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WELCOME FROM the Director of
Professional Development & Continuing
Education

The University is committed to providing a high-quality student learning experience for all
students undertaking its professional courses.
The Professional Courses Quality Handbook is designed to ensure students are treated fairly and
equally and that the University is able to maintain and safeguard the quality standards of
professional courses.
The Handbook also provides an accessible set of documents relating to quality for professional
courses and to make explicit and transparent where authority for making decisions lies and who
within the University is responsible for which matters, enabling a shared understanding of these
concepts among staff and students.

Nadine M Collado
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Table of Codes
Document title

Ref
No.

Purpose

Terms and Conditions

A1

Terms and Conditions students should be acquainted
with.

Academic Appeals

C1

Sets out the rights of students to challenge assessment
decisions (on procedural grounds only), and the process
through which appeals will be investigated and
determined.

Complaints by Students C2

Sets out the University’s arrangements for investigating
and seeking to resolve complaints made by students,
whether raised formally or informally.

Assessment Procedures

C3

Provides detail about: the conduct of examinations and
class-based assessments, and about arrangements for
considering mitigating circumstances claims by students.
Includes explanations of examination offences.

Recruitment, Selection
and Admission

C4

Sets out the principles and procedures which apply to
admitting students to the University, including general
entry criteria. It also sets out applicants’ rights to appeal
and/or make a complaint

Academic Misconduct

C5

Sets out definitions of academic misconduct, including
different types (such as plagiarism, contract cheating and
collusion), how the University will investigate and
determine allegations, and the penalties it can impose.

Mitigating
Circumstances

C6

Sets out the University’s procedural code for students who
may experience legitimate personal or medical difficulties
whilst undertaking their course.

Reasonable
Adjustments

C7

Sets out the University’s procedural code and
commitment to support students with disabilities and
mental health conditions.
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University Code of Practice
Student Terms and Conditions
(Professional Courses)
Document Reference:

PCQH:A1

Approved By:

Executive Committee

Date of Next Review

July 2022

Summary/ Description:
This document sets out the legally binding Terms and Conditions which form part of every contract
between each student admitted to a professional course and the University.
Applicants for a professional course are provided with a copy of this document when they register
on a professional course at the University.
The document sets out the obligations and expectations placed on students and those placed on the
University. Specifically, it sets out a number of significant or unusual terms of the contract. A table
(in chapter V) provides a list of the Codes applicable to students on professional courses. It also sets
out a number of important legal matters which govern the contract.
The document is set out and approved by the University as a Code within the Professional Course’s
Quality Handbook but it is also designed to be a free-standing document which will be sent to
applicants in a ‘durable medium’ (that is a pdf which cannot be altered in that form) as well as being
accessible on the University’s website.
Reference should also be made to the Code on Recruitment, Selection and Admission (Professional
Courses): PCQH:C4

This university Code has been written in accordance with the approach approved by the University to enhance clarity
involving the following terminology: must = mandatory
should = advisable
may = desirable. Where these
terms are used they are emphasised in bold.
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INTRODUCTION
Authority
1

The Vice-Chancellor is the final arbiter of the application and interpretation of this Code of
Practice as it relates to students on professional courses.

2

As this document forms part of the legally binding contract between the University and each
student, these Terms and Conditions would be subject to the jurisdiction of the Gibraltar
courts.

Scope of the Code
3

This Code applies to courses classified by the University as professional courses.

4

As this Code is intended for students, and is addressed to students in the way it is written, it
is designed to be published as a free-standing document which will be provided to students:
(a)
(b)
(c)

when they register on a University professional course
when they are sent instructions about enrolment so that they can review its contents
before formally enrolling, and
by being readily accessible at all times through the University website.

Students of Professional Body awards will be subject to different conditions as set by the
Professional Body of which they are a member.

Application to collaborative provision
5

This Code applies to all provisions. Whether that provision is delivered by the University or
another approved provider in accordance with a formal legal agreement.

PURPOSE OF THIS DOCUMENT
6

This document is designed to ensure that prospective students are fully informed about the
nature and content of the legal contract into which they will enter with the University if they
enrol on a University of Gibraltar professional course. As such it is designed to set out the
expectations that each student can legitimately have of the University as the provider of the
course in terms of the nature and quality of the experience it provides. In return it also sets
out the expectations that the University can have of you, including that you will actively
participate in the learning experiences that are made available whether that be through
attending lectures, tutorials or other activities and participating in the self-directed learning
elements of the course, and that you meet the standards of behaviour and personal
responsibility expected of university students.

7

As it is not possible to set out the full details of every Code that applies to you, this document
provides a table setting out important Codes (see Chapter V).
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8

It is very important that you read this document carefully before accepting the
University’s enrolment offer, and if there is anything that you do not understand, you
seek clarification from the University (using the contact details at the end of this
document). It sets out the various rights and responsibilities that both you and the
University have in relation to your study at the University.

9

By enrolling on a course you are at the same time accepting the Terms and
Conditions set out in this document and entering into a contractual relationship with
the University. As a binding contract the Terms and Conditions can only be varied
by agreement in writing.

10

This document does not apply to the provision of student accommodation. If you are offered
a place in university accommodation this will be subject to a separate binding contract with
its own Terms and Conditions which will be notified to you in writing with the offer of an
accommodation place.

CHAPTER I: TERMS OF REGISTRATION
11

The process which the University will follow in considering an application for a place is set
out in the Code on Recruitment, Selection and Admission (PCQH:C4).

12

This Code sets out the general entry criteria applicable to all applications and the
responsibilities for making decisions.

When you register on a University professional course, you accept that the Terms and
Conditions set out in this document apply to you as part of a legally binding contract with
the University. Specifically, the conditions of enrolment set out below will apply.

Conditions of enrolment and participation
13

Your right to enrol on the course and your continued participation in the course is subject
to the following conditions, that:
(a)
(b)

(c)
(d)

(e)
(f)

you satisfy any conditions specified in the enrolment offer by the deadline stated
you provide, if applicable, original evidence (translated into English if applicable)
of the qualifications that entitle you to be admitted to the course, or photocopies
authenticated by the awarding body, including in relation to any English tests where
applicable
prior to enrolment you provide proof of your identity (either in person or by post)
in the form of the original of an accepted form of identification for verification
if there are any changes in your circumstances which might mean you are no longer
eligible to enrol or continue your course, you notify us in writing within 48 hours
of the change in circumstances so that the University can determine whether you
should be permitted to enrol/continue your course. Circumstances of this kind
include being charged with, or convicted of, a criminal offence
you enrol at the time and in the manner set out in the enrolment instructions
you comply with the attendance and submission requirements published in the
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(g)

course handbook, including attending compulsory teaching sessions, submitting
assessed work and attending examinations
you comply with any Code or Standards of Professional Conduct set out for
students on applicable professional courses.

Significant or unusual Terms
14

The following provides a number of Terms which you might not have anticipated and which
the University should therefore draw to your attention.

Powers to exclude students from assessment or to terminate their course of
study
15

Without limiting any right of the University, the following provides examples of when a
student might be excluded from assessment, be suspended or a student’s course of study may
be terminated:

Academic reasons
(a) academic misconduct including plagiarism, any form of cheating or examination offence
(b) non-attendance at compulsory teaching sessions, non-submission of assessed work

(including formatively assessed work), or non-attendance at an examination, or not
adhering to specified mandatory attendance requirements. Such conduct could also result
in the denial of reassessment which may therefore adversely affect a student’s ability to
progress on the course
(c) professional misconduct (where the course leads to an entitlement to practise a
profession and is governed by a code of professional conduct).

