturn a decision based on acadgudgement or assessment,

only to consider whether or not the university has failed to follow an appropriate

administrative process.

REPORTINGND MONITORING

18.50

18.51

TheDean of Students will collate annualoverviewreport to Academic Counailn the
appeals process, including all appeals submitted, regardless of the stage in the procedure
at which they are resolved. The report mayake recommendations and observations
concerning any matters of detail or principle &g fromconsideration of appeals cases

Academic Councik responsible for monitoringnd reviewng the effectiveness of the

appeals procedure regularhgnd identifying any opportunities foenhan@ment and
sharinggood practice.
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TIMESCALE AXSSESSMENT APPEALS PROCEDURE

Stage
1

Timescale

Within ten working
days ofnotification
of assessment resul

Within 15 working
days ofnotification
of assessment resul

Within ten working
days of receipt of ar
appeal

Within five working
days of senior
YIEylF3aSNDa

Within ten working
days of receipt of
appeal from senior
manager

Within 30 working
days of request

Prior notice given of
ten working days

Within five working
days of the hearing

Appeals procedure

Informal procedure

Student tries to resolve matterthrough
discussion with appropriate staff

Appeal stilunresolved

Formalprocedure

At this stage, the student must supply
appeal proforma to the senior manager, wi
evidence where appropriate, who wi
immediately acknowledge receipt

The senior manager will consider the grour
for appeal and determine if there is @ima
facie case to be submitted to the chair of th
relevantacademic assessment body

The decision of the senior manager will
confirmed in writing to the student within five
working days ofthe decision having bee
made

If the senior manager decides that there is
prima faciecase and the student is dissatisfit
with this decision, then they masubmit an
appeal tothe chair of Academic Counuiithin
ten working days

If there is aprima facie case, the seniol
manager will refer the matter to the chair ¢
the academic assessment bodyho will
decide whether or not to upholthe appeal,
consulting with others as appropriate

The chair willadvise theirdecision to the
senior manager, who will #n inform the
student and provide information on how ¢h
appeal has been investigated

If the student is dissatisfied with this decisic
then they maysubmit an appeal tdhe chair
of Academic Counaiithin ten working days

Appeals Panel

The chair of Academic Council will request
Dean of Students to review the case if
Appeals Panes$ to be convened

The student will be given written notice of tF
date and place of the hearing and their rigr
at least ten working days prior to hearing

The Dean of Students will inform the stude
in writing of the outcome of the hearing n
later than five working days & the hearing
has taken place
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Student has a further right of appeal i
awarding body (where this is not UHDr
some awards (see 18.4)

Student undertaking regulated qualificatic
has a further right of appeal to SC
Accreditation or Ofgal, if appropriate (see
18.48)

Student has further recourse to the Scotti:
Public Services Ombudsman, onc#ernal
complaints handling prockire has been
exhausted (18.49)
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Assessment appeafsocedure

ASSESSMENPREALS PROCEDURBAKLKQART

STAGE 1

O

Informal
discussion
between
student and
appropriate

e  proforma,

staff

—

STAGE 2

O

Formal
appeal,
using appeal

to senior
manager in
HAP

—

Senior
manager
will
determine
whether
there isa
prima facie
case

O

If aprima
faciecase,
appeal
referred to
chair of
academic
assessment
body

—

O

If deemed
no prima
faciecase,
senior
manager
informs
student

—

Chair of
academic
assessment
body

— decides

whether to
uphold
appeal or
not

R

If student
not satisfied
with Stage 2

outcome,

appeal to
Chair of
Academic

Council

—

Note: at any stage an agreed resolution will bring the processterad
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STAGE 3

Grounds for
review

Screening by
Dean of
Students

No Grounds
for review

Appeals
Panel
convened

External
appeal

Appeal to

external

awarding
body

Appeal to
Scottish
Public
Services
Ombudsman
(SPSO)

}_*

Further
appeal to
accrediting
body

|
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ACADEMIC MISCONDUCT POLICY AND PROCEDURE

INTRODUCTION

19.1

19.2

19.3

19.4

19.5

19.6

19.7

19.8

Students must ensure that all assessed work presented is their and that it fully

I Oly2¢f SRISa GKS 662NJ] YR 2LIAYAZ2Ya 2F 20GKS
that they do not commit any form of academic misconduct or gain unfair advantage in any
other way. Academic misconduct may be proven to haken place even if the student has

not gained any unfair advantage by doing so.

Academic misconduct is considered to be a serious offentleeoyniversity and action will
be taken against any student who contravenes these regulations through negligence,
foolishness or deliberate intent.

Allegations of academic misconduct will be addressed fairly and consistently, using-a three
stage process of informaid formal investigation and action.

An allegation of academic misconduct that has been dismissed as a disciplinary offence may
still incur an academic penalty for poor scholarship.

An allegation of academic misconduct may be made at any point diirg a G dzRSy (1 Qa
of registration, or after an award has been made.

The academic miscondugilicyappliesto all higher educatiorstudents.

Procedures for investigation of allegations and penalties for students on taught programmes

(or studying taugt modules as part of a postgraduate research degree) are set @#ation

19.1532 and 19.568. Where a student is registered on a programme validated by another
awarding body, including SQA, the specific action to be taken may be influenced by the
reqdzA NBEYSyida 2F GKIG o02Réod {SS ftaz GKS
YTl RYAYAAGUNI GA2Y LIRfAOE YR LINRPOSRAZINBEQ F2

Procedures for investigation of allegations and penalties for students on postgraduate
research degrees are set out$ection 19.3312and 19.61.

FORMS OF ACADEMIC MISCONDUCT

19.9

Academic misconduct may take different forms including, but not limited to, those listed
below. Further guidance is provided in an appendix to these regulations:

i plagiarism

il cheating

iii collusion

iv falsification or fabrication of data

vV personation

vi bribery.
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MINOR AND SERIOUS ACADEMIC MISCONDUCT

19.10

19.11

19.12

19.13

19.14

The universitydistinguishes between minor and serious cases of academic misconduct
depending on the gravity of the offence and the ciratances in which it was committed.

The penalty applied in each case will be determined by the staff investigating the case, or
the Academic Misconduct Panel. Deciding whether an offence is minor or serious is a matter
of professional judgement and staff lake into account the following factors:

whether the student has previously committed academic misconduct

level of study

impact of offence on other students eg in groupwork assessments, examinations
evidence that the student sought to gain unfair advantage

material impact of the academic misconduct on the quality of the work

proportion of the assessment that has been plagiarised

whether or not critical aspects of the assessment have been plagiafisdcey ideas
central to the assessment and associated learning outcomes)

o credit value and weighting of the assessment

O O O O OO0 Oo

Minor academic misconduct presents a minimal threat to the integrity of the assessment
LINE OS&aa YR YlFeé 0S5 Gruerdiddingzdf ieferdrEinglor adadetziR S y
practice. Minor academic misconduct will normally incur onenore of the penalties listed

in Section 1%7(a-d) or 19.61(ac).

Serious academic misconduct presents a significant threat to the integrity egessment
process, and may reflect evidence that the student has knowingly contravened regulations.
Serious academic misconduct will incur one or more of the penalties listed in Section
1957(d-i) 19.61(d-i).

Where academic misconduct has been admittedproven on one occasion, a second
instance of academic misconduct by that student will normally be treated as serious.

In any instance where the academic misconduct appears to be serious, then the formal
investigation procedure below must lhellowed.

PROCEDURES FOR INVESTIGATION OF ALLEGED ACADEMIC M(3R0GIBUEROVISION)

INFORMAL PROCEDURE

19.15

19.16

Academic Misconduct in Coursework

When academic misconduct is suspected in an assessment, the lecturer will initially advise
the student(s) of the suspicion and that further investigation will take place. They will
investigate the detail of the submitted work using their professional judget. They may

RN} ¢ 2y &adzZLIRNIAy3a SPGARSYOS FNBY (GKS dzy A @8
but only if this has been used for the assessment in question in accordance with current
university policy. No mark or result should be entered onto#hé dzZRSy 1 Qa NI 02 NJ
suspicion of academic misconduct has been resolved.

In dealing with suspected academic misconduct, staff will take into account instances of poor

NEFSNBYyOAY I 2NJ a0K2f | NEKALIE F2N) SEekedtdf ST |
develop familiarity with scholarly practice, particularly at SCQF lev&ls sing their
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professional judgement as to the circumstances of the case, staff may decide not to initiate
any formal procedures, but to admonish the student(s) and coutish with regard to
322R | OF RSYAO LN} OGAOS® b20ATFTAOFIGA2Y GAff
and Quality Manager.

FORMAL INVESTIGATION

19.17

19.18

19.19

19.20

19.21

19.22

19.23

b. GKNRdzZZK2dzi (GKAa aSOGA2ysX WLINRINIYYS S|
programme éader or the AP programme leader or curriculum leader in the case of SQA
provision.

The lecturer and/or module leader shall make a written report providing evidence of alleged
academic misconduct to the programme leader, which triggers the formal ineéstig
procedure. If the lecturer is also the programme leader, the written report should be
submitted to the AP head of department responsible for the unit or SNL responsible for the
module

If the lecturer and programme leader are in agreement that @oaid misconduct appears

to have taken place, they will discuss the matter in a formal interview with the student(s)
O2y OSNYy SR Ay 2NRSNJ (2 3FdzAS GKS aiddzRSydQa
the assessment. The interview also providesopportunity for the student(s) to present
their case. The interview will be held within five working days of receipt of the report from
the lecturer.

The student will be informed of details of the process and the purpose of the interview as
soon as posslb and at least three working days prior to the interview. They will also be
advised where they may seek advicethed G dzZRSy 1aQ | ad20AF GA2y S |
be accompanied at the interview by a friendtbed G dzZRSy 14 Q 1 aa2O0AF GA2Y

Where the student declines to, or does not, attend an interview without good reason, the
programme leader will report the matter and the circumstances to the Dean of Students who
will convene the Academic Misconduct Panel.

If the allegation of academinisconduct is proven and deemed to be minor, the lecturer and
programme leader will determine an appropriate penalty (see guidance). The student will be
advised in writing of the outcome within two working days of the interview, and that details

of the offence and the penalty will be held on their student record for five years, or the
normal duration of the programmewhichever is the longer. Notification will be sent to the
a0dzRSy i Qa t SNA2YLFf ! OFRSYAO ¢dzi2NJ I yR vdz f

The programme leader responsible, where relevant, for ensuring that the student record
system is updated in accordance with the outcome of the panel, including modification to
marks.

Where an allegation of academic misconduct is made after the relevant progression / exam
boaR Kl & YSG G2 O2yaARSN) GKS &adGdzRSyidiQa | aas
followed. The chair of the progression / exam board will be advised of the outcome as soon

as practicable, and will be responsible for ensuring that the student recoremystupdated
accordingly.
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19.24 If the allegation of academic misconduct is proven and deemed to be serious, the
programme leader will report the matter and the circumstances to the Dean of Students who
will convene the Academic Misconduct Panel.

19.25 Each reportshould contain details of any other instances of academic misconduct in the

aidzZRSyiQa NBO2NRO Ly OlFrasa 2F LXIF3IAFNRAY:

contain a statement from the first marker for the module / unit on whether or not thexr
evidence of the learning outcomes for the assessment having been met by the student(s)
Ay @2t SR RSaLMAGS (KS adGdzRSyidQa NBa2NI G2

19.26 The proceedings and report of the academic misconduct investigation shall be confidential
to the paties involved and the Quality Manager.

19.27 All cases of academic misconduct which are formally investigated, and the penalties applied,
will be reported to the Dean of Students on an annual basis.

Academic Misconduct in Examinations
19.28 Suspected academic misatuct during an examination will automatically be formally
investigated in accordance with the procedure set out in 1B27.

19.29 Where academic misconduct is suspected in an examination, the invigilator(s) will inform the
student of their suspicionsandcld @ ' yy 20+ 4GS GKS addzZRSydQa
be advised by the invigilator(s) that a full report will be submitted to the examination officer
in the academic partner following the examination. This should be conducted with the
minimum of disuption to other candidates in the examination room.

19.30 The invigilator(s) will seek to confiscate any relevant evidence (for example, any
unauthorised material) and allow the student to continue with the examination. However,
if the student persists with thirregularity or if they refuse to submit any suspected material
to the invigilator(s) they will be expelled from the examination room.

19.31 Immediately following the examination, the invigilator(s) will submit a report of the matter
(using the Invigilator Report Form) to the examination officer of the relevant academic
partner along with the scripts and other examination stationery. The exation officer
will ensure that the report is immediately sent to the programme leader and the Quality
al yI 3SN» CKS AYQGAIATFG2NNRA NBLR2NI akz2dz R

19.32 If a student believes academic misconduct to be taking place danngxamination, it is
their responsibility to bring this to the attention of the invigilator(s). However, no action can
be taken unless the suspected academic misconduct is subsequently verified by the
invigilator(s).

PROCEDURES FOR INVESTIGATIONEBEBRLACADEMIC MISCONDIPGRPROVISION

19.33 Allegations of academic misconduct will be investigated as soon as it is practical to do so

19.34 Where academic misconduct is suspected in the thesis or progress monitoring reports
and/or associated work, the member of staff / examiner should submit a written statement,
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together with all related documentation, directly to the Dean of Research.

19.35 If aademic misconduct is alleged or suspected in the actual thesis during the examination
process, the examination process must be stopped immediately, even if this is on the day of
the oral examination.

19.36 If academic misconduct is alleged or suspected in thead thesis after the oral examination
has taken place, but before the award has been made, the award or conferment process
shall be suspended pending the outcome of the investigation.

19.37 Investigations can be conducted after an award has been made ibéeeglridence comes
to light which suggests misconduct may have taken place.

INFORMAL PROCEDURE

19.38 The Dean of Research will undertake an initial informal investigation, including meetings with
the student and the Director of Studies. They may seek adwoe dther internal or external
ddzo 2S00 &aLISOAlIftA&AGA FYRk2NJ RN} g 2y & dzLJLJ2 N
checking software programme (if this has been used in accordance with current university
policy).

19.39 Given the complexity of research pragnmes, for allegations involving more than one
student, individual hearings should normally be convened.

19.40 If, as a result of the initial informal investigation, the Dean of Research concludes there is no
case to answer, no further action will beken.

19.41 If an internal examiner, external examiner or supervisor makes an allegation of academic
misconduct, and it is found there is no case to answer, the examiner or supervisor should be
replaced, where practicable, unless both the student and the emanor supervisor agree
otherwise.

FORMAL INVESTIGATION

19.42 If, as a result of the initial informal investigation, there is a potential case of serious academic
misconduct, the Dean of Research will report the matter and the circumstances to the Dean
of Stucents, who will convene an Academic Misconduct Panel in accordance with the
procedures below. The Panel will normally be chaired by the Dean of Research.

ACADEMIC MISCONDUCT PANEL

19.43 Where an allegation of serious academic misconduct has been made, or where a student(s)
has not attended for formal interview, the matter will be investigated as soon as reasonably
practicable by an Academic Misconduct Panel.

19.44 The Dean of Students is pmsible for convening the Academic Misconduct Panel, but this

is solely a coordination role. The Dean of Students does not sit on the panel themselves, nor
review the evidence submitted to the panel.
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The paneivill comprise:

a. Chair- the dean of faculf responsible for the module/unit on which the academic
misconduct is alleged to have taken plabean of Researabr their nominee

b. two other members of staff not directly involved with the student

c. presidentoftheda (1 dZRSY G A Q | 3a20A1 GA2Yy 62N y2YAYySSo

d. clerk to the panel

The staff initially involved in the discovery of the alleged academic misconduct shall not sit
on the panel; however they must submit a written statement ceming the alleged
academic misconduct for consideration by the panel.

