Version 6.5: July 2010
Important Notes – please read:  

1. This handbook template is designed to cover UW-based undergraduate and postgraduate awards.  A separate version is designed for students undertaking collaborative provision.  
2. The handbook is designed for students, providing them with the information they need about how the course works, regulatory and policy frameworks and the opportunities open to them.  Authors are therefore strongly encouraged to use this template (Section 1) as an aide memoire only, adding or removing information as appropriate.  However, we ask that the links incorporated are maintained (provided that they are relevant, of course) to ensure that students always have access to the most current information available on the University website.  

3. Areas that require updating by academic authors are indicated in blue.  Guidance is indicated in green.  Suggested standardised text is in black.  The handbook is most appreciated by students if written in the second person (ie. addressed to ‘you’, rather than ‘the student’).  
4. Once the document has been completed, right-clicking on the contents page and selecting ‘update fields’ then ‘update entire table’ should result in the page numbering self-correcting.  Some formatting of the table may be necessary after this is carried out.  
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The University of Worcester is committed to ensuring that disabled people, including those with specific learning difficulties and/or mental health difficulties are treated fairly. Reasonable adjustments to provision will be made to ensure that disabled students and other disabled people are not disadvantaged.  This handbook can be provided in a variety of formats upon request.

This handbook is for advice and guidance only and is not a substitute for the formal Academic Regulations and Procedures of the University of Worcester. In case of any conflict these formal statements and requirements take precedence over the handbook.
Every effort has been made to ensure the accuracy of the information contained in the handbook at the time of publication.  The University reserves the right to change the information given at any time.

© 2010 University of Worcester
	Welcome to the [NAME OF INSTITUTE/CENTRE]


	[SPACE FOR PICTURE]
	Welcome to the [NAME OF INSTITUTE/CENTRE].   

Use this section to outline key information on the Institute/Centre.

	

	I am delighted to welcome you to the [NAME OF INSTITUTE/CENTRE] and the University and wish you every success as you start this new course. 

You should ensure you read this handbook in conjunction with the Student Handbook, a copy of which you will find via the “My Course Details” tab within your SOLE page.

[SIGNED]
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	Semester Dates 2011-12


Semester One

[DATE] 2011 – [DATE] 2012
It is useful to also include dates for Christmas as well as any significant course based events (eg. placements or field trips)
Semester Two

[DATE] 2012 – [DATE] 2012
It is useful to also include dates for Easter as well as any significant course based events (eg. placements or field trips)
	Who’s who in the [NAME OF INSTITUTE/CENTRE]


	Name
	Room
	Ext

	please add links to staff profile pages and staff email as appropriate
	
	


Academic Support Unit staff

	Name
	Room
	Ext

	
	
	


Please add information as appropriate about how to contact or make appointments with tutors, etc.

1. Programme Structure and Requirements
Please outline the aims and learning outcomes of the course.

Please reference the award map (either appended to or incorporated within the Programme Specification – Section 2) and highlight in this section any particular aspects that students would usefully be aware of from the outset of their course (eg. the scheduling of mandatory modules and the reasons why these exist, the variety of options available to them at each level and any prerequisites).  
2. Management of your course

The purpose of this section is to advise students on the way in which the course is managed by the Institute.  Please therefore add information about the role of the Course Leader, input from other members of the Institute/University, any external input and the role of the course management committee.  

Personal Tutors

Please outline the way in which personal tutor system operates, including information about the anticipated number of meetings, how they are initiated, etc. 

Personal Development Planning
Please describe the way in which PDP is managed, with reference to the UW Policy and Quality Standards for supporting PDP.
3. Course Administration

Course Notices 

Please add a statement describing how information about the operation of the course is provided, for example location of notice boards and means of communicating to students.  Also add any other specific information pertaining to local operation that would be useful to students.
SOLE Pages

Important announcements will be made via the “My Message” system and “Latest News” containers on the SOLE home page.

Registry Services

Registry Services is the administrative department responsible for your student record.  The department also organises registration, keeps a central record of your progress, administers the procedures for the consideration of claims of mitigating circumstances and appeals, provides guidance regarding modules and arranges the awards ceremonies.  

There is an enquiry office in Woodbury, open 8.30 – 4.30 Monday to Thursday during semesters (outside of semesters the office is open 8.30 – 4.00) and 8.30 – 4.00 on a Friday throughout the year for advice and assistance on any of the above.      

4. Assessment 

Regulation of assessment 

The course operates under the Undergraduate Regulatory Framework / Postgraduate Regulatory Framework* (.pdf) which sets out the full regulations for passing modules, grading of modules, retrieving failed modules, progression from one academic level to the next, requirements for awards, and how the degree is classified.