Non-academic reasons
(a) proven disciplinary offences
(b) obtaining a place on the course through providing false or misleading information
(c) failure to notify changes in circumstances affecting eligibility to continue on the
course (as mentioned in para. 13 (d)
(d) ill health affecting your ability to study, or where this would put others at risk. (This
might necessitate the University suspending you from your studies for a period of
time).
(e) behaviour causing concern or distress to fellow students or University staff.

Denial of re-admission to a course
16

A student whose course is terminated on grounds of academic or non-academic reasons
may be denied opportunity to enrol on any further University course.

Power to revoke an award
17

The University is empowered to revoke any award, where the University is the Awarding
Body, of a qualification where it is established to the satisfaction of the Vice-Chancellor that:
(a)

there was an administrative error in the award made under the procedures required
by the University, including an error in calculating results
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(b)

(c)

the qualification was achieved in whole or in part through any form of academic or
professional misconduct which has been investigated and judged proven by an
investigatory panel
the student obtained entry to a university course of study based on qualifications
and/or experience which have subsequently been proven to be false or substantially
misrepresented.

Maximum duration of courses
18

Each course has a maximum duration beyond which a student will be denied permission to
continue studying. Therefore, any request to return to study where a student has withdrawn
or been allowed to interrupt their studies (for any reason), or any permitted repeated period,
is subject to completion of the course being possible within the maximum duration for the
course.

19

The maximum duration is the end of the academic year of the course (unless a shorter period
has been published to meet the requirements of a professional, statutory or regulatory body).

Appeals and complaints that will not be considered by the University
20

Applicants and enrolled students have rights to lodge an appeal about an academic decision
and/or make a complaint about the standards of information and service provided by the
University (see para. 29 onwards). Applicants/students are encouraged to try to resolve the
matter informally first. If a formal appeal/complaint is to be submitted there are stated
procedures which must be followed, including that an appeal or complaint is submitted
within the published time limit (other than in exceptional circumstances). The following
exclusions also apply:
an appeal will not be considered where it constitutes an appeal against ‘academic
judgement’; that is a challenge to the outcome of the admission decision or the outcome
of an assessment (including any mark awarded) where that decision has been properly
made in accordance with published procedures

(a)

where the University judges that the appeal or complaint is malicious, frivolous or
vexatious in that it is obsessive, harassing or repetitive, abusive in tone or language,
insistent on pursuing unrealistic or unreasonable outcomes, designed to cause disruption
or annoyance, or demanding disproportionate redress.

(b)

Your right to cancel
21

You have a right to change your mind and cancel the contract, and therefore not proceed
with taking up a place at the University, provided that you inform the University in writing
within 7 calendar days of registering on a course. That right to cancel within 7 days continues
even if the course actually starts during those 7 days. You do not need to give a reason for
cancelling.

22

If you exercise your right to cancel within the 7 days, and the course has already started and
you have paid your tuition fees, you will be entitled to a refund of any fees that you have
paid. Where the University has provided services to you it may be entitled to charge you a
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reasonable amount (in proportion to what has been supplied, in comparison with the full
coverage of the Contract) for the period between the services being provided and your notice
of cancellation. Where that is the case, you will be informed of the amount and the basis on
which the amount was calculated.
23

Any refund will be paid within 14 calendar days of you informing the University that you
have cancelled the contract.

24

Where you are a member of a Professional Body the above terms and conditions may be
superseded where relevant.

CHAPTER II: WHAT YOU CAN
UNIVERSITY OF GIBRALTAR

EXPECT FROM THE

University commitments
25

The University of Gibraltar commits to:
(a)
(b)

(c)

(d)
(e)

(f)

(g)

(h)

providing you with tuition and learning support connected with the course that you
are studying, with reasonable care and skill
making available appropriate infrastructure and facilities to support your learning
(including teaching and learning spaces, library and IT facilities and on-line
resources)
seeking to create a learning, working and social environment in which the rights
and dignity of all its students and staff are respected, which is free from
discrimination, prejudice, intimidation and all forms of harassment including
bullying
providing you with information about your course and its units which is accessible
and trustworthy
providing you, where relevant, with guidance about good academic practice about
your options and about your progress (including the consequences and what to do
if things are not going well)
providing you with appropriate personalised support in the form of reasonable
adjustments if you experience specific difficulties for example arising from a
disability or long-term illness
providing opportunities for students to engage in a partnership with the University
by providing opportunities for you to feedback on courses, providing you with
ready on-line access via Canvas the virtual learning platform to the University
Codes that apply to you, and ensuring that these are maintained and kept up-todate, and providing you with clarification and/or further information where you
are unclear about a provision in a Code
awarding you with the qualification to which you are entitled following successful
completion of your University of Gibraltar professional course, where the
University of Gibraltar is the awarding body. If you are enrolled on a Professional
Body course this will be the Professional Body qualification
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(i)
(j)

26

if applicable, providing you with the appropriate official Certificate
responding to, and seeking to resolve professionally and fairly, academic appeals or
complaints submitted in accordance with the published appeals or complaints
procedures.

The above commitments apply in respect of students who have enrolled (and re-enrolled for
each subsequent period of study), and the commitments are subject to the remainder of
these Terms and the University Codes. For example, the University will not issue a certificate
to a student who is in debt to the University for tuition fees of more than £50, or award a
qualification or (if applicable) permit a student’s participation an award ceremony. A student
who is proven to have committed a disciplinary offence may be suspended from their course
or have their studies terminated depending on the seriousness of the offence.

Changes to your course
27

From time to time the University makes changes to its courses and their constituent units.
These changes are made for good organisational reasons and may include changes to
timetables, teaching staff allocation, and content and may be the result of internal or external
factors. Changes will also be made in response to student feedback as part of our
commitment to enhancing the quality of our courses.

28

We will communicate changes to you in a timely manner, and where appropriate and
practicable involve you in decisions and/or explain the reasons for any changes.

Feedback and complaints
29

The University has a complaints procedures applicable if you wish to make a complaint about
the standard of information or service provided by the University in relation to your
experience of being:
(a)
(b)

admitted to the University on a course – Code on Recruitment, Selection and
Admission (PCQH:C4)
an enrolled student at the University – Code on Complaints by Students
(PCQH:C2)

30

In both cases you are encouraged to seek informal resolution of the matter first, as often
matters can be resolved quickly and easily, for example if there has been a misunderstanding
or a mistake has been made.

31

The University also encourages you to provide constructive feedback about your
experiences. We will ask for feedback about the admission process, and once you are enrolled
as a student you will have a number of opportunities to provide feedback and provide your
ideas to assist the University improve the quality of the student experience (for example
relating to the content or structure of the course, to the way it is taught or assessed and
relating to the facilities and services the University provides).
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CHAPTER III: WHAT THE UNIVERSITY CAN EXPECT
FROM YOU
Your responsibilities as a student
32

By enrolling on a Professional Course at the University you commit to:
(a)
(b)
(c)
(d)

(e)
(f)

(g)

(h)

(i)

33

complying with the conditions of enrolment set out in para. 13
paying your tuition fees and any other fees payable to the University by the
deadlines notified to you (see further para. 34)
complying with the University Codes for professional courses (see further chapter
V)
notifying the University at any time during your course if information about you
changes (such as your contact details), including information that affects your
eligibility to be on the course (such as a criminal conviction)
complying with other reasonable requests for information from the University
taking responsibility for your learning and engaging with the learning
opportunities provided (such as carrying out required independent study,
attending classes and completing assessed work)
notifying the University if your circumstances change to the extent that you need
additional support to continue your studies or need a change in the support being
provided to you – for example if you develop a long-term health condition or are
diagnosed with a disability
complying with the published procedures for applying for absence/extension for
good cause and/or mitigating circumstances where there are exceptional factors
such as illness affecting your ability to meet assessment/examination deadlines
complying with the code of conduct or equivalent of any professional body if you
are studying on a professionally accredited course. The University will also have
an obligation to disclose to such bodies any information it considers to be
relevant to a student’s future professional accreditation.

