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Key changes to procedures relating to students
Academic Quality Handbook Parts F and G

Introduction
As part of the work undertaken to effect the merger of Swansea Metropolitan University with University of Wales: Trinity Saint David, new Regulations for Taught Awards came into force on 30 September 2012. Work on procedures in respect of Student Discipline (Regulation F14) and Complaints (Procedure F12), Extenuating Circumstances (Procedure G4a), Unfair Practice (Procedure G4c) and Appeals (Procedure G6a), has now been completed and the revised procedures were approved by the Senate on 21 November 2012. The new Procedures will come into effect from 1 January 2013 for all taught degree students, regardless of the stage that they have reached in their studies.
The key changes are summarised below. These changes are significant and will have an effect on the advice that staff provide for students. The only exception relates to students with extenuating circumstances who have already been granted extensions to assessment deadlines (see below). The procedures that apply to research degree students will be published separately in the near future.
The regulations are supported by a number of forms which students and/or staff are required to complete at the appropriate stage of the relevant procedure. The forms will be published on the web pages at http://qualityhandbook.smu.ac.uk/ as soon as they become available.
The term ‘Offices of the Pro Vice-Chancellor (Academic)’ is used generically in the regulations to refer to those administrative offices at Carmarthen, Lampeter and Swansea overseen by the Pro Vice-Chancellor (Academic). In practice the term refers to the Academic Registry’s Compliance Unit in respect of students studying on Swansea campuses so all inquiries should be directed, in the case of questions concerning the procedures themselves, to the Compliance Unit (arun.clarke@smu.ac.uk ) or directly to the Academic Registrar (richard.knapp@smu.ac.uk).
A separate briefing note will be sent to all students at the start of January 2013. 

Key changes to procedures relating to students
1. Extenuating circumstances
· The establishment of a cross-University Extenuating Circumstances Panel (ECP) to ensure consistency in the consideration of requests for extenuating circumstances across the University. All student requests for consideration of extenuating circumstances must be submitted to the ECP using the appropriate form. Examining Boards will implement the decisions of the ECP without further discussion of individual extenuating circumstances. The ECP will have representation from all faculties and will meet regularly, probably on a monthly basis. 
· As a result, academic staff are no longer able to grant extensions. In the event that work is submitted late, the work must be marked in the normal way and then penalised in accordance with the regulations (i.e. capped at 40% if up to a week late, or awarded a mark of 0% if more than a week late). It will be for the ECP to determine whether the penalty should be lifted in the light of the student’s extenuating circumstances (see 1.5).
Where a student has already been granted an extension to an assessment deadline, the agreed new deadline will continue to apply. However, no further extensions may be permitted – the student should instead be referred to the new procedure.
· Confirmation that long standing impairment or medical conditions, such as physical disability or dyslexia, are not normally considered to be extenuating circumstances (unless there is a specific deterioration around the time of the assessment). Students with such conditions are encouraged to report them to Student Services to ensure that, where appropriate, adjustments may be made and/or support put in place well before assessment commences (see 1.3).

2. Unfair Practice
· Following the submission of the Unfair Practice Investigation Form by the School, the undertaking of an initial investigation by the Offices of the PVC (Academic) in conjunction with the relevant Dean (or nominee) to determine whether there is sufficient evidence to proceed with the investigation. This may include the convening of an oral examination (see 2-5).

· The introduction of the opportunity for a student to accept an allegation of unfair practice without appearing before a Panel of Inquiry. Where an allegation is accepted in this way, the Offices of the Pro Vice-Chancellor will apply the appropriate penalty in accordance with the Unfair Practice Guidelines, and inform the student accordingly (see 6).

· The introduction of Unfair Practice Guidelines (see Appendix) which set out the possible penalties that may be imposed for unfair practice, according to the severity of the offence. The formula used has been developed through the JISC Plagiarism Advisory Service AMBeR Project, and has been adopted by a range of other universities. Its potential impact on unfair practice cases at UWTSD has been analysed carefully, with adjustments made as appropriate, by the QAU. Where a student admits to an allegation of unfair practice, the appropriate penalty may be imposed at administrative level without recourse to a Panel of Inquiry; where a case is referred to a Panel, the Panel will similarly apply the Guidelines.

3. Academic appeals
· The addition, as permissible grounds for appeal, of a procedural failure relating to the Extenuating Circumstances Panel (see 2. Please also see the section on Extenuating Circumstances above).

· The removal of the requirement for students to submit an application for verification prior to submitting an appeal. The process of verifying that a published result is accurate will continue to take place as part of the process of considering the facts surrounding the appeal (see 5).
 
· The introduction of a requirement for formal written confirmation (by the Chair of Examining Board or other appropriate officer) of the circumstances surrounding the appeal (see 6).

4. Complaints
· The formalisation of the first stage of the complaints process, through which students are required to make the complaint at Faculty (or support department) level rather than to the Pro Vice-Chancellor. 

· Clarification that appeals against complaints decisions can only be made on the grounds of defects or irregularities in the handling of the complaint.

Dr Nick Potter, Dean of Learning, Teaching and Enhancement
7 December 2012
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