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Introduction
Your details

Use the spaces below to record your student details. These are needed whenever you need to
contact the University, for assessment and feedback, and to borrow books from the library.

Name:

Course:

Year of entry (year you started your course):

Student number (on your ID card, begins with a P):

Student Email Address:

Library Number:

Library Pin:
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Your timetable

Timetables will be issued during induction week. Fill in your timetable for this academic year below.

9am ‘ 10am ‘ 1lam ‘ 12noon ‘ 1pm ‘ 2pm ‘ 3pm ‘ 4pm S5pm 6pm 7pm 8pm
Monday | | | : : : ; ! ! !
Tuesday | L
Wednesday e
Thursday | [ o [ T o T e pTT .

Friday




Welcome and introduction from the Programme Directors

Welcome to Swansea Metropolitan University and the Undergraduate Business Portfolio of awards, which
includes BAs (Honours, Ordinary and with Placement Year) in a wide range of Business, Leisure, Events,
Tourism and Sport subjects, HNDs (Higher National Diplomas) in Business, Business and Finance, Sports
Management and Tourism Management; and HNCs (Higher National Certificates) in Business and Tourism
Management.

This handbook has been produced to help you settle into your new environment. For many of you this will be
your first period away from home, and for others, it will be a return to study after years in work, but for
everyone the first weeks will be a period of adjustment to your new way of life. Please keep this handbook as
a source of reference for your time at the University.

The aim of the Programme Team is to make your time here as interesting as possible, whilst also ensuring that
you learn and develop the competencies needed for a successful and fulfilling career in your chosen
occupation. However, we do recognise that there may be questions, comments or concerns that you have
during the programme. If this is the case, in the first instance, you should approach the individual Module
Tutor. If your questions have not been answered or your concerns not alleviated you should then approach
the appropriate Level (Year) Tutor. If your questions are still unanswered or your concerns still not alleviated
you should then see your Programme Director.

The responsibility for your progress on the programme ultimately rests with you. As the programme seeks to
prepare you for employment or self-employment, please conduct yourself as if you were in paid employment
in your approach to the programme. This includes attendance at classes and activities organised for you,
arriving on time, complying with guidance laid down elsewhere in this Handbook, producing work which meets
the standards expected and treating others (students, staff, visitors and the public) with courtesy and respect.
Remember that you and the University will be judged by the performance and attitudes of students and staff
alike.

You should always bear in mind that you have a responsibility to play your part in obtaining your degree - we
are not here to do it for you. We can only help you to achieve. You will only get out of the course what you

are prepared to put into it.

For those of you starting on a HND, we offer the opportunity to progress to a BA in a subject appropriate to
your HND, if you achieve the required portfolio of results and meet the required standard.

We hope that your time here will be one which you remember as a rewarding experience.

Andrew Campbell Rhian Pole
Programme Director Programme Director
Undergraduate Leisure, Events, Tourism and Sport Undergraduate Business Portfolio

Portfolio



Studying in the Faculty of Business and
Management

About the Faculty

Your programme belongs within the Faculty of Business and Management, one of four faculties within
Swansea Metropolitan University. The faculty is home to the Business School and the School of Public Services
Leadership, each of which manage and operate a portfolio of courses. The Dean is Leigh Jenkins, who
manages the overall running of the faculty, and who is supported by the academic staff within each School.

For more information on the staff who manage your programme see the ‘About Your Programme’ section of
this handbook.

2012/13 Academic Year Campus Move

The Business School will be moving to new campus facilities during the 2012/13 academic year, this
means that for the first part of the year your teaching and most of the facilities you need to access
will be based at the Mount Pleasant Campus, and after the Winter Vacation the Faculty will move to
the new campus building next to Swansea train station. Full details of the move will be provided
during the academic year so please make sure you check your student email, notice boards and
Moodle regularly.

The Business School Library, where resources and books for Business Students are held, has already
moved to the new campus building so you will access the library at the new building during your first

term. Please see the section on learning resources below for full details.

Please see overleaf a map of the location of the new campus in relation to our Mount Pleasant
location.
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New Campus Location
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Swansea Business School (New Building)
Mount Pleasant Campus (Old location)

Walking/Driving route between campus locations
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Finding your way around the Mount Pleasant Campus
Campus Map
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Rooms

For the first part of the academic year (until January), most of your teaching will take place in the main
buildings on the Mount Pleasant campus, although for those of you studying Sports and leisure programmes
you may be taught off-campus (at the LC2 facility, for example). Your timetable and your tutors will advise you
whenever this is the case.

Your timetable will include a room number for each session. Room numbers with the prefix MH are located in
the Main Business Block at Mount Pleasant. The first number indicated the floor on which the room is to be
found. For example, MH408 is on the fourth floor of the main Business School block.

LR: Means Lecture Room (of which there are four) located above the Students’ Union Recreation Area. The LR
is followed by a letter to indicate each of the lecture rooms (e.g. LRA, LRB and so on).

MR before the room number indicates that the room is located in the Red Brick Building.
The faculty office is located on the second floor of the Business block in room MH208A

Please keep your timetable in case of clashes which have escaped our proof reading and let your tutors know
as soon as possible if you do spot an issue.

Off Campus Facilities

The LC Sports & Leisure Venue

The LC opened in March 2008 as a fully refurbished (£36 million approximately) premier sport and leisure
complex. From 2010 Swansea Metropolitan University and Bay Leisure Ltd have worked in partnership to
ensure that students have access to quality sporting facilities whilst also providing an excellent learning
environment for students on leisure, events, tourism and sport programmes. This facility offers excellent
proximity to the Mount Pleasant Campus and can be reached within a 10 minute walk. The specialist facilities
to be used by degree programmes, include;

* Double Sports Hall — suitable for practical lectures/ conferences/events/fairs/Sports Teams
¢ Two fitness studios — Suitable for practical lectures/seminars

e Fitness Gym — Suitable for practical lectures / Student/ staff gym membership

e Tutorial rooms — Suitable for seminars

*  Pool —Suitable for practical lectures

¢ Llarge Climbing Wall — Suitable for practical lectures

Swansea Business School Undergraduate Student Handbook 2012/2013 Entry
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MAP & DIRECTIONS TO THE LC
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Swansea High Street Train station is approximately 10 mins by foot from the LC. From station turn left and
continue down High Street to Castle Gardens. From Castle Gardens continue along Princess Way until reached
destination.

Swansea’s main bus terminus (Quadrant) is approximately 5 minutes walk from LC. Follow signs for Maritime
Quarter and National Waterfront Museum.

Car Parking
Car parking is situated on the west side of the LC. If you purchase an LC activity they will return 50% of your car
parking costs.

Car parking costs are as follows:

£2 - for up to 2 hours stay (minimum stay)
£3 - for up to 3 hours stay

£4 - for up to 4 hours stay (maximum stay)

Simply retrieve you ticket from any Pay & Display within the car park, place one ticket in your vehicle and
present the duplicate ticket to an LC receptionist at the time of purchasing your activity, and you will receive
50% of your car parking costs back.

Disabled parking and coach/bus parking bays are available.
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Adapting to University study

You will find that the way you are expected to study at University is different to your previous experience of
study at School or College in several ways. We will do our best to help you adapt to these changes by
providing you with study support and advice, however, as an adult learner you are expected to take more
responsibility for your own learning. This ability to self-manage is one of the key skills you will learn at
University and something highly valued by employers.

At University you may find that you have fewer hours in class with your tutors than at School or College, but
that you are expected to put in more hours of private study. This private study may include tasks such as
e Reading over lecture notes

e Reading up-to-date academic papers, journals and text books
e  Working through examples and case studies

e Doing other additional reading

e Starting to prepare for your assignments.

This requires discipline and knowledge of how you, as an individual, learn best. Think about what times of the
day you work best and try to plan your study time so that you work when you are most alert and best able to
take in information. Get organised, and work out a way of filing your notes and keeping track of your
deadlines. Find out about the resources available to help you (see the sections on study support and learning
resources in this handbook for more information), and contact student support services or your tutors if you
are finding it difficult to adapt.

You will need to learn new skills such as referencing and how to write in an academic style, but your tutors will
help you with this, and if you are studying the first year module Applied Personal and Professional
Development, you will be taught these skills in a dedicated class.

You will find that we use different terms for the elements of your study at University. Below is a brief guide to
some of these terms, but if you are unsure of any of the terms used by your tutors or other staff, please just
ask.

Award: This is the name of the qualification you will receive when you graduate (e.g. BA(Hons) Business
Studies).

Moodle: Moodle is the name of the Virtual Learning Environment (VLE) used by the University. This is an
online resource which can be accessed from both inside and outside the University, and is the place to find key
information about your course, learning materials etc. See the section in this guide on Moodle for further
details.

Lecture: Lectures are usually large classes where your lecturer or tutor presents key information for you to
learn or consider. Some lectures may be interactive, but others may require you to listen carefully for up to an
hour. You should be prepared to take notes during a lecture. Most lectures will have a set topic which is
related to the learning outcomes for that module, and will be followed up by a tutorial (see below) which will
help you apply the knowledge you have gained in the lecture.

Module: Your programme is broken down into individual sections called modules. Each module carries a
number of credits (usually 20 credits for undergraduate modules). You need to pass modules worth 360
credits to gain an undergraduate honours degree, so you will normally complete 120 credits per year of full

time academic study.

Programme: This is the name of the course you are studying (e.g. BA(Hons) Business Studies).
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Tutorial: In addition to your lectures you will normally have a tutorial each week for each of your modules.
You will be divided into smaller groups for these sessions which are more interactive and for which you will be
expected to prepare each week. Tutorial tasks might include group discussions, case studies, presentations, or
practical work.

Attendance and behaviour

You are expected to attend ALL your timetabled classes — the better your attendance, the better the chance
you will have to achieve good grades. Attendance is closely monitored by academic staff and any student
missing three consecutive classes without providing an explanation may be deemed to have withdrawn from
their course and will be written to and required to attend an interview with their year tutor. You are attending
a business school and should treat your study commitments in the same way you would be expected to treat a
business meeting. If, for any reason you are unable to attend you should let your module tutor and year tutor
know by email, explaining the reasons for your absence.

Please also read and follow the guidance on health and safety in the ‘important Information’ section of this
handbook.

Classroom Etiquette
The University also expects certain standards of behaviour from its students.

Most lecturers and students are thoughtful, polite, and courteous in lectures and tutorials - they follow good
classroom etiquette. What is etiquette? It's a code of conduct, a method for dealing with how people interact
with each other, based on respect and accepted norms of behaviour.

Here are tips for proper classroom etiquette.

1. Arrive to class on time. It is disruptive to the lecture or other activities when you arrive late and all heads
turn to watch your entrance. Regularly arriving late to class signals a level of disrespect, whether you mean
to send that signal or not. If you have problems getting to class on time, try to find a way to solve them.
And on those rare days when you do arrive late, remember to enter the room quietly and not make a big
scene. In a one-hour class, arriving more than 10-minutes late is generally seen to be unacceptable and
some lecturers will refuse students entry to the classroom.

2. Stay for the entire class. There may be times when you need to leave class early, but do not make a habit
of doing so. If you do need to leave class early, the best solution is to alert the lecturer ahead of time and
then discretely leave the classroom so as not to disturb the other students. If you do need to leave early,
pick a seat close to the door to make a quick and quiet exit.

3. Attend all classes. Don't schedule your job, other appointments or activities during your class hour.
Attendance at class is directly correlated with higher assessment grades. In other words, those students
who attend regularly tend to get better marks than those who miss classes. The VLE (e.g. Moodle) is not a
substitute for attendance and although lecture notes are often put on the VLE, most of the learning that
takes place is via exploration, discussion and question and answer sessions in class.

4. Contact the lecturer when you have to miss class. When you have to miss class for legitimate reasons or
when you miss class because of illness, try to contact the lecturer and inform him/her of your absence
(also inform your year tutor). You may be able to obtain copies of lecture notes at a later date but do not
expect the lecturer to go over material you missed (for whatever reasons).

5. Always ensure you are registered as present at each class you attend. Attendance registers are
monitored to ensure students maintain adequate attendance. Poor attendance can hinder your learning
and ultimately adversely affect the award you achieve. Poor attendance can lead to withdrawal from the
programme. You must NEVER sign-in for absent class members. The Faculty takes this very seriously.
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Contribute to the class discussion when appropriate. Almost all lecturers really appreciate a strong
dialogue in the classroom, but not when the comments are unwanted or inappropriate. Do try to respond
when the lecturer seeks input or asks for questions or discussion. However, don't interrupt the lecturer or
another student, and don't dominate the discussion (this type of student can infuriate the other students);
let other people have a chance to talk and contribute to the dialogue. Remember that we learn from our
peers as well as the lecturer. Nevertheless, where appropriate do ask questions if you don’t understand
something or want to know more.

Show respect for fellow classmates. It is okay to disagree with an idea but not okay to ridicule or make
fun of another person and his/her ideas. Raised voices, derogatory language, name-calling, harassment
and intimidating behaviour will NOT be tolerated. When working on tasks as part of a group, respect the
rights of others.

Turn off your mobile phone. Unless you are expecting an important call or text, the proper thing to do is
turn your mobile phone completely off as soon as you enter class. Alternatively, switch to ‘silent’ mode but
put away the phone. Some students switch to vibrate mode, but sometimes this can be worse than a ring
tone because of the intensity of the vibration. Certainly NEVER answer your mobile phone in class, nor
text. If your phone does ring, make a quick apology as you send the call to voicemail. If you are awaiting
an important call (e.g. if a family member is ill) please ask permission of the lecturer to leave your phone in
ring-tone mode — lecturers are usually very understanding and accommodating.

Avoid side conversations. One of the biggest annoyances of lecturers and students alike is when a few
students have a ‘private’ conversation loudly enough that it's distracting to the main discussion in the
classroom. If you have big news to share with your friends, do so before or after class but refrain from
doing so during class. Besides being more respectful to the students and lecturer, you'll actually learn
more information by being actively involved in the class rather than in your own side conversation.

Be attentive in class. If you are going to make the effort to arrive on time and be in class, you should also
make the effort to stay actively engaged in class. Some lecturers report observing students reading the
newspaper or even reading a textbook for a different class; some report seeing students completing
homework for their next class. Flaunting your boredom or disinterest in the class is rude and very
inappropriate. Finally, avoid falling asleep in class or staring out the window.

Do not bring food or drink to class. Food and drink are discouraged in class. Some lecturers do tolerate
drinks, such as waters, coffees, soft drinks, but make certain of the lecturer’s policy before bringing your
drink to class.