You also have a legal responsibility to take reasonable care of yourself and all others who
may be affected by your acts and omissions, and to co-operate in enabling the University to
discharge its legal duties with regard to health and safety, including implementation of the
relevant University policies. It is a condition of enrolment for students that they also
cooperate with the University in this respect.

Tuition Fees and additional study costs
Tuition fees
34

In return for undertaking your course you will be required to pay the University fees that are
directly related to the University providing you with tuition and learning support connected
to your course (Tuition Fees). Details of the University’s tuition fees are published on the
University’s website. When you are asked to confirm your place on a professional course you
will be informed of the fee which applies to you, via our application portal.
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35

You should note that if a third party (such as a sponsor) is paying your fees you remain liable
for the fees in the event that the sponsor fails to pay.

36

You may also be liable for additional tuition fees if you are permitted to repeat a course or
course unit as a result of mitigating circumstances or following academic failure. This will be
discussed with you at the time.

Additional study costs
37

Depending on the course you are studying there may be additional costs related to that course
– which may not be payable to the University - for example professional body membership
fees. Where this is the case you will be informed in writing along with the enrolment offer
of what is required and anticipated costs.

38

For all courses there will be additional costs (some of which will not be payable to the
University) that you are expected to cover, such as the purchase of books or related materials,
and printing/photocopying.

Fines
39 You are advised that the University has the right to levy fines for such matters as:
(a)

the late return of library materials

(b)

causing damage to library materials or other University property

(c)

the late payment of tuition or other fees.

Other penalties
40

The University has the right to do any or all of the following in the event that tuition fees
remain outstanding after the due date for payment:
(a)
(b)
(c)
(d)
(e)

41

suspend or terminate your registration as a student of the University
prevent you from re-enrolling on your course
withhold any entitlement to attend an award ceremony (where applicable)
withhold any award you are entitled to, and/or
take legal action against you to recover the outstanding Fees and any interest on
those amounts.

Note that actions (a) to (e) above apply only to Tuition Fees and not to additional study costs
or fines, or to any fees payable to the University for, or relating to, student accommodation.
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CHAPTER IV: IMPORTANT LEGAL INFORMATION
Data protection
42 The University is bound by the requirements of the European Union General Data

Protection Regulation (GDPR) introduced in 2018 and the existing data protection
framework in place within Gibraltar overseen by the Information Commissioner’s Office of
the Gibraltar Regulatory Authority (GRA). The University has a suite of data protection
policies underpinned by robust internal processes to safeguard the personal data it obtains
and processes relating to students, staff, website users and others ensuring strict adherence
to the legislative framework.

Suspension and termination
43

The University may end the Contract therefore terminating your course immediately by
giving you notice if:
(a)
(b)

you fail to pay any Fees when due or
any of the conditions of enrolment set out in para. 14 are not met at any time.

44

If you are suspended from the University in accordance with University Codes, the
University’s obligations under the Contract are suspended for the duration of your
suspension.

45

If your course is terminated in accordance with the University Codes, the Contract
automatically ends with effect from the date of the termination.

Liability and Insurance
46

Your attention is particularly drawn to this clause because it imposes certain
restrictions on the University’s potential liability to you.

47

The University does not in any circumstances seek to limit or exclude its liability for death
or personal injury arising out of the University’s negligence, fraud or fraudulent
misrepresentation or for any other liability which the University cannot limit or exclude by
law.

48

Subject to paragraph 47, the University does not accept any liability for loss that does not
flow naturally from a breach of its obligations under these Terms. This is often referred to
as indirect or consequential loss. In addition, particular types of loss that the University does
not accept liability for, whether direct or indirect and whether considered a possibility at the
time the contractual relationship came into effect, are loss of earnings (including delay in
receipt of potential earnings), loss of opportunity and loss of profit.
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49

The University does not accept responsibility for any loss or damage to your property. You
are advised to arrange relevant insurance against theft and other risks before coming to the
University.

50

Subject to the above provisions, the University’s total aggregate liability to you arising out of
or in connection with these Terms and/or your period of study at the University (whether
in contract, tort or otherwise) shall in no circumstances exceed an amount equivalent to twice
the total Fees payable by you in connection with your Course. Please note that Fees does not
include the costs outlined in paras. 34-40.

Intellectual property
51

52

Intellectual Property (IP) means any idea, invention, method, discovery, secret process,
design, trade or service mark, copyright work (including computer software and all data and
other information relating thereto), database rights, trade secret, confidential information, or
any similar process, right or information.
If during the course of your studies you have access to confidential information belonging
to the University or a third party, you agree that you will only use that confidential
information in connection with your studies and on such terms and conditions as have been
agreed and notified to you and you will not without the prior consent of the University or
the third party to whom it belongs disclose such confidential information.

Notices
53

Any notice or other information relating to the formal relationship between you and the
University that you need to give to the University, or that the University needs to give to
you, must be in writing and may be given by hand or sent by e-mail or post. The University
will use e-mail as a primary means of communication for sending you this information,
although any particularly important documents will also be sent by post to your last recorded
address.

54

You should check your University e-mail account regularly, as the University cannot be held
responsible for the consequences of any messages that you have not read or if messages are
lost or delayed when automatically forwarded to a personal e-mail address (e.g. Hotmail,
Gmail, etc). You are responsible for maintaining up-to-date address and other contact details.
Any notices or information sent to your last recorded address will be deemed to have been
properly given.

55

The University will also draw your attention to important information through
announcements on the University's website and Canvas.
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General
56

These Terms and the relationship between the University and you shall be governed by and
interpreted in accordance with Gibraltar law. Both the University and you agree to the
exclusive jurisdiction of and to accept the authority of the courts of Gibraltar.

57

If any condition of this relationship is found to be void or unenforceable (in whole or in
part) by any court or other competent authority, the rest of the contractual relationship will
continue to apply.

58

The University may need to make changes to these Terms from time to time. While we will
try not to make changes, if we do, we will act reasonably and notify you of changes by posting
the updated Terms on the University website and drawing the specific changes to your
attention and, where reasonably practical, providing notification to you (whether to you
specifically or generally to the University student population).

CHAPTER V: UNIVERSITY CODES APPLICABLE TO
PROFESSIONAL COURSE STUDENTS
59 The following table sets out the most important Codes which will apply to your professional

course studies at the University, and how to access them. These are detailed documents
which are necessary for the effective running of the University. Contact details are provided
at the end of this document if you have any queries about anything contained in these
documents or have difficulties accessing them. (Reference numbers – column 2 – relate to
the number allocated as part of the Professional Course’s Quality Handbook ).
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Table 1: University Codes: Professional Courses

Document title

Ref
No.

Purpose

Terms and Conditions

A1

Terms and Conditions students should be acquainted
with.

Academic Appeals

C1

Sets out the rights of students to challenge assessment
decisions (on procedural grounds only), and the process
through which appeals will be investigated and
determined.

Complaints by Students C2

Sets out the University’s arrangements for investigating
and seeking to resolve complaints made by students,
whether raised formally or informally.

Assessment Procedures

C3

Provides detail about: the conduct of examinations and
class-based assessments, and about arrangements for
considering mitigating circumstances claims by students.
Includes explanations of examination offences.

Recruitment, Selection
and Admission

C4

Sets out the principles and procedures which apply to
admitting students to the University, including general
entry criteria. It also sets out applicants’ rights to appeal
and/or make a complaint

Academic Misconduct

C5

Sets out definitions of academic misconduct, including
different types (such as plagiarism, contract cheating and
collusion), how the University will investigate and
determine allegations, and the penalties it can impose.

Mitigating
Circumstances

C6

Sets out the University’s procedural code for students who
may experience legitimate personal or medical difficulties
whilst undertaking their course.