The Academic Misconduct Panel is responsible for establishing whether or not academic
misconduct has taken place and, thereafter, to determine what penalty should be imposed.
The Dea of Students will convene the panel within ten working days of receipt of
notification from the programme leadédean of Research

Notification of the date, time and place of the hearing will be provided, in writing, to
members of the panel and the studis) concerned at least five working days prior to the
hearing. Both the panel and the student(s) will be provided with full details of the alleged
academic misconduct and any supporting documentation. The panel has the right to request
the attendance drelevant staff members.

The student(s) will be advised of their rights and, if attending the hearing, that they may be
accompanied by afriendthed 0 dZRSYy 14 Q Faa20AFGA2y NBLINBaAS
0KS RSTAYAGAZY 2 FmékibeidobtyeRegal profeSidn eyigadged th a6t dzR
their professional capacity.

The student(s) may submit a written statement of mitigation concerning the alleged
academic misconduct.

It is not mandatory for the student(s) to attend the hearing. l@er the student(s) should
be aware that if they do not attend (without good reason), they will forgo the opportunity
to present their case directly to the panel.

The panel will hear the student(s), staff, and witnesses as appropriate, and consider the
a0dzRSy(iQa adlriSYSyido ¢KS aidzRSydoeaovsz &adl ¥
deliberates. In reaching its conclusion, the panel will also determine thalfyeto be

imposed. The panel will report its conclusion to the Dean of Students, including information
o2dzi Fye 2G0KSNJ AyaulyoSa 2F | OFRSYAO YAao
be held on their student record for five years, or thermd duration of the programmg
whichever is the longer.

The Dean of Students will, within two working days, advise the student(s) in writing of the
outcome of the panel, and that, where relevant, details of the offence and the penalty will
be held on theistudent record. The Dean of Students will also inform the programme leader,
Personal Academic Tutor and quality manager of the outcome of the p&oelPGR
students, the Dean of Students will advise the Director of Studies, quality manager and
Graduate Swool.

Pagel38



Academic Standards and Quality Regulation92001
Academic misconduct policy and procedure

19.54 The programme leader is responsible, where relevant, for ensuring that the student record
system is updated in accordance with the outcome of the panel, including modification to
YIEN] & 2N 0KS &0 dzR Swhér@keceSafyNihd pfagrgnemeadér Iwifl dza @
O2YYdzy AOF (S 6AGK GKS ljdzZr €t Ade YIylF3ISNI 2F GK

19.55 The proceedings and report of the Academic Misconduct Panel shall be confidential to the
parties involved, the programme leadBirector of StudiesPersonal Academic Tutor and
quality manager.

PENALTIES FOR ACADEMIC MISCONDAGGHT PROVISION)

19.56 The general principle is that the penalty should be appropriate to the scale of the offence
YR G2 GKS &idl3S NBIFIOKSR Ay GKS addzRRSyidQa

19.57 A student who is deemed to have committed academic misconduct may be liable to one or

more of the following penalties:

a. an admonition (informal warning)

b.l  NBLINAYFYR 6F F2N¥If gNRGOISY 4 NYyAy3ad GK)J
specified perid)

c. a reduction in the mark awarded for one or more assessments in one or more modules /
units (see guidance), with the opportunity to resit where appropriate

d. a mark of zero / fail grade for one or more assessments in one or more modules / units,
with the opportunity to resit

e. a mark of zero / fail grade in one or more modules / units with no opportunity to resit

f. areduction in the classification of award at honours level (only where the offence relates
to honours level provision)

g. suspension from the univetgifor a specified period

h. permanent exclusion from the university

i. revocation of university award

19.58 For students on awards of other awarding bodies, they may be subject to the regulations
and penalties of that awarding body relating to academic misconduct.

REASSESSMENT AFTER ACADEMIC MISCONDUCT IS PROVEN

19.59 A penalty for academic misconduct may or may not result in a fail mark for a module / unit,
depending on the other assessedmponentsin the module / unit. Where a penalty is
imposed but the module / unit is passed, the student will not have the oppdstuo re-
submit the penalised work for a higher mark.

19602 KSNBE FdzZNIKSNJ [ daSyL}ia INB FHEtE26SR Fd Faas
without reference to the academic misconduct of the previous assessment, but will be
subject to normal regulatias relating to reassessment.

PENALTIES FOR ACADEMIC MISCONDUHRBEIISION
19.61 A student who is deemed to have committed academic misconduct may be liable to one or

more of the following penalties:
a. an admonition (informal warning)
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b. areprimand (a formal WA G G Sy & NYyAy3a gKAOK gAff NBYI J
specified period) with potential requirement to amend submitted work

sidzRSyiQa dzJANI RS (2 tK5 Aa RSTSNNBR

transfer to lower degree

thesis to be revised and resubmitted (with or with@&cond oral examination)

suspension from the university for a specified period

de-registration from research programme

permanent exclusion from the university

revocation of university award

T Ta@m™mo a0

COMMUNICATION WITH EXTERNAL FUNDING AGENCIES

19.62 The university will inform an external funding agency, in confidence and at the earliest
opportunity, of allegations of serious academic misconduct where there are reasonable
grounds for the allegation. Exceptionally, external funding agencies may wish totakele
their own investigation into allegations which concern their funded researchers, for
example, where it deems there is reputational risk, or where it is dissatisfied with the
investigation undertaken by the university. Any investigation undertakerarbyexternal
funding agency would normally only be undertaken following consultation between the
agency and appropriate university staff.

{¢, 59bc¢c{Q wLDI ¢ hC !'tt9ol!]

19.63 The student has a right of appeal against the outcome of the formal investigation or the
decision of the Academic Misconduct Panel.

19.64 A student may appeal in writing to the Deputy Principal. The appeal must be submitted
within ten working days of the receipt of the decision and may be made on the following
grounds:

o the penalty was outwith thescope of the academic misconduct policy and procedures

o the penalty imposed was unreasonable

o there was a procedural irregularity in the process undertaken by a member of staff or the
Academic Misconduct Panel

o the decision reached was unreasonable as altesfuactions or omissions by a member
of staff or the Academic Misconduct Panel

o new evidence is now available which might have caused the panel to reach a different
conclusion, but could not have been made available at the time of the hearing.

19.65 The Depw Principal will consider the written appeal together with the documented
proceedings of the panel, and shall notify their decision within fifteen working days of receipt
of the appeal.

19.66 If the Deputy Principal allows the appeal they may review or regbimgenalty imposed.

19.67 The decision of the Deputy Principal will be final in this regard.

19.68 If the student believes that the university has not correctly followed this process, they have

a right of appeal to the Scottish Public Services Ombudsman
(www.scottishombudsman.org.gik
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ACADEMIC MISCONDUWRROCEDURE FLOWCHART (TAUGHT PROVISION)
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A SCOTTISH QUALENHANCEMENARAMEWORK

TheQuality Enhancement Framework (QEF) is the enhancetadrdpproach to quality in Scottish
higher education. Collaboration and partnership are at the heart of this innovative metibd.
Scottishinstitutionshave adopted th&€EFE-whichprovides public colidence in academic standards
and the quality of the student experienae ScotlandThe QEF has five key elements:

o enhancemendled institutional review (ELIR)

0 institution-led review (ILR)

0o Enhancement Themes

0 student engagement

0 public information
Further irformation available at https://www.gaa.ac.uk/scotland/qualityenhancement
framework

Enhancementled institutional review (ELIR)

ELIR isn evidencebased method of peer reviewgoordinated and overseen by QAA Scotland,
whereby all Scottish institutions are reviewed on a fyearly cycle. Itesults in a judgement and a
set of commendations and recommendations relating to the way the institution is securing
academic standards andhproving the student experience.

The university has achieved positive judgements in all ELIR cycles. At its lastZBiLERLE) the

university successfully achieved the followingdgementy (G KIF & (GKS dzyA OSNEA
arrangements for managing academic standards and the student learning experience. These
FNNF y3ISYSyida NS fA]Ste G2 ThisapdsyveifdgéntentdvilichS T F .
means theuniversity has obust arrangements for securing academic standards and for enhancing

the quality of the student experienc&@hedzy A @ S hehit ELIR:Willdake place in academic year
202021.

Scottish Credit and QualificatisFramework(SCQF)

The Scottish Credit and Qlifications Frameworlset out a nationally recognised hierarchy of
gualification levek and describes the generathievement expected of holders of the main
gualification type at each of the levels.

SCQF usdw/o measures the level of a programme arttie number of credit points awarded his
supports understandng and compaison of Scottish qualificationsand the progression routes
between them.SCQF levels are from12, with Levels -12 recognised as higher educatiohll
university programmes, including those awarded by SQA, erplicitly placed within the
framework. Further details can be foundvaivw.scgf.org.uk/

UK Quality Code for Higher Education

TheUKQuality Code is a key referenpeint for UK higher educatioproviders for effective quality
assurance It was developedby QAA on behalf of the UK Standing Committee for Quality
Assessment, in consultation with the higher education sector.

Thecurrent Code(published May 2018% based on three elements:
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1. Expectationswhich clearly and succinctly express the outcomes providers should achieve in
setting and maintaining the standards of their awards, and for managing the quality of their
provision.

2. Practices representing effective ways of working that underpin the daiw of the
expectations, and will deliver positive outcomes for students. These include:

a. Core practiceshat must be demonstrated by all UK higher education providers as part of
assuring their standards and quality

b. Common practiceghat will be applied byproviders in line with their missions, their
regulatory context and the needs of their students. These are practices common to the
underpinning of quality in all UK providers but are not regulatory requirements for
providers in England.

3. Advice and guidancevhich will help established and new providers alike to develop and
maintain effective quality assurance practices.

Advice and guidance
The Adviceand Guidance covers 12 areasstagpport providers to meet the Expectations and Core
and Common practices of the Quality CoBeach areancludes guiding principles, practal advice
and useful resources.
0 Admissions, recruitment and widening access
Assessment
Concerns, complaints and agqls
Course design and development
Enabling student achievement
External expertise
Learning and teaching
Monitoring and evaluation
Partnerships
Research degrees
Student engagement
Work-based learning

O 00O O0OO0OO0OO0O0OO0OOoOOo

Further information about the UK Quality Code for Higher Education can be found at
https://www.gaa.ac.uk/qualitycode

Subject Benchmarks

These are used by external examiners, approval panels and regieaeeoss the UK to make
judgements on national standards. Subject benchmarks define the expectations of the standards
for the award of qualifications at Masters or honours degree level in a particular subject. They
include guidance on the knowledge, kkiand abilities expected of a graduate at that level. See
www.gaa.ac.uKor full details of the subject benchmark statements.
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Expectations for standards

Expectations for quality

The academic standards of courses meet the requirements of the relevant naf

qualifications framework.

The value ofjualifications awarded to students at the point of qualification and over tim

in line with sectofrecognised standards.

Courses are wetlesigned, provide a highuality academic experience for all students and enab

dGdzRSy (G Qa | OK ady@sessed. i

i2 0S8 NBf A

From admission through to completion, all students are provided with the support that they ne

succeed in and benefit from higher education.

Core practices

Common practices

Core practices

Common practices

The provider ensures that threshold
standards for its qualifications are consistent
with the relevant national qualifications
frameworks.

The provider ensures that students who are
awarded qualifications have the opportunity
to achieve standards beyond the threshold
level thatare reasonably comparable with
those achieved in other UK providers.

Where a provider works in partnership with
other organisations, it has in place effective
arrangements to ensure that the standards o
its awards are credible and secure irrespecti
of where or how courses are delivered or wh
delivers them.

The provider uses external expertise,
assessment and classification processes tha
are reliable, fair and transparent.

The provider reviews its core practices f
standards regularly and uses the
outcomes to drive improvement and
enhancement.

The provider has a reliable, fair and inclusive
admissions system.

The provider designs and/or delivers highality
courses.

The provider has sufficient appropriately qualifieg
and skilled staff to deliver aigh-quality academic
experience.

The provider has sufficient and appropriate
facilities, learning resources and student support
services to deliver a highuality academic
experience.

The provider actively engages students, individug
and collectivelyin the quality of their educational
experience.

The provider has fair and transparent procedureg
for handling complaints and appeals which are
accessible to all students.

Where the provider offers research degrees, it
delivers these in appropriate drsupportive
research environments.

Where a provider works in partnership with other
organisations, it has in place effective
arrangements to ensure that the academic
experience is higlguality irrespective of where or
how courses are delivered and wholigers them.

The provider supports all students to achieve

successful academic and professional outcomes

The provider reviews its core practices for
quality regularly and uses the outcomes to
drive improvement and enhancement.

¢ KS LINE @A RS NiBraging qualityp
takes account of external expertise.

The provider engages students individually
and collectively in the development, assuran
and enhancement of the quality of their
educational experience.
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B EXAMINATION GUIDEES

B.1 CONDUCT OF WRITTEN EXAMINATIONS

INTRODUCTION

B.1.1 All academic partners are responsible for operating appropriate examination procedures to
ensure that examinations are conducted fairly and securely at the locations they are
responsible for. The Examination Centre is responsible for the coordination of examinations,
working in conjunction with module leaders and programme leaders.

B.1.2 This guidance sets out procedures to be followed in relation to examinations. While the
guidane does not have regulatory status, it is deemed to be good practice and should be
adhered to as far as possible.

COORDINATION OF EMINATIONS

B.1.3 For each semester:

n\l/Jvrﬁf)l;r Action Responsibility
0 Issue draft examination timetable to Module Examinations
Leaders and Programme Leaders Centre
1
2 Ensure exam papers (main diet and resit) have  Module Leaders
been approved by External Examiner
3 Produce exam attendance registers (data from Module Leaders
UHI Records)
4
5 All finalised exam materials sent to Module Leaders
Examinations Centre (main exam paper,
attendance registers and resit paper)
Issue confirmed examination timetable to staff Examinations
Centre
6 Send alternative venue forms to Examinations Programme Leader
Centre
7
8
9-10 Issue of exam packs to academic partners to Examinations
include attendance registers, exam papers, Centre

marker address labels (where applicable), scrip
books and instructions to Exams Officers,
Invigilators and announcement to candidates

10 Exam timetable, including details of rooms etc f Academic Partners
each exam site to be made available to student
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11
12
13-14 Examination weeks
1517  Marking, internal moderation and mark entry Module Leaders
17+ 1/ T1 Exam Boards meet
17+2

PREPARATION OF EXWNATION PAPERS

B.1.4 Preparation of exam papers may be undertaken well in advance, potentially in the previous
semester, to ensure that sufficient time is allowed for:

the setting of the examination paper amésit paper

the secure typing of the paper

preparation of the front sheet (the rubric)see below

checking of the papers by internal examiners

consultation with the external examiners

revision as appropriate.

O OO0 o oo

RUBRIC OF EXAMINANIBAPERS

B.1.5 The rubric onhe front sheet of each examination paper should include the following details:

. module title in full

. module code

programme(s) using this examination paper (if applicable)

. date of examination

. start and end time of examination

duration ofexamination

L0KS Gells 2F SEIFYS AS w28y Q 2N wOoft2aSRQ o6

L0KS (eSS 2F LI LISNE AS WasSSyQ 2N WdzyaSSyQ

reading timeOF NO MORE THAN FIVE MINUSF©e8Id be permitted at the start of the

exam. You must indicate whether or not the students may make notes durisigirne.