Computers and recording equipment. You must ask permission to use a laptop in the classroom or to
record the lectures.

Do not start packing up until the class is completely over. Students sometimes try to hurry the end of
class by beginning to gather books, zipping up bags/backpacks and rustling about a few minutes before the
end of class. This can be rude, particularly when others are trying to hear what the lecturer is saying at the
end of class.

Final Thoughts. Proper classroom etiquette should be common sense for most students. However, if
you’re not sure — ask. Being courteous will predispose others to like/respect you and set an example for
less-informed students.

Please see your University Welcome Guide for full details of University policies on attendance, behaviour and
misconduct.

Communicating with faculty staff

The Faculty prides itself on making sure students are able to contact their tutors on a 1-2-1 basis when they
need to. We have a number of ways in which this is facilitated:

Email: You should register your student email during the first week of term (you will be shown how to do this
during the session on using ‘Moodle’ in induction week). It is University policy that tutors only contact
students using their University email address. You must therefore use your University email for all email
contact with your tutors or you will not receive a response. Do not use your personal email account. IT
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support will be able to help you set up your University email so that it forwards to your hotmail account or
Smartphone.

Meetings/office hours: The Faculty has an ‘open door’ policy on student contact with tutors and we try to
speak with students individually if they have a problem whenever possible. However, please be aware that
your tutors are likely to be teaching for a large proportion of the week so may not always be available. Please
also respect the fact that your tutors may be busy if you drop in without pre-arranging a meeting. If you visit a
tutor in their office and they are busy you may be asked to return at a mutually convenient time. If possible,
it’s always best to arrange a time to meet your tutor, either by email or at the end of a class.

Telephone: You may also speak with your tutors by telephone. You will find a list of telephone contacts at the
back of this handbook. Please do not, however, expect your tutors to provide you with a mobile telephone
contact number.

Instant messaging/online communications: Some tutors may offer times when they are available to answer
queries or hold discussions using the ‘chat’ facility within Moodle. Individual tutors will advise you of this.
Please do not contact your tutors using social networking sites unless this has been agreed by your tutor or
introduced as part of your studies.

Learning resources

The University provides students with a wide range of resources to ensure you get the best possible learning
experience; these include both physical resources such as books and journals, and online resources such as the
e-books, databases and the Virtual Learning Environment ‘Moodle’. You will receive an introduction to both
the library and Moodle system during induction week. These sessions are crucial as they are tailored to
provide you with the information you need to access the resources related to your course.

The Faculty’s resources are located in the new Business School Library, where you will find copies of the
textbooks for your programme. Your module tutor will provide you with a list of recommended learning
resources for each module you are studying and you will find these in the library or via the library web site.
The University subscribes to a wide range of quality academic journals and databases at considerable cost and
it is vital that you familiarise yourself with the key resources related to your subject area to ensure you are
able to complete your coursework. Additional resources such as lecture notes, case studies and links to videos
or online resources may also be uploaded to the module pages on Moodle.

There follows a brief introduction to some of the key learning resources to which you will have access during
your programme.

Library resources

There are four libraries at the university. Although most business information is found in the library
located at the new Swansea Business School building, you can use the resources of all four libraries.
Undergraduate students may borrow up to 15 books at a time. Library opening hours may vary, but can
always be checked on our web pages. To find out more, to access resources, or to find help, go to the
library web pages at www.smu.ac.uk/library

Online access

The library web pages can be accessed in the library, or from your own PC, laptop or mobile device. From
here, you can access the library catalogue, your own account, online databases, or e-books and e-
journals. Choose the Business option on the library home page to find business related resources. You will
also find links to recommended websites, and guides to the library and IT resources. If you need help or
advice from a librarian, contact details are listed here.
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Library catalogue

Books, DVDs and journals can be found by using the library catalogue. Items for loan can then be taken to
the issue desk, or you can use the self-service kiosk. E-book versions of many recommended titles are
now available through the catalogue. If we do not have a title, arrangements can often be made for
students to borrow from other libraries. You can also check what items you have on loan, or reserve and
renew items using your library account.
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Databases

These contain academic journal articles and information which is not freely available on the internet. They
provide our students with the latest research in their subject area. Three of our most heavily used
databases are: Ebsco Business Source Premier, which contains over 1,100 full-text academic journal titles
and indexes may more; Marketline, which produces professional analysis of company, industry and
country data as well as statistical information; /DS which provides information and analysis in key areas
across the employment field, particularly in HR and employment law.

Summon

This integrated search engine can search the library catalogue and most of our databases at the same
time. It will give you a good overview of the resources available in your area of research and introduce
you to the best databases in your chosen topic.

Websites

A listing of recommended websites will help you find accurate and up-to-date information on the
internet. Biz/ed is written by business schools and targeted specifically to help business students. There
are also links to European and government websites (eg. BIS), to specialist organisations such as CIPD and
CIM, and to market research, advertising and branding websites, as well as to official statistics, annual
reports and blogs.

Swansea Business School Undergraduate Student Handbook 2012/2013 Entry



Guides

18

You can also access a selection of library guides, including more detailed information and help on subject
resources, Wi-Fi access, PCs, printing and photocopying facilities available across the university libraries.
A range of library tours, training sessions and workshops are available for all students when they begin
their courses at Swansea Met.

Keeping up-to-date

Library Resources are constantly being updated and improved at Swansea Met libraries. Keep up-to-date
and find out more about services, resources and events by reading our Library Blog - which is now

available in mobile format.
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acebook and Twitter — you’ll find links to these and the Blog from the library

If you would like help, you can contact the business subject librarians by phone and email — or simply drop

into the library for a chat!

Business

Leisure, Events, Tourism and

Sport

Emily Hywel

Swansea Business School library
Monday, Tuesday, every other
Friday

Tel: 01792 481000 ext 4305
Email: emily.hywel@smu.ac.uk

Alison Evans

Swansea Business School library
Wednesday, Thursday, every
other Friday

Tel: 01792 481000 ext 4305
Email: alison.evans@smu.ac.uk

Sam Scoulding

Swansea Business School library
Telephone: 01792 481000

ext. 4305

E-mail:
samantha.scoulding@smu.ac.uk
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IT Facilities

The Faculty has two computer rooms located on the second floor (MH211 and MH218) which may be used by
students when they are not being used for teaching purposes. In addition, there are computer rooms on the
ground floor opposite the Metro café and in the Libraries. You are free to use these machines under the terms
of the University’s Acceptable Use Policy (see your University Welcome Guide for full details of this policy).

Social Learning Spaces

The University is developing a range of ‘Social Learning Spaces’ at various locations across the Campus. On the
Mount Pleasant Campus this includes the Starbucks area above Metro Extra. Here you will find coffee, tables
suitable for groupwork and meetings, networked computers and wifi.

Moodle Virtual Learning Environment (VLE)

‘Moodle’ is the University’s Virtual Learning Environment (VLE). This is a web-based portal that allows
students and tutors to communicate and share information. Amongst its many functions, Moodle enables your
tutors to post useful information about your course, send you messages and announcements, and post
additional learning resources. Each of your modules will have a Moodle site which you can access via your
individual page. You should check your Moodle page every day for important announcements. You will be
shown how to access Moodle during induction week, but there is also a brief guide to accessing Moodle and
details of who to contact if you need help in Appendix Cof this Handbook.

Visits and Field Trips

Your programme may involve a field trip, giving you the opportunity to experience the business world first
hand and to learn more about a particular industry. Your year tutor will provide further details about any
forthcoming trips (costs, timings etc.) during induction week.

How you will be assessed

In this section you will find brief details of the assessment processes and procedures, information on how to
hand in your assessments and the procedures for examinations, feedback and your results in the Faculty of
Business and Management. Visit: http://qualityhandbook.smu.ac.uk to read full details of the University’s
official assessment processes and regulations. You must read this document carefully to ensure you have
understood what is expected of you and what you can expect from the University. You will be
required to sign for this handbook to declare that you have received details of how to access these regulations.

You are likely to experience a number of different types of assessment during your studies with us — including
coursework of varying types, and examinations. Each module you study will have one or more assessments,
and your module tutor will explain the schedule of assessments and details of what is expected of you for each
assessment.

Coursework

Schedule of Assignments

The assessment schedule will be handed out during induction week and will be available to download from
Moodle. The assignment specification for each piece of coursework will include details of the final date for
submission. The procedure for submitting the work is detailed below.

Submitting coursework
The Procedure for the submission of Assignments is as follows:


https://newmail.smu.ac.uk/owa/redir.aspx?C=1bcf4b186bfa4836a22bb2aee2e42f3d&URL=http%3a%2f%2fqualityhandbook.smu.ac.uk
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Students are responsible for ensuring that they submit their work, in the required format, to the deadline
specified.

You should follow the instructions in the assignment specification and any additional instructions given by your
tutor carefully. You assignment submission must include your name and student number and the signed
declaration regarding authenticity of the work (please see the sections in this handbook on unfair practice and
referencing). You should also bring a printed copy of the assignment receipt which will be stamped and which
you should retain as proof of submission.

Assignments from full-time students should be handed in to the Business Faculty Office on the second floor of
the business block, at the following times only:

Tuesdays Between 9.30 am and 12noon
and
between 2pm and 4.30pm

Assignments cannot be handed-in in advance of the due date. On days where there are a large number of
assignments due for submission, administrative staff may set up an assignment hand-in area in an alternative
room — this will be clearly signposted on the second floor corridor.

NB: Students are required to hand in their work both as a hard copy and via the online system ‘TURNITIN’.
You will be provided with instructions on how to do this by your tutors.

Late Submission

See the University regulations on late submissions at: http://qualityhandbook.smu.ac.uk

If a coursework assessment is submitted up to seven days after the deadline, a maximum mark of 40% is
awarded. For work submitted seven days or more after the scheduled date for that assessment, a mark of
zero will be allocated.

Extensions and mitigating circumstances

If there are any mitigating circumstances, such as illness or bereavement of a close relative, the student must
report these to their Year Tutor or Programme Director only, who may grant an extension of the
deadline for submission of the assignment. Please see Appendix A for details of circumstances under which
extensions may or may not be granted. No penalty mark will be awarded if an extension is granted and the
assignment is submitted by the revised deadline.

No late work may be accepted from a student after an Examination Board has taken a decision on the work of
the student, unless by direction, following a successful request for a review of the Examination Board decision.

Examinations

Examinations usually take place during the last week in May and first week in June and re-sits usually take
place during the first and second weeks of September but full details of Examination Periods will be published
as soon as they are available.

Your examinations may be located on one of the University’s other campuses so you should check the location
and schedule carefully. It is your responsibility to make sure you arrive at the examination on time. Please
read the full examination regulations at http://qualityhandbook.smu.ac.uk for further details.

Any student with special needs in regard to examinations must see the University’s Counsellor, Ms Jill Nicholls,
by December of their first year of study. This ensures their needs are recorded. This also applies if you
progress to another course e.g. HND to degree.
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Completed examination scripts and course work submitted for assessment will be held securely by your School
for a limited time in accordance with the University’s Records Retention Policy and destroyed confidentially.
Your School may retain a sample of completed examination scripts and assessed work for a longer period to
meet the review requirements for professional bodies. For further information please contact your course
tutor or the University’s Data Protection Officer.
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General Marking Criteria for Degree Students
Below are the Faculty’s general marking schemes for undergraduate degree and HND submissions.

i | | | |
OUTRIGHT FAIL UNSATSFACTO SATISFACTORY GOOD ! VERY GOOD ! EXCELLENT ! EXCEPTIONAL
! ! ! ! !
: : : : :
. . .. 1 .- * 1 1 - 1 1
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. evidence of | of reading limited range of | range of research- | range of research- | range of research | knowledge of
Literature
reading. 1 and/or of mostly relevant 1 informed | informed literature, | informed literature | research-informed
Extent of research and/or Views and 1 reliance on sources. Some 1 literature, 1 including sources 1 embedded in the 1 literature
own reading, selection of findings | inappropriate omissions and 1 including sources | retrieved 1 work. Excellent 1 embedded in the
dibl licati unsupported 1 sources, and/or minor errors. | retrieved 1 independently. 1 selection of relevant | work. Outstanding
credible SO.UFCGS, app ICZ.:! on and non- ! indiscriminate Referencing ! independently. ! Selection of relevant | and credible sources. ! selection of
of appropriate referencmg authoritative. ' use of sources. conventions 1 Referencing ' and credible sources. ' High-level ' relevant and
! ! ! ! !
conventions Referencing ! Referencing evident though ! conventions ! Very good use of ! referencing skills, ! credible sources.
conventions ' conventions not always applied ' mostly ' referencing ' consistently applied. ' High-level
largely ignored. 1 used consistently. 1+ consistently 1 conventions, ' 1+ referencing skills
E inconsistently. E applied. E consistently applied. E E consistently and
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! ! ! ! ! .
I I I | , applied.
! ! ! ! !
! ! ! ! !
2. Knowledge and Major gaps in ' Gaps in Evidence of basic ' Knowledge is ' Knowledge is ' Excellent knowledge ' Highly detailed
Understanding of Subiect knowledge and 1 knowledge, knowledge and 1+ accurate with a 1 extensive. Exhibits 1+ and understanding of 1 knowledge and
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associated with the ' inaccuracies. ! ! ' and the limitations of ! ambiguities and
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| X ) ! ! ! -
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reflection: organisation of credible 1 descriptive. with some ! and/or abstract | persuasive 1 independently or 1 high quality
. 4 _g evidence. Lack ! Ideas/findings weaknesses. ! dataand ! arguments, and to ! through effective ! analysis,
ideas and evidence of logic, leading ! sometimes Some evidenceto ! situations without ' review the reliability, ! collaboration. ! developed
to ' illogical and support findings/ ' guidance. ' validity & significance ' Ability to investigate ' independently or
unsupportable/ 1 contradictory. views, but 1 An emerging 1+ of evidence. Ability 1+ contradictory 1+ through effective
missing | Generalised evidence not | awareness of | to communicate | information and I collaboration.
conclusions. | statements consistently | different stances | ideas and evidence | identify reasons for | Ability to
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working; deployment of of tasks. | initiative. involvement in | clear contribution 1 activities. | appropriate, | withina team,
. . Work is poorly 1 Work lacks group activities. | to group activities. | Work is coherentand | managing conflict | showing advanced
appropriate media to i i i i i
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communicate (including and/or largely | organisation, coherence in 1 workandisina 1 structured and | obligations. 1 Work is
written and oral); clarity and incoherent. 1 and/or placesand could | suitable structure. | organised. 1 Work is coherent, | exceptionally
effectiveness in presentation 1 coherence be better , , 1 very fluentand is 1 coherent, very
. . p ! structured. ! ! ! presented i fluentandis
and organisation. ' ! ! ! professionally. ! presented
! ! ! ! 1+ professionally.