Reasonable
Adjustments

C7

Sets out the University’s procedural code and
commitment to support students with disabilities and
mental health conditions.

CHAPTER VI: CONTACT DETAILS
60 For further advice and guidance, please contact the Professional Development Team :
Tel:

+350 20071000 ext 808

Email:

profdev@unigib.edu.gi
<End of document>
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University Code of Practice
Academic Appeals
(Professional Courses)
Document reference:

PCQH:C1

Date first approved:

June 2021

Date coming into force:

June 2021

Date last reviewed:

N/A

Approved By:

Executive Committee

Summary/ Description:
This Code sets out the University’s arrangements for academic appeals by students on professional
courses. Students can appeal against decisions made about assessment outcomes and decisions
about their progression made by examiners.
Complaints by students (an expression of dissatisfaction about the University’s action/ lack of
action or about the standard of service provided by the University) are addressed in the Code on
Complaints by Students.
An appeal can only be lodged on procedural grounds and not against academic/professional
judgement; an appeal cannot be lodged because a student disagrees with the mark awarded.
Procedural grounds cover a procedural irregularity by the decision-maker, such as not acting in
accordance with the official Course Handbook or considering irrelevant factors in exercising
discretion. An appeal is also possible where the decision maker was not aware of significant
information, such as mitigating circumstances, which legitimately could not be submitted at the
time of the original decision.
Students are encouraged to resolve matters before submitting a formal appeal, for example by
approaching the Course Leader. If it is recognised at this stage that a procedural error has been
made it is possible to resolve the matter by referring it back to the original decision-maker without
the need for a formal appeal.
Formal appeals must be submitted within 20 working days of the student being informed of the
decision against which they wish to appeal. The Academic Quality and Learning Manager
is responsible for determining whether an appeal appears to be valid. Provided the appeal appears
to be valid, the Academic Quality and Learning Manager will establish a panel, members of which
must be sufficiently independent of the student and the matter being appealed (such as not having
been a member of the decision-making body in question). Students have the right to speak and
ask questions at the hearing and to be accompanied by a person of their choosing, provided that
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person only speaks if invited to by the Chair of the Appeals Panel and does not attempt to act as
advocate for the student.
If the Appeals Panel upholds the appeal, the original decision will be declared void, with a
direction made to the original decision-making body, usually to re-consider the decision. In
some cases, the Panel may direct that the student be allowed a new fresh attempt at an
assessment or examination.
In no circumstances is the Appeals Panel permitted to award or change a mark or to award a
Certificate. Such outcomes can only happen through reconsideration by the original decisionmaker.
If the student is dissatisfied with the conduct of the appeal hearing they may seek a review by
the Vice-Chancellor. The Vice Chancellor will consider whether there is evidence that the
Appeals Panel failed to follow procedures set out in this Code.
If a student remains dissatisfied with the outcome of their complaint following the review by the
Vice Chancellor they have the right to take the matter to the Gibraltar Public Services Ombudsman.
The communication informing them of the outcome of the Vice Chancellor’s review must advise
them of that right and direct them to further information about how to progress the matter.

This university Code has been written in accordance with the approach approved by the University to enhance
clarity involving the following terminology: must = mandatory
should = advisable
may = desirable
Where these terms are used they are emphasised in bold.
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INTRODUCTION
Scope of the Code
1

This Code applies to programmes classified by the University as Professional Courses.

2

An academic appeal is a challenge to an academic decision such as the award of a mark
for an assessment or a final course classification. The appeal seeks a change to that
decision.

3

Appeals may be made by anyone who is enrolled as a student of the University on a
professional course and may be made by individual students or, where appropriate,
collectively by groups of students represented by a lead appellant (provided each student
in the group confirms in writing their participation in the appeal).

Authority
4

The Vice-Chancellor is the final arbiter of the application and interpretation of this code
of practice.

5

Academic appeals are managed by the Academic Quality and Learning Manager.

Application to collaborative provision
6

This Code applies to all provision referred to in paragraph 1 whether that provision is
delivered by the University or another approved provider in accordance with a formal
legal agreement.

PRINCIPLES
7

The processes described here are under-pinned by the principles of objectivity and respect
and are intended to safeguard, as far as possible, the interests and well-being of students
making an appeal and the staff who may be named or otherwise involved in an appeal.

8

Wherever possible all appeals will be resolved ‘locally’ at the earliest opportunity.
However, a change in the decision of Examiners can only be made by those Examiners,
albeit acting under the direction of an Appeals Panel, or if the Examiners agree that the
decision should be reconsidered without the need for an Appeals Panel. Otherwise, local
resolution may take the form of ‘verification’ where the Examiners or the Course Leader
checks and confirms that the appropriate procedures have been followed in making the
decision which is disputed by a student.

9

Appeals will be dealt with confidentially by all parties involved, except where it is
necessary to disclose information to conduct a fair investigation and/or where disclosure
is necessary to meet professional body requirements. Where it emerges that confidentiality
has been breached unnecessarily, disciplinary action and/or sanction will be considered
by the University.

10

All parties involved in an appeal are required to act reasonably and fairly towards each
other and to respect the University’s procedures.
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11

All appeals will be dealt with promptly, and any time-critical factors set out in the
Academic Appeal form will be taken into account. Time limits should be met by all parties
and may only be extended by the relevant decision-maker where it is necessary to do so
to ensure a fair outcome.

12

No one investigating an appeal should have any conflict of interest in the matter. Where
conflicts of interest are apparent or arise the Vice-Chancellor will appoint a replacement
investigator.

13

The University will not process appeals about matters which have already been, or are
currently under consideration by a court or tribunal.

14

The process and outcome of the appeals procedure should not have a more general
detrimental effect on the student’s experience at the University, and students are entitled
to continue to pursue their studies whilst the appeal is under investigation.

PROCEDURE
Grounds for appeal
15

An appeal can only be made on the following grounds, where there is evidence that there:
(a)

(b)
(c)

16

are or were circumstances materially affecting the student’s performance, for which
supporting evidence exists, which were not known to the Examiners at the time the
decision was taken and for which there was a legitimate reason for the circumstances
not to have been brought to the attention of the examiners
has been a significant procedural irregularity (including administrative error) in the
assessment process
are reasonable grounds to believe that the recommendation or decision was influenced
by prejudice or bias or lack of proper assessment on the part of one or more of the
examiners or other decision-makers.

There is no right of appeal:
(a)
(b)
(c)

(d)

against academic/professional judgement
against marginal failure to attain a higher classification
on the basis of retrospective submission of mitigating circumstances which could have
reasonably been expected to be presented to the Examiners before they made a
decision
where the matter has already been considered and rejected unless additional evidence
in support of the appeal is provided and there is a valid reason (supported by evidence)
why additional evidence was not submitted originally.

Submitting an appeal
Stage 1 Local resolution
17

Before making a formal appeal, students are asked to explore their concerns with either
the relevant tutor, the Course Leader and/or the Academic Quality and Learning
21 | P a g e

Manager. This might, for example, include asking for confirmation that the procedure for
the assessment has been correctly followed or the marks accurately calculated – termed
‘verification’.

Stage 2 Formal appeal
18

Where the matter raised by the student cannot be resolved at a local level the student can
submit a formal appeal using the Academic Appeal Form (Professional Courses). This
must be submitted to the Academic Quality and Learning Manager within 20 working
days of the date of notification of the decision against which the student wishes to appeal.

19

Only in very exceptional circumstances will the Academic Quality and Learning Manager
agree to an extension on the time limit in which to make an appeal. Exceptional
circumstances may arise where the student has, for example, an ongoing illness,
debilitating condition, personal domestic circumstances that precludes them making an
appeal in a timely manner.