Reading time will begin 5 minutes before the official exam start time eg 0925hrs/1325hrs

j. number of questions to be attempted, including any restrictions on the number that may
be attempted from any one section

k. the allocation of marks between getons

|. details of any equipment and other materials that are permitted for use during the
examination, eg in the case of open book exams, use of calculators is permitted

m.any other instructions to candidates, eg start each question at the top of a new page.

TSTQ P00 oW

B.1.6 Exemplars of examination and assessment front covers can be found on the website at
www.uhi.ac.uk/regulations.

CONDUCT OF EXAMIN®NB

B.1.7 Examinations are conducted in accordance with the instructions for invigilators, candidates
and exams officers outlined in these regulations.
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B.1.8 The confirmed timetable will be published for each diet of examinations at least six weeks
before the start of he diet and should be made available to students at this time.

B.1.9 An examination pack, containing the appropriate examination papers, script books and other
materials as well as a list of candidates eligible to take the examination should be collected
by theinvigilator thirty minutes before the start of the examination.

B.1.10The procedure for the invigilation of examinations is detailed in Appendix B2.

B.1.11The responsibilities of candidates are detailed in Appendix B3 and B4.

B.1.12The procedures for Exams Officers detailed in Appendix B5.

RESPONSIBILITIESM@WDULE LEADERS INRHON TO EXAMINATNGS

B.1.13The module leader has the following responsibilities in relation to examinations:

a.
b.

the design and content of examination papers
ensuring draft examination paperare sent to the relevant external examiner for
comment

. providing Examinations Centre with finalised examination papers and resit papers,

attendance registers and any other materials by Week 5 of each semester

. informing students of exam dates, includingitesxam dates
. ensuring that completed examination scripts are accounted for, are marked and a suitable

sample is retained for quality assurance processes.

B.1.14For each exam, the following information must be sent to the Examination Centre.

a.

b.
C.

d.

Examination papem(ith completed front sheet). All papers must be produced in Arial 12
font

Resit examination paper

Attendance Registers for each location where students are taking the exam (NB this may
not necessarily be the Home Academic Partner)

the names of the first fa where applicable) second markers for each exam.

RESPONSIBILITIESFBOGRAMME LEADERERBELATION TO EXAMIN@NS

B.1.15Programme leaders are responsible for:

a.
b.

checking the draft examination timetable for any potential clashes

providing theExaminations Centre with details of students who have requested to take

their exam(s) at an alternative venue ie outwith the main academic partner or Learning

Centre sites using the Alternative Venue Request Form which includes:

0 student's name and numbeld@ng with a list of exams to be taken

0 name and address of alternative venue

o name and email address (and telephone number if available) of the contact at the
alternative venue

This should be provided as early as possible, and at least 8 weeks before eéhaf tad

first exam.
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RESPONSIBILITIESTBIE EXAMINATIONS JR&

B.1.16 The Examinations Centre will:

o

o)
o)
o)

recommend policies and procedures to ensure the integrity of examinations

support and guide academic partners in making examination arrangements

publish theexaminations timetable for each examination diet

receive examination papers and cover sheets (includingitrgpapers), attendance

registers and other required materials by Week 4 of each semester

copy the required number of examination papers, and othextenials where required,

and distribute these to all examination sites as advised by module leaders, for secure

storage

distribute invigilator instructions and administrative requirements, including directions

for copying and/or posting of scripts to marksésecond markers as advised by module

leaders, to examination sites approximately 3 weeks before the examination diet is due

to begin

for each examination being held at each examination site, the Examinations Centre will

provide:

0 attendance registers, sliang the names and student numbers of candidates

the correct number of question papers

sufficient answer books, additional paper and other materials

Fy AY@AIAL L G2NRA NBLRNI F2NY

copies of the Instructions for Invigilators

copies of theAnnouncement to Candidates

copies of the Instructions for Candidates

a set of set of envelopes and/or address labels for forwarding the examination scripts

to markers

0 an addressed envelope (1 per day) for the return of completed attendance register(s)
and Invigilator report form(s) to the Examinations Centre, immediately after each
examination.

provide and promote an exams advice centre/help desk service, via phone and email to

all members of staff

provide exam related statistics/information as requestedrtcularly for the purposes of

compliance monitoring

where necessary, the Examinations Centre staff will refer queries to the Academic

Registrar.

O O 0O OO0 O0o0Oo

RESPONSIBILITIESADFEXAMS OFFICER

B.1.17Whether or not allocated to a particular member of staff, telowing duties need to be
carried out:

a.

b.

ensuring that students are informed of the examination arrangements in each semester,
and the resit diet

ensuring the security of all examination papers, on receipt of exam packs from the
Examinations Centre, prioo the examination being held

ensuring the provision of written instructions to invigilators and to candidates

. ensuring that examination rooms have adequately spaced seating, that any unauthorised

material likely to be of assistance to candidates is remdpa®d that a clock is provided
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e. ensuring that they, or other administrative staff, are available to be contacted at all times
during the main diets of examinations and that the invigilator is aware of who to contact
and a means of summoning assistancedfuired

f.Syadz2NAy3 GKIFIG Fy AYy@AIALLFG2NDa NBLR2NL Aa
examination

g. ensuring that all examination materials, including completed and unused answer books,
have been returned by the invigilator, for storage and disttion to markers. Where
completed answer books are collected by the marker directly from the examination room,
the relevant section of the attendance register should also be completed and signed by
the marker

h. that exam packs from the Examinations Cerdrel completed scripts are dealt with in
accordance with the instructions for Exams Officers.

B.1.18The instructions for Exams Officers are detailed in Appendix B.5.
DIGITAL AND ELECTRONIC DEVICES

B.1.19During the exam, candidates must not have access tademice which can store or access
data or any other file formats including music (unless these are used by students who have
additional support needs and approval has been sought and permission given for their use).
The list includes, although is not limdt to:

0 Mobile phones

o Calculators (other than those specifically permitted)

o MP3/4 players

o Devices which can store or access data, or any other file formats including tablets or
similar devices

Personal electronic aids

o Smart watches

o Calculators (other tharhibse specifically permitted as mentioned on the rubric).

(@)

PERMITTED/PROHIBITED ITEMS AND MATERIALS

Permitted items and materials
B.1.20During the exam, candidates must only retain permitted items on their desks. These items

are:

o Pens and pencils and other appriate exam stationery

o Dictionary (if permission has been given for the candidate to use one)

o Additional pages of notes and/or books, articles etc if noted on the exam paper cover
sheet that these are allowed

o Bottle of water (or other drink which can lkept in a bottle with a lid)

o Small packet of sweets eg mints, providing they do not cause a disturbance when being
taken (eg paper rustling)

0 Medication (approval should have been given in advance)

o Defined additional support need (eg batteries for hearirdga

Prohibited items and materials

B.1.21Candidates must not retain on their desks and/or have access to the following prohibited
items during the exam:
o Pencil cases
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o Calculator cases

0 Books, notes or any other papers unless specifically permitted (see above)
o Food

o Drinks which are not contained in a bottle with a lid.

EXAMINATION CLASHES

B.1.22PLs should check, as far as possible, for any clash of exams when the examination timetables
are being drafted. This is particularly important if existing exams are being moved and/or
new exams are being added.

B.1.23Clashes identified at this stage can be dealt with bgaleeduling one of the exams with the
agreement of the responsible PL(s) and ML(s) where necessary. Care should be taken to
ensure that further clashes are not created by moving the exam.

B.1.24The Exanmations Centre must then be notified of the revised arrangements.

B.1.25Very rarely a clash may not be identified until after the confirmed timetable has been
issued/published. These clashes are mainly, although not exclusively, picked up by the
student(s) tlremselves (which is why it is very important for the timetable to be circulated as
early as possible). The Examinations Centre must be notified as soon as possible in order to
resolve this.

B.1.26At this stage the action taken will depend on the number ofdenis affected however
generally and as far as possible, examinations will not be moved in order to alleviate a clash
once the final timetable has been published (although there are exceptions to this). (Please
note that all clashes must be dealt withrdugh the Examinations Centre. The decision on
K2g 02 NBaz2t @S GKS aAddz GAz2y Ydzad y24Ga oS Y

Resolving an exam clash where only a few students are affected

B.1.270nce notified of the clash the Examinations Centre will contact the PLs/MLs redpdosib
the Modules concerned. Generally the student will be permitted to sit one of the exams
during the morning session and one during the afternoon session, providing both the MLs
and PLs agree.

B.1.28Under these circumstances, in order to ensure the intggof both exams the candidate
mustbe supervisedt all timesfrom the time the morning exam ends (or the student leaves
the exam room) to the time the afternoon exam begins (or the student is delivered to the
exam room).

B.1.29The responsibility for arraging supervision of the candidate lies with the Exams Officer (or
equivalent) at the Centre where the candidate is sitting their exam. These arrangements can
be made in line with local operational requirements providing the supervision period is
unbroken

B.1.30During the supervision period exam conditions still apply therefore the candidate is not

permitted to use their phone (unless previously arranged and approved or there is an
emergency); is not permitted to accessmail etc; and may not interact witbther students
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unless the student(s) is in the same position as themselves, in which case they can be
supervised together.

Resolving an exam clash where several students are affected:

B.1.31This happens very rarely and in these instances the most effective way to resolve the
problem may be to reschedule one of the examinations ideally to another date and/or time
during the exam diet, avoiding further clashes.

B.1.32The Examinations Centre wibrttact the responsible PLs and MLs to discuss a resolution,
and where this course of action has been agreed, determine which of the exams should be

moved.

B.1.33In this situation it iwital that all students affected by the change of date/time of the affecte
exam are notified by the ML/PL.

B.1.34The Examinations Centre will also arrange for the published timetable to be updated as soon
as possible.

ALTERNATIVE EXAM VENUES

B.1.35Students are required to be available for every diet of examinations (includisigerams)
unless there are exceptional circumstances. It is expected that they will sit their exams at
either an academic partner or a Learning Centre. It is recognised however that in some cases
this may not be possible eg if the student is based in armatbentry, the student has work
commitments elsewhere etc and under these circumstances it may be possible for the
student to sit their exam at an alternative approved venue (please note that a Q & A sheet
to assist with this process is available for bsthff and students from the Examinations

Centre).

B.1.36to the use of an alternative exam venue being agreed, the student should approach the
Programme Leader in order to seek approval to sit their exams outwith the university. (In
cases where the student hasquested to take their exams overseas they must also seek
permission from the relevant Dean to not only sit their exams but to study abroad (unless
the Programme has been validated for overseas delivery).

B.1.37The responsibility for locating a suitable venand establishing whether or not they would
be willing to host their exam(s) liegith the student. It isnot the responsibility of the
a0dzZRSyidQa 1 2YS ' OFRSYAO tINIYySNE GKS t NB AN
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responsibility to ensure that the alternative venue form is completed by the chosen venue
and returned to the Examinations Centre.

B.1.38It would be strongly preferable if the venue selected was another educational establishment
(a school, college or university or associated learning centre) or, failing that, a local authority
run learning centre. Any venue which is subject to HMle or @g@oval (or overseas
equivalent) and where staff are familiar with running exams and all this entails means that
the university can be assured fairly easily that invigilation and security will be taken seriously.
If this is not possible then the chosemue must have, as a minimum, a facility to hold exam
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papers securely and also provide a suitable, quiet space for the exam. The Venue must also
have current public liability insurance.

B.1.39Venues which wilhot be approved to host exams are, for exampleiyvate residences,
commercial premises (unless they have a dedicated educational centre which is approved by
one of the major examination bodies), libraries.
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otherwise agreed by the programme leader or enrolling academic partner). Neither the
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exam fees to an alternative exam venue.

B.1.41The student must complete an Alternative ExaranWe Authorisation Form which is
available from their Home Academic Partner (or the student can contact the Examinations
Centre directly for a copy. The form must be signed by the person who will be responsible
for overseeing the administration of the axa at their chosen venue otherwise the
arrangements will not be approved.

B.1.42The completed form should be returned to the Examinations Centre as early as possible and
no later than 8 weeks before the exam diét due to start. This is to allow sufficienng
for the Examinations Centre to check the suitability of and approve the use of the chosen
venue. Once approval has been given the Examinations Centre will ensure that all the
necessary papers reach the venue in plenty of time for the first exam amdmake
arrangements for the return of the completed exam scripts.

RETENTION AND DISPOSAL OF EXAM SCRIPTS

B.1.43All assessment materials for degree programmes should be held securely where they will
remain in good condition in accordance with they A S NR A 1& Qa NBO2NRA
and retention schedule. After that time, the scripts and other work should be disposed of in
a manner which ensures confidentiality. A sample of student work must be retained for the
purposes of subject review (seecien 4.1112).

B.2 INSTRUCTIONS TOV/IGILATORS OF EXAKMTIONS
GENERAL

B.2.1 Invigilators are responsible for the proper conduct of examinations in accordance with the
instructions given below.

B.2.2 For each examination room containing up to thirty candidates imvigilator will be required
with a further invigilator for each additional 30 candidates thereafter (preferably a mix of
male and female).

B.2.3 In all instances, examination rooms must have a telephone (outgoing calls only) or other

suitable method otommunication, and at least one additional member of staff should be
available at all times should they be required to assist in any way.
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CONDUCT OF INVIGILATOBENERAL

B.2.4 Invigilators should be firm but fair and you are expected to maintain a profesisitistance
between yourself and the candidates.

B.2.5 Invigilators must behave in an appropriate manner at all times and treat everyone with
dignity and respect. Remember that someone else might misinterpret your actions, no
matter how well intended.

B.2.6 Invigiators must treat people equally and show no favouritism.

B.2.7 Invigilators must not engage candidates in personal discussions, particularly where they are
in a oneto-one situation. Invigilators must ensure that anything you say cannot be
misinterpreted by he candidate(s), colleagues or by centre staff, and in particular avoid
statements which may be construed as aggressive, hostile and/or impatient.

B.2.8 Invigilators are responsible for maintaining security over all paperwork from the time it is
collected fromthe Exams Officer until the time it is returned to them.

B.2.9 Invigilators are expected to maintain the highest levels of discretion in dealing with
confidential information. Invigilators must not divulge any confidential information to any
third party. Thisnformation must be kept secure at all times and must not be placed in such
a way as may give rise to inadvertent disclosure

B.2.10Invigilators must not make comments that are disparaging of the university and/or their
academic partner or that could caustamage to the university and/or their academic
LI NIy SNRa NB LIzl GA2y ®

PREPARATION BEFORE EXAMINATIONS BEGIN

B.2.11Invigilators are responsible for collecting the exam pack from the Exams Officer or
designated member of staff at least 30 minutes before thetsththe exam. They should
ensure that they are given some spare black and blue pens.

B.2.12All Invigilators should be present in the exam room at least 20 minutes before the exam is
due to start.

B.2.13Invigilators should record the title and start & finish timafseach examination on a board
which is visible to all candidates.

B.2.14The answer books, question papers, scrap paper and any other required material, which will
all be contained in the exam pack, should be laid out on each desk before candidates are
allowedto enter the room. Question papers should be laid out face downwards.

B.2.15Even if they have been advised by the Exams Officer, Invigilators should still read the rubric
of each exam paper to check for any specific instructions pertaining to the exam(s) and i
particular whether candidates are permitted to bring additional materials for use during the
exam, eg books, notes etc. If a candidate insists that they are permitted to use notes during
the examination, but this has not been recorded on the exam papeersheet, Invigilators
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must contact the Exams Officer immediately. They must not make the decision to allow
students to use additional materials during the exam unless it is recorded on the exam paper
cover sheet.