Swansea Business School Undergraduate Student Handbook 2012/2013 Entry



General Marking Criteria for HNC/D Students

23

OU:x:fHT UNSATISFACTORY SATISFACTORY GOOD VERY GOOD EXCELLENT EXCEPTIONAL
REFER DISTINCTION DISTINCTION
P ivalent to REFER (equivall PASS (equivalent to PASS (equival MERIT (equival (equivalent to 70- (equivalent to 80-
A ment Criteri (equiva (eq (eq (eq (eq (eq (eq
ssessment Critenia 0-29% to 30-39%* 40-49%) to 50-59%) to 60-69% 79% 100%
1. Research-informed Little or no Poor evidence of References to a Inclusion of a Inclusion of a wide A comprehensive Outstanding
. evidence o reading and/or o imited range o range of research- range of research- range of researc nowledge of
Literature id f di d/or of limited f f h f h f h knowledge of
| u reading. reliance on mostly relevant informed informed informed literature research-informed
Extent of research Views and inappropriate sources. Some literature, literature, embedded in the literature
and/or own reading, findings sources, and/or omissions and minor including sources including sources work. Excellent embedded in the
selection of credible unsupported indiscriminate use errors. retrieved retrieved selection of work. Outstanding
i X and non- of sources. Referencing independently. independently. relevant and selection of
sources, app|lcatlon of authoritative. Referencing conventions evident Referencing Selection of credible sources. relevant and

appropriate referencing

Referencing

conventions used

though not always

conventions

relevant and

High-level

credible sources.

. conventions inconsistently. applied consistently. mostly credible sources. referencing skills, High-level
conventions | . . . .

argely consistently Very good use of consistently referencing skills

ignored. applied. referencing applied. consistently and
conventions, professionally
consistently applied.
applied.

Major gaps in Gaps in knowledge, Evidence of basic Knowledge is Knowledge is Excellent Highly detailed

2. Knowledge and
Understanding of
Subject

Extent of knowledge and
understanding of
concepts and underlying
principles associated
with the discipline.

knowledge
and
understanding
of material at
this level.
Substantial
inaccuracies.

with only
superficial
understanding.
Some significant
inaccuracies.

knowledge and
understanding of the
relevant concepts
and underlying
principles.

accurate with a
good
understanding of
the field of study.

extensive. Exhibits
understanding of
the breadth and
depth of
established views.

knowledge and
understanding of
the main concepts
and key theories.
Clear awareness of
challenges to
established views
and the limitations
of the knowledge
base.

knowledge and
understanding of
the main
theories/concepts,
and a critical
awareness of the
ambiguities and
limitations of
knowledge.

3. Analysis
Analysis, evaluation and

Unsubstantiat
ed

Some evidence of
analytical

Evidence of some
logical, analytical

Evidence of some
logical, analytical

Sound, logical,
analytical thinking;

Thoroughly logical
work, supported by

Exceptional work;
judiciously selected

generalisation intellectual skills, thinking and some thinking and synthesis and evaluated and evaluated
synthesis; IogiC, s, made but for the most attempts to synthesis. Can evaluation. Ability evidence. High evidence. Very high
argument and without use of part descriptive. synthesise, albeit analyse new to devise and quality analysis, quality analysis,
. . any credible Ideas/findings with some and/or abstract sustain persuasive developed developed
judgement; analytical . L h )
evidence. Lack sometimes illogical weaknesses. data and arguments, and to independently or independently or
reflection; organisation of logic, and contradictory. Some evidence to situations without review the through effective through effective
of ideas and evidence leading to Generalised support findings/ guidance. reliability, validity collaboration. collaboration.
unsupportable statements made views, but evidence An emerging & significance of Ability to Ability to
/ missing with scant not consistently awareness of evidence. Ability investigate investigate
conclusions. evidence. interpreted. different stances to communicate contradictory contradictory
Lack of any Conclusions lack Some relevant and ability to use ideas and information and information and
attempt to relevance. conclusions and evidence to evidence identify reasons for identify reasons for
analyse, recommendations, support the accurately and contradictions. contradictions.
synthesise or where relevant argument. convincingly. Strong, persuasive, Highly persuasive
evaluate. Valid conclusions Sound, convincing conclusions, conclusions
and conclusions / justifiable
recommendations recommendations. recommendations.
, where relevant
4, Practical Application Limited or no Rudimentary An adequate Agood and A very good An advanced Outstanding levels
d Deployment use of application of awareness and appropriate application of a application of a of application and
an eployme methods, methods, mostly appropriate application of range of methods, range of methods, deployment skills.
Effective dEployment of materials, materials, tools application of well standard materials, tools materials, tools Assimilation and
appropriate methods, tools and/or and/or techniques established methods, | methods, and/or techniques. | and/or techniques. development of
ials, tools and techniques. but without materials, tools materials, tools Very good The context of the cutting edge
materials, too Little or no consideration and and/or techniques. and/or consideration of application is well processes and
techniques; extent of appreciation competence. Basic appreciation of techniques. the context of the considered, with techniques.
skill demonstrated in the of the context Flawed the context of the Good appreciation 1 application, with extensive use of

application of concepts
to a variety of processes
and/or contexts;
formulation of
innovative and creative
solutions to solve
problems.

of the
application.

appreciation of the
context of the
application.

application.

of the context of
the application,
with some use of
examples, where
relevant.

perceptive use of
examples, where
relevant.
Evidence of some
innovation and
creativity.

relevant examples.
Application and
deployment extend
beyond established
conventions.
Innovation and
creativity evident
throughout.

5. Skills for Professional
Practice

Demonstrates attributes
expected in professional
practice including:
individual initiative and
collaborative working;
deployment of
appropriate media to
communicate (including
written and oral); clarity
and effectiveness in
presentation and
organisation.

Communicatio
n media is
inappropriate
or misapplied.
Little or no
evidence of
autonomy in
the
completion of
tasks.

Work is poorly
structured
and/or largely
incoherent.

Media is poorly
designed and/or
not suitable for the
audience.

Poor independent
or collaborative
initiative.

Work lacks
structure,
organisation,
and/or coherence

Can communicate in
a suitable format but
with some room for
improvement.

Can work as part of a
team, but with
limited involvement
in group activities.
Work lacks
coherence in places
and could be better
structured.

Can communicate
effectively in a
suitable format,
but may have
minor errors.

Can work
effectively as part
of a team, with
clear contribution
to group activities.
Mostly coherent
work and isin a
suitable structure.

Can communicate
well, confidently
and consistently in
a suitable format.
Can work very well
as part of a team,
with very good
contribution to
group activities.
Work is coherent
and fluent and is
well structured
and organised.

Can communicate
professionally and,
confidently ina
suitable format.
Can work
professionally
within a team,
showing leadership
skills as
appropriate,
managing conflict
and meeting
obligations.

Work is coherent,
very fluent and is
presented
professionally.

Can communicate
with an
exceptionally high
level of
professionalism.
Can work
exceptionally well
and professionally
within a team,
showing advanced
leadership skills.
Work is
exceptionally
coherent, very
fluent and is
presented
professionally.
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Feedback and results

You will receive feedback on your submitted coursework within 20 term time working days of submission
although your results are not considered final until grades have been agreed by the appropriate examination
board for your programme. Examination boards usually take place at the end of the academic year and re-sit
boards take place in September. Please see the regulations at http://qualityhandbook.smu.ac.uk for full
details of the examination board process.

If you fail an assessment or a module you may be offered the opportunity to undertake re-sit assessments
during the summer period. If you have the opportunity to re-sit you will be informed of the procedure by
letter after the examination board has taken place.

Your results will be available for you to view online after they have been confirmed by the examination board.
You will be informed of the date when they will be available and provided with details of how to access them
by following the instructions at: http://studentresults.smu.ac.uk/

Unfair Practice (Cheating, plagiarism and collusion)

One of the key principles of academic study and research is being honest and truthful in submitting work that
is your own and in acknowledging the work of others when you refer to it. The University does not tolerate
cheating (attempting to gain an unfair advantage), collusion (working with other students on coursework that
is assessed on an individual basis), or plagiarism (copying or passing off the work of others as your own).

Plagiarism

Plagiarism is the copying the work of others or attempting to pass it off as your own. Every time you use an
idea, model or quotation originally published by another author you MUST reference it appropriately (see the
section on academic referencing below). If you do not, you are liable to have your work investigated for
plagiarism and may suffer serious consequences under the University’s regulations on unfair practice. See
http://qualityhandbook.smu.ac.uk for the University’s definition of Unfair Practice and full details of our
regulations on this.

Swansea Metropolitan University had adopted the use of Turnitin software for the detection of possible
plagiarism in any work submitted for assessment by a student.

By searching a database of reference material gathered from different sources, Turnitin enables tutors to
identify the original source of material which has been included in the work submitted.

Turnitin highlights sections of text which have been found in other sources, it does not decide if that text is
incorrectly cited or plagiarised. Your tutor will receive an “originality report” on the submitted work and on
the basis of that report will form an opinion of the level of citation or possible plagiarism.

The University considers that the proper citation and authenticity of work submitted by students is essential
for the maintenance of academic standards, and that the use of Turnitin will help students to achieve this
objective.

All coursework will be submitted to Turnitin so you are strongly advised to follow the guidance given by your
tutors on avoiding plagiarism. If you are studying the level 4 module ‘Applied Personal and Professional
Development’ you will study this as part of your programme, and you can access additional advice and support
from Student Services.

Swansea Business School Undergraduate Student Handbook 2012/2013 Entry


https://newmail.smu.ac.uk/owa/redir.aspx?C=1bcf4b186bfa4836a22bb2aee2e42f3d&URL=http%3a%2f%2fqualityhandbook.smu.ac.uk
http://studentresults.smu.ac.uk/
https://newmail.smu.ac.uk/owa/redir.aspx?C=1bcf4b186bfa4836a22bb2aee2e42f3d&URL=http%3a%2f%2fqualityhandbook.smu.ac.uk

25

Academic Referencing

You are encouraged to read widely during your studies with us and your tutors will provide you with reading
lists containing useful (and credible) sources of information related to your subject. One of the key skills you
will learn during your time with us is the ability to read and synthesise useful information which relates to the
assignments you have been given. We actively encourage you to refer to the work of other authors as this
demonstrates that you have attempted to gain an in-depth knowledge of a topic and have sought a range of
points of view before making your own judgements.

You must, therefore, also learn the skill of referencing accurately and thoroughly any work by other authors
that you include in your assessed work.

This is one of the key differences between the work you may have done at school or college and the work you
will be expected to submit at University level and it is a habit that it is important to get into early in your
studies.

If you are studying the level 4 module Applied Personal and Professional Development, academic referencing
skills will be built into the early stages of your programme, however the key principles are as follows:

Academic referencing is about acknowledging the work of others and enabling those who read your work to
easily find the sources you have used to verify them or to read further. A reference is required whether you
are acknowledging a direct quotation, a theory, a model, or simply an ‘idea’ that was first created and/or
published by someone else.

Referencing is done in two places within your written work:
1. Inthe text

This is when you acknowledge the work of another author in the body of your work. For example if you
included the following quotation you need to show the author, the date of the publication and the page from
which the quotation was taken. This is placed next to the quotation:

“Perception is concerned with how individuals see and make sense of their environment” (Fill, 2009:136)

The information in the brackets tells the reader the surname of the author, the date of the publication and the
page from which the quotation has been taken. There are different formats for different types of ‘in text’
acknowledgment and you will be provided with a detailed guide to the different formats during your studies.

Although the information in the brackets provides you with some basic details about the reference, it does not
necessarily give you all the information you would need to easily find the source. This is why we need the
second type of reference, the references list.

2. Inyour references list

Every piece of coursework you submit should include a list of references which provides the reader with full
details of the sources you have used and referenced in your work.

The references list is placed at the end of your assignment (but before any appendices). It should not be
confused with a bibliography (which is a list of general reading on the topic designed to guide the reader to
further information). You should therefore title this section ‘References’. Each reference should then be listed
in alphabetical order by the surname of the author (or the first author stated in the publication where there
are multiple authors).
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The example below shows the full reference for the publication quoted above:

Fill, C. (2009) Marketing Communications: interactivity, Communities and Content, 5th Edition, Harlow: FT
Prentice Hall.

This gives enough detail to ensure that the reader can find the source easily. There are many different ‘styles’
or formats for referencing, and different approaches that you need to take when referencing different
document types (e.g. books, academic journals, web pages, reports). The Faculty of Business and Management
requires that you use the Harvard or APA (American Psychological Association) referencing style in your
written work. This is sometimes referred to as an ‘Author, date’ system because it is based on using the
author and date of publication as the primary means of identifying individual references. Microsoft Word
supports the APA referencing style and again, you will be taught how to reference accurately during the
Applied Personal and Professional Development module. There are also numerous guides to the Harvard and
APA referencing systems that are easily accessible online.

If you are having problems with referencing, support is available from Student Services, and your tutors.

Transferring to another programme

We know that many students start University with very little experience of the subject they will be studying, so
you may find that you wish to transfer to a course that suits you better. You must speak to your Level tutor as
soon as possible if you wish to transfer to another degree programme and it is preferable that you do this
during the first few weeks of term. However, as many of our programmes have a common set of modules in
the first year; it may be possible for you to transfer to another programme at the beginning of your second
year. Again, please contact your Level tutor as soon as possible if you wish to discuss transfer.

Transfer forms are available via the current students section of the university web site: www.smu.ac.uk

Withdrawing from your programme or suspending your studies

If you are considering leaving the programme for any reason, please contact your level tutor as soon as
possible. They will be able to advise you on your options and the process for withdrawal should you decide to
leave the course.

Withdrawal and Suspension forms are available via the current students section of the university web site:
Www.smu.ac.uk

Appeals and complaints

Most issues and concerns can be dealt with by the Programme Director, and we recommend that you
contact them first if you have a problem. If, however, you wish to make a formal complaint or appeal
against an academic decision, the University has formal processes in place to enable you to do this.
For full details of the University’s appeals and complaints procedures please visit:
http://www.smu.ac.uk/index.php/current-students/registry/regulations
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About your programme

Business School Programmes

The Business School has recently updated its entire Undergraduate Business Portfolio so that the courses we
offer meet the demands of both students and employers. The portfolio consists of a range of related courses,
some (such as the BA (Hons) Business) designed to give you a broad-based business education, and others (like
the BA (Hons) Accounting) which provide the in-depth knowledge and skills required for a specific professional
career.