20

The appeal must state the grounds on which the student wishes to make an appeal (as set
out in para. 15) and include all relevant evidence relating to the appeal, including indicating
why the matter could not be resolved satisfactorily at the local level.

21

Appeals on the grounds of illness must be accompanied by supporting documented
medical evidence (such as a medical certificate), and an explanation of the reasons why
the evidence was not originally presented at the time of assessment.

22

The Academic Quality and Learning Manager has the right to call for additional written
evidence from the student and/or University staff and to include any such additional
evidence they deem relevant to the appeal.

Scrutiny of the Appeal
23

The Academic Quality and Learning Manager must determine whether the formal appeal
constitutes a valid appeal in that it:
(a) appears to demonstrate grounds for appeal (as defined in para. 15)
(b) would not be better resolved as a complaint (or should be progressed as a complaint

as well)
(c) it has been made by the student concerned or an authorised representative (d) is not
malicious, frivolous or vexatious (e) is supported by relevant evidence.

Complaints and academic appeals
24

The University recognises that students may raise multiple issues which do not fall neatly
into the category of complaint or academic appeal and that an appeal may be better
progressed as a complaint. A complaint, is defined in the Code on Complaints by Students
as an expression of dissatisfaction about the University’s action/ lack of action or about
the standard of service provided by the University). Where this is the case the Academic
Quality and Learning Manager will determine whether the appeal should be reclassified
(at whatever stage of the process has been reached). The student will be consulted
regarding the most appropriate procedure, and their agreement obtained before
progressing the matter further.
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Submission by the student
25

Appeals will only be considered where they are made directly by the student concerned,
or the authorised representative of a student. Appeals made by third parties will not be
considered. ‘Authorised’ means that the student has confirmed in writing that the
representative may act on their behalf. Anonymous appeals will not be considered.

Malicious, frivolous or vexatious appeals
26

The University will not process appeals that are deemed to be malicious, frivolous or
vexatious in that they are obsessive, harassing or repetitive, abusive in tone or language,
insistent on pursuing unrealistic or unreasonable outcomes, designed to cause disruption
or annoyance, or demanding disproportionate redress. The University reserves the right
to terminate the appeal process at any time where an appeal is judged malicious, frivolous
or vexatious.

27

A student who submits an appeal which is malicious, frivolous or vexatious may be subject
to disciplinary action.

Academic Appeals Panels
28

Within 10 working days of receiving the appeal, the Academic Quality and Learning
Manager must inform the student in writing either that:
(a)
(b)

the appeal is valid and that an Appeals Panel will be established to hear and determine
the matter or
the appeal is not valid, stating the reasons for that decision, and confirming that the
matter is closed.

Membership of the Appeals Panel
29

Where the appeal is judged valid, the Academic Quality and Learning Manager must
establish an Appeals Panel. The membership of an Appeals Panel will comprise:
(a) the Academic Quality and Learning Manager (who will act as
Chair)
(b) the University Registrar or designate.

30

All members of the Appeals Panel must declare any significant connection with the
appeal or the student, and where a conflict of interest is identified that member of the
Panel must be withdrawn from the Panel and be replaced by another member who does
not have a conflict of interest.

Further evidence
31 Once the membership of the Appeals Panel has been established, the Appeals Panel must

determine whether further evidence is required including whether potential witnesses
need to be contacted, whether they are named in the appeal or not. The Academic Quality
and Learning Manager is responsible for obtaining such further evidence and for notifying
witnesses that they will be asked to attend an appeal hearing.
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Notice of the appeal hearing
32

Once the date of the Appeals Panel hearing has been agreed, the Academic Quality and
Learning Manager must inform the student and any witnesses in writing, stating the date,
time and venue of the hearing and giving no fewer than 10 working days’ notice of the
hearing. The student must also be informed of their right to be accompanied by a person
of their choosing, and must be informed of any witnesses who will appear at the hearing
and be provided with copies of any further evidence which will be considered by the
Appeals Panel.

Appeals Panel hearing
33

The hearing must be conducted in a manner which the Appeals Panel considers appropriate
given the nature of the appeal and the evidence to be considered. The Chair must ensure
that the student is given a fair and proper opportunity to make their case, to question any
witnesses, and to comment on any evidence provided at or prior to the hearing.

34

The Academic Quality and Learning Manager will appoint an Appeals Panel Secretary to
record the proceedings at the hearing. A copy of the final report must be provided to the
student within 5 working days of the hearing. Neither party will digitally record the
proceedings of the hearing.

35

If the student declines to attend the hearing the Appeals Panel may agree to progress the
matter in the student’s absence. If the student is unable to attend for a reason which the
Appeals Panel considers legitimate (such as illness) the hearing must be rearranged giving
no fewer than 10 working days’ notice of the new date.

36

If the student does not appear at the hearing, the Appeals Panel may proceed provided it is
satisfied that the Appeals Panel Secretary has properly notified the student of the hearing.

37

Where the student is accompanied by a person of their choosing, that person may not address
the Appeals Panel or witnesses other than in exceptional circumstances and at the invitation
of the Chair.

38

Neither the University nor the student shall have recourse to legal representation at the
Appeals Panel hearing.

39

Once the Appeals Panel is satisfied that it has received sufficient information on which to
make a decision, and that both parties have had a fair opportunity to make their case, it shall
require all parties and witnesses to withdraw while it makes a decision.

Outcome of the appeal
40

The Appeals Panel, is empowered to:
(a)
(b)

41

uphold the appeal where it is satisfied that one or more of the grounds for appeal (set
out in para. 15) has been established
reject the appeal.

Where the appeal is upheld, the Appeals Panel must declare the decision against which
the appeal was lodged invalid and make one or more of the following directions:
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(a)
(b)
(c)
(d)

that the Examiner(s) reconsider its decision in the light of the evidence presented in
the appeal
that the internal examiners be required to assess afresh any examination script, piece
of coursework, or other relevant form of assessment
that the student be permitted to submit a fresh piece of coursework, project or
equivalent or sit an examination as a fresh attempt
such other order as the Appeals Panel deems appropriate, subject to paragraph 42.

42

The Appeals Panel is not empowered to award any mark, or order the raising or lowering
of a mark or a classification.

43

The Appeals Panel should inform the student verbally of the outcome of the appeal
including the appropriate resolution where the appeal is upheld, and the reasons for its
decision. The Academic Quality and Learning Manager must confirm the decision in
writing within 5 working days of the hearing. Confirmation must include notice of the
student’s right to seek a review of the appeal as defined in paragraph 45 onwards.

44

The Academic Quality and Learning Manager must inform the decision-makers, and the
relevant Course Leader in writing within 5 working days of the outcome of the appeal
hearing and decision of the Appeals Panel.

Right of review
45

Where a student is not satisfied with the conduct of the Appeals Panel hearing the student
can request a review of the appeal by writing to the Vice-Chancellor only where there is
clear evidence that the Appeals Panel did not follow the University’s procedures as set
out in this Code in some material way.

46

Such a request must be made in writing within 10 working days of receiving written
notification of the Appeals Panel decision.

47

There are no grounds for review on the basis of the following:
(a)
(b)

new evidence not disclosed at the hearing
disputing the academic/professional judgement of the Appeals Panel (c) disputing the
competence of the Appeals Panel members.

48

The request for a review must specify in writing precisely what aspect(s) of the procedure
was not followed.

49

If the Vice-Chancellor is satisfied that a review is justified, they will either:
(a)
(b)

50

make a judgement on the basis of the student’s submission or
convene, within 10 working days, a Review Panel with new members, none of whom
has been involved with the appeal; where appropriate the Review Panel may include
a member of the Board of Governors.