*delete as appropriate
The course is fully compliant with UW regulations for assessment, mitigation, appeals and complaints. For further details on any of these areas please follow this link to the Registry Services website or see the Student Handbook.
How your work is assessed 

Please provide an outline of your interpretation of the generic UW grade descriptors (UG or PG – both .pdf) and detail their application at course and module level.
Please also explain here how students are provided with specific marking criteria for each item of assessment.  This is normally managed through module outlines.
The table below shows the full range of assessment items used within the subject, by module and also shows the relative weightings of each item.
Please amend the table as appropriate, removing or amending assessment items to leave only those that are carried out and ensuring that the weighting is accurate.
	Module
	Essay 
	Training Programme
	Practical Assessment 
	Written Assignment
	Case Study
	Journal
	Research Review
	Within Module Test
	Research Abstract
	Practical Investigation
	Presentation
	Exam
	Log Book
	Project
	Practical Report
	Research Proposal
	Independent Study

	
	Percentage weighting of assessment



	EG1001
	
	
	
	50
	
	
	
	
	
	
	
	50
	
	
	
	
	

	EG1002
	
	
	30
	
	
	30
	
	
	
	
	
	
	
	
	40
	
	


Word limits

If there is a policy on word limits, please state it here.  This policy may be at Institute level, but in all cases must be informed by the Assessment Policy (Section 3) (.pdf)
Submission of coursework

Please state the arrangements for submission, including:

· Submission dates (or where they will be found if not yet available)

· Submission points and system for receipt

· Submission by post, if applicable

· Electronic submission, if applicable

· Item report form requirements

Submission Deadlines and Late Work

Below is the University procedure for late submission of work.  If this does not apply, please contact your designated AQU officer in the first instance for advice.

If you submit work within 5 five days of the deadline date your work will be marked but will be capped to the minimum pass mark. Please note that you must submit work within 5 actual days of the deadline date NOT working days. Work handed in after the deadline date that is marked on a pass/fail basis, or reassessment will not be marked.

All work submitted later than 5 days will be graded ‘L2’ and will not be marked.

You are expected to submit work.  If you have mitigating circumstances preventing you from meeting the deadline you should submit a claim by the appropriate date.  You will be expected to provide evidence to demonstrate mitigating circumstances for the period immediately leading up to the assessment and in addition demonstrate if the work is not submitted why it was not possible to submit the coursework within 14 days of the deadline.

If you submit the work within 14 days of the due date and successfully claim mitigating circumstances, your work will be marked as if on time.

Late assignments should, whenever possible, be handed in between 9.00 and 5.00 at the usual collection point [state where]. If you are handing assignment work in on a Saturday or Sunday you should hand your work into the Main Reception and ensure that your work is date stamped. (Please amend if this is not the case to clarify arrangements)
PLEASE NOTE: Non-submission of assessment items will result in failure of the module with no right of reassessment. This means that you will need to retake the module. 

For further details on the University submission regulations see Undergraduate Regulatory Framework. 

Return and Collection of Marked Work

Please add a statement outlining arrangements for returning/collecting work including, where relevant, location and length of retention of coursework (specific arrangements for when work is sent to an external examiner might be included).  

This section might also include specific information about collection of failed work where resubmission is required.

A transcript of results will be available on-line via your SOLE page once marks have been agreed. To view your results click on the ‘My Results’ Tab when using your SOLE page.

How your work is marked

Please outline the process for marking and moderating student work.  This section should reflect the Institute/course policy for internal and external verification and moderation of marks in accordance with the University Assessment Policy and should therefore demonstrate how results are linked to assessment.  The Institute/course policy might also either be appended or linked to this handbook.
Feedback on your work

Please provide information about how feedback is provided and/or specific support offered to students on improving performance.  For example, the various types of feedback (written, verbal, formative, summative, peer feedback, self-assessment, etc), the timing of such feedback, etc.  You may wish to highlight some of the information included in the link below to encourage students to take advantage of feedback opportunities. 
Please see the Study Skills page on the Student Services website for information on how to use feedback to improve your work.
Please either include a calendar of assessment deadlines and handback dates or link to where that information will be made available [clarifying note: this is known to be a key area of information that students’ feel is lacking in course documentation and is therefore highly important]

Study Skills

Study Skills Advice Sheets have been developed in order to help you to plan and carry out your coursework and assessments, making the most of the time available and helping you to achieve your potential. 

Please outline how study skills are enhanced and supported by the Institute/Centre/course team.
Mitigating Circumstances

These are defined as exceptional circumstances, outside of your control, that have affected your academic performance.

The following represent grounds for the submission of a claim:
· Serious illness
· Serious illness of partner, relative or friend

· Bereavement

· Excessive employment demands which were substantial and temporary (part-time students only)

Claims of exceptional mitigating circumstances should be submitted on the mitigating circumstances form before results are considered by the Board of Examiners and before the published deadline.   

Information on how to submit a claim of mitigating circumstances can be found via your SOLE page in the “My Course Details” tab.  Full procedures and regulations regarding mitigation can be found on the.Registry Services website.  

Cheating

Cheating is a serious offence and takes many forms including:-

· Plagiarism – passing off the work of someone else as it if is your own.  
· Collusion – working closely with someone else to produce an assignment that is meant to be the work of an individual.
The Internet is frequently used to download material to use in assignments.  The University deals severely with students who cheat and penalties extend to suspension and withdrawal for a second (or particularly serious first) offence.  The University provides information on how to avoid plagiarism.