All programmes in the portfolio share a common first year, however, ensuring that all our students gain a
thorough grounding in the core aspects of business. This also means that, should you decide you wish to
transfer to another programme within portfolio, it may be possible to do so before you progress to the second
year of your course. If you do wish to transfer to another programme within the portfolio, please contact your
year tutor as soon as possible.

The following pages will explain how the programmes are managed and give you more detail about the
structures of the various courses, plus information about what you will be studying in your first year with us.

How the programme is managed
Programmes within the Faculty of Business and Management are managed by academic staff from the school.

Roles and Responsibilities of members of the Programme Management Team

Head of Undergraduate Studies:

The Head of Undergraduate Programmes overseas all undergraduate programmes within the School. It is his
responsibility to ensure all programmes run smoothly and are of a high standard. It is unlikely that you will
need to liaise with the Head of Undergraduate Programmes unless you have a very serious issue whilst
studying with us.

Programme Director (PD):

The Programme Director is responsible for the overall management of their portfolio of programmes. This
involves (amongst other things) time-tabling, co-ordinating examinations with the appropriate examinations
officer, co-ordination of assignment processes, meeting students individually if required, liaising with the line
management, arrangement of committees and meetings, and co-ordinating pathway progression with year
tutors. You may need to see the Programme Director if you experience serious problems during your studies
or to discuss your progression to the next level.

Levels 4, 5 and 6 Level/Year Tutors:

Year tutors are your ‘first port-of-call’ for issues with your programme of study, attendance, or if you are
experiencing difficulties. Your year tutor will monitor your attendance and levels of achievement carefully and
is responsible for making decisions on extensions on assessment hand-in dates. You should always contact
your year tutor as soon as possible if you have a problem — they will be able to guide you towards the
appropriate source of help. ‘Level 4’ is the first year of a degree programme, ‘level 5’ the second year and
‘level 6’ the final year.

Dissertation Co-ordinator:

The Dissertation Co-ordinator administers and manages the dissertation module and processes, arranging
appropriate meetings and liaising with the Programme Director on the progress of students and allocating
dissertation tutors.
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Dissertation Tutors:

Dissertation tutors are responsible for supervising individual students on their dissertations. This will involve
arranging tutorial sessions and agreeing outcomes of each session. Every session is minuted and signed and
agreed by the student and the tutor. A copy is to be kept by the student and the tutor. Where students fail to
comply with the process, the tutor will inform the Programme Director.

Admissions Tutor:

The Admissions tutor is responsible for outreach and liaison with prospective students and acceptance of
students onto the course, including the arrangement of open days and processing UCAS applications and other
related issues.

Placement Tutor:

The Placement tutor is responsible for arranging placement tutorials, co-ordinating employer development
and recruitment, distributing and arranging placement visits, organising and managing the assessment
procedures for the Applied Professional Placement, and liaising with Programme Director.

Student Representatives:

There will be two student representatives elected by the ‘student body’ of the programme from each level of
the course. These students will liaise with the Programme Director and input to the running of the
programme, informally and formally, via the programme management committee and any other relevant
Programme and Institute meetings. Student Representatives seek feedback from their fellow students on the
programme and raise any issues or concerns with the Programme Director or at the Programme Management
Committee.

Student representatives play an important role in providing student feedback to this committee and this is
excellent experience to include on your CV. Student representative elections are coordinated by the Students’
Union and details of how to get involved are published by them early in the new term.

External Examiners:

Each programme has an appointed External Examiner. This is an academic from another University or
Institution, and their role is to ensure the quality of the programme from an external perspective. External
Examiners provide an evaluation of assessments and examinations and comment on the Faculty’s examination
board procedures and results.

Management procedures

Programme Management Committee:

Each portfolio of programmes has a Programme Management Committee (PMC) as specified in the
University’s Quality Handbook. This committee is made up of all members of the Programme lecturing
staff and student representatives. It meets at least once every semester and is chaired by the Programme
Director. This is the formal mechanism for communicating, informing and developing the programme.
Every committee will be minuted and the minutes of the previous meetings checked and agreed as
accurate.

Examination Boards:

Examination Boards are meetings held in accordance with the University’s Assessment Regulations to agree
each student’s marks and to decide whether each student has reached the required standard for their
respective levels of the Programme. The Examination Board consists of members of the Programme Team, the
External Examiners and the Dean of the Faculty. The results of your assessments are not final until they have
been reviewed by the examination board at the end of each semester.
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Student Questionnaires:

At the end of each academic year, an evaluative programme feedback process will be completed by students
and co-ordinated by the year tutors in conjunction with the Programme Director. This is another opportunity
for you to provide feedback on your programme. The results are evaluated and used to guide the development
of the Programme.
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Business School Undergraduate Programme Management Team
The digram below shows the names and roles of the 2010/2011 Business School Undergraduate Programme Management team. Contact details are listed att
he end of this handbook. Please note that these roles are subject to change during the academic year — you will be informed of any changes that take place.
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Programme details and structures

In this section you will find brief details of each of the undergraduate programmes offered within the
school. This will give you an overview of the modules you will be studying at each level of your course.
Optional modules are not listed, however, as availability of these may vary from year to year. Although
there are no optional modules in your first year, when you reach levels five and six your tutors will provide
you with a list of options from which choose.

BA (Hons) Accounting
UCAS Course Code: N400 UCAS Course Title: BA/Ac
Duration: 3 years (full time) or 4 years (sandwich)

About the Programme

This full-time undergraduate degree is designed to prepare you for a career in accountancy, providing you
with the key professional skills required to make an immediate and effective contribution to an
organisation upon taking up employment. You will learn about the core areas of financial, cost and
management accounting; financial management; taxation and auditing; applying your knowledge to both
the public and private sectors. This extremely popular programme has been developed in close
consultation with the professional chartered accountancy bodies ACA, ACCA, CIMA and CIPFA, to enable
students to gain considerable exemptions from future professional examinations. You will also be taught
how to use the key, industry standard accounting software packages, helping make you an attractive
prospect for potential employers.

Programme Structure

In the first year of your programme you study a broad programme covering the key business functions,
then in your second and final years your programme becomes more specialised and focuses on building an
in-depth knowledge of accounting theory and practice.

Level 4 Level 5 Level 6
(first year) (second year) (final year)
Applied Personal & Professional Financial Reporting in Practice Strategic Management &
Development Sustainability
Accounting Fundamentals Cost Control and Performance Financial Management
Management
Business Environment Small, Medium Sized Enterprises in Contemporary Issues in
an International Environment Management Accounting
Advanced Corporate
Marketing Essentials Public Sector Accounting Reporting
Management and Organisational IT Skills for Finance Professionals Auditing & Corporate
. Governance
Behaviour
Business Information Systems Personal & Business Taxation Public Sector Finance &
Control

All modules carry 20 ‘credits’.

Career prospects

Many of our graduates pursue a professional career in accounting, progressing to complete their
professional training whilst in employment. However, others pursue more general management roles, or
use the skills they have gained to set up their own businesses.
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BA (Hons)/HND Business and Finance

UCAS Code: N290 (degree), 422N (HND) UCAS Course Title: BA/BF (degree), HND/BF (HND).
Duration: Degree, 3 years (full time) or 4 years (sandwich); HND, 2 years (full time) or 3 years (part time).

About the Programme

The business and finance programme has been designed for those students who have an interest in the
financial aspects of business and who would like the flexibility of a programme that allows you to select a
number of elective modules in their second and final years. You benefit from a broader range of modules
and options than the BA Accounting programme whilst completing a degree that also gives you a solid basis
for a career in business finance. Students who are not able to, or do not wish to commit to a full degree

programme are able to obtain an HND in Business and Finance by successfully completing 240 credits

(levels 4 & 5) of the programme.

Programme Structure

You study a broad range of modules covering the core business functions in your first year and then in your

second and final years there is a greater focus on financial topics whilst still allowing you the flexibility to
select modules in areas of interest to you.

Level 4
(first year)

Level 5
(second year)

Level 6
(final year)

Applied Personal & Professional
Development

Financial Reporting in Practice

Strategic Management &
Sustainability

Accounting Fundamentals

Cost Control and Performance
Management

Financial Management

Business Environment

Small, Medium Sized Enterprises in
an International Environment

Contemporary Issues in
Management Accounting

Marketing Essentials

Entrepreneurship

Strategic Information
Systems and the e-
Business

Management and Organisational
Behaviour

Marketing in Practice

Business Information Systems

Option
Select one 20-credit option
module from level 5 of the
Portfolio

Option(s)
Select Dissertation (40
credits) or two 20-credit
level 6 option modules

All modules carry 20 credits, apart from the dissertation which is worth 40 credits.

Career prospects

Graduates of the Business and Finance programme are ideally placed for careers in financial or general
management, banking, or may wish to become entrepreneurs.




BA (Hons)/HND Business

UCAS Code: N100 UCAS Course Title: BA/BS
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Duration: Degree, 3 years (full time) or 4 years (sandwich); HND, 2 years (full time) or 3 years (part time).

About the Programme

The BA (Hons) Business programme provides a thorough and wide-ranging education in all aspects of
business, including Human Resource Management, Marketing, Finance and Accounting, Strategy,
Entrepreneurship and Information Systems. The programme will prepare you for any number of possible
careers within business, or perhaps even running your own business. This is an excellent choice if you want
to ‘keep your options open’ or are not sure which area of business you might wish to specialise in. Students
who are not able to, or do not wish to commit to a full degree programme are able to obtain an HND in
Business by successfully completing 240 credits (levels 4 & 5) of the programme.

Programme Structure

Throughout the three years of the programme you study a broad range of business subjects covering the
core functional disciplines of business. In your second and final years there is increased flexibility with the
option to choose elective modules (or a dissertation) in subjects that are of particular interest to you.

Level 4
(first year)

Level 5
(second year)

Level 6
(final year)

Applied Personal &
Professional Development

Personnel Resourcing and
Development

Marketing Communications
Strategy

Accounting Fundamentals

Cost Control and Performance
Management

Organisational Consultancy

Business Environment

Information for Decision Making

Strategic Information Systems and
the e-Business

Marketing Essentials

Entrepreneurship

Strategic Management &
Sustainability

Management and
Organisational Behaviour

Marketing in Practice

Business Information Systems

Option (20 credits)
Select one 20-credit option
module from level 5 of the
Portfolio

Options (40 credits)
Select Dissertation (40 credits) or
two 20-credit level 6 option
modules

All modules carry 20 credits, apart from the dissertation which is worth 40 credits.

Career prospects

This course prepares you for a wide range of possible careers in business in any of the functional areas such
as marketing, finance, and human resource management; or in a general management or entrepreneurial

role.




BA (Hons) Human Resource Management

UCAS Course Code: N620 UCAS Course Title: BA/HRM

Duration: 3 years (full time) or 4 years (sandwich)

About the Programme
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If you are interested in a career in Human Resource Management then this programme will not only give
you the key skills and knowledge required, but it has been designed to mirror the professional qualifications
in this field offered by the Chartered Institute of Personnel and Development (CIPD). This will enable you to
progress quickly to their postgraduate diploma after you have graduated and help improve your career
prospects. This area of business has developed rapidly in recent years and will be of interest to students
who are particularly interested in the ‘people’ aspect of running an organisation. On this programme you
will gain a thorough grounding in all areas of business and specialist, in-depth knowledge of aspects of the
Human Resources function such as personnel resourcing, employee relations, leadership and development.

Programme Structure

As with all our undergraduate business programmes you study six core modules in your first year, covering
the key functional areas of business and developing your personal and study skills. In your second and final
years you progress to more specialised and in-depth modules about Human Resource Management,

building your professional skills and knowledge at a strategic level.

Level 4
(first year)

Level 5
(second year)

Level 6
(final year)

Applied Personal & Professional
Development

Personnel Resourcing and
Development

Strategic Management &
Sustainability

Accounting Fundamentals

Leading Customer Service

Strategic HRM

Excellence
Business Environment Managing Employee Relations & Applied Leadership &
Reward Management
Marketing Essentials Cost Control and Performance Organisational Consultancy
Management

Management and Organisational
Behaviour

Entrepreneurship

Business Information Systems

Option (20 credits)
Select one 20-credit option
module from level 5 of the
Portfolio

Options (40 credits)
Select Dissertation (40 credits) or
two 20-credit level 6 option
modules

All modules carry 20 credits, apart from the dissertation which is worth 40 credits.

Career prospects

This programme prepares you for a career as a Human Resource Management professional, either within
an organisation or on a self-employed basis. Typical future career roles might include Human Resources
Manager, Personnel officer, HR Consultant, or Training and Development Manager.
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BA (Hons) Management and Leadership

UCAS Code: N200 UCAS Course Title: BA/Man
Duration: 3 years (full time) or 4 years (sandwich)

About the Programme

This full-time degree programme is designed to prepare students for leadership and management roles
within a range of organisations, or for leading their own organisation. You will study all aspects of business
from a leadership perspective and develop skills and knowledge in areas such as decision making,
management development, entrepreneurship, performance management and financial leadership.

Programme Structure

Your first year consists of a general foundation in the key functional areas of business, ensuring that you
have a thorough understanding of the ‘bigger picture’ of how an organisation works. As you move into
your second and final years you develop your understanding of the roles of leaders and managers in
organisations and build the knowledge and skills you need to become effective in developing strategy and
leading people.

Level 4 Level 5 Level 6
(first year) (second year) (final year)
Applied Personal & Professional Personnel Resourcing and Strategic Management &
Development Development Sustainability
Accounting Fundamentals Leading Customer Service Critical Perspectives on
Excellence Management
Business Environment Cost Control and Performance Applied Leadership &
Management Management
Marketing Essentials Information for Decision- Financial Management
Making
Management and Entrepreneurship Options (40 credits)
Organisational Behaviour Select Dissertation (40 credits)
Option (20 credits) or two 20-credit level 6 option
Business Information Systems Select one 20-credit option modules
module from level 5 of the
Portfolio

All modules carry 20 credits, apart from the dissertation which is worth 40 credits.

Career prospects

This programme is designed to enable students to progress quickly into management and leadership roles
within organisations of a range of sizes and types, or to set up and lead their own organisations. You will be
well prepared to take on management responsibilities across a broad range of generalist business roles or
to specialise further in one of the functional areas.