The Review Panel will review all of the evidence of the proceedings at the Appeals Panel
and determine whether it considers the student’s claim of a material procedural error is
valid.
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51

If the Vice-Chancellor, acting alone or on the advice of the Review Panel, determines that
the student’s claim is valid, they must:
(a)
(b)

52

inform the student of the decision in writing within five working days of making the
decision
direct the Academic Quality and Learning Manager to establish a new Appeals Panel,
constituted with a new membership and drawing on external members if necessary.
This Panel will then proceed as set out in paragraph 28 onwards. The decision of such
a new Panel is final and not subject to further review under paragraph 45.

If the Vice-Chancellor, acting alone or on the advice of the Review Panel, determines that
the student’s claim is invalid they must inform the student of the decision within five
working days of making the decision, and making clear that the decision is final. This
communication to the student must also advise the student of their right to take the matter
to the Gibraltar Public Services Ombudsman if they remain dissatisfied with the outcome
of their complaint. The communication constitutes confirmation of the ‘Completion of
University Procedures’ by the student and must include the text agreed jointly by the
University and the Gibraltar Public Services Ombudsman.

<End of document>
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University Code of Practice
Complaints by Students
(Professional Courses)
Document Reference:

PCQH:C2

Approved By:

Executive Committee

Date of Next Review

June 2022

Summary/ Description:
This document sets out the University’s arrangements for investigating and seeking to resolve
complaints made by students undertaking a course provided by Professional Development and
Continuing Education.
Complaints are separate from academic appeals (the latter being a challenge to the outcome of an
assessment or progression decision). Academic appeals are covered in the separate University
Code on Academic Appeals (Professional Courses) (PCQH:C1).
The University seeks to encourage the resolution of complaints informally and at the earliest
opportunity, by the student approaching an appropriate person relating to the complaint such as
their tutor, Course Leader or Professional Development Coordinator (if relating to their course) or
the Student Experience Office (if relating to University facilities or support services).
Where a complaint has not been resolved to the satisfaction of the student at the informal stage the
student has the right to submit a formal complaint to the Registrar. Unless the complaint is
inadmissible, a Complaints Panel will be established which will investigate and meet with relevant
parties, including the student, in an effort to find an appropriate resolution to the complaint.
If the student is dissatisfied with the outcome of the complaint following the Complaints Panel, they
may request the Vice-Chancellor review the matter. Such a review is only permitted where there is
evidence that there were procedural irregularities in the conduct of the Complaints Panel process or
that there is new evidence that could not reasonably have been provided at the time.
If a student remains dissatisfied with the outcome of their complaint following the review by the
Vice Chancellor they have the right to take the matter to the Gibraltar Public Services Ombudsman,
or in the case of courses awarded by professional bodies, with the awarding body directly. The
communication informing them of the outcome of the Vice Chancellor’s review must include agreed
text advising them of that right and directing them to further information about how to progress the
matter.
This university Code has been written in accordance with the approach approved by the University to enhance clarity
involving the following terminology: must = mandatory
should = advisable
may = desirable. Where these
terms are used they are emphasised in bold.
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INTRODUCTION
1

This document describes the three-stage process for making a complaint about a
professional course at the University of Gibraltar. Student complaints are managed through
the Registrar.

2

Complaints may be made by anyone who is, or was, enrolled as a student of the University
on a professional course. Complaints may be made by individual students or, where
appropriate, collectively by groups of students represented by a lead student.

Authority
3

The Vice Chancellor is the final arbiter of the application and interpretation of this code of
practice as it relates to students on professional course.

Scope of the Code
4

This Code applies to programmes classified by the University as Professional Courses.

5

It applies to all enrolled students, including those who have been permitted to interrupt their
studies.

6

A complaint is defined as an expression of dissatisfaction by one or more students about a
university’s action or a lack of action, or about the standard of service provided by or on
behalf of the University.

7

The following are examples of what can be complained about under this Code:
(a)
(b)
(c)
(d)
(e)
(f)
(g)

University services (e.g. library, laboratory, classroom facilities, general learning
resources)
the delivery and administration of courses (e.g. notice of classes/timetable changes,
notice of assessment results)
arrangements for the provision of tuition and supervision
the behaviour of a student and/or a member of staff (e.g. concerning discrimination,
harassment and/or bullying)
information about professional courses (e.g. that is misleading or incorrect)
University facilities
the University’s failure to reasonably meet the expectations and obligations it sets out
in regulatory and procedural documents.

8

Concerns about assessment decisions (i.e. the outcome of an assessment at unit or course
level) must be progressed through the University’s Academic Appeals (Professional Courses)
procedures rather than through these Complaints Procedures.

9

Where a student’s or students’ concerns are generic (e.g. in relation to University regulations
and procedures, the content and/or assessment of courses) this should, in the first instance,
be directed through the relevant mechanism (e.g. the Course Leader/Professional
Development Coordinator / Professional Development Director/ Student Experience
Office).
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Application to collaborative provision
10

This Code applies to all provision referred to in paragraph 4 whether that provision is
delivered by the University or another approved provider in accordance with a formal legal
agreement.

PRINCIPLES
11

The University seeks to minimise student complaints by ensuring that, wherever possible,
students have opportunities to participate in the appropriate formal decision-making
processes of the University.

12

The University is committed to fostering an environment in which students are encouraged
to raise any matters of concern informally at a local level (e.g. unit level, course level) as soon
as they arise, as this often removes the need for formal complaints.

13

Equally, in order to ensure the thorough and fair investigation of a complaint, and in the
interests of natural justice, the University will contact any student or member of staff who
is named in a complaint to enable an informed and equitable response.

14

Students are encouraged to raise the concern or complaint as soon as possible after the
occurrence. All students, including those who have left the University, have a right of
complaint no later than three months from when the initial event or issue occurred, in order
to enable the issue to be addressed in a timely manner.

15

The processes described below are under-pinned by the principles of objectivity and respect
and are intended to safeguard, as far as possible, the interests and well-being of students
making a complaint and all parties who may be named or otherwise involved. They are also
under-pinned by the following:
(a)
(b)
(c)
(d)
(e)

(f)

(g)

all parties involved in a complaint are required to act reasonably and fairly towards each
other and to respect the University’s procedures
wherever possible, all complaints will be resolved informally at the earliest opportunity
all complaints will be dealt with promptly, and any time-critical factors set out in the
complaint form will be taken into account
time limits should be met by all parties and may only be extended by the relevant
decision-maker where it is necessary to do so to ensure a fair outcome
complaints will be dealt with confidentially by all parties involved, except where it is
necessary to disclose information to conduct a fair investigation and/or where it is
necessary to disclose information to meet professional body expectations requirements.
Where it emerges that confidentiality has been breached unnecessarily, disciplinary
action and/or sanction may follow
no-one investigating a complaint should have any conflict of interest in the matter; where
conflicts of interest are apparent or arise, the Registrar must appoint substitute
individuals.
anyone who is involved in investigating or adjudicating a complaint must be totally
independent of the student
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(h)
(i)

16

the University will not process complaints that are about matters which have already or
are currently under consideration by a court or tribunal
the process and outcome of the complaints procedure should not have a detrimental
effect on the student’s experience at the University, and a student is entitled to continue
to pursue his/her studies whilst the complaint is under investigation.

The University will keep a record of complaints and their outcomes to inform decisionmaking in individual cases and improvements to the regulatory and operational functioning
of the University.

PROCEDURE
17 The University complaints procedure is a three-stage process as follows:
Stage 1: local level resolution
Stage 2: formal level resolution
Stage 3: review

Stage 1 - Local level resolution
18

Every effort should be made to resolve complaints by discussing the matter informally with
all parties involved at a local level at the earliest possible opportunity, where this is possible
and appropriate. At this stage, students are asked to explore their concerns informally (e.g.
verbally and/or by email) with the relevant tutor, Course Leader, Professional Development
Coordinator, Professional Development Director or the Student Experience Office.