ADMISSION TO THE EXAM ROOM

B.2.16 Candidateshould normally be admitted to the exam room-16 minutes before the start
of the examination, or whenever preparations are complete.

B.2.17Invigilators must ensure that candidates sign the attendance register on admission to the
exam room, otherwise they maye marked as absent from the exam. If a student arrives
late they must sign the register even if this has to be done as they leave.

B.2.18If any candidates require additional time it is advisable (where possible) to seat them furthest
from the exit and the font of the room to ensure the minimum disruption when the
scheduled exam time has ended.

/1 b5L51¢9{Q toOw{hb![ th{{9{{Lhb{ 'b5 ah.L[9

B.2.19After they have signed the Attendance Register direct candidates to leave all personal
possessions (bags et either the front or the back of the exam room prior to the start of
the exam as appropriate (taking into account Health & Safety requirements).

B.2.20Invigilators must ask candidates to ensure that they have switched off their mobile phones.
These mustbeS Tl 2y GKS LYy@AIAfI 12NNRaA RSal dzyiAaAf
leave their mobile phones in their bags. Where a candidate may need to be contacted in an
emergency he or she will have made arrangements with the Exams Officer, and the
Invigiktor will be informed of this possibility.

B.2.211f an emergency call is received the Exams Officer will collect the candidate and accompany
them at all times during their absence from the Exam Room. If applicable the candidate may
then be permitted to retun to the room and complete the exam, however, no extra time
will be given unless this has been agreed by the ML/PL.

B.2.22Under no circumstances are candidates permitted to retain their mobile phones.
PERMITTED/PROHIBITED ITEMS AND MATERIALS

Permitted items and materials
B.2.23During the exam, candidates must only retain permitted items on their desks. These items

are:

o Pens and pencils and other appropriate exam stationery

o Dictionary (if permission has been given for the candidate to use one)

o Additional pages of rtes and/or books, articles etc if noted on the exam paper cover
sheet that these are allowed

o Bottle of water (or other drink which can be kept in a bottle with a lid)

o Small packet of sweets eg mints, providing they do not cause a disturbance when being
taken (eg paper rustling)

0 Medication (approval should have been given in advance)
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o Defined additional support need (eg batteries for hearing aids).

Prohibited items and materials

B.2.24Candidates must not retain on their desks and/or have access téottmaving prohibited
items during the exam:

Pencil cases

Calculator cases

Books, notes or any other papers unless specifically permitted (see above)

Food

Drinks which are not contained in a bottle with a lid.

(@)

o)
o)
o)
o)

INSTRUCTIONS TO CANDIDATES PRIOR $OARTEOF THE EXAM

B.2.25Invigilators should always read out the Announcement to Candidates along with any special
or specific instructions, prior to the start of each exam. Invigilators must emphasise to the
candidates that they are not permitted to leave tlkgam room during either the first 30
minutes or the last 15 minutes of the exam.

B.2.261t is advisable to remind Candidates again at this stage that they must ensure that all mobile
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B.2.27If any candidates require extra time, Invigilators should also ask students to leave the room
as quietly as possible in order to cause the minimum disruption to those remaining.

B.2.28Exam conditions operate from the start of reading time which is additionaléddtal time
for the examination. Candidates MUST NOT commence writing in the answer books (or
question paper if applicable) during reading time unless if it is specifically mentioned on the
front page of the question paper that they are permitted to makagh notes.

LATE ADMISSION OF CANDIDATES

B.2.29A candidate who arrives late for an exam should be admitted without question during the
first 30 minutes. They are not required to seek permission from the Exams Officer.

B.2.30Admission after the first 30 minutesay only be permitted with the prior permission of the
Exams Officer or another member of the exams office. This will only happen if there are
exceptional circumstances.

B.2.31Invigilators should refuse requests from other members of staff to allow a catedetdry
to the exam room after the first 30 minutes unless they are satisfied that the Exams Officer
has given their approval.

B.2.32Extra time will not normally be allowed to a candidate who arrives late for an exam session,
unless there are exceptional cirtistances. The Exams Officer or another member of the
exams office will decide whether or not the reasons for the candidate arriving late are
acceptable and they will advise you accordingly. However, if the candidate arrives during
the first 30 minutes ad they have not spoken to the Exams Officer first, the Invigilator should
contact the Exams Officer immediately if they think that the Candidate may be entitled to
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late arrival. The Invigilator must not make this decision.

CANDIDATES UNDER SUPERVISION

B.2.33Very rarely a candidate may have a clash of exams. Under these circumstances the usual
course of action is to permit the candidate to sit both exams on the samddatake one
at the normal time and the other in either the morning or afternoon as required.

B.2.34The candidate must then be supervised at all times between the first exam ending and the
second exam beginning. This means that they will be required to reimaite exam room
until the time the exam is scheduled to end. The Exams Officer will have made arrangements
F2N) a2YS2yS (G2 602tftS0O0GQ GKS OFYRARIFGS FNP
circumstances should the Invigilator permit the candedato leave the room until the
nominated member of staff arrives. The candidate will be aware of this. The Exams Officer
will advise the Invigilator of the specific arrangements on the day of the exam.

CONDUCT OF INVIGILATQRSRING AN EXAM

B.2.35Invigilators should be alert and unobtrusive at all times. Private reading, working on lap tops
or any other activity which may prevent your full attention being given to the candidates is
not permitted.

B.2.361In instances where the room is small and it wonttt be possible to move around without
disturbing the candidates Invigilators must ensure that they have a good, unobstructed view
of all areas of the room.

B.2.37Where the size of the exam room permits Invigilators may move around discreetly but should
avoid s¢anding behind a particular candidate for long periods as this can bauttihg.

B.2.38If an Invigilator is required to conduct essential conversation whilst an exam is in progress
this must be done as quietly as possible. If a candidate wishes to leaggaheroom early
(providing it does not fall within the first 30 minutes), the Invigilator must not query their
decision or engage in any other conversation, apart from providing necessary instruction.

B.2.39The Invigilator is not permitted to leave the exam moaunless replaced by another
Invigilator, Exams Officer or nominated member of centre Staff.

B.2.40Invigilators should inform the candidates when there is 30 minutes of the exam remaining
and again 15 minutes before the exam is due to end.

EXTERNAL NOISE
B.2.410ccasionally noise from external sources may disrupt the candidates during the exam.
Invigilators may be able to deal with this themselves however, if they are unsure they should

contact the Exams Officer for advice.

B.2.42If the disruption is caused by somatly which can be easily resolved eg people standing
outside the exam room talking, someone working nearby with a radio on etc, the Invigilator
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should politely request that they move away/turn off the source of the noise as there is an
exam in progress.

B.2.43If, for whatever reason, the Invigilator is unable to resolve this issue and the disruption
continues for longer than a few minutes, (eg grass cutting etc), contact the Exams Officer
and advise them that the candidates are being disturbed and ask if thareyitking which
can be done to resolve it. Under these circumstances the Invigilator should give
consideration to adding time on at the end of the exam to compensate the students.

B.2.44In all cases Invigilators should record onthg’ @A IA € | 12 NRa wSLI2 NI C2 N
of the disruption and the action taken.

CANDIDATE MISCONDUCT

B.2.45If the Invigilator suspects a candidate of cheating or other misconduct (or this is brought to
your attention by another candidate), proceedfaiows:
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(which should then be secured to the book you have removed)

b. provide the candidate with a new answer book and instruct them to continue. However,
if the candidate efuses to submit the unauthorised materials (where applicable) or
persists with their previous behaviour they should be expelled from the exam room. (The
Exams Officer should be contacted if assistance is required.)

c. record, in the answer book you confised, the time it was removed and the reason why,
making a note that a new answer book was issued to the candidate from the time the
incident occurred.

B.2.461f a candidate is causing a disturbance and/or is disrespectful to other candidates and/or
anyone elsevho has permission to be in the exam room, the Invigilator must advise them
that they will be removed from the exam room if they continue to be disruptive. They should
also be advised that if this happens they will not be permitted teméer. If necessy the
Invigilator should contact the Exams Officer for advice/support.
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the misconduct/disruption and the Invigilator must notify the Exams Officer of theantid
immediately after the exam has ended.

EVACUATION AND ILLNESS DURING AN EXAM

B.2.48If an exam room has to be evacuated for any reason (such as a fire alarm), the Invigilator
should instruct candidates to leave all exam papers and materials on their desksceed
to the nearest exit. They should also advise them that they are not permitted to talk to each
other.

B.2.49The Invigilator should be the last person to leave the room and must ensure that the

candidates are supervised at all times as far as pos&ieéing in mind their safety and the
safety of the candidates.
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B.2.500n readmittance to the exam room, the Invigilator should advise the candidates at what
time they intend to restart the exam and should also inform them of the remaining duration.
Theexam should then proceed as normal.

B.2.51If a candidate becomes ill during an examination, the Invigilator should take any action
necessary and contact the Exams Officer as soon as possible.

B.2.521If any other issues arise the Invigilator should seek guidance thieriexams Officer if they
are unsure how to proceed
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including the duration of the disruption (if any) and the action taken.

END OF THE EXAMINATION
B.2.54The Invgilator should stop the examination punctually.

B.2.55The Invigilator should remind candidates that their student number must be recorded on the
front of their answer book and to secure any additional materials to their book.

B.2.56 Candidates should follow the insctions issued by the Invigilator at the start of the exam
regarding returning their answer books and any other relevant materials.

B.2.57Candidates are permitted to take the exam paper with them when they leave the exam room
unlessspecifically statedbtherwise on the exam paper rubric and/or if they leave within the
first 30 minutes of the start of the exam (or the first hour if the examination starts early).

B.2.58Please note however that candidates aret permitted to remove the HN Graded Unit or
BSc Oral Heddtexam papers from the exam room under any circumstances

B.2.591f any candidates within the group are entitled to extra time, the Invigilator may use their
discretion, and allocate an additional few minutes to their time to compensate for any
disruption causedt the end of normal exam time.

B.2.60The Invigilator should count the number of answer books collected and compare this to the
l'GGSYRIFYyOS wS3airadSN® ¢KSe aKz2dzZ R O2YLJ) S
return all completed scripts, Registers anldogher materials to the Exams Officer at the end
of the exam.

B.2.610ccasionally the marker may collect the scripts directly from the exam room. The Invigilator
will be informed by the Exams Officer if this is to happen and must ensure that the marker
completes and signs the relevant section of the Attendance Register which must then be
returned to the Exam Officer.
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INSTRUCTIONS TANDIDATES FOR EXIWMTIONS

GENERAL INFORMATION

B.3.1

B.3.2

B.3.3

B.3.4

B.3.5

B.3.6

B.3.7

B.3.8

B.3.9

Candidates must notify their registered college of any changewhanent address/contact
details to as early as possible. This is essential to ensure examination information is sent to
the correct person.

Candidates must ensure that they are aware of the published examinations timetable for all
diets including resit examinations, and the requirement to attend.

Candidates must check the published exam timetable and notify the Programme or Module
Leader of any clashes as early as possibleahfehst 6 weekdefore the exams begin

Candidates who are unable to attend an examination because of illness or otlsenreaust

inform their studies adviser as soon as possible. If a candidate becomes ill on the day of the
exam it would be helpful if they contacted the Examinations Centre who will advise the
NEf S@Fyd LIS2LS 2F (GKS OF y RA subniit iMitigating a Sy O
Circumstances form along with a medical certificate and/or other documentary evidence to
their studies adviser within 2 weeks of the exam taking place.

Candidates must attend for an examination no later than fifteen minutes before the
published start time, or as otherwise advised.

All mobile phones must be switched off and handed to the Invigilator until the end of the
examination.

Candidates who need to be contacted in an emergency should arrange to either leave their
mobile phore with the Exams Officer or ask the Exams Officer for an emergency contact
number at the centre where the exams are being taken. Under no circumstances are
candidates permitted to retain their mobile phone.

If an emergency call is received for a candédiie Exams Officer will collect them to enable
them to receive the message. If the candidate intends to return to the exam room to
complete the examination they will be accompanied whilst making the call. Note that no
extra time will be given.

Candidaés must sign the attendance register on admission to the exam room. Failure to
sign may result in a candidate being marked as absent from the exam.

B.3.10Candidates who require provision of special examination arrangements must inform their

programme leader asoon as possible and normally not later than eight weeks before the
first examination.

B.3.11If additional time has been allocated to a candidate, as agreed in their support plan, they

should make themselves known to the invigilator who will try to malee they are seated
in an area which is likely to cause the candidate the minimum disruption.
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B.3.12Candidates should refer to the Academic Standards and Quality Regulations in relation to
assessment, and any programgapecific regulations.

EXAM CLASHES

B.3.13If acandidate has a clash of exams once the final version of the timetable has been issued,
they must notify their MLs and/or Exams Officer/and/or the Examinations Centre as soon as
possible. Generally at this stage neither exam will be moved (unless dieatfacts a large
number of students) therefore candidates will normally be permitted to sit both exams on
the same day; one in the morning and one in the afternoon.

B.3.14The Examinations Centre will contact the candidate to confirm arrangements. (Rase
that all clashes must be dealt with through the Examinations Centre. The decision on how
to resolve the situation, including permitting a student to sit both exams in the same day,
must not be made locally.)

B.3.15Where it has been agreed that the candidaan take both exams on the same day, where
possible or practical, in order to ensure the integrity of both exams the candidate MUST be
supervised AT ALL TIMES from the time the morning exam ends (or the candidate leaves the
exam room) to the time the &rnoon exam begins (or the candidate is delivered to the
exam room).

B.3.16 The Exams Officer (or equivalent) at the Centre where the candidate is sitting their exam will
inform them of the arrangements which can be made in line with local operational
requirements providing the supervision period is unbroken.

B.3.17During the supervision period exam conditions still apply therefore the candidate is not
permitted to use their phone (unless previously arranged and approved or there is an
emergency) is ngtermitted to access-enail etc and may not interact with other candidates,
unless the candidate(s) is in the same position as themselves, in which case they can be
supervised together.

LATE ADMISSION OF CANDIDATES TO THE EXAM ROOM

B.3.18If a candidate knows tt they will arrive late for an examination, where possible they should
contact the Exams Officer as soon as they can to advise them of the situation and give them
an approximate time given for their arrival as well as the reason why they will be late.

B.3.191f a candidate arrives late they will be admitted without question during the first 30 minutes
of the examination. Extra time will not normally be added unless there are mitigating
circumstances which are accepted by the Exams Officer. If the candidatetssoken to
the Exams Officer but feels that their late arrival is due to exceptional circumstances, they
should inform the Invigilator immediately. The Invigilator will consult the Exams Officer
regarding whether or not extra time will be added.

B.3.20Canddates who arrive after the first 30 minutes will only be permitted to enter the exam
room with the prior permission of the Exams Officer or other nominated member of staff,
and only if there are exceptional circumstances. Candidates must speak to the ©karar
as soon as they arrive.
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CONDUCT IN THE EXAMINATION ROOM

B.3.21Candidates must place all belongings either at the front or the back of the room as directed
by the invigilator.

B.3.22Candidates may only retain permitted materials on their desks during each examination as

follows:

o Pens and pencils and othappropriate exam stationery

o Dictionary (if permission has been given for the candidate to use one)

o Additional pages of notes and/or books, articles etc if noted on the exam paper cover
sheet that these are allowed

o Bottle of water (or other drink which care kept in a bottle with a lid)

o Small packet of sweets eg mints, providing they do not cause a disturbance when being
taken (eg paper rustling)

o Medication (approval should have been given in advance)

o Defined additional support need (eg batteries for hegraids).