In order to avoid an allegation of cheating make sure that you follow guidance on conventions for referencing and for use of quotations.  If you are in any doubt, check with your tutors who will be happy to advise you.
The University has set procedures for investigation of cases of alleged cheating (.pdf).  In the event that an allegation is made, you should familiarise yourself with these procedures.
Guidance on Presentation of Assessed Work

Please add guidance on aspects covering the following as applicable (plus any other relevant topics):

· Word-processing requirements

· Formatting 

· Use of English language (UMSC 1420 Academic English and Study Skills is designed to assist International students in writing for academic purposes – however, please ensure that it is running before inclusion in the handbook)

· Advice on proof-reading, spell-checking, etc

· Anonymous marking

· Bibliographies and referencing.  Please outline which method of referencing is to be used (Harvard or Numerical) and link to the relevant guidance for students on the ILS website:
· Harvard (.pdf)

· Numerical 

Appeals and Complaints

Sometimes things do go wrong. In most cases matters can be resolved quickly and informally at a local level.  However, if you continue to be dissatisfied with the response then you should make an academic appeal or a complaint. 
If you are appealing against an academic decision, you should follow the Student Academic Appeals Procedures (.pdf). You will find details here of how to challenge a decision. 

The Students Complaints Procedures (.pdf) are designed to complement the Appeals Procedures and will consider any other subject relating to the student experience.
5. Evaluating and improving the quality of the course
Please use this section to describe the ways in which students are involved in the following activities.  Feel free to add any other mechanisms in place not listed below.
· Student Academic Representation representation system and process

· Course Management Committees
· feedback from placements (by students, mentors, etc)
· external examiner report(s) (might students meet the EE?)
· student evaluation of modules

· National Student Survey

6. Placement Learning

Please describe how the course ensures the quality of placement/work-based learning, with reference to the Quality Standards for Work-based and Placement Learning.  
The Quality Standards make clear that additional information should be provided for students (such as placement handbooks).  There will also need to be a guide for mentoring/supervision of students.  Please include a link to where each of these guides can be found.  If appropriate, they can be supplied as an appendix to this handbook. [NB. These companion guides will also need to be approved by the Chair of Audit and Review Committee prior to completion of the course planning and approval process.]
7. Supporting your learning
The University has a Diversity and Equality Policy, together with equality schemes and action plans promoting equality in relation to race, disability, gender, age and sexual orientation. Progress in implementation is monitored by the Diversity and Equality Committee. 
Student Services

Student Services is the central department that provides non-academic support of students.  The department includes the following:

Careers (01905 85 5166)

Helping you to make your future career plans and put them into practice.

Chaplains (01905 85 5502)

Spiritual guidance and support.  A prayer room is available in Bredon building, next to the nursery, and a ‘Quiet Space’ is available in Woodbury, near the Student Enquiry Desk.

Community Development and Residential Support (01905 85 5104)

Ensure the security and discipline of students living in halls, and foster a community spirit on and off campus.

Counselling (01905 85 5107) and Mental Health (01905 85 5447)

Supportive and confidential environment in which to explore your concerns with a professional counsellor or mental health adviser.

Disability and Dyslexia Service (01905 85 5531)

Advice and guidance about all disability-related matters.

Student Wellbeing Centre (01905 54 2161)

Your first point of contact for health and related enquiries.  A sexual health clinic is available every Monday lunchtime during semesters.  If necessary the Centre can arrange first aid.  

Welfare and Financial Advice (01905 85 5501)

Help with all issues relating to welfare and financial support such as grants, student loans, the Access to Learning Fund and state benefits.  
For further information about any of these services, see the ‘Life Support’ section on your SOLE page.
The Disability and Dyslexia Service within Student Services provides specialist support on a one to one basis.  Reference should be made to the University policy, procedure and guidance on arrangements for Disabled Students (.doc).  
Please add information outlining, for example:

· Induction arrangements

· Personal, work experience and Independent Study tutors

· Subject specific ILS support and /or Student Services Support

· Study skills support

· Opportunity for study abroad
A synopsis of, or link to, the Institute’s Equality Statement might usefully be included.
8. Career Opportunities & Links with Employers 

Please outline any applicable specific links within the Institute, field or course (for example, links with PSRBs).
9. Opportunities for further study

Please outline any opportunities for further study either within UW or, for example, through professional partners.  
10. Resources

Please outline the learning resources that will be made available to students, including where they are and any restrictions.  The statement should include reference to physical and online resources and make specific reference to the Institute’s policy and use of Blackboard and other learning technologies.  
Where appropriate, the UW Quality Standards for flexible and distributed learning, which includes e-learning, should be considered.
The University’s Information and Learning Services department has created a short guide to introduce their services and to assist you with your studies.  
SECTION 2: PROGRAMME SPECIFICATION

The Programme Specification is a concise description of the learning opportunities provided by the course and an outline of the ways in which these opportunities can be achieved and demonstrated.
Please append programme specification here, using the appropriate template provided by AQU.
SECTION 3: Module Specifications
Module specifications provide full details of all the modules available to you on this course.  These are correct as of [DATE] but you should be aware that they are subject to change at any time as the course develops.
Please attach module specifications or link to them from here.
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