19

The member of staff to whom the complaint was made should contact the student within
5 working days of the initial complaint, with an explanation of what steps (if any) will be
taken to address the complaint and the expected timescale.

20

The student should be requested to respond, within five working days, stating that:
(a)
(b)

they are satisfied and the complaint is resolved
they are not satisfied and intend to submit a formal complaint.

21

If the student does not respond the University will presume that the student is satisfied with
how the matter has been addressed. This presumption does not preclude the submission of
a formal complaint (as set out in para. 23).

22

The member of staff to whom the complaint was made must inform the Registrar in writing
of the complaint, the solution offered/implemented, and the explicit or presumed
acceptance of the solution by the student. The Registrar is responsible for maintaining a
record of this information as the basis for helping inform the continuous improvement of
the University’s information, academic provision and/or facilities and services.
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Stage 2 – Formal Complaint
Submitting a formal complaint
23

Where the matter raised by the student is either not amenable to local level resolution or cannot
be resolved at a local level the student may submit a formal complaint to the Registrar using the
appropriate Form. If local level resolution has been attempted the formal complaint must be
submitted within 10 working days of receiving notice of the outcome of the local level resolution
process. In all cases the formal complaint must be submitted no later than three months after
the date on which the event which is the subject of the complaint occurred.

24

The Registrar may grant an extension to the time limits set out in paragraph 23, where they are
satisfied that the student has provided evidence of exceptional circumstances, such as illness,
injury, or unavoidable delay in obtaining evidence. The Registrar should agree a new and
reasonable deadline with the student.

25

In completing the Complaint Form the student should state the grounds of the complaint,
including relevant evidence (e.g. corroborating statements, inconsistent/contradictory
documentation, photographs or audio-visual material), a statement as to why the issue(s) of
concern could not be, or was not, resolved at a local level and a statement of their preferred
resolution of the matter

26

Students are strongly advised to keep a copy of their complaint, accompanying documentation
and any other documentation relating to the complaint for their own records.

Scrutiny of the complaint
27

The Registrar must determine whether the formal complaint constitutes a valid complaint
in that it:
(a) meets the definition of complaint set out in para. 7
(b) would not be better resolved as an academic appeal (or should be progressed as an

academic appeal as well)
(c) it has been made by the student concerned or an authorised representative (d) is not
malicious, frivolous or vexatious (e) is supported by relevant evidence.

Complaints and academic appeals
28

The University recognises that students may raise multiple issues which do not fall neatly
into the categories of complaint or academic appeal and that a complaint may be better
progressed as an academic appeal, as defined in the University’s Code on Academic Appeals
(Professional Courses) (PCQH:C1). Where this is the case the Registrar in consultation with
the Academic Quality and Learning Manager will determine whether the complaint should
be reclassified (at whatever stage of the process has been reached). The student will be
guided on the most appropriate procedure, and their agreement obtained before progressing
the matter further.

Submission by the student
29

Complaints will only be considered where they are made directly by the student concerned,
or the authorised representative of a student or a group of students. Complaints made by
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third parties will not be considered. ‘Authorised’ means that the student has confirmed in
writing that the representative may act on their behalf. Anonymous complaints will not be
considered because of the need to obtain further information, including from the student,
to ensure a fair process.

Malicious, frivolous or vexatious complaints
30

The University will not process complaints that are deemed to be malicious, frivolous or
vexatious in that they are obsessive, harassing or repetitive, abusive in tone or language,
insistent on pursuing unrealistic or unreasonable outcomes, designed to cause disruption or
annoyance, or demanding disproportionate redress. The University reserves the right to
terminate the complaint process at any time where a complaint is judged malicious, frivolous
or vexatious.

31

A student who submits a complaint which is malicious, frivolous or vexatious may be subject
to disciplinary action.

Establishing a Complaints Panel
32

Within 10 working days of receiving the complaint, the Registrar must inform the student
in writing either that:
(a)
(b)

33

Where the complaint is judged valid, the Registrar must establish a Complaints Panel
comprising:
(a)
(b)

34

the complaint is valid and that a Complaints Panel will be established to hear and
determine the matter or
the complaint is not valid, stating the reasons for that decision, and confirming that the
matter is closed.

The University Registrar or designate (who will act as chair of the Panel)
an experienced member of staff (whether academic or non-academic), who has no prior
association with the case.

The Panel should also include a current student who has no connection with the course on
which the complainant is studying and no connection with the matters being complained of,
and has received appropriate training on the University’s complaints procedures from the
Student Experience Office. Where it is impractical to involve a student on the Panel, a
further member of staff should be appointed to the Panel.

Further evidence
35

Once the membership of the Panel has been established the Panel must determine whether
further evidence is required including whether potential witnesses need to be contacted,
whether they are named in the complaint or not. The Registrar is responsible for obtaining
such further evidence (where this is documentary or electronic) and for notifying witnesses
that they will be asked to attend a complaints hearing.
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Notice of the Complaints Panel hearing
36

Once the date of the Panel hearing has been agreed by the Registrar and the Panel members,
the Registrar must inform the student and any witnesses in writing, stating the date, time
and venue of the hearing and giving no fewer than 10 working days’ notice of the hearing.
The student must also be informed of their right to be accompanied by a person of their
choosing, and must be informed of any witnesses who will appear at the hearing and be
provided with copies of any further evidence which will be considered by the Panel.

Complaints Panel Hearing
37

The hearing must be conducted in a manner which the Panel considers appropriate given
the nature of the complaint and the evidence to be considered. The Chair must ensure that
the student is given a fair and proper opportunity to make their case, to question any
witnesses, and to comment on any evidence provided at or before the hearing.

38

The Registrar will appoint a Panel Secretary to make a record of the proceedings at the
hearing, a copy of which must be provided to the student within five working days of the
hearing. Neither party will digitally record the proceedings of a Complaints Panel.

39

If the student declines to attend the hearing the Panel may agree to progress the matter in
the student’s absence. If the student is unable to attend for a reason which the Panel
considers legitimate (such as illness) the hearing must be rearranged giving the parties no
fewer than 10 working days’ notice of the new date.

40

If the student does not appear at the hearing, the Panel may proceed provided it is satisfied
that the Panel Secretary has properly notified the student of the hearing.

41

Where the student is accompanied by a person of their choosing, that person may not
address the Panel or witnesses other than in exceptional circumstances and at the invitation
of the Chair.

42

Neither the University nor the student, shall have recourse to legal representation at the
Panel hearing.

43

Once the Panel is satisfied that it has received sufficient information on which to make a
decision, and that both parties have had a fair opportunity to make their case, it shall require
all parties and witnesses to withdraw while it makes a decision.

44

The Complaints Panel must limit its determination to the complaint and to recommending
a solution; it is not constituted as a disciplinary panel for staff or students.

Outcomes
45

The Complaints Panel is empowered to:
(a)
(b)

46

dismiss the complaint
uphold the complaint in whole, or in part.

Where the Complaints Panel upholds a complaint in whole, or in part, it can recommend
the following actions:
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(a)
(b)
(c)
(d)
(e)
(f)
(g)

a direct apology, or the request of an apology from a third party (e.g. a student, a
service/facility area)
a mediation intervention between the parties
the review and/or revision of a University procedure
a review and/or revision of course materials and/or the delivery of a course
a review of or improvement to a University resource or service
payment of compensation and/or legitimate expenses
other, as appropriate and proportionate to the nature of the complaint.

47

A recommendation must not be made that involves the exercise of academic judgement
(such as awarding or changing a mark, assessment or classification outcome).

48

The Panel should inform the student verbally of the outcome of the complaint including
the appropriate resolution where the complaint is upheld, and the reasons for its decision.
The Registrar must confirm the decision in writing within five working days of the hearing.
Confirmation must include notice of the student’s right to seek a review of the complaint
under Stage 3 (below).