BA (Hons) Marketing Management

UCAS Code: N500 UCAS Course Title: BA/Mark

Duration: 3 years (full time) or 4 years (sandwich)

About the Programme
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The BA (Hons) Marketing Management is designed to prepare students for a career in the fast-moving and
exciting field of marketing. You will learn how to research and define markets, how to develop strategic
and tactical marketing plans, and how to put those plans into practice, and because the programme is
constantly updated to reflect emerging themes (such as social media marketing and sustainable marketing),
you can be assured that you will graduate with the relevant skills you need to start a career in marketing in
today’s digital world. The programme has also been accredited by the Chartered Institute of Marketing
(CIM), so graduating students are able to progress straight to the CIM’s Chartered Postgraduate Diploma
(the highest professional qualification available to marketers) after they graduate.

Programme Structure

You study a generalist business programme in your first year, including the Marketing Essentials module
which prepares you for the more focused and in-depth study of marketing subjects which further develops
your marketing skills and knowledge during your second and final years.

Level 4
(first year)

Level 5
(second year)

Level 6
(final year)

Applied Personal & Professional
Development

Assessing the Business
Environment

Strategic Management &
Sustainability

Accounting Fundamentals

Leading Customer Service
Excellence

Marketing Communications
Strategy

Business Environment

Information for Decision-Making

Marketing Planning Process

Marketing Essentials

Marketing in Practice

Contemporary Issues in
Marketing & Management

Management and Organisational
Behaviour

Entrepreneurship

Business Information Systems

Option (20 credits)

Select one 20-credit option
module from level 5 of the
Portfolio

Options (40 credits)
Select Dissertation (40
credits) or two 20-credit level
6 option modules

All modules carry 20 credits, apart from the dissertation which is worth 40 credits.

Career prospects

This programme will give you the skills and knowledge you need to start a successful career in marketing
across a range of organisation types. Typical early career roles might include Marketing Executive,
Marketing Manager, Communications Officer, Fundraising Officer, or PR Officer.
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BA (Hons) International Business
Duration: 1 year (full time)

About the Programme

This one-year, full-time ‘top-up’ programme is designed for students who have already achieved an HND in
Business or a similar qualification from the UK or overseas and wish to top-up their qualification to a full
degree in International Business. Typical applicants are likely to have studied business overseas and are
keen to study in the UK to complete their degree. You will study key functional areas of business (e.g.
marketing, finance, management) within an international context and develop the higher level skills
required to complete the final year of an honours degree.

Programme Structure

You study six modules in this one-year full-time programme, each designed to develop your understanding
of aspects of business management within an international context, and with a strong focus on
contemporary issues in the global business environment.

Level 6
Strategic Management &
Sustainability
International Business
Communications
Contemporary Issues in Marketing
and Management
Cross-cultural Management
Global Marketing Strategy
International Financial
Management

All modules carry 20 credits.

Career prospects
This programme will prepare students for a career in business management in international organisations
or markets across a broad range of generalist management roles or in one of the functional areas.
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PART TIME HNC/D Business (BTEC/Edexcel)

UCAS Code: 022N UCAS Course Title: HND/BUS

Duration: Part-time, minimum of two years for HNC and three years for HND.

Attendance: HNC: normally one day per week (Tuesday afternoon and evening) or two afternoons (Tuesday
and Thursday), numbers permitting. HND: normally two mornings (Tuesday and Thursday), numbers
permitting.

About the Programme

The higher national programmes provide the fundamental business concepts, principles and techniques
such as marketing, accounting, human resource management and entrepreneurship that are directly useful
in employment. The programmes are highly vocational with an emphasis on the application of business
concepts and techniques in a variety of contemporary real-world business scenarios and contexts.

The HNC Business is a part-time programme, normally running over two years and is suitable for individuals
who cannot, for various reasons, commit to a full-time course. In particular the HNC can offer a route to
formalise the experience of individuals already in full time employment in jobs relevant to business, and
provides an opportunity for career development. It also offers a highly regarded award for suitable
individuals who are unable for other reasons to commit to a full time course. The HNC provides every
opportunity for qualifying students to progress to a ‘top-up’ HND by studying for one more year; there is
also opportunity for further top-up to the degree. In this way the programmes provide a flexible approach
to fostering a student’s personal and intellectual development, enabling the achievement of a valuable
qualification in its own right (the HNC) and potentially a HND/BA as well.

Programme Structure

To obtain the HNC Business you study 160 credits of modules covering the key functional areas of business.
On completion of the HNC you can apply to progress to the HND where you study an additional 80 credits
of modules building on your previous study to complete the qualification.

HNC Business HND Business
Level 4/5 modules Level 5 modules

Applied Personal & Professional
Development

Cost Control and Performance Management

Accounting Fundamentals Information for Decision Making
Business Environment Marketing in Practice
Option (20 credits)
Marketing Essentials Select one 20-credit option module from level 5

of the Portfolio

Management and Organisational
Behaviour
Business Information Systems
Personnel Resourcing and Development
Entrepreneurship

All modules carry 20 ‘credits’.

Career Prospects

Many students find that completing the HNC and/or HND improves their prospects within their existing
organisation, enabling them to take on additional responsibilities or to move into a managerial position. It
can also help you change your career or prepare for starting your own business.
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BA (Hons) Events Management
UCAS Code: N820 UCAS Course Title: BA/EM

Duration: 3 years (full time) or 4 years (sandwich)

About the Programme

The BA Events Management degree provides its graduates with a broad-based knowledge of events within the
context of the private, public and third sectors and gives its graduates the relevant skills and abilities for
purposeful employment within this rapidly expanding industry. This programme will suit those who prefer to
learn a broad range of tourism, events and business skills relating to event organisation and management,
sports events management, impacts and development of festivals and events, tourism marketing and
management, customer care, hospitality, culture, heritage and arts management, human resource
management, general management and finance. Students will be involved in developing solutions to problems
through a variety of learning strategies. In year 2 students will undertake an applied industry placement within
an events-based organisation to support learning and career development.

Programme Structure

Throughout the three years of the programme you study a broad range of business subjects covering the core
functional disciplines of event management. In your second and final years there is increased flexibility with the
option to choose elective modules (or a dissertation) in subjects that are of particular interest to you.

Level 4
(first year)

Level 5
(second year)

Level 6
(final year)

Applied Personal & Professional
Development

Applied Industrial Placement for
Leisure, Events, Tourism & Sport

Organisational Consultancy

Introduction to Leisure, Events,
Tourism & Sport

Personnel Resourcing and
Development

Impacts and Developments of
Festivals & Events

Operations Management for Leisure,
Events, Tourism & Sport

Managing Festivals, Conventions &
Events

Leisure Attraction Management

Hospitality & Guest Services

Culture, Heritage & Arts
Management

Sports Events Management

Marketing Essentials

Management and Organisational
Behaviour

Option (20 credits)
Select one 20-credit option
module from level 5 of the
Portfolio

Options (40 credits)
Select Dissertation (40 credits)
or two 20-credit level 6 option

modules

All modules carry 20 credits, apart from the applied industrial placement for leisure, events, tourism & sport at
level 5 and dissertation at level 6 which are worth 40 credits.

Career prospects

Graduates would have many career opportunities working within events and festival management, public and
private sector tourism organisations (attractions, heritage, community tourism agencies and tourist boards),
convention management and conference organisations. This programme will be suitable for those who wish to
develop a specialism after a broad tourism events-based education; for those who wish to become self
employed or who wish to follow a career in teaching.
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BA (Hons) Sports Management

UCAS Code: N871 UCAS Course Title: BA/SM

Duration: 3 years (full time) or 4 years (sandwich)

About the Programme

The BA Sports Management degree provides its graduates with a broad-based knowledge of sports
development and planning issues within the context of the private, public and third sectors and gives
its graduates the relevant skills and abilities for purposeful employment within this rapidly expanding
industry. The programme is clearly aimed at those who prefer to learn a broad repertoire of sports
management skills, rather than focusing on one specialism. This involves in particular, aspects of
coaching, instructing, operational/ facility management, sport and community development and other
fundamental aspects of sport in business such as programme management, marketing and financial
and human resource administration. Students will undertake a range of delivery and planning related
tasks, relevant to sports management in the private, public and third sectors and develop mature
solutions to the challenges and opportunities in today’s complex and competitive sporting
environment. In year 2 students will undertake an applied industry placement within a sports-based
organisation to support learning and career development.

Programme Structure

Throughout the three years of the programme you study a broad range of business subjects covering the core
functional disciplines of sports management. In your second and final years there is increased flexibility with the
option to choose elective modules (or a dissertation) in subjects that are of particular interest to you.

Level 4
(first year)

Level 5
(second year)

Level 6
(final year)

Applied Personal & Professional
Development

Applied Industrial Placement for
Leisure, Events, Tourism & Sport

Organisational Consultancy

Introduction to Leisure, Events,
Tourism & Sport

Personnel Resourcing and
Development

Sports Development Planning

Operations Management for Leisure,
Events, Tourism & Sport

Sports & Leisure Facilities
Management

Sociology of Sport & Recreation

Sports Leadership, Fitness & Exercise

Coaching & Elite Sports
Performance

Sports Events Management

Marketing Essentials

Management and Organisational
Behaviour

Option (20 credits)
Select one 20-credit option
module from level 5 of the
Portfolio

Options (40 credits)
Select Dissertation (40 credits)
or two 20-credit level 6 option

modules

All modules carry 20 credits, apart from the applied industrial placement for leisure, events, tourism & Sport at
level 5 and dissertation at level 6 which are worth 40 credits.

Career prospects

It is anticipated that the sports management programme will fit the graduate for a wide range of
career opportunities in areas such as, coaching, teaching, sports development, facility management,
and event management, whilst also providing the key skills to work in general business and
management roles.
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BA (Hons) International Travel & Tourism Management

UCAS Code: N840 UCAS Course Title: BA/ITTM

Duration: 3 years (full time) or 4 years (sandwich)

About the Programme

The BA International Travel & Tourism Management degree provides its graduates with a broad-based
knowledge of international tourism within the context of the business environment and gives its graduates the
relevant skills and abilities for purposeful employment within this rapidly expanding industry. This programme
suits those who prefer to consider tourism and business organisations in an international context, and combines
skills relating to global tourism and destination management, international travel operations, hospitality,
marketing, management, human resources, customer care, finance, tourism management, sustainability, tour
operations/management, and travel agencies. Students will undertake a range of tasks associated with tourism
organisations (including travel agencies, tour operators, attractions, theme parks, accommodation providers,
transport operators, culture & heritage organisations, tourist boards and hospitality businesses) —and will be
involved in developing solutions to commercial problems and opportunities. In year 2 students will undertake
an applied industry placement within a tourism based organisation to support learning and career development

Programme Structure

Throughout the three years of the programme you study a broad range of business subjects covering the core
functional disciplines of international tourism management. In your second and final years there is increased
flexibility with the option to choose elective modules (or a dissertation) in subjects that are of particular interest
to you.

Level 4
(first year)

Level 5
(second year)

Level 6
(final year)

Applied Personal & Professional
Development

Applied Industrial Placement for
Leisure, Events, Tourism & Sport

Organisational Consultancy

Introduction to Leisure, Events,
Tourism & Sport

Personnel Resourcing and
Development

Global Tourism & Destination
Management

Operations Management for Leisure,
Events, Tourism & Sport

International Travel Operations

Tourism Transportation &
Resource Planning

Hospitality & Guest Services

Foreign Language & Intercultural
Awareness

Contemporary Themes in
Leisure, Events, Tourism & Sport

Marketing Essentials

Management and Organisational
Behaviour

Option (20 credits)
Select one 20-credit option
module from level 5 of the
Portfolio

Options (40 credits)
Select Dissertation (40 credits)
or two 20-credit level 6 option

modules

All modules carry 20 credits, apart from the applied industrial placement for leisure, events, tourism & Sport at
level 5 and dissertation at level 6 which are worth 40 credits.

Career prospects

Graduates would have many career opportunities which may have lead from placement opportunities
undertaken during the second year of the programme. Students currently enjoy working within both the public
and private sectors. This programme is suitable for those who wish to develop a specialism after a general
business tourism education at postgraduate level; for those who wish to become self employed or who wish to
follow a career in teaching.
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BA (Hons) Tourism Management

UCAS Code: N8OO UCAS Course Title: BA/TM

Duration: 3 years (full time) or 4 years (sandwich)

About the Programme

The BA Tourism Management provides its graduates with a broad-based knowledge of tourism within the
context of the business environment and gives its graduates the relevant skills and abilities for purposeful
employment within this rapidly expanding industry. The programme provides the tourism management
concepts, principles and techniques with many opportunities to relate and apply the theory to a variety of
contemporary real-world tourism scenarios and contexts. The combination of tourism management knowledge
and application skills provides the vocational, transferable skills desired by today’s employers. Students will
undertake a range of tasks which will develop an in-depth knowledge of tourism markets, tourism
transportation & resource planning and contemporary themes in tourism, leisure & events management, allied
with contemporary impacts on competitive advantage such as globalisation and sustainability. In year 2
students will undertake an applied industry placement within a tourism-based organisation to support learning
and career development.

Programme Structure

Throughout the three years of the programme you study a broad range of business subjects covering the core
functional disciplines of tourism management. In your second and final years there is increased flexibility with
the option to choose elective modules (or a dissertation) in subjects that are of particular interest to you.

Level 4
(first year)

Level 5
(second year)

Level 6
(final year)

Applied Personal & Professional
Development

Applied Industrial Placement for
Leisure, Events, Tourism & Sport

Organisational Consultancy

Introduction to Leisure, Events,
Tourism & Sport

Personnel Resourcing and
Development

Developing Niche Markets

Operations Management for Leisure,
Events, Tourism & Sport

Sustainable Tourism

Tourism Transportation &
Resource Planning

Hospitality & Guest Services

Culture, Heritage & Arts
Management

Contemporary Themes in
Leisure, Events, Tourism & Sport

Marketing Essentials

Management and Organisational
Behaviour

Option (20 credits)
Select one 20-credit option
module from level 5 of the
Portfolio

Options (40 credits)
Select Dissertation (40 credits)
or two 20-credit level 6 option

modules

All modules carry 20 credits, apart from the applied industrial placement for leisure, events, tourism & Sport at
level 5 and dissertation at level 6 which are worth 40 credits.