B.3.23Candidates must not retain must not retain on their desks and/or have access to the
following prohibited items during the exam:
o Pencil cases

o Calculator cases

0 Books, notes or any other papers unless specifically permitted (see above)

o Food

o Drinks vhich are not contained in a bottle with a lid.

B.3.24Candidates are advised that they should complete the front cover(s) of the examination
answer book(s) before the start of the examination.

B.3.25Candidates must ensure that they have been issued with the cormgestopn paper and
attachments (where applicable), and note the duration of the examination.

B.3.260nce the examination has started, communication or any other irregular practice between
candidates is strictly not permitted. The Invigilator has the authority to remove from the
room anyone suspected of causing a disruption during the exam. If thisshagpey will
not be permitted to reenter. For the avoidance of doubt the examination begins at the start
of the reading time.

B.3.27For the duration of reading time (this will be five minutes) candidates should not commence
writing in the answer books, buhay be permitted to write on the question paper (unless
required to answer on the question paper) or on scrap paper. The invigilator will instruct
candidates when to commence writing in the answer books.

B.3.28If a candidate wishes to attract the attention dfie invigilator at any time during the
examination they should do so by raising their hand.

B.3.29Candidates are not permitted to leave the examination room during the first thirty minutes
or the last 15 minutes of the examination, other than for personal reasons. Any candidate
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wishing to leave the examination room temporarily must be accompaniechbyEixams
Officer or other nominated member of staff.

B.3.30If a candidate becomes ill during an examination they must inform an invigilator.

B.3.31Candidates will be reminded of the time thirty minutes and 15 minutes before the end of the
examination.

END OF THEXAMINATION

B.3.32Candidates must follow the instructions given by the invigilator at the start of the exam
regarding collection of exam books. Care should be taken to ensure that each candidate
returns all relevant materials.

B.3.33All answer books and other relavamaterial to be submitted should be clearly marked with
GKS OFYRARIGSQEA yIFYS YR aidzRSy G ydzyo SN
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submitted to the invigilator.

B.4 ANNOUNCEMENT TCANDIDATES BERORHE START OF EXAMITIONS

B.4.1 The following announcement should be made to candidates before the start of the
examination.

B.4.2 Only authorised materials as indicated on the exam paper rubric and/or outlined in the
Instructions for Candidates should betained on your desk during the examination. All
other materials and all other belongings should be placed at the front/back of the room as
directed by the Invigilator.

B.4.3 Please complete the front cover of the answer book before the start of the examimati
including student ID number.

B.4.4 Please check that you have been given the correct question paper and that you have received
any additional materials that you require.

B.4.5 Please note the duration of the examination and read all the instructions on the iquest
paper carefully.

B.4.6 Any gueries regarding the question paper should be raised during reading time (ie the first
five minutes). The answer to any query will be announced to all candidates taking the
examination.

B.4.7 You must not record any answers on theegtion paper unless you have been specifically
asked to do so.

B.4.8 You must record all answers in black or blue pen. Do not use a pencil.
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B.4.9 Please do not leave the examination room during the first thirty minutes or the last 15
minutes of the examination, o#tr than for personal reasons. If you require to leave the
NRE2Y GSYLERNINREfE LI SIFAS NIAasS @2dzNJ KFyR G2
arrange for a member of staff to accompany you.

B.4.10You will be informed when there are 30 minuteglod examination remaining and informed
again 15 minutes before the examination is due to end.

B.4.110nce the examination has been completed, you must follow the instruction given by the
invigilator at the start of the exam to either remain in your seat untis\@er books are
collected or to leave books on desks.

B.4.12Where there are any students who have been allocated extra time, please leave the room at
the end of the examination quickly and quietly to ensure the minimum disruption to the
remaining student(s).

B.4.13You may take your copy of the question paper with you when you leave the examination
unless this is within the first 30 minutes of the start of the exam, or it states on the rubric
that you are not permitted to do so. Undeo circumstancesnust you remoe the exam
paper for anyBSc Oral Healtexam.

B.5 INSTRUCTIONS FERAMS OFFICERS
RECEIPT OF EXAMINATION PACK FROM EXAMINATION CENTRE

B.5.1 Approximately 3 weeks before the first exam is due to take place the Examinations Centre
will send you an exarpack for each exam your centre is hosting. Each pack will contain
some or all of the following items:

a. exam Pack Checklist which summarises the contents of the pack

b. a record of Exam Papers and Registers enclosed

c.lhy FOGGSyRIyOS NB 3 Aok tors Kok dagh Bxarn yod kedtie s hasthdD a

d. a supply of Exam Papers for each exam your centre is hosting (based on the number of
candidates recorded on each Attendance Register)

e. answer booklets, additional paper and any other materials required for ¥aens which
are to be provided by the Examinations Centre (if your centre is expected to provide the
additional materials this will be noted on the checkilist)

f.O2LIASE 2F GKS WLyauNHzOUGA2YA F2NILYGAIALIQ

g.O2LIASa 2F GUKS Wl yy22dzyOSYSyid (2 /FyRARIGSaA

h.copiesofi KS WLy adNHzOGA2ya F2NJ /FyRARIFIFGSaAaQ F2N
you have previously requested this in a different format and/or have already received
these)

i. a set of envelopes and/or address labels for forwarding the examination sdapts
markers

j. envelopes (1 per week) for the return of completed attendance registers and Invigilators
Report Forms to the Examinations Centre.

B.5.2 As soon as it arrives you should check the contents of the pack carefully to ensure that you
have received all dhe materials that you require for the examination diet.
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B.5.3 If anything is missing, please contact the Examinations Centre immediately
examinations.centre.moray@.uhi.ac.uk

B.5.4 Once you havehecked the contents of the exam pack you must ensure that the examination
papers and associated materials are stored securely until the day of the examination.

PREPARATION FOR THE EXAM DIET

B.5.5 You should ensure that a copy of the InstructionsGandidates has been issued to all
students sitting at your Centre in advance of the exam.

B.5.6 For each exam room containing up to 30 candidates you must provide one invigilator. Exam
rooms with 3060 candidates should have two invigilators with one furtiesgilator being
appointed for each additional 30 candidates thereafter.

B.5.7 To ensure consistency and accountability all appointed invigilators must be under contract
to your centre. It is important to ensure thd¢cturers DO NOTnvigilate however, in
exeptional cases eg where only a small pool of invigilators is available, lecturers may act as
Invigilators providing they have no involvement with the Module, and if possible, the
Programme(s) it relates to.

B.5.8 You must provide the Invigilator with a suitabteethod of communication in case of
emergencies during the exam. This could include access to a telephone in the examination
room (outgoing calls only), a radio or mobile phone etc. A member of staff must be available
at all times should assistance bejtared in any way.

B.5.9 As part of their instructions, candidates have been told they must switch off their mobile
LIK2yS&a FyR t£SI@S GKSY 2y (GKS LY@AIAL L G2 ND:
exceptionally, the candidate needs to be contacted ineamergency, they should either
arrange to leave their mobile phone with you or they should ask you for an emergency
contact number. Under no circumstances are candidates permitted to retain their mobile
phones on their desks.

B.5.10If you receive an emergenaall, providing the candidate is kept under supervision while
taking the call, they may return to the Exam Room to complete the examination (if
requested), however, note that no extra time will be given.

DEALING WITH EXAM CLASHES

B.5.11If a clash of exams idantified once the final version of the timetable has been issued, the
Examinations Centre must be notified as soon as possible. Generally at this stage neither
exam will be moved (unless it involves a large number of students) therefore the affected
students will normally be permitted to sit both exams on the same glage in the morning
and one in the afternoon.

B.5.12The Examinations Centre will contact you to confirm the arrangements. (Please note that all
clashes must be dealt with through tlexaminations Centre. The decision on how to resolve
the situation, including permitting a student to sit both exams in the same day, must not be
made locally.)
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B.5.13Where it has been agreed that the student can take both exams on the same day, where
possibleor practical, in order to ensure the integrity of both exams the candidate MUST be
supervised AT ALL TIMES from the time the morning exam ends (or the student leaves the
exam room) to the time the afternoon exam begins (or the student is delivered toxhm e
room).

B.5.14You should advise the Invigilator on the day of the exam of the arrangements in place, and
in particular that the candidate is not permitted to leave the exam room until the nominated
YSYOSNI 2F &G FF KI & | NNAtES Rvhithhouldkbé at heendy N2
of the scheduled exam time).

B.5.15The responsibility for arranging supervision of the candidate lies with the Exams Officer (or
equivalent) at the Centre where the candidate is sitting their exam. These arrangements can
be made in line with local operational requirements providing the supervision period is
unbroken.

B.5.16During the supervision period exam conditions still apply therefore the candidate is not
permitted to use their phone (unless previously arranged and apprawethere is an
emergency) is not permitted to accessrail etc and may not interact with other students,
unless the student(s) is in the same position as themselves, in which case they can be
supervised together.

B.5.170n the very rare occasion a clash of esaaifects a large number of students it is possible
that one of the exams may be moved. If this happens the Examinations Centre will notify all
affected academic partners/host Centres and will issue a revised timetable.

On the day of the exam

B.5.18Invigilatoi(s) have been asked to collect the pack for each exam they are overseeing from
you ¢ at least 30 minutes before the start of the exam. You are also asked to provide them
with some spare blue and black pens.

B.5.19Check the attendance register to ensure that émch exam taking place that day you have
set aside sufficient copies of:
o the exam paper
0 answer books
o additional materials (if not supplied by the Examinations Centre)
o additional paper.

B.5.20Remind Invigilators that all students must sign tigendance Register, even if this has to
be done as they leave the room at the end of the exam. This is important for two reasons:
o they may be marked as absent for the exam
o if their completed script goes missing there is no way to confirm that they aéteridr
the exam.

B5215N} ¢ (GUKS Ly@AaA3IaAftlraz2NRa GaGadSyadazy G2 lye

including whether or not the candidates are permitted to bring additional materials eg notes
for use during the exam.
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B.5.22Remind Invigilators that ifhie candidate has any queries with regard to what is or is not
LISNY¥AGGSR RdzNAYy3I GKS SEIFYZ | yRk2N (KSé KI @
is not available from either the information you have given them or the instructions on the
exam rubricthen they must contact you as a matter of urgency. You in turn should contact
the Examinations Centre for clarification/advice. Under NO circumstances must Invigilators
decide what action should be taken themselves.

B.5.23You should inform the Invigilatak any candidates require additional time and confirm the
total duration of the exam for each student this affects.

B.5.241f, exceptionally, a candidate has advised you that they may need to be contacted in an
emergency, and you are happy to make the approgriatrangements (with the approvals
of the relevant PL) you should inform the Invigilator that you may have to disrupt the exam
if a call comes through.

B.5.25Invigilators should also be reminded that any additional materials pertaining to the
examination must b collected from the candidates, along with the exam scripts, at the end
of the examination, although the candidates may take the exam paper with them at the end
of the exam.

B.5.26Finally, if you have agreed that the relevant marker will collectsitrgpts directly from the
exam room, inform the Invigilator and ask them to ensure that whoever collects these must
sign the bottom of the Attendance Register to say that they have done so. The Invigilator
will then return the Register to you.

DURING THEXAM

Queries regarding the exam paper and/or instructions

B.5.271f a student queries the content of the exam paper or the instructions contained in the rubric,
you must contact the Examinations Centre in the first instan@® not approach the
Programme Leaat/Module Leader/Lecturer otherwise it cannot be guaranteed that all
students taking the exam will be given the same information.

B.5.28You should remind Invigilators that they are not permitted to explain questions/words to the
candidates and neither must theyake decisions if there is a query regarding the content of
the exam paper. Instead they must contact you immediately if this situation arises.

Late admission of candidates
B.5.291f a candidate arrives late for an exam the Invigilator should admit them withoastion
during the first 30 minutes.

B.5.30If a candidate arrives for an exam after the first 30 minutes they may only be permitted to
enter with your prior authorisation and only if there are extenuating circumstances, for
example if there has been an aceid or issues with traffic which has affected their travel;
or if their transport has broken down and they have been unable to continue without
assistance (both of these cases assume they have allowed ample time to reach the venue
before the exam was du® begin); or if they have been delayed in leaving the house due to
GKSANI 26y 2NJ | RSLISYRIyiQa AffySaakaroO|y:
determine whether or not this is genuine)
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B.5.31If the student contacts you to let you know about their delayu should consider this as
further support of their claim for extenuating circumstances in respect of their late arrival
for the exam.

B532LF @&2dz NB y20 alriGAaFfTFASR GKIFIG GKS OFYRARIF (¢
out with their cortrol you may refuse to admit them to the exam. If you take this course of
action you should explain the reasons why to the candidate referring to the academic
standards and quality regulations.

B.5.33Extra time will not normally be allowed where a candidatevas late for an exam, again
unless there are extenuating circumstances. If you are happy that the reason for their delay
is genuine you should inform the invigilator and the candidate that the candidate will be
entitled to the full exam time. If theamdidate arrives during the first 30 minutes and the
Invigilator thinks that they may be entitled to the extra time, they have been advised to
contact you immediately so that you may make a decision based on the reasons given by the
candidate for their la¢ arrival. Under no circumstances is the Invigilator permitted to make
this decision themselves.

B.5.34Under no circumstances should another member of staff permit a candidate to enter the
exam room without having first discussed the matter with yougoother member of the
exams office) and you have agreed that they may do so.

B.5.35In all cases of late admission you must also ensure that you provide a report outlining the
situation and include the reasons given by the student (where applicable) and tleascti
taken. This should be submitted to the relevant module leader and programme leader.

Unforeseen circumstances (including evacuation/illness)

B.5.36Evacuation If an exam room has to be evacuated for any reason (eg a fire alarm), the
invigilator is responsle for ensuring the safety of the candidates and the integrity of the
exam. However, if possible once you have left the building, you should attempt to locate the
group to ascertain whether or not the invigilator requires any assistance.

B.5.37lliness If a cadidate becomes ill during an exam the invigilator has been advised to take
appropriate action including contacting you for assistance if they are unable to deal with the
situation without disrupting and/or compromising the exam. If, for any reason, destu
requires to leave the exam room they must be accompanied at all times if they are to return
to complete the exam.

B.5.38In all unforeseen circumstances ensure that the Invigilator has recorded the details on their
Report Form. You should add any addiibinformation you deem is important for the
marker/Exam Board. It would also be helpful if you notified the programme leader as soon
as possible. You should consider adding time on to the end of the exam to compensate
either the candidates in the roonand/or the candidate affected for any prolonged
disruption. If any unforeseen circumstances arise and you are unsure how to deal with them,
contact the Examinations Centre for advice.
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Report of external noise/disturbance

B.5.39Invigilators have been advis#uat if noise from external sources is disrupting the candidates
during the exam, and is caused by something which can be easily resolved eg people standing
outside the exam room talking, someone working nearby with a radio on etc, they should
politely request that they move away/turn off the source of the noise as there is an exam in
progress.

B.5.401f, the disruption is caused by something which the Invigilator is unable to resolve themselves
eg grass cutting etc, or if for any reason they cannot deal wighsttuation outlined above,
they have been asked to contact you and advise you that the noise is disturbing the
candidates and ask for the situation to be resolved.

B.5.411f the length of the disruption is excessive you/the Invigilator may want to considéngd
time on at the end of the exam to compensate the students.