Career prospects

Graduates would have many career opportunities which may have lead from placement opportunities
undertaken during the second year of the programme. Students currently enjoy working within both the public
and private sectors across a range of sectoral interests. This programme is suitable for those who wish to
develop a specialism after a general business tourism education at postgraduate level; for those who wish to
become self employed or who wish to follow a career in teaching.
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HND Sport Management

UCAS Code: 178N UCAS Course Title: HND/SM
Duration: 2 years (full time)

About the Programme

HND qualifications are designed to equip students with the knowledge understanding and skills required for
success in current and future employment or for progression to further study.

The HND in Sports Management aims to provide a flexible programme of study which allows students to
develop an expansive knowledge of sports management issues and concepts within the context of the wider
sports industry environment and to produce graduates with the relevant skills and abilities to enable them to
make an effective contribution in the private, public and third sectors of the sports, health & fitness industry.
The programmes are highly vocational with an emphasis on the application of sport management concepts and
techniques in a variety of contemporary real-world business scenarios and contexts. There is also opportunity
for further top-up to the degree. In this way the programme provides a flexible approach to fostering a student’s
personal and intellectual development, enabling the achievement of a valuable qualification in its own right (the
HND) and potentially progressing onto a BA degree.

Programme Structure

To receive the award of a Higher National Diploma, the student must achieve 240 credits, with a minimum of
120 credits from Level 5. The Higher National Diploma students study the same modules at levels 4 and 5 of
the corresponding BA programmes.

Level 4 Level 5
(first year) (second year)
Applied Personal & Professional Applied Industrial Placement for
Development Leisure, Events, Tourism & Sport
Introduction to Leisure, Events, Personnel Resourcing and
Tourism & Sport Development
Operations Management for Leisure, Sports & Leisure Facilities
Events, Tourism & Sport Management

Sports Leadership, Fitness & Exercise Coaching & Elite Sports

Performance
Marketing Essentials Option (20 credits)
Select one 20-credit option
Management and Organisational module from level 5 of the
Behaviour Portfolio

All modules carry 20 credits, apart from the applied industrial placement for leisure, events, tourism & Sport at
level 5 which is worth 40 credits.

Career prospects

It is anticipated that the HND sports management programme will fit the graduate for a wide range of
career operational opportunities in areas such as, coaching, sports development, facility management,
and event management, whilst also providing the foundation to continue to develop skills and
knowledge in general business and management roles.
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HNC/D Tourism Management (BTEC/Edexcel)

UCAS Code: 238N UCAS Course Title: HND/TMgt
Duration: Part-time, minimum of 2 years for HNC and three years for HND

About the Programme

The higher national programmes provide the fundamental tourism management concepts, principles and
techniques such as tourism marketing, hospitality & guest services, leisure operations management and work-
based placement that are directly useful in employment. The programmes are highly vocational with an
emphasis on the application of tourism management concepts and techniques in a variety of contemporary real-
world business scenarios and contexts. The HNC Tourism Management is a part-time programme, normally
running over two years and is suitable for individuals who cannot, for various reasons, commit to a full-time
course. In particular the HNC can offer a route to formalise the experience of individuals already in full time
employment in jobs relevant to tourism management, and provides an opportunity for career development. It
also offers a highly regarded award for suitable individuals who are unable for other reasons to commit to a full
time course. The HNC provides every opportunity for qualifying students to progress to a ‘top-up’ HND by
studying for one more year; there is also opportunity for further top-up to the degree. In this way the
programmes provide a flexible approach to fostering a student’s personal and intellectual development,
enabling the achievement of a valuable qualification in its own right (the HNC) and potentially a HND/BA as well.

Programme Structure

To obtain the HNC Tourism Management you study 160 credits of modules covering the key functional areas of
Tourism. On completion of the HNC you can apply to progress to the HND where you study an additional 80
credits of modules building on your previous study to complete the qualification.

HNC Tourism Management HND Tourism Management

(top-up)
Level 4/5 Level 5
Applied Personal & Professional Personnel Resourcing and
Development Development
Hospitality & Guest Services Sustainable Tourism
Marketing Essentials Culture, Heritage & Arts
Management

Management and Organisational
Behaviour

Introduction to Leisure, Events,

Tourism & Sport
ourism & Spor Option (20 credits)

Operations Management for Leisure, Select one 20-credit option
Events, Tourism & Sport module from level 5 of the
Applied Industrial Placement for Portfolio

Leisure, Events, Tourism & Sport

Applied Personal & Professional
Development

All modules carry 20 credits, apart from the applied industrial placement for leisure, events, tourism & Sport at
level 5 which is worth 40 credits.

Career prospects

Many students find that completing the HNC and/or HND improves their prospects within their existing
organisation, enabling them to take on additional responsibilities or to move into a managerial position. It can
also help you change your career or prepare for starting your own business which may have lead from
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placement opportunities undertaken during the second year of the programme. Students currently enjoy
working within both the public and private sectors across a range of sectoral interests.

Your modules for this year

All students on the first year of a programme within the Business School study six modules (each worth 20
‘credits’) in their first year. All programmes within the Business Portfolio share a common first year and those
within the Leisure, Events, Tourism and Sport Portfolio share a different set of common modules (except Sports
Management, see below). This first year is designed to give you a broad-based understanding of the core
functional areas of business and to prepare you for university level study. At the start of each module your tutor
will give you additional details about the module and how it is assessed, but there follows an overview of what
you will be studying.

Business Portfolio — First Year Modules

AIMS:

The study skills needed for higher education are ultimately gained through
studying at that level; they evolve and mature through practice, trial and error,
feedback from others and student reflection. This module aims to provide
students with the underlying study strategies and software skills that can
accelerate that learning process. Students will be encouraged to develop a
reflective, active, positive approach to learning, and to take responsibility for
their own learning. Such skills promote a deeper understanding of the topics
studied throughout the programme; they support lifelong learning, and are the

Applied Personal &
transferable skills desired in the employment context.

Professional

Development
LEARNING OUTCOMES:

Upon the successful completion of this module the student will be able to:
e Create a portfolio of work that demonstrates knowledge and applied skill

of a variety of academic and career skills including business software
applications

e Reflect on the benefits and challenges associated with the academic
career and software skills used in the production of the portfolio of work

AIMS:

The module aims to enable the student to gain a broad understanding of the
concepts, techniques and methods of modern cost accounting and the role it
plays in business organisations. Additionally it will aim to enable the student to
gain an understanding of the significance and use of financial information in
business and to provide the student with an understanding of the basic principles
of accounting.

Accounting LEARNING OUTCOMES:
Fundamentals On successful completion of this module, the student will be able to:
e Identify basic cost accounting concepts, deploy techniques and methods

and to analyse the importance of cost information in business
organisations.

e Describe and comment on contemporary cost accounting concepts,
techniques and methods and to develop and nurture the students’ ability
to assess and evaluate a range of business-related constraints, from
which to make decisions which maximise an organisation’s financial and
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non-financial performance.

e Review the basic principles of accounting and use appropriate software.
e Prepare financial statements from initial data, dealing with both routine
and non-routine transactions and analyse financial statements with

confidence

Business
Environment

AIMS:

To appreciate the workings of a capitalist marketplace, to enable students to
understand the political, economic, social, technological, ecological and legal
factors within the business environment and to appreciate their significance in
business strategy, operations and performance within a competitive
environment.

LEARNING OUTCOMES:
Upon the successful completion of this module the student will be able to:

e Assess markets in action, understanding their micro-economic and
macro-economic foundations, different market structures and their
influence on firm strategy, long run and short run changes and major
features of the current international economy.

e Describe and analyse the PESTEL environmental factors and assess the
importance of each individually and how they interact with one another,
in the UK, EU and globally, applying each to specific industries.

e Think constructively about the competitive environment, within a
theoretical framework, apply learned concepts to selected industries and
business organizations of varying sizes within those industries and
comment on internal environmental factors by an application of Porter’s
Value Chain to selected case studies.

Marketing Essentials

AIMS:
This module will introduce the students to the business discipline of marketing
and the core elements from which marketing activities develop.

LEARNING OUTCOMES:
Upon completion of this module the students will be able to:
e Assess the development of marketing in creating value for customers.

e Understand the process and stages of marketing plans, modelling the role
of the marketing environment, marketing research and the marketing mix

e Identify relevant stakeholders and assess their impact on the marketing
activities.

Management and
Organisational
Behaviour

AIM:

The aim of this module is to cultivate student knowledge and understanding of
the nature of behaviour within organisations, through the application of a multi-
disciplinary approach to the study of people at work. Students will gain insight
into, and should be able to comprehend concepts of organisational design,
functions and processes of management, in addition to recognising the
importance of ‘management’ as an integrating activity.

LEARNING OUTCOMES:
Upon the successful completion of this module, the student will be able to:
e Coherently analyse the relationship between structure, culture, people

and organisational performance.
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e Identify the essential nature of managerial work (in terms of both
functions and processes) communicate the role of leadership and
furthermore, explain the variables that determine effective management
and leadership.

e Evaluate the behavioural approach to management, through
understanding of the factors that affect differences in individual
behaviour.

Business Information
Systems

AIMS:
This module will develop in students an understanding of information systems
and the opportunities, benefits and challenges they bring to an organisation.

LEARNING OUTCOMES:
Upon the successful completion of this module the student will be able to:
e Evaluate the use and effects of information systems/information

technology on an organisation.

e Prepare and present to specialist and non-specialist audiences an
academic seminar paper that reviews the current research literature
pertinent to a contemporary information systems research topic.

Leisure, Events, Tourism & Sport Portfolio — First year modules

Modules relevant to all Students within the LETS Portfolio

Applied Personal &
Professional
Development

AIM:

The study skills needed for higher education are ultimately gained through
studying at that level; they evolve and mature through practice, trial and error,
feedback from others and student reflection. This module aims to provide
students with the underlying study strategies and software skills that can
accelerate that learning process. Students will be encouraged to develop a
reflective, active, positive approach to learning, and to take responsibility for
their own learning. Such skills promote a deeper understanding of the topics
studied throughout the programme; they support lifelong learning, and are the
transferable skills desired in the employment context.

LEARNING OUTCOMES:
Upon the successful completion of this module the student will be able to:

e C(Create a portfolio of work that demonstrates knowledge and applied skill
of a variety of academic and career skills including business software
applications

e Reflect on the benefits and challenges associated with the academic
career and software skills used in the production of the portfolio of work

Marketing Essentials

AIM:
This module will introduce the students to the business discipline of marketing
and the core elements from which marketing activities develop.

LEARNING OUTCOMES:
Upon completion of this module the students will be able to:
e Assess the development of marketing in creating value for customers.

e Understand the process and stages of marketing plans, modelling the role
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of the marketing environment, marketing research and the marketing mix
e |dentify relevant stakeholders and assess their impact on the marketing
activities.

Management and
Organisational
Behaviour

AIM:

The aim of this module is to cultivate student knowledge and understanding of
the nature of behaviour within organisations, through the application of a multi-
disciplinary approach to the study of people at work. Students will gain insight
into, and should be able to comprehend concepts of organisational design,
functions and processes of management, in addition to recognising the
importance of ‘management’ as an integrating activity.

LEARNING OUTCOMES:
Upon the successful completion of this module, the student will be able to:

e Coherently analyse the relationship between structure, culture, people
and organisational performance.

e Identify the essential nature of managerial work (in terms of both
functions and processes) communicate the role of leadership and
furthermore, explain the variables that determine effective management
and leadership.

e Evaluate the behavioural approach to management, through
understanding of the factors that affect differences in individual
behaviour.

Introduction to
Leisure, Events,
Tourism and Sport

AIM:

The module aims to develop the students’ understanding of the generic role of
leisure, events, tourism and sport in society, and the organisation of the industry.
Specifically this module focuses on the sociological and political aspects of the
industry from a practical, applied and theoretical stance considering issues in an
historical, modern and comparative context. This will then be further developed
to provide students with a sound appreciation of the organisation of the industry
in terms of public /private /voluntary sector roles and responsibilities.

LEARNING OUTCOMES:
Upon the successful completion of this module the student will be able to:

e Evaluate the structural, functional and organisational development of the
industry and its role within modern complex society.

e Appraise the factors that shape societal leisure, events, tourism and sport
needs and influence participation levels.

Operations
Management for
Leisure, Events,
Tourism & Sport

AIM:

This module will develop in students’ knowledge and understanding of key
concepts, theories, and issues, relevant to managing services, programmes and
facilities within a sports and leisure environment. It will also encourage students
to asses and manage risk, understand the issues of managing budgets and
develop professional qualities and transferable skills necessary for employment
within the sport and leisure industry.

LEARNING OUTCOMES
Upon the successful completion of this module the student will be able to:

e Analyse and reflect upon the role of those organisations, structures and
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policies that have a responsibility for the delivery of sport and leisure
facilities and programmes.

e Show evidence of the knowledge and skills required to plan and assess
the environments and systems needed to deliver effective sport and
leisure operations.

BA/HND Sports Management Students Only

Sports Leadership,
Fitness & Exercise

AIM:

This module will develop knowledge and understanding of key concepts, theories,
and issues, relevant to sports, fitness and exercise leadership instruction. It will
also encourage students to evaluate personal performance, asses and manage
risk, and develop professional qualities and transferable skills necessary for
employment within the sport and leisure industry.

LEARNING OUTCOMES
Upon the successful completion of this module the student will be able to:

e Appraise and evaluate the effects of sport, fitness and exercise
interventions on participants making effective use of knowledge and
understanding of the disciplines underpinning human structure and
function.

e Show evidence of the skills required to plan, deliver, monitor and
evaluate participant responses to sport and/or exercise

BA/ HNC/D Events, Tourism and International Travel & Tourism Students Only

Hospitality & Guest
Services

AlM:

This module aims to provide students with an understanding of the role and
importance of hospitality and guest services practices within the Leisure and
Tourism industries. Students will be introduced, where appropriate to the proven
Guest Service training standards and operational practices, and appreciate the
importance of identifying and satisfying guest needs.

LEARNING OUTCOMES:
Upon the successful completion of this module the student will be able to:

e Understand the importance of Guest Services strategies and appreciate
their use in understanding guest needs and the value of empowerment
and guest service measurements.

e Evaluate the range of hospitality services and provision in terms of the
changing nature of consumer demands and understand operational
systems and resource provision required to deliver service excellence
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Professional Exemptions

We work closely with professional bodies such as the ACCA, CIMA, CIPD and CIM to ensure that our
programmes are relevant, up-to-date and linked closely with their qualifications. As a result, several of our
specialist undergraduate programmes carry either exemptions from professional qualifications offered by the
professional bodies associated with that subject (ACCA) or offer the opportunity to apply for entry to a
professional body’s higher level qualifications with advanced standing on completion of the course and meeting
any other entry criteria such as completing relevant work experience (CIMA, CIM, CIPD).

For the ACCA (relevant to student on our BA (Hons Accounting Course) our current exemptions (correct at time
of publication) are:
1. Graduates from 1* January 2009 are awarded papers F1,F2,F3 and F4
2. Paper F5 is awarded on the basis of Cost Control and Performance Management, and
Contemporary Issues in Management Accounting.
Paper F6 is awarded on the basis of Personal and Business Taxation.
Paper F7 on the basis of Financial Reporting in Practice and Advanced Corporate Reporting.
Paper F8 on the basis of Auditing and Corporate Governance.
Paper F9 on the basis of Financial Management 1 and 2.

o vk Ww

Please speak to one of your tutors for your subject area if you have further questions regarding professional

exemptions.
Please note these exemptions are subject to any changes in requirements made by the relevant professional body.

Placements

All full time undergraduate full degree programmes within the Business School include the opportunity to
complete a work placement or ‘sandwich’ year between their second and final years (this is compulsory for
Leisure, events, Tourism and Sports students). This provides students with the opportunity to gain valuable
work experience during their degree programme. All student placements are co-ordinated by the placements
tutor and full details of the placement programme are provided in the placements handbook.



Key Dates

2012/13 Academic Year

TERM ONE 2012
New Students
Monday, 24th September 2012 ~ Friday, 14th December 2012

Continuing Students and Part-time Students
Monday, 1st October 2012 ~ Friday, 14th December 2012

Christmas Vacation
Monday, 17th December 2012 ~ Friday, 4th January 2013

TERM TWO 2013
Monday, 7th January 2013 ~ Friday, 22nd March 2013

Easter Vacation
Monday, 25th March 2013 ~ Friday, 12th April 2013

TERM THREE 2013
Monday, 15th April 2010 ~ Friday, 28th June 2013

SEMESTER DATES

Semester 1

Monday, 24th September 2012 ~ Friday, 25th January 2013.
Semester 2

Monday, 4th February 2013 ~ Friday, 28th June 2013.

Public Holidays

Good Friday — 29th March 2013

Easter Monday ~ 1st April 2013

May Bank Holiday ~ 6th May 2013

Spring Bank Holiday Monday ~ 27th May 2013
Summer Bank Holiday Monday ~ 26th August 2013

Continuing students will enrol on-line prior to their return on 1st October 2012

(12 weeks)

(11 weeks)

(3 weeks)

(11 weeks)

(3 weeks)

(11 weeks)
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Help & Support

What to do if you have a problem

The University offers a wide range of support services to help you with any problems you are having during your
time at SMU. On the following pages you will find details of some of the services available to you if you are
experiencing problems personally or with your studies. Please read through this section carefully and if you are
experiencing problems but are not sure where to go for help, please contact your year tutor in the first instance
(see the back of this guide for contact details for all year tutors).

Study support

Although your tutors will always do their best to help you if you have specific queries about your course, if you
require additional help and support with study skills such as report writing, grammar and academic referencing,
student services provide a range of support materials to help. They run a range of study skills workshops and
provide handouts on key study skills which we recommend you pick up early in your studies. If you are studying
the Applied Personal and Professional Development module in your first year, you will also be instructed on
study skills.

For more information on the study support available please visit Student Services or contact:

Tel: 01792 481264
Email: student.services@smu.ac.uk

IT support

You will be shown how to use the University’s computer systems during induction week. We provide a range of
software and learning resources which are available both on and off campus, so please pay attention to the
instructions you are given on how to use them. Computers are available for use by students, when there are no
classes using them, in the following areas:

In the Business Block: Rooms on 2nd Floor

Student Centre: Ground floor, opposite Metro Cafe

You will be given instructions in how to use the equipment and you should refer to the University’s ‘Acceptable
Use Policy’ (included in your University Welcome Pack) for details on the conditions under which you are
allowed to use the University’s ICT facilities. You should also make backups of your discs, leaving one at your
place of residence, as well as keeping one for use with you. Every year students lose work through corrupt discs,
so please ensure that you keep back up discs. Please note, work lost due to computer failure or failure to back
up is not a valid basis for an extension to coursework deadlines — it is your responsibility to ensure you take
the appropriate care in backing up your work.

If you are having problems accessing Moodle, your student email, or you are having any other IT related
problems please contact the University’s IT Helpdesk for advice and support:

IT Helpdesk:
Tel: 01792 481134
Email: helpdesk@smu.ac.uk



mailto:student.services@smu.ac.uk
mailto:helpdesk@smu.ac.uk
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Personal problems and counselling

Students experience problems of widely differing types, ranging from practical difficulties to those of a very
personal nature. Being a student can bring the complexities of coping, perhaps for the first time, on a limited
budget and in new surroundings with possible difficulties of inter-personal relationships and pre-exam tension.
Our qualified and experienced Counsellors can offer support and advice to sort things out.

In an atmosphere of confidentiality and trust, the Counsellor will listen to students who wish to discuss their
problems, personal, financial or educational. Without seeking to impose values, she will try to help to achieve
an all-round view of their problems, enabling students to make informed decisions. The Counselling Service is
based on the corridor next to main reception and you can make an appointment to see a counsellor by
contacting the secretary during office hours:

Tel: 01792 481206 Email: Tania.bronham@smu.ac.uk

You can also contact the individual counsellors by email if you wish:

Jill Nicholls: jill.nicholls@smu.ac.uk

If you are experiencing personal difficulties we would also recommend that you contact your Year Tutor (in
confidence) at the earliest opportunity, as they may be able to provide help to ensure you are supported
appropriately with your studies.

Disability support (including Dyslexia)

The University and Faculty are committed to providing students with disabilities tailored support to ensure they
have a positive student experience. Student Services provide a wide range of support for students with all kinds
of disability and will work with you to provide support that is tailored to your needs. If you have a disability we
strongly encourage you to contact the disability support co-ordinator, Jill Nicholls, as soon as possible.

Tel: 01792 481193
Email: jill.nicholls@smu.ac.uk

Financial support

We know that studying at University can put a strain on you and your family financially, so the University
provides advice and support on student finance issues via Student Services. You can visit them for advice and
guidance on financial issues at any time during your degree programme. If you are experiencing severe financial
difficulty, the University also has a limited fund available to help students experiencing such problems. This
fund must be applied for and you will be required to provide detailed financial information to support your
application. Please see Appendix B for more information on this fund.

Students’ Union

The University has a single Students’ union which exists to promote and protect the interests of its members,
and to foster social, cultural and recreational activities. All full-time University students automatically become
members of the Union when they enrol, and thus enjoy all the associated benefits, including membership of the
National Union of Students.

The facilities offered by the Union include two coffee shops, a recreational area including video games, pool
tables and table-tennis, two TV lounges, a student newspaper and a one-hour radio broadcast every lunchtime.

There is also a University bar managed jointly by students and staff.

Visit the Students’ Union for full details of the range of services they offer or see their web site: www.metsu.org



mailto:Tania.bronham@smu.ac.uk
mailto:jill.nicholls@smu.ac.uk
mailto:jill.nicholls@smu.ac.uk
http://www.metsu.org/
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Careers support

It’s never too early to be thinking about your future career and at SMU we aim to provide you with all the skills,
support and opportunities you need to help you with your future career when you graduate. Our careers
advisory service and careers library (located on the ground floor of Student Services) are available to all students
and you can make an appointment to see our careers advisor Jill Nicholls by contacting her at: Tel: 01792
481193 Email: j.nicholls@smu.ac.uk

The careers adviser can help you with CVs and letters of application, interview techniques, identifying potential
employment opportunities, and planning your future career. The service also maintains a list of vacancies and
can advise you on placement opportunities such as those offered by the Go Wales scheme.

There is also a ‘job Shop’ which can help you find part time work while you are studying (although we advise
students not to work more than 12 hours per week during term time to ensure they have enough time to
complete their study commitments). You can contact the job shop on: 01792 481000 ext. 4690 or by emailing
jobshop@smu.ac.uk.

Frequently Asked Questions

Below you will find answers to some of the questions students often ask. If, however, you have other queries
about your programme please contact your level (year) tutor who will be able to provide advice or guidance on
where to find the information you need.

What do I do if | amill?

You must telephone or email the Programme Director or the Level Tutor as soon as possible on the first day of
your absence. [f your absence is likely to last for more than 3 days, you must obtain a certificate from a Medical
Practitioner which should be sent to the Programme Director as soon as possible. Contact details for your tutors
are at the back of this handbook.

What happens if | have to miss classes for other reasons?

In this event, you should tell the lecturer concerned, but you cannot expect the lecturer to repeat the class for
you. You will have to arrange to obtain copies of handouts and lecture notes from one of your colleagues 9or
download them from Moodle). It is vital that you attend classes whenever possible. We take non-attendance
very seriously and if you miss three consecutive classes without an appropriate explanation you will be deemed
to have withdrawn from the course. Poor attendance may also affect the issue of any student loan by your local
education authority.

What do | do if | feel | am struggling with the workload or | don’t understand something in class?

Firstly, you are probably not the only one! Ask the lecturer concerned at an appropriate time during or
immediately after the class for help. Please, however, think before you interrupt a lecturer mid-sentence
unless they actively encourage you to ask questions during the lecture.

I have a problem. Who do | contact?

If the problem relates to a topic in class, ask the lecturer concerned. For other problems, see your level tutor in
the first instance, or, in his/her absence, the Programme Director. They will be able to advise you on how to

address your issue.

| feel homesick, what should | do?


mailto:J.Nicholls@Smu.Ac.Uk
mailto:jobshop@smu.ac.uk
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This is a natural reaction for many who are living away from home for the first time - others are only too glad to
be away from under their parents’ feet!! Recognise that others also feel homesick and speak to someone about
how you feel. Above all, do not make any hasty decisions about the programme, especially in the first weeks. If
you are struggling to adapt to University life, please speak to your year tutor.

Can | transfer to another course?

We know that many students start University with very little experience of the subject they will be studying, so
you may find that you wish to transfer to a course that suits you better. You must speak to your Level tutor as
soon as possible if you wish to transfer to another degree programme and it is preferable that you do this during
the first few weeks of term. However, as many of our programmes have a common set of modules in the first
year, it may be possible for you to transfer to another programme at the end of your first year. Again, please
contact your Level tutor as soon as possible if you wish to discuss transfer.

I’m moving home and have changed my address — who do | contact?
You must let the Programme Director, Library and Academic Registry know about any change of name, address

or other personal details as soon as possible. Important information about your course will be posted to the
address you provide so it is vital that the details we have are up-to-date.
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Important Information
No-smoking Policy

Swansea Metropolitan University is a no-smoking Campus; smoking is not permitted on University grounds.

Health and Safety

The University is very proud of its achievement in providing a safe place for you to study and has achieved the
Gold Award in Occupational Safety.

Student Health and Safety Responsibilities

Whilst studying at the Institute you have a responsibility - under Health & Safety Legislation to:
e take reasonable care of your own health and safety
e consider the safety of others who may be affected by your actions
e report any hazards that you might come across such as a tripping hazard to e.g. course tutor
e report any accidents and complete an accident report form- obtained from reception/first aider.

Fire Emergency Procedures

If You Discover a Fire:
e Sound the fire alarm
e Dial 9 (to get an outside line) then 999.
e If possible, tackle the fire using the appliances provided but do not endanger yourself or others .

If You Hear the Fire Alarm
e Leave the building by the nearest available exit
e Close windows and doors behind you as you leave
e If in class at the time of the alarm follow the instructions given by the lecturer and report to the Fire
Assembly Point where the lecturer will carry out a register check to ensure that everyone is accounted
for.
e The Fire Assembly Point is located in the car park below the Owen Library

e stop to collect personal belongings,

e use the lift,

e take risks,

e re-enter the building until authorised to do so.

First Aid
Contact Main Reception Desk which is located in the Business/ Administration Building or dial 0.

Eating & Drinking

Eating and drinking in classrooms and along corridors is not allowed.

Faculty Safety Rules

Please take note of any rules published within the Faculty, for example, in computer rooms.
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Meningitis Immunisation

As some of you may be aware the Government has introduced Legislation to make available the Meningitis
vaccine to all students entering Higher and Further Education. If you have not yet been immunised and would
like to be immunised go and see your own GP.

Welsh language policy

Swansea Metropolitan University is committed to meeting its obligations under the Welsh Language Act 1993
and has adopted the principle that in the conduct of its public business, it will treat the English and Welsh
languages on the basis of equality. Please see page 62 of your University Welcome Guide for full details of the
University’s Welsh Language Policy.

Race equality

All staff and students in the Faculty are required to comply with the University’s race equality policies. Please
see your Student Welcome Guide for full details.

Disclaimer

The information in this handbook is deemed correct at the time of publication, but may be amended and
updated as appropriate at the Faculty’s discretion during the year. An electronic copy of the latest version of
the handbook will always be available for students to access via the Faculty’s Moodle site. Please refer to the
online copy for the most up-to-date information.
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Appendix A - Typical reasons for granting
extensions to assessment deadlines

The table below shows typical circumstances under which extensions to assessment deadlines may be
granted (and circumstances under which they will not be granted). Please check the table before
contacting your Year Tutor to request an extension. If, based on the guidance below, you believe you
may be eligible for an extension please contact your Year Tutor as soon as possible (contact details
are at the back of this handbook). You will also be required to fill in the extension request form
(obtainable from your year tutor) which must also be signed by your Year Tutor or the Programme Director.

problem with eyesight, influenza, epileptic
seizure, vomiting or migraine at time of
assessment, infectious condition, mental
health condition (i.e. conditions that cause
missed or seriously disturbed assessment).
Notes: 1. Existing conditions (i.e. disabilities,
including chronic illness) should be known long
before the board of examiners, and the
student’s programme of study and assessment
planned accordingly (e.g. the history of
migraine, a commonly cited EC, should be
known). 2. Influenza (‘flu’) does not refer to the
common cold or conditions with similar
symptoms.

evidence from the exam
invigilator’s report.