B.5.421In all instances, the Invigilator must record the details on their Report Form.
CANDIDATE MISCONDUCT

B.5.43Anyone suspected of causing disruption during the exam may be asked to lear@the
and will not be permitted to reenter. Before taking this course of action Invigilators have
been asked to contact you for advice/support. Invigilators have been told that if they suspect
any candidate of cheating or other misconduct, they shoutstped as follows:

B544Ly G(KS FANRG AyadlyoOoS (KS OFyRARFIGSQa SEI
materials should be removed and tagged securely together. The candidate should then be
given a new answer book and instructed to continue the examinaiitwe Invigilator should
record in the book the date and time it was removed and the reason why making a note that
a new answer book was issued to the candidate from the time the incident occurred.
However, if the candidate refuses to submit the unautbed materials or persists with their
previous behaviour they should be expelled from the exam room. Invigilators have been
advised to contact you if they require assistance.

B.5.45If a candidate is causing a disturbance and/or is disrespectful to other Céeslidad/or
anyone else who has permission to be in the exam room, the Invigilator must advise them
that they will be removed from the exam room if they continue to be disruptive. They should
also be advised them that if this happens they will not be ptedito re-enter. Invigilators
have been advised to contact you for advice/support if necessary.

B.5.46Invigilators have been instructed to notify you of the incident and the action taken. You
aK2dz R Syadz2NB GKFG (KS Ly @AadnbthteédivBhnde detais S L2 N.

B.5.47If an invigilator contacts you with regard to whether or not a Candidate should be ejected
from the exam room, you should decide what would cause the least disruption to the other
candidates. If you are unsure, contact the mi@ations Centre for advice. In all cases of
academic misconduct please make sure you notify the relevant Programme Leader as well
as the Examinations Centre. Invigilators have been instructed to record the details of any
incidents on their Report Forrmd to advise you of the incident at the end of the exam.
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RECEIPT OF THE EXAM MATERIALS FROM THE INVIGILATOR AT THE END OF THE EXAM

B.5.48Unless arrangements have been made for the marker to collect scripts directly from the
exam room, Invigilators must return all exam material to you as soon as the exam has
finished. On receipt you should ensure that you have received the correct numbenimts
by comparing candidate numbers on those who have signed the register against the scripts
received. Then check the bottom of the (first page of the) Attendance Register where you
will find details of the marker(s) responsible for the module. Téiwho the completed
script(s) should be sent td?lease note that you must not send scripts for different exams
addressed to either the same marker and/or different markers at the same academic
partner in one package. All envelopes containing examgsrimust be sent separately.

If one marker is recorded on the attendance register:

B.5.49Check the exam pack for that day and you will find either an envelope with an address label
2NJ I aSd 2F t10Sfta akKz2eAy3d (GKS YhedjadttiRa vy I
and the date of the exam. Use this to post the scripts to the marker(s). If the scripts are
being marked by a member of staff at your College you may receive an address label only.
The original exam scripts should be sent to the marken@lvith any associated material
and a copy of the Invigilators report form.

B.5.50You must not send a copy of the attendance register to the marker but you can keep a copy
for your own records if you wish.

B.5.51Scripts should be despatched on the day of the exam, however, if this is not possible please
ensure that the scripts are held securely overnight. Timegt then be sent the following
day. If you are likely to encounter any problems sending scripts will@se timescales
please contact the Examinations Centre as soon as possible. All scripts must be sent via
Recorded Delivery.

B.5.520n the relevant part of the Attendance Register you should record the date the scripts were
sent to the marker and who they wergent by. The original copy of the completed register
along with the Invigilators report form should be sent to the Examinations Centre at the end
of the week. There will be one addressed envelope in your pack for each week you are
hosting exams. In casevhere all students on a register are recorded as absent the register
should still be returned to the Examinations Centre. You may retain the other materials for
future use, other than the exam paper which should be destroyed. There is no need to return
these to the Examinations Centre.

If two markers are recorded on the attendance register:

B.5.53Check the exam pack for that day where you will find either an envelope with an address
label or a set of labels for each marker showing their name and addressba@viation of
the exam title and the date of the exam. Use these to post the scripts to the marker(s). If
either one or both markers are based at your College you may receive an address label only.

B.5.54Take a photocopy of the original script(s). Thgioal exam scripts should then be sent to
the 1st marker along with any associated material and a copy of the Invigilators report form.
The photocopy of the scripts should be sent to the 2nd marker along with any associated
material and a copy of the Irgilators report form.
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B.5.55You must not send a copy of the attendance register to either marker but you can keep a
copy for your own records if you wish.

B.5.56Scripts should be despatched on the day of the exam, however, if this is not possible please
ensure thatthe scripts are held securely overnight. Theyst then be sent the following
day. If you are likely to encounter any problems sending scripts within these timescales
please contact the Examinations Centre as soon as possible. All scripts must b& sent
Recorded Delivery.

B.5.57The original copy of the completed register along with the Invigilators report form should be
sent to the Examinations Centre at the end of the week. There will be one addressed
envelope in your pack for each week you are hostixgnes. In cases where all students on
a register are recorded as absent the register should still be returned to the Examinations
Centre. You may retain the other materials for future use, other than the exam paper which
should be destroyed. There is need to return these to the Examinations Centre.

If you have any queries regarding the contents of these instructions or the exams process please
contact the Examinations Centre étaminations.centre.moray@uhi.ac.uk
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ASSESSMENT GUIDANCE NOTES (SQA PROGRAMMEYS)

Cl

C.2

C.3

C.4

C.5

C.6

C.7

The university policy and processes for assessment and verification fully align with SQA quality
assurance requirements for the university as a single SQA centre. The current SQA guidance
documents on assessment and verification are available in the SQA SharePoint
(https://myuhi.sharepoint.com/sites/edas/sqa/SitePages/Home.aspx | Y R 2y {v
webpage Wwww.sga.org.uk Further guidance is available from each academic partner quality
manager.

The SQA Guide to assessment is veryfibind identifies principles, modes of assessment,
guidance on reassessment and provides examples of best practice. SQA guidance documents
of interest to staff (such as the set of quality assurance criteria applied by External Verifiers)
have been extraetdd and placed on the intranet at the reference above. These provide
benchmarks for practice and an important resource for staff induction and staff development.

Faculties and academic partners provide a clear focus on quality assurance aivargla.
Academic staff are required to be familiar with, and comply with, defined quality assurance
processes. The university and academic partners have developed set procedures and work
collaboratively to meet specific SQA requirements in assessmentvarfication. These

LINE OSRdzNEa INB @At ofS 2y GKS 6S06araidsS | yFR

The university procedures satisfy SQA national requirements. Some variations exist in
assessment procedure across academic partners and thesbedmg reviewed by the HN
Operations Committee (HN OC) as progression boards identify examples. Network HN
Programme Leaders support subject networks as they review how standardised approaches
operate at programme level across the partnership. Guidancetiff on assessment and
verification criteria and standards is on the staff intranet and is available centrally. This
guidance is provided within subject networks and at faculty level, as well as in academic
partners.

External verification operates itwo modes ¢ visiting verification and central (postal)
verification. It is managed across the partnership through the role of the S@#dcwtor

located within executive office. This role provides a central point of contact between the
university and QA. The SQA awdinator reports on the management of verification via
Quality Forum (QF) and Quality Assurance and Enhancement Committee (QAEC) which in turn
link into other academic structures such as Subject Network Committees and Faculty Board.

Whereregulated qualifications are delivered; the university must allow SQA Accreditation or
Ofqual staff access to the relevant people and documentation required to ensure an objective
FaaSaaySyid 2F GKS dzyAGSNEAGEQa OmaelL) Al yOS ¢

All academic partners maintain updated lists of staff that are assessors and / or internal
verifiers. The quality requirements related to the necessary training and updating of these
staff is identified within the SQA quality assurance criteriadion the staff intranet. Each
academic partner is responsible for providing selection, initial induction and further training
opportunities to ensure staff are competent in their role(s) and argasdate with current

SQA assessor and internal verifica (1V) requirements.
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All assessors and internal verifiers must have occupational experience, understanding and any
necessary qualifications as specified in the SQA requirements for the qualification.
Additionally, assessors and verifiers of regulatadhldications must achieve a relevant
assessor/verifier qualification within 18 months of starting to practice where no alternative
timescale is stated in an assessment strategy. Assessors and internal verifiers for regulated
conversations must undertakeslevant continuing professional development activities, and
maintain records of those activities.

Internal verification in academic partners utilises a standard, three stage process addressing
pre-assessment, during assessment and gasgtessment requireents. It is managed within

a range of academic structures dependent on the organisational structure of each partner.
This is being developed in a phased way across the university. Under the leadership of the HN
Operations Committee it is being progressed a subject network basis for mufite
provision. Appendix F provides staff with information on the internal verification procedure.

C.10 The assessment of each SQA HN and SVQ unit is allocated to a verification group. Each

academic partner quality managerovides guidance and support for staff in relation to all
partner management aspects of assessment and IV. Subject network leaders support SQA
network PLs and other staff in IV collaborations within subject networks. This aspect is further
strengthenedthrough the work of the growing number of network progression boards.

C.11 There is regular review of assessment and internal verification practice across the partnership.

Further guidance on current practice is developed collaboratively and is dissemunsitey
internal and external feedback and through College events, development days and other
subject network activities.

C.12 A log of the outcomes of all external verification (EV) visits (including identification of good

practice) is maintained by executivdfioe and is reviewed by Quality Managers, Quality
Forum and QAEC. The EV reports are regularly updated and are placed on the SQA intranet
page alongside an annual summary, so staff can access this valuable resource of current
practice, recommendations andevelopment areas. This activity, and those in the preceding
paragraphs, aim to strengthen best practice in a range of aspects of delivery, assessment and
guality assurance.

C.13 At all stages of the assessment process, due consideration is given to tiduatineeds of

the learner as appropriate, taking into account the Equality Act 201Q@he interests of
fairness to all students, opportunities for-essessment must be applied consistently across
all academic partners. University policy, in line with SQA recommendation, states that for
summative assessment, if the initial outcome i¢ soccessful, normally one 4@&ssessment
attempt should be provided. There are exceptions to this and the university seeks to address
these exceptions through careful consideration of mitigating circumstances in accordance
gAUK (GKS MigatishSchdmstadcésaprocedure for SQA programmfasither
guidance on reassessment attempts and other aspects, eg remediation is provided within the
SQASharePoint area

C.14 Fairness and transparency of process in assessment is important and SQA requires that the

assessor, IV and invigilator are responsible for ensuring that there is no potential for a conflict
of interest to arise when learners are undertaking an assessniieatpotential conflict of
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interest from the assessor, IV or invigilator is identified; the assessor, IV or invigilator must
bring this to the attention of the line manageiThe line manager will carry out action to
neutralize any conflict of interest.This could involve changing the arrangements for
assessment, 1V or invigilation of a learner or group of learners, so that no single member of
staff with a personal interest in the outcome of the assessment is solely involved in the
assessment, verificatioor invigilation process.

C.15 Passing an assessment first time, within a criterneferenced assessment framework is not
a condition of an SQA award and no additional penalty should apply feassessment. This
applies equally in assessment of HN gradeis and particular care should be taken by staff
to ensure that all grades reflect the assessment grade requirements of the unit specification,
with no additional requirement addedd dzOK | & avYdzad o6S LI aasSR I
ANI RS¢ SiOo

C.16 Assessment arrangements for students with additional support needs have been developed
by SQA to meet fairness requirementdnformation for staff is provided in th&tudent
Personal Learning Support Pladgs(i I FF 3 dzA RI yOS R2 OdzY Suakice af I y R
Assessment Arrangements in Internal and External Assessment: Information for Colleges
document, available via the SQA website. Specific questions should be directed to the local
academic partner student support and quality teams in the firstainee.

Staff guidance

C.17 If a student has passed a graded unit (GU) and then wishes to use th&sessment
opportunity to achieve a higher grade (eg to meet a course admissions requirement) this is
clearly possible under SQA guidance, as long as thesasset employs a significantly
different project or a completely new examination. The amount of student effort required to
undertake a new graded unit project in the remaining time in the term means this is an unlikely
scenario. As assessment issues atgeprofessional judgement will be required with the
guiding principle being fairness to students. Quality managers and subject network leaders
will consider such issues as they emerge and seek to adopt an equivalent position across the
university.

C.18 The B/ coordination of SQA Graded Unit examinations is managed through the university SQA
coordinator. It is an important principle for the university that all SQA GU examinations
(including resit examinations) are prior verified (PV) by SQA before beingimsaited. This
is essential as some aspects of GU examinations have been problematic in the past and
remediation of these key units may be difficult to address at a late stage in the session.
Guidance on prior verification arrangements is available thrahghCollege quality manager
and documentation to submit a PV request is listed on the Sk@kePoint area

C.19 Faculties and subject networks have an important role in collaborative quality development
of SQA provision across the university. Through the wbrletwork programme leaders and
the network SQA programme leader initiative, subject networks are expanding their capacity
to address quality issues within the network. Quality managers are working closely with
subject networks to develop a shared viefmmetwork assessment and verification practice.
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Assessment process for SQA graded unit assessments

C.20 These arrangements apply only to the final Graded Unit Assessments taken under examination
conditions. Arrangements for practice examinations and thenGraded Unit Assessments,
eg projects, will be made within subject networks.

C.21 The main deadlines arise from SQA requirements for prior verification of the assessment
instrument and external verification of marked work. All GUs delivered across thersity
will be administered to the same deadlines, irrespective of whether the assessment is sent to
SQA for prior external verification and whether the unit is selected for external verification.
This will help to avoid lashinute arrangements after SQhas identified which units are to
be externally verified.

C.22 Examination GUs will be taken during May each year. This is late enough for students to have
covered sufficient work and early enough to allow for marking, internal verification asitisre
before the end of session.

C.23 It will be possible to make arrangements for GUs to be taken out with the schedule if required.

C.24 The arrangements allow for a choice of marking and internal verification models.

C.25 Assessments can be marked where the studentsheatissessment (or posted to the marker)
and then sent on to the internal verifier. Assessments to be marked and verified using this
model should be taken earlier in the diet to allow for posting time.

C.26 Assessments can be posted or taken to a meeting laichv both marking and internal
verification can be achieved. This model may allow the assessment to be taken later in the

diet.

C.27 Resits will be scheduled to take place during the term wherever possiblsitipapers must
be prepared along with other paps, and held in case they are needed.

C.28 The key dates associated with these arrangements are as shown in the table below.

SQA GRADED UNITS TIMELINE

Week Task Responsibility

Semester 1: Week £ All HN graded unit exam units to be Academic partners
entered in SITS.

Semester 1: Week € Start production of main and rsit Delivering team led by
exam papers. network HN programme
Teams developing papers for the firs leader (HN PL) or local
time contact their QM regarding programme leader where no

support, such as requesting an EV. HN PL is in place.
development visit request or

collaboration with peers iother

areas who have experience and

expertise to offer.
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Week

Semester 1: Week
10

Semester 1: Week
16 (at latest)

Semester 1: Week
17

Semester 2: Week 2

Semester 2: Week 2

Semester 2: Week 7

Semester 2: Week 7

Semester 2: Week 7

Semester 2: Week
13/14/15

Semester 2: Week
13 onwards

Semester 2: Week
16

Semester 2: First
Friday in June
(2 June)*

9-20 June*
End June onwards

Academic Standards and Quality Regulation92001
Assessment guidance t&s (SQA programmes)

Task

All active HNs with a graded unit

(exam) to beadentified.

Papers to be sent to SQA for prior
verification via the university SQA

Coordinator

Set exam and rsit dates.

Prepare exam attendance registers |
identifying all students (hame and
number) taking graded unit and at

which sites they are based.

Agree exam papers to be used (whe
courses are provided with a bank of
papers that have been prior verified

by SQA).

All amendments required by the prio
verification service are actioned.

The papers should be in their finalise
format, i.e. ready to be issued with n

further checking, editing or

amendment taking place. Specific
instruction, e.g. the need for graph

paper to be issued, should be
included.

Room bookings to be made in each

academic partner.

Graded unit exams take place.

First and secondharking occurs.
Candidates who need to +&t are

identified and informed.

Collation of results and evidence for

SQA.

SQA pick up sample of completed

evidence.

SQA external verification.

EV feedback received from SQA anc
disseminated to academic partners.
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Responsibility
University SQA Coordinator

Delivering team, AP quality
manager or unit and universit
SQA Coordinator

Network HN PL or SNL where
no SQA PL is in place.

HN PL / programme team.

Network HN PL / local PL
where no network HN PL is ir
place / programme team.

HN PL / programme team.

Network HN PL / local PL
where no network HN PL is ir
place.

Network HN PLlocal PL
where no network HN PL is ir
place, with the assistance of
the lecturer with responsibility
for the exam in the AP.

Programme team.

Programme team.

Network HN PL, Programme
team and AP quality unit.
SQA

SQA
University SQA Coordinator
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SQA DATA ENTRY

C.29 SQA student entries (group awards and units) fortfale and parttime students starting in
September to be entered by all academic partners by 1 December at the latest.

C.30 All student entries for partime students entering after September to be enteteglacademic
partners within six weeks of starting the programme.

C.31 All student entries for semester 2 to be entered within six weeks of starting the programme.
C.32 All results due to complete within the academic session to be entered by academic partners
by 1August (in the small number of cases where paginmer HN resits are involved, results

should be completed and entered within two weeks of the September start of the
programme).
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EQUIVALENCE POLICY

D.1

D.2

D.3

D.4

D.5

D.6

Introduction
¢KS dzyAGSNBAGE QA YAdaaArzy Aa (2 SEGSYR 2LILR!I
Highlands and Islands of Scotland and beyond. piiisy describes the arrangements in place

to assure quality and standards of programmes, wherever and however they are delivered.
The university recognises thatuslents studying a programme at different locations and by
different modes may be supportednd taught in different ways.The policy defines how
a0dzRSyGaQ fSEFENYyAy3a 2LIRNIdzyAGASE | NB Sl dzA
dzy A OSNEAGE@Qa [SIENYAYy3IAI ¢SFOKAY3IA YR 9YKIYyOS

Definitions:

1. A programmein this policy include any course, module or unit on which students are
registered

2. Mode of deliveryrefers to whether a programme is delivered pdirhe or fulttime

3. Mode of studyrefers to the ways in which teaching, learning and assessment are supported
on the programme, witih might include physical attendance, video conferences, virtual
learning environments, email, telephone and mail.

Policy of equivalence

The learning outcomes of a programme are identical, regardless of location, mode of delivery
or mode of study. Studes are supported to achieve the learning outcomes of the
programme that they are registered for, wherever and however they are studying. These
procedures only allow programmes to be offered by different modes of delivery and modes
of study if a judgementhas been made by an appropriate body that sufficient support can be
offered to students to enable them to achieve the learning outcomes.

Academic credit is awarded following a judgement that the assessed work demonstrates
achievement of the learning oubtes by the student. Judgements on assessment are
benchmarked across the university and against national standards. These processes involve
decisions by external examiners or external moderators. They are made on the same basis
regardless of the locatig mode of delivery or mode of study of the student.

Policy requirements

All programmes are approved for delivery only following a formal approval process. This
examines the learning resource requirements of the programme and the resources that will
be available to students. It includes looking at the appropriateness of the staffing, learning
materials, assessments, library, electronic and equipment resources. It also looks at how the
course will be managed and the communication and feedback charoredtaff and students.

The approval determines where and in what modes the programme may be offered. The
dzy A @SNEAGeQa | LIWINRGFE | yR {v! AcddimnikIi@nddrds LINE C
and Quality Regulations

All programmes are monitored anally, and undergo a rigorous periodic review at least every

six years. These procedures include reviewing the modes of study and delivery and locations
where the programme may be offered. Annual quality monitoring and periodic review
procedures are desitred in theAcademic Standards and Quality Regulations
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D.7 The learning outcomes of a programme are the same, and are those confirmed at approval,
wherever the programme is offered and whatever the mode of study and delivery.

D.8 All assessments are equivalent and subject to prior moderation. Coursework assesaraents
not required to be identical for all student groups. All formal examinations and re
examinations are the same for all students each semester. Exceptions to this must have the
formal approval of the Faculty and will be reviewed at the progressi@xamination board.
Assessment procedures are described inAtademic Standards and Quality Regulations

D.9 Every academic partner has a nominated examinations officer and examinations are carried
out in accordance with the guidelines in tAeademic Stagards and Quality Regulations

D.10 In programmes leading to degree awards, a sample of assessments will be-dwarkied to
ensure that assessment decisions are made fairly and to the same standards. Where the same
module is offered to students at differeacademic partners, this sample will include second
marking across academic partners.

D.11 A sample of all student work will be examined by external examiners (or moderators for SQA
work) to judge comparability across student groups and to benchmark acrosstiitions.

Student support
D.12 Information on student support is availablewstvw.uhi.ac.uk/en/students/support

D.13 Support for students, wherever they are located, will meet the requirements of th@ ity
/| 2RSS YR 068 Ay fAYyS 6A0GK ( KBadedzi Steh8axds and & Q &
Quality Regulationand on the website alvww.uhi.ac.uk/policies

D.14 Library and learning resource access meeidelines described on the library website
(www.uhi.ac.uk/en/libraries).

D.15 All students are assigned to a Personal Academic Tutor (PAT), who will carry out the
responsibilities in accordance with current guidanegvv.uhi.ac.uk/en/students/suppoit

D.16 Students who are based in a learning centre, or at home, or on a programme that is managed
by another academic partner, will be provided with clear written guidance on how support
may be accessed and whm contact if they have problems.

D.17 All students have access to the wbhsed resources atww.uhi.ac.uk/en/students Where
possible, the university will facilitate social contact for students and stafiuin webbased
communication, as well as learning support.

D18! f f &dGdzRSydia IINB Fdzi2zaYlFIGAOFft& YSYOSNB 27
Associationwww.hisa.uhi.ac.uk

Ensuring students arenformed

D.19 All students, fulkime and parttime, receive outline information about their programme
when they enrol, either in paper format or electronically. This allows them to verify that the
programme is equivalent to others offered in the universitihe information made available
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to the student includes the title, aims, learning outcomes, any preorequisites, indicative
content, assessment activities and core learning resources.

D.20 Additionally, contact details for the module lecturer, assessniemetable and dates and any
attendance requirements for the student are given.

Consistent evaluation

D.21 All modules and a sample of SQA units are evaluated each time they are offered, in accordance
GAUK GKS dzyAGSNRBRAGE QA & ionARiS glaluatirdididd Gait of g £ A O ¢
annual evaluation of the module or unit, together with the statistics on enrolment and
progression. Students are informed of the outcomes of evaluations, and of actions taken as a
result of issues raised. Programmeneaare encouraged to seek feedback using other means
in addition to the end of module survey.

Monitoring and responsibilities
D.22 Ensuring the information made available to students igaxdate is the responsibility of the
module leader for degree programm@r internal moderator for SQA units.

D.23 Approval of new programme and periodic review of programmes, including where
programmes can be offered and approved modes of delivery, is carried out by faculties and
overseen by Quality Assurance and Enhancementrditiee.

D.24 Monitoring of programmes is the responsibility of Quality Assurance and Enhancement
Committee and is carried out through annual quality monitoring processes conducted by
academic partners and faculties. Monitoring of the learning infrastructu@vided by
academic partners is also undertaken by Quality Assurance and Enhancement Committee
through subject review and student support service review.
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APPROVALS PROCESS FOR SQA AWARDS

E.1l

E.2

E.3

E.4

E.5

E.6

E.7

Purpose

The university holds fully devolved approval powers from SQA to offer specific SQA awards.
The university is responsible for the approval of devolvable SQA awards, and applies
established quality assurance arrangements to secure SQA@warivable awardgJniversity
approval, in setting its own SQA curriculum, has primacy over all SQA automatic approval
RSOA&AZ2Yyad ¢KS dzyA@SNREAGEQA I LIWNBGIE LINBOS
validation criteria and determines the SQA provision that will ibeluded within the

dzy A OSNEAGE@ QA | 9 OdzNNA Odzt dzy ¢

The university approval procedure will address; quality criteria, curriculum coherence and
implementation of faculty agreed SQA programme frameworks. The procedure reflects its
regional structure and meetsoth internal and external approval criteria. Faculty Boards (FB)
are responsible for approving proposals for new courses or replacement awards with
significant development requirements. All proposals must be approved by FB by May at the
latest, to ensurehat quality assurance activity is completed satisfactorily prior to delivery in
the following session.

Scope
This procedure applies to all SQA HE provision. SQA HE provision is broadly defined as activity
at SCQF level 7 and above. Specifically:
o All Hgher National Certificate (HNC) and Higher National Diploma (HND) courses
o All Professional Development Awards (PDAs) at SCQF level 7 and above
o Individual Higher National units
0 Scottish Vocational Qualifications (SVQ) courses at SCQF level 8 and almosdy(f8%Q
levels 4 and 5).

Definitions
CKSNBE A& | OSNEB Of SIFNJ RAaUAyOUA2y o0SGsSSy
SQA awards.

W+ f ARFOGA2YQ FRRNBaasSa (0KS yl ddza2NE 2F GKS | ¢
and content of the new award, ie it is awaspecific. SQA are responsible for the validation
of all SQA awards and units.

WI LILINRE G EQ FRRNBaasSa GKS OFLI OAGe 2F GKS Ay
0KS AyaidAaiddziaA 2y @é@nage ineaivardisiccesstully RTBe uAiv@iSityaisla girigle
SQA centre uses its Faculty structure and its Partnership Planning Forum (PPF) to approve and
confirm all SQA HE curriculum approval proposals.

Responsibilities

¢ KS dzy A @S NIorilinatiQéis oyerall resppBsibility for ensuring the appropriate
implementation and updating of the approval procedure and for reporting on compliance in
relation to internal and external reviews. The SQAadinator acts as centre contact between
the university ad SQA for all approval matters.
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Curriculum approval is a key responsibility of FBs and PPF. Academic partner staff (curriculum
and quality) work closely with SNLs and faculty officers (FO) and each holds a responsibility
for the dayto-day operation of tle procedure in order to submit approval proposals to FBs.

Procedure
Each approval request will progress in accordance with the current approval procedure
LINE DA RSR AY SOKShareRgididdS NE A 1 & Qa
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INTERNAL VERIFICATION OF SQA PROVISION

F.1

F.2

F.3

F.4

For provision at SCQF Level 7 and above, the univerdityaied as one Centre by SQA.
Assessment within the Centre should be effectively quality assured to ensure that consistent
and accurate standards are being applied and maintained. Verification focuses on:

o the validity of assessment instruments

o the reliahlity of assessment decisions

0 the practicability of applying assessment instruments

0 the consistency of the quality of assessment practices within centres over time.

Verification should therefore be carried out across the entire Centre (the universityysad
of a commonly understood framework of shared systems and forms will facilitate this process.

The IV system proposed here should be regarded as a set of tools which can be used in a
variety of different structures and situations. The forfokow a logical format and define the
activities to be undertaken.

They are designed to work at university level (cross network) and at Academic Partner level.
To this end, the university logo is in the top left hand corner and a space for the insefrtion
the Academic Partner College logo is in the top right hand corner.

THE FORMS

F.5

F.6

F.7

F.8

F.9

Academic Partners have agreed to use the same farmbke purpose of the forms is as
follows:

V1
This is the record of the first meeting of the session, held between sgeand internal
verifiers within a cognate area.

¢CKS FT2NX LINRBGARSa |y F3aASyRI F2NJ 0KS WiSIYQ
verify a group of SQA units) to review what happened in the previous year and to plan activities
and responsibilies for the coming year.

In the review section of the meeting, any issues which arose in the previous session should be
considered. In future years, these will have been recorded on Forms IV2 and 1V3 and issues
arising from EV reports will be noted onrfolV6. In the first year of operating this system
Academic Partners will have had their own methods of recording this information.

In the planning section, it is necessary to know which units are to be offered and to confirm
that all the necessary prdelivery checks have been carried out. (Bedivery checks are
recorded on Form 1V4). The next step is to decide which units will be sampled. This decision
is made following a risk assessment and the decision is recorded on Form IV4. Itis necessary
to collate this information for monitoring purposeson Form V2.

F.10 Agreeing who will do what and ensuring that everyone is familiar with the procedures is the

responsibility of the IV Cordinator.
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vV 2
F.11 This form is used to provide an overview of theifieation process. It records the sampling
decisions made at the IV1 meeting and is also used to check that the sampling is carried out.

F.12 Units can be sampled at university or at college level, whichever is most apprograste
indicated on the IV4 form

V3

F.13 It is desirable for regular meetings to be held between assessors and verifiers. However, it is
not always possible, particularly for networked delivery. This form is for recording any issues
(which may or may not require action) which argring assessment or verification. The
details can be enailed across the network (if appropriate), they can be the results of a face
to face or VC meeting, or may be added as an-aéenoire by an individual. The purpose is
to share the issues which aé in order to take them into account for the next delivery when
the team can work together on the solution.

IV 4

F.14 There should be a completed IV4 for each unit. Staff responsible for the unit are recorded
here. The form is a préelivery check (Sectiol) and a risk assessment for sampling purposes
6{SOlA2y .0 LT GKS FyagSNI (2 Fye 1jdzSadarz
Follow the guidance on sampling and complete form IV5 at the appropriate time.

F.15 Correct use of this form will ichify the units which have to be sampled. The amount of
sampling to be undertaken should be determined on a-asgessment basis. The amount
required will change over time and in changing situations.

F.16 The guidance on sample size on the following pagasisthat ¢ guidance. Practicalities,
knowledge of the cognate area and levels of confidence must also be taken into account.

IV 5
F.17 The outcome of sampling is recorded on Form IV5.

IV 6
F.18 This is used, where appropriate, to record actions to be takenraswdt of an EV report. It
can also be used to record good practice identified and to consider how to disseminate it.

GUIDANCE ON SAMPLING

F.19 Candidate evidence should be sampled if:
0 the unitis new
the assessment instruments have been revised
the markingschemes or sample answers have been revised
there are new assessors
there is a new mode of delivery
there were problems in the previous year
it is time for periodic review (ie once every 4 years if nothing else changes).

O OO0 O O0Oo
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F.20 Sampling must be done attime when corrective action if necessary; is still possible. This
means there is very little point doing it when the students have already left. If a new assessor
is involved, it makes sense to sample their marking as early as possible. This wmadtyno
be at local, Academic Partner level. This is a support mechanism for new assessors and a
fundamental aid to quality assurance.

F21! ONRP&da UKS dzyA@SNERAGEZT (GKS FIANI & FOOSLIISR
sampled may not be realisticinstead, the following would be sufficient for risk assessment
purposes, provided that the candidate sample is randomly selected and not selected by the
delivering AP and the sample is widened if problems are encountered.