Main types of Extenuating Circumstance (EC) Evidence required /Action Action (levels 6, 7) (if level 6 referral is allowed,
reported (levels 4,5) the Board can use advice for levels 4 and 5)
1 Medical (serious). Examples: broken limb, Medical certificate or  Deferral  [Compensate as normal, but at the discretion of

the Board do not apply Additional Compensatory
Credit penalty to the modules affected. The
Board can use its information about the student
(e.g. by reference to previous record in subject,
level 5 performance, success in other modules
etc). Do not create hypothetical pass grades; the
board may give a higher degree than the grade
average suggests but the evidence needs to be
robust and defendable. If in doubt, consider
deferral or aegrotat. The student has the option
to not accept the compensated grades and take a
deferral. If professional body requirements forbid
compensation, then defer.

sibling, child, grandchild, first cousin, aunt, uncle,
spouse, partner, parent-in-law) or close friend
within the semester.

letter outlining
additional information
(location of funeral, any
religious observance
requirements for
mourning), if
appropriate.

2Medical (minor). Examples: headache, migraine |Not applicable Not an Not an acceptable EC.
not at time of assessment, colds; i.e. conditions acceptable
that do not directly affect the ability to take the EC.
assessment, even though the student may not
feel at his or her best.
3Death in immediate family (grandparent, parent, Death certificate ora  |Deferral  |As circumstance 1; the Exam Board will consider

the timing of the death, the responsibilities of
the student and the closeness of the relationship.

4Attendance at a funeral at the time of the
assessment.

Death certificate or a
letter outlining
additional information
(location of funeral, any
religious observance
requirements for
mourning), if
appropriate.

Deferral

As circumstance 1; the Exam Board will consider
the timing of the death, the responsibilities of
the student and the closeness of the relationship.

Death of a relative or friend outside the
semester, or the funeral is not at same time of
assessment.

Not applicable

Not an
acceptable
EC.

Not an acceptable EC.




6 Serious illness in family (particularly Medical certificate |Deferral As circumstance 1; the Exam Board will
where the student has duty of care, consider the timing of the illness, the
“family” defined as circumstance 3) responsibilities of the student and the closeness

of the relationship.

7 |Commitment outside of the As appropriate, Deferral As circumstance 1; the Exam Board will
student’s control (e.g. emergencies, |(e.g. letter from consider the seriousness of the event and the
including unexpected loss of child  employer or extent of the student’s control.
care) on the date when the student |ursery).
is required to attend for an
assessment.

8 [Work commitments (part-time As appropriate, Deferral Deferral without penalty.
students only) (e.g. heavy workload ((e.g. letter from
at the time that an assessment is employer).
due)

9 Serious transport problem (i.e. As appropriate, Deferral As circumstance 1; the Exam Board will
exceptional circumstance such asa |((e.g. copy of ticket, consider the severity of the transport incident
serious rail delay or road traffic compensation slip and the extent of the student’s control.
accident) from rail company)

10 Routine type, predictable or partly |Not applicable Not an acceptable Not an acceptable EC.
predictable transport problem (e.g. EC.
traffic jams, a late train or bus, tyre
puncture etc)

11 Misunderstood examination Not applicable Not an acceptable Not an acceptable EC.
timetable EC.

12 Overslept Not applicable Not an acceptable Not an acceptable EC.

EC.

13 Religious reasons, where not working|Not required, but The University willThe University will make reasonable attempts

is a requirement . information must |make reasonable to make adjustments to the assessment
be notified to the @attempts to make timetable. Deferral is not an option.
University in adjustments to
advance, with the assessment
appropriate timetable.
evidence. Deferral is not an
option.

14 Serious personal problems not As appropriate (e.g.Deferral Deferral, but exceptionally the Exam Board may
medical (e.g. separation from letter from use its discretion to not apply the Additional
spouse, or partner) within 2 weeks of/counsellor, Compensatory Credit penalty to the modules
the date when the student is landlord etc) affected, providing the evidence is very good.
required to attend for an
assessment.

15 [Financial Not applicable Not an acceptable Not an acceptable EC. If you are experiencing

EC severe financial difficulties, please contact
student services for advice.
16 Holiday Booking Not an acceptable Not an acceptable EC
information EC

17 (Computer problems As appropriate (e.g.[Not acceptable, |As circumstance 1; the Exam Board will
memo from IT unless consider the seriousness of the event and the
support explaining lexperienced by a extent of the student’s control. It is vital that
the nature of the |sufficiently large |students back up their work regularly to avoid
problem). group of students tthis situation.

18 [Complaints about staff (e.g. Various (diary of  |Dealt with as Dealt with as appeals procedure.

supervision)

missed meetings or
classes etc)

appeals
procedure.
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Appendix B - Applications for Financial
Assistance under the Access Funding
Scheme

The Governing Body is expecting to receive limited funding from the Welsh Office to
provide financial help to students whose access to further or higher education might be
hampered by financial considerations, or where students for whatever reasons, including
physical or other disabilities, face financial difficulties.

The Governing Body has established a Committee which will consider applications and
provide assistance where need is established. This may take the form of cash direct to
students, or to a third party, or the provision of items or services. It is intended that such
help will be provided as near as possible to the start of the academic year.

All full-time and sandwich course ‘home-based’ students on higher education courses,
including postgraduate, and all full-time and sandwich course ‘home-based’ students on
further education courses at the University aged 19 or over, are eligible to apply for
assistance.

The Committee will take into account the availability to applicants of support from
alternative sources, and each applicant’s particular circumstances. The main criterion
will be that applicants can demonstrate that without such assistance, they would be
unable to commence their courses at the University.

Examples may include:

58]

Mature (over 21) self-supporting students

Severe financial difficulties beyond the student’s control

Housing problems arising from the withdrawal of housing benefit

Domestic circumstances which could prevent attendance on curses or domestic
commitments in order to attend course

Disability requiring special provision

Excessive travelling commitments

N M M

N &

Applicants are advised that payments from the Access Funds may have implications for
entitlement to social security benefits.

All applications will be treated in the strictest confidence. Applicants may be invited for
interview by the Committee.

APPLICATION FORMS MAY BE OBTAINED FROM THE RECEPTION AT MOUNT PLEASANT
AND SHOULD BE RETURNED TO THE FINANCE DIRECTOR.
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Appendix C - Moodle Virtual Learning
Environment

What is Moodle?
Moodle is the University's Virtual Learning Environment that can be used to support
learning and teaching.

Essentially it is a website that can be accessed by registered users (staff and students)
from anywhere in the world using the internet and a web browser.

Moodle provides features that allow students to:

e Access course materials

e Communicate with students and lecturers
e Allow collaboration for group work

e Electronic submission of work

plus a whole host of other features.

If your lecturing staff are using Moodle for your course and/or modules they will appear
when you log into the system.

How do I access Moodle?
Access to Moodle is easy. Go to http://moodle.smu.ac.uk to login. Your login details are
exactly the same as you use to login to a campus computer.

If you have forgotten your password then please contact the Helpdesk on 01792 481134
or email helpdesk@smu.ac.uk

When you log into Moodle in the top left hand corner you will have an area that lists the
courses and modules you have enrolled on. (You can also access the same list by clicking
My Courses located under your name in the top right hand corner of the screen).

Clicking on the name of the course/module will take you to the site where information,
learning materials and activities have been placed by the lecturing staff.

If any of the courses/modules are greyed out this signifies that staff are not using Moodle
for this course/module.

This information is taken from the University's Management Information System (MIS), if
you are missing courses/modules please speak with your lecturers so that they can check
you are enrolled correctly. Any updates to the MIS can take 24 hours to feed into Moodle.


http://vle.smu.ac.uk/
mailto:helpdesk@smu.ac.uk
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Frequently Asked Questions
Can | access Moodle from home?

Yes, all you need is a web browser and access to the Internet. You log in using the address
http://moodle.smu.ac.uk and enter your SMU user name and password as usual.

My password isn’t working!

Make sure you do not have CAPS lock selected and that you enter your user name in
lowercase. If you still have problems, contact the helpdesk on 01792 481134 or email
helpdesk@smu.ac.uk

I don’t have a list of my courses/modules. Why is this?

This means that you are not yet enrolled on any modules (in Moodle). Once you are
enrolled on your modules the module list will appear.

I can see the “My Courses” list but some are missing. What should | do?

It may be that you are not yet enrolled on the module in the Management Information
System (MIS). Ask your lecturers to check your enrolment for you. If you have only just
enrolled in the course/module then wait 24hrs and try again.

One of my modules has a grey title and | can’t access it. Why not?

The module has not yet been made available by the lecturer; it’s possible that they have
decided not to use Moodle for this module. When it is made available the title will
become black and you can access the module. Please contact the lecturer directly if you
think you should have access.


http://vle.smu.ac.uk/
mailto:helpdesk@smu.ac.uk
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Useful Contact Details and Numbers

Swansea Metropolitan University Main Switchboard
00 44 (0)1792 481000

Student Services Office
Tel: 00 44 (0)1792 - 481206

Email: student.services@smu.ac.uk

Careers Service
Tel: 00 44 (0)1792 - 481213
Email: careers@smu.ac.uk

Disability Support
Tel: 00 44 (0)1792 - 481206
Email: disability@smu.ac.uk

Study Skills & Dyslexia
Support

Tel: 00 44 (0)1792 - 481206
Email: dyslexia@smu.ac.uk

International Student
Counsellor
Tel: 00 44 (0)1792 - 481263

Academic Registry (Admissions)
Tel: 00 44 (0)1792 - 481010
Email: enquiry@smu.ac.uk

International

Admissions

Tel: 00 44 (0)1792 - 481090
Email: international@smu.ac.uk

Finance Office
Tel: 00 44 (0)1792 —481182/1050
Email: finance.office@smu.ac.uk

Accommodation Office
Tel: 00 44 (0)1792 - 482086
Email: accommodation@smu.ac.uk

Students’ Union
Tel: 00 44 (0)1792 - 655400

Email: su@smu.ac.uk

Library

Swansea Business School Library

Tel: 01792 — 481000

Owen Library, Mount Pleasant Campus
Tel: 00 44 (0)1792 — 481000 (Business
Library)

Townhill Campus Library

Tel: 00 44 (0)1792 — 481293 /482113

Health & Safety Officer
Tel: 00 44 (0) 1792 — 481014
Email: healthandsafety@smu.ac.uk



mailto:student.services@smu.ac.uk
mailto:careers@smu.ac.uk
mailto:disability@smu.ac.uk
mailto:dyslexia@smu.ac.uk
mailto:Enquiry@Smu.Ac.Uk
mailto:International@Smu.Ac.Uk
mailto:finance.office@smu.ac.uk
mailto:Accommodation@Smu.Ac.Uk
mailto:su@smu.ac.uk
mailto:healthandsafety@smu.ac.uk

64

Faculty Staff Contact Details

Faculty of Business and Management Office:
Tel: 01792 — 481132

email: sbs@smu.ac.uk

The following list contains contact details for members of academic staff within the Faculty.

Telephone numbers

Where a telephone extension is provided, this is for use from within the building. When calling
using a mobile telephone or from off campus you should use the following prefix 01792 48 and
change the ‘4’ at the beginning of the extension number to a ‘1’. For example, extension 4151
becomes 01792 481151 from outside the University. Alternatively you may call the switchboard
on 01792 481000 and ask to be put through to the appropriate member of staff.

Email addresses

All email addresses provided in the list below should be followed by @smu.ac.uk

Part time lecturers

Some Part Time lecturing staff may not appear on the list below. Your tutor will provide you with
details of how to contact them, but if for any reason you have an urgent query and are unable to
contact a part time member of staff, please contact your Level Tutor

Surname Name | Ext Room Title

Ainsworth Phillip 4198 MH507 Senior Lecturer: Modern Foreign Languages
Welsh Language Officer

Campbell Andrew 4146 MH505A Programme Director for Undergraduate
Leisure, Tourism & Sports Management
Portfolio

Williams Jayne 4139 MH412D MBA Part 1 Manager
(Full-time)

Davies Mike 4214 MH210 Level 4 Manager — LETS Portfolio

Dettmer Sandra 4214 MH210 Level 4 Manager Business Portfolio

Dunstan Richard 4190 MH504 MBA Admissions Manager & Part 2 Top-Up
Manager

Fleming Will 4686 MH215 International Development Manager

Acting Level 4 Manager & International
Undergraduate Admissions Manager

Flynn Kath 4105 MH507A Undergraduate Leisure, Tourism & Sports
Management Portfolio Year 3/Level 6
Manager
Gibson Caryn 4124 MH216 Secretary to Dean & Assistant Deans
Griffiths Justin 4306 MH208 International Students Officer
Griffiths Lucy 4151 MH412B Faculty Communications director
Lecturer in Marketing and Entrepreneurship
Griffiths Steve 4118 MH212 Assistant Dean & Head of the Centre for

International Development
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Surname | Name |Ext Room Title

Hopkins Christine | 4132 MH2508A | Professional Staff (Undergraduate Studies)

Inman Maggie 4103 MH412C Head of the Centre for Postgraduate &
Professional Studies

Jackson lan 4176 MH501 Undergraduate Business Portfolio Year 4 /
Level 6 manager

Jenkins Glen 4196 MH401 Head of Postgraduate Research

Jenkins Leigh 4054 MH213 Dean — Faculty of Business and Management

Jones Jacqui 4129 MH507B Industrial Placement Director —
Undergraduate Portfolio

Jones Julie 4167 MH214 Management Information Officer

Jones Karen 4183 MH206A Assistant Dean Quality

Lewis Owen 4136 MH412 MBA Programme Director

Morgan Sam 4139 MH412D CIPD Programme Director

Murray Pam 4136 MH412A Public Services Portfolio Programme Director
Part Time Lecturer Co-ordinator

Osborne Steve 4151 MH412B Undergraduate Home & EU Admissions
Manager

Owens Amanda | 4694 MH411 Admissions Manager — Health & Social Care
& Level 4 Manager Health & Social Care
Leadership

Patrick Boyd 4176 MH501 Level 5 Business Undergraduate Portfolio
Manager

Penaluna Kath 4107 MHGO06 Enterprise Manager

Pole Rhian 4013 MH205 Programme Director Undergraduate Business
Portfolio

Saunders Vic 4599 MH401 Head of the Centre for Undergraduate
Studies

Seymour Gareth 4246 MH315 Computer Technician

Spreadbury Sarah 4132 MH208 Professional Staff (Undergraduate Studies)

Trenberth Dave 4190 MH504 Staff Development Officer

Willett Angela 4132 MH208 Professional Staff (School of Public Service
Leadership)

Williams Greg 4135 MH411A Programme Director Health & Social Care
Portfolio

Woodman Jenni 4165 MH508B MBA Cohort Leader — Part Time Intake &

MA/HRD Part 2 Top-Up Co-ordinator.