Reason Suggested sample

It is a new unit The work of a minimum of 2 candidates (max. 5) from e
delivering AP

Assessment instruments have  The work of a minimum of 2 candidates (max. 5) from e

been revised delivering AP

Revised marking schemes or  The work of a rmimum of 2 candidates (max. 5) from ea

sample answers delivering AP

There are new assessors The work of 3 candidates from each new assessor

There is a new mode of delivery The work of 2 candidates from each new mode of deliv
(in each AP, if applicable)

There were problems last year The work of a minimum of 2 candidates (max. 5) from e
AP where problems were identified

It is time for periodic review The work of 3 candidates from each delivering AP

F.22 The actual numbers to be sampled shoulddgeeed within the team. Higher numbers should
be sampled until confidence about standards is established across the team.

GRADED UNITS
F.23 Graded Units should be Internal Verified before being sent to SQA for external verification.
The sample size should peoportionate to the number of candidates in each partner and the

entire sample should be verified before sending to SQA.

F.24 The forms and sampling guidance should be used but there will also be an administrative role
involved in gathering all the evidente be sent to SQA for external verification.
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G ACADEMIC MISCONDUCT

DEFINITIONS

G.1 Academic misconduct includes, but is nastricted to, plagiarism, cheating, collusion,
falsification or fabrication, personation, or bribery as defined below:

tfFIAFNRAYY dzyl Oly26f SRAISR AYO2NLIRNI GA2Yy

assessment of material derived from the wafublished or unpublished) of another.

Plagiarism may, therefore, include:

alKS dzasS 2F y20KSNJ LISNBE2YQa YIFGSNRLFE 6AGI

b.0KS adzYYFINREAAY3I 2F y20KSNJI LISNE2Y Qa 62 N]J
the order ofpresentation without acknowledgement

c. the use of the ideas of another person without acknowledgement of the source

d.O2LRAY3I 2F (GKS 62N)] 2F Fy20KSN) addzRSyid o
agreement)

e. use of commissioned material presentedd (G KS & (i dzRSy G Qa 26y @

For some specific modules / units, information and guidance relating to what may or may
not constitute plagiarism will need to be made explicit to students in student handbooks
or specific module / unit information, eg use of mathatical formulae, principles or
theories.

Cheating: a student will be deemed to be cheating as a result of any of the following:

a. deliberately acquiring knowledge of the detailed content of an examination in advance
2N 200G AYAY 3T 1Q GBNWE G257 |[SE FWakyyal SiSy2 y LI LIS N
time for its authorised release

b. communicating with, or copying from, another candidate during an examination

c. permitting another candidate to copy from their examination script

d. being found in pssession of any printed, written or electronic material or unauthorised
material during an examination which may contain information relevant to the subjects
of the examination

e. communicating during an examination with any person by any means other @han
properly authorised invigilator or another authorised member of staff

f. impersonating another examination candidate or permitting themselves to be
impersonated

g. undertaking any other action with the intention of gaining an unfair advantage over
other candidates.

Collusion: collusion may exist where a student:
a. is complicit with another student in the completion of work which is intended to be
d4dzo YAGUSR Fa SAGKSNI 0KIG addzRSydQa 2N 4K
b. knowingly permits another studerib copy all or part of their own work and to submit
AG a GKIFG addzRSyiaQa 26y 62N @
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iv Falsification or fabrication of data: the presentation of data in laboratory reports, projects
etc based on work falsely presented as having been carried out bstaldent; obtained
by unfair means; or to present fictitious results.

v Personation: the assumption by a student of the identity of another person with the intent
to deceive or gain unfair advantage.

vi Bribery: the paying, offering or attempted exchamgfean inducement for information or
material intended to advantage the recipient in an assessment.

PREVENTION

G.2 At the start of each academic session, students will be advised about acceptable and
unacceptable forms of work, and made aware of the refenegatandards which they will be
expected to use. Students will be encouraged to develop study techniques which allow them
clearly to identify sources used and ideas acknowledged. Advice about academic misconduct
should be repeated prior to submission diiaes for projects, coursework and dissertations.

In addition, all student handbooks should include a link to the academic misconduct
regulations.

G.3 The university subscribes to an externally hosted software program that may be used for
originality che¢ Ay 3> y2yeéyY2dzZi YIFINJAY3I YR LISSNI NBO
guidance at www.uhi.ac.uk/en/students/yotstudy-tools). The originality checking function
assists staff in assessing instances of plagiarism. The tutor will advise studentsefilis
will be utilised. Students should also note that formal acknowledgement of acceptance of
these regulations is included as part of the enrolment process (Admissions Regulations).

GUIDELINES

G.4 A student should:

a. complete their assessed work themselves, in their own words and using their own notes,
figures or rough workings (except where group work specifically forms part of the
assessment)

b. acknowledge fully any sources used in accordance with the referencing system used. A
student may reér to their own work submitted for their current or any previous
programme, but this must be referenced in the same way as any other text

c. endeavour to ensure that their work is not available to copy by other students (with or
without permission)

d. chedk with academic staff if they are in any doubt about proper forms of referencing.

MINOR AND SERIOUS ACADEMIC MISCONDUCT

G.5 The difference between minor and serious cases of academic misconduct is judged according
to the overall risk to the integrity of thassessment process. This might mean assessment of
'y AYRAGARdIZ f aGdzRSydGQa 62NJ T F2N SEI YLX S3
to judge whether a student has met the learning outcomes of a module. Alternatively, the
assessment process fawhole cohort of students might be compromised if a student obtains
and shares an exam paper.
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INDICATIVE PENALTY IN CASES OF PLAQIAMRIEWT PROVISION)

G.6 The following guidance is indicative only, and the penalty to be applied in each case will be
determined through the formal investigation process. Other factors will be considered as well
as the proportion of the assessment which has been plagiarised.

Reduce mark by:

;PGrXotportlon of plagiarised Level 7 Level 8 Level 9 Level 10 Level 11

Less than 5%

le up to 125 words in a -5% -10% -15% -20% -20%
2,500word essay

Between 515%

ie 125375 words in a -10% -20% -30% -40% -40%
2,500word essay

More than 15%

ie more than 375 words

of a 2,506word essay Fall Fall Fall Fall Fail
(plagiarised text may or

may not becontinuous)

APPLICATION TO SQA PROVISION

G7 ¢KS dzyAGSNEAGEQa W/ SYyiNB FtyR OFYRARFGS Yl
LINE OSRdzNE F2NJ {v! LINRPGAAA2YQ LINRPGARSa adl T¥F
tog2NJ] FyR aSéa 2dzi GKS dzyA@SNBAGEQA RSTAYAL
may arise.lt provides advice and guidance on how staff and students can minimise the risk of
candidate malpractice and what to do should candidate malpractesuspected. All cases
2F 4dzALISOGSR OFYRARFGS YIFELINY OGAOS | NB  LINJ
academic misconduct procedure.
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MITIGATING CIRCUMSTANCES

INTRODUCTION

H.1

H.2

The university has a duty to all students to ensure that assessments are conducted fairly, and
that students have the opportunity to demonstrate their true level of academic performance.

Special circumstances

For the avoidance of doubt, the arrangements for dealing with claims of mitigating
circumstances do not normally apply where students have a-terg support need, eg
arising from a disability. Where a student considers that they have a support need which ma
affect their study and / or assessment, it is the responsibility of the student to seek advice as
early as possible and use the Personal Academic Tutor and other support services available
through the Home Academic Partner, to ensure that they can umadterttheir chosen
programme and its associated assessments in a way which meets their special needs but still
allows them to demonstrate their true academic ability (see Section 17b.44).

VALID CIRCUMSTANCES

H.3

H.4

H.5

H.6

Students may suffer iliness, other problems oithatheir control, or temporary exacerbation

of a longterm condition which may prevent them from demonstrating their true level of
ability. The system of mitigating circumstances allows students who feel that their work has
been affected by such problents put forward a claim for consideration.
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are reported regardless of whether the student thinks they have passed or failed.

Mitigating circumstances adzy SELJISOG SRS RA&NHzZLIGA OS G2 | aasa
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not be considered as valid mitigating circumstances. Mitigating circumstances will normally
fall into one of the categories below:

o illness or serious accident at the time of an assessment or in the period leading up to formal
assessment

serious illness or death of a family member

severe unforeseen personal or psychological problems

unanticipated difficultes in child or adult care arrangements during a semester (where the
student is the named carer for an adult)

© O o

In addition, for paritime students:
o unforeseen and essential work commitments.

Examples of circumstances which will not be consideadi:
0 any ongoing situation known to the student

0 inadequate time management

0 moving house or holidays

0 misreading the assessment or exam timetable
002YLMzGSNI Kk L¢ LINRPoOofSYa 2F GKS addzRSyidQa 2«

Pagel89



Academic Standards and Quality Regulation92001
Mitigating circumstances

o normal work commitments on behalf of an employer.
PROCSES AND TIMING FOR MITIGATING CIRCUMSTANCES CLAIMS

H.7 Students are required to submit mitigating circumstances claims using the secure online claim

process via UHI Recordshitps://www.studentjourney.uhi.ac.ukit should include:

0 a detailed statement oftte circumstances, and the impact that these have had on the
student

o indication of which modules and assessments are affected

o the time period affected

o Where a student has a disclosed disability, health or medical condition, the claim should
make referencez G KS LINP@AAAZ2YyAa 2F GUKS addzRRSydaQa |
(PLSP) as appropriate
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claim before it progresses to the next stage. Students are notifiedmail at each stage as
their claim is considered.

H.9 Mitigating circumstances claims should be submitted as soon as the student becomes aware
of a situation which may affect their ability to complete assessments, or within seven days of
the assessment defline, whichever is earlier. If the claim cannot be submitted in advance it
should be submitted as soon as possible after the assessment deadline, explaining why this is
the case.

H.10 In the event of circumstances affecting attendance at a timetabled exhenmitigating
circumstances claim should be submitted, where possible, before the exam takes place. If a
student has reason to believe that mitigating circumstances caused them to do less well in an
exam than they could have, then they need to submilagne to that effect.

H.11 Any decision relating to a claim for mitigating circumstances only applies to the assessment
identified as part of that claim and will not be automatically applied to subsequent
assessment(s). For example, a claim that has beenoapg@rin semester one will not be
carried forward to the resit opportunity, or subsequent semester. A new claim must be
submitted on each occasion.

SUPPORTING EVIDENCE

H.12 Claims must be accompanied by relevant supporting evidence from an independent source,
such as:

medical certificates for the relevant time period

o letters from medical specialists

o letters from professional counsellors

o legal documents

o

H.13 Evidence which will not be accepted:
o0 personal statements from the claimant which are unsupportedibgumentary evidence
0 uncorroborated evidence from friends or family.
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H.14 It is recognised that obtaining evidence can sometimes be difficult and the university will
exercise discretion in accepting evidence, particularly in sensitive personal situations. In
circumstances where it may be difficult for a student to provide independent evidence, then
a Personal Academic Tutor or student counsellor may provide a supporting statement.

H.15 If there is a delay in obtaining relevant supporting evidence, the claimldhmisubmitted
immediately, and the evidence provided as soon as it is available.

MITIGATING CIRCUMSTANCES PANEL

H.16 Claims and supporting evidence will be considered by a Faculty mitigating circumstances
panel, chaired by an Exam Board chair augported by a clerk. In order to maintain
confidentiality, other staff will only be involved as necessary.

H.17 The mitigating circumstances panel will consider all claims and supporting evidence, and
accept or decline each claim. Outcomes will be recorde&idis, and made available to the
relevant Tier 1 Board of Examiners, which is responsible for decisions on reassessment
opportunities and/or other course of action.

H.18 All discussions will remain confidential and documentation and evidence will be securely
A02NBR yR (GKSYy RSaidNREeSR Ay ftAYS gAGK GKS

RECORDING MITIGATING CIRCUMSTANCES
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coursework that is submitted late, the miashould be entered with the late penalty applied.
Where themitigating circumstances panel accepts a claim,dbgociated module grade will
0S 20SNIELISR gA0K Wal Q
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recommendations of the mitigating circumstances panel.
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UNIVERSITY REFERENCING SYSTEM

CKS dzyAOSNEBAGEQA RSTIstreits aNd Faff,NES Mavarg. Thisdi 4
applicable to HE provision at all SCQF levels, unless another system is identified. A particular
module/unit or programme or group of programmes may choose to use a different
referencing style, as long as students atearly advised about this in writing. It may be that
some students are therefore required to use different systems for different modules, and they
should be alerted to this and signposted to appropriate guidance. Students are responsible
for checking with system they are expected to use.

Staff are also expected to use the Harvard referencing system, unless they choose to use
another, as appropriate to the norms within their subject.

Further  information and guidance on referencing is  available at
https://www.uhi.ac.uk/en/libraries/howto/ .
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J COPYRIGHT POLICY

J.1 The universitys committed to respecting the rights of copyright ownetswill not permit
the creation of, transmission of or access to material in such a way as to infringe a copyright,
moral right, trademark, or other intellectual property right.

J.2 Staff and studets may not create, distribute or transmit material such that this infringes the
copyright of another person.

J.3 The university along with every other Higher Education Institution in the UK, is licensed by
the Copyright Licensing Agency (the CLAlltov staff engaged in teaching to provide copies
of extracts of published works to students. The licence allows staff to make:

o multiple photocopies of limited extracts from printed books and journals (papgraper)

o digital copies of limited extracts smaed from printed books and journals to be stored in a
VLE, on an intranet, downloaded and printed out (pajmedigitatto-paper)

for delivery with reference to a cohort of students enrolled on a module.

J.4 The licence covers all full and part timembers of academic and administrative stafthie
academic partnes;, whether on permanent or fixed term contracts, to make and receive
multiple photocopies and to prepare and distribute digital copies. The licence does not cover
walk-in users or alumniformer members of staff, or staff employed by the NHS based at an
| 9LQ& LINBYA&aSa o6dzyf Saa 2y 'y K2y 2NI NB O2yidN

J.5 It is the responsibility of all staff involved in HE provision to ensure licence compliance for
published material which is scanned or aapior digitised and then provided to students via
the VLE, via an email attachment, on intranet web pages, or distributed in hard copy. This
includes graphs, charts, and images as well as extracts of texts.

J.6 Compliance with the CLA HE Licence compra&easagtitutional business requirements and (b)
the obligations on individuals engaged in teaching and support for teaching.

(a)The universityis required to:
(i) embed licence compliance into institutional policy
(i) develop suitable business processes and proceslur
(i) develop and provide staff training and awareness
(iv) keep the Digital Copy Register and make the required annual data return to the CLA.
(b)Individualsare required to ensure any extracts from printed material which is digitised and
provided to students:
(i) meets the source/definition/extent/quantity limits, etc as set out in the licence
(i) has a current copyright notice attached prior to distribution to students
(iii) is recorded in the Digital Copy Register
(iv) is amended forthwith upon request by the Licer@@eordinator.
J.7 Individuals are required to undertake staff training on copyright to ensure the necessary

understanding of process and licence compliance so that @f)iifijabove are understood.
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Academic staff and staff associated with learning and tewrflibrarians, course developers,
etc) must successfully complete this training.

Should there be a change to the law or a change to the interpretation of the law, academic
staff and staff associated with learning and teaching will retake and successioilylete
copyright training.

Information about copyright regulations must be fully disseminated to students through
inclusion in student handbooks and in all programratated documentation when this comes
up for revision.
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