49

The Registrar must inform the relevant Professional Development personnel (e.g.
Coordinator or Director) and any person who is responsible for addressing any
recommendation made by the Complaints Panel under paragraph 46 in writing within five
working days of the hearing.

New evidence
50

If new evidence becomes available which was not, and could not reasonably have been made
available at the Complaints Panel hearing, the Chair of the Panel will consider the new
evidence to determine whether it is likely to have had led to a different outcome had it been
available to the Complaints Panel, and provided:
(a)
(b)

the Chair is satisfied that there were legitimate reasons for the evidence not having been
available at the time of the Panel hearing
the new evidence is made available no later than 20 working days after the Panel hearing.

51

If the Chair is satisfied that the evidence would have led to a different outcome, and the
conditions in paragraph are satisfied, the Chair must direct that the Complaints Panel be reestablished and a further hearing held, conducted as specified in paragraphs 32-49.

52

Subject to paragraph 53 onwards, the decision of the Panel taking account of the new
evidence is final.
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Stage 3 - Review
53

Where a student is not satisfied with the complaint investigation process (after Stage 2) the student
can request a review of the complaint by writing to the Vice-Chancellor only where there is clear
evidence that the Complaints Panel did not follow the University’s procedures as set out in this
Code in some material way.

54

Such a request must be made in writing within 10 working days of receiving written notification
of the Panel decision.

55

The request for review must either specify precisely what aspect(s) of the Stage 2 procedure was
not followed.

56

If the Vice-Chancellor is satisfied that a review is justified they will either:
(a)
(b)

make a judgement on the basis of the student’s submission or
convene, within 10 working days, a Review Panel with new members, none of whom
has been involved with the complaint to review the evidence; where appropriate the
Review Panel may include a member of the Board of Governors.

57

The Review Panel will review all of the evidence of the proceedings at the Complaints Panel and
either uphold, reverse or modify the decision of the Complaints Panel as it deems appropriate.
The Review Panel must advise the Vice-Chancellor of its findings within 5 working days of
convening.

58

The Vice-Chancellor must inform all parties to the complaint in writing, within five working days
of making a decision or of being informed of the decision of the Review Panel as appropriate,
and making clear that the decision is final. The communication to the student must also advise
the student of their right to take the matter to the Gibraltar Public Services Ombudsman if they
remain dissatisfied with the outcome of their complaint, or awarding body responsible for
awarding the qualification. In the case of the former, The communication constitutes
confirmation of the ‘Completion of University Procedures’ by the student and must include the
text agreed jointly by the University and the Gibraltar Public Services Ombudsman.
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Complaints Flowchart
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MONITORING, RECORDING AND REPORTING
59

The Registrar will keep a record of all complaint investigations and outcomes.

60

On an annual basis, an anonymised report on the number and nature of formal (Stage 2) student
complaints considered and outcomes will be presented to the Board of Governors. This process
will ensure appropriate monitoring of all complaints and related outcomes and is intended to
facilitate learning from complaints.

<End of document>
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University Code of Practice
Assessment Procedures:
Conduct of Examinations
(Professional Courses)
Document Reference:

PCQH:C3

Approved By:

Executive Committee

Date of Next Review

July 2022

Summary/ Description:
This document sets out the University’s regulations for:
 the conduct of examinations which form part of the summative assessment of modules, where those
examinations are organised by the University in designated examination rooms
 ‘class-based assessments – other forms of summative assessment which are the responsibility of the
Course Coordinator or other member of teaching staff.
Examinations conducted in designated rooms will be organised by the University to a published timetable,
and the University, through the Registrar, will be responsible for ensuring that rooms are suitable for the
conduct of the examinations. Chapter I addresses arrangements for the invigilation of examinations and
sets out rules governing the conduct of examinations, including student
identification, permitted items and arrangements for entry to, and exit from, the venue, and the start and
end of the examination. A series of examination offences are identified, the commission of which would
be subject to investigation under the Code on Academic Misconduct (QH:C5). Invigilators are responsible
for the conduct of examinations and for ensuring that the University’s requirements are followed.
Chapter II addresses arrangements for other forms of summative assessments, including examinations, –
termed ‘class-based’ - for which the Course Coordinator and/or member of teaching staff are responsible.
Specifically staff must ensure that proper consideration is given to the practical arrangements for the
assessment (given the different venue compared with university examinations) including ensuring that any
reasonable adjustments approved for individual students can be met.

This university Code has been written in accordance with the approach approved by the University to enhance clarity
involving the following terminology: must = mandatory
should = advisable
may = desirable. Where these
terms are used they are emphasised in bold.
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INTRODUCTION
Authority
1

The Vice Chancellor is the final arbiter of the application and interpretation of this code of
practice.

Scope of the Code
2

This Code applies to programmes classified by the University as Professional Courses.

3

Chapter I applies to summative assessments which take the form of University examinations
and Chapter II to other summative assessments which are referred to as ‘class-based
assessments’.

Application to collaborative provision
4

This Code applies to all provisions. Whether that provision is delivered by the University
or another approved provider in accordance with a formal legal agreement.

CHAPTER I: CONDUCT OF EXAMINATIONS
Definitions
5

‘Examinations’ to which this chapter applies are those examinations which form part of the
summative assessment for a module, the dates and times of which are published in the
University’s examinations timetable, and which are held in venues designated by the
Registrar as ‘examination rooms’.

6

Other summative assessment tasks organised by the Professional Development
Coordinator or members of academic staff responsible for the module are designated as
‘class-based assessments’ and are governed by Chapter II of this Code.

Invigilation
7

The Professional Courses Examination Officer is responsible for issuing written
instructions to invigilators prior to the start of each examination period and for providing
staff development for invigilators.

8

All invigilators must have read and be aware of the duties and processes involved in
invigilating.

9

Staff new to invigilating, or new to the University, are expected to familiarise themselves
with the Code on Conduct of examinations and invigilation procedures and attend any staff
development briefings arranged for them.

10

Staff whose examination is taking place are responsible for issuing written instructions for
invigilators specific to that examination. This must include the number of papers provided
and any additional information as described in para 14 below. The staff member must be
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available to be easily contacted for the duration of the examination in case of query, and
should be present in the examination room at the start of the examination.

Instructions for candidates
11

The Professional Courses Examination Officer may issue instructions for candidates
designed to regulate the conduct of examinations in the best interests of all students
undertaking examinations taking into account the timing and venue of examinations.

Examination rules
12

Students will be informed via Canvas of the examination timetable including the start and
end times of each examination. Students are responsible for ensuring that they arrive no
later than 15 minutes before the start of the examination and obey all instructions given by
an invigilator.

13

Students are responsible for ensuring that they understand the examination rules and
regulations before entering the examination room.

14

The University’s general examination rules are set out below. Additional information on
what is permitted or not permitted for a particular examination will be provided to students
through Canvas as necessary, for example the rubric of the examination paper will specify
any specialist equipment or materials (such as a calculator or reference works in the case of
an open book examination) that students are permitted to bring with them into the
examination.

15

To gain admission to an examination room each student must present their University
student card and leave their card displayed on their examination desk throughout the
examination.

16

If a student is unable to provide their student card at the examination they will be required
to present alternative photographic ID (passport or photographic driving licence) and sign
a declaration form which will then be attached to the front of their examination script by
the invigilator.

Items permitted in examination rooms
17

Students must not have unauthorised items on or under their desk or about their person.
All unauthorised items will be confiscated for the duration of the examination. If a student
finds that they have inadvertently brought unauthorised items into an examination the
student must inform an invigilator immediately.

18

Personal items must be placed at the back of the room during the examination or other
location as directed by the Invigilator.

19

The following items are prohibited in an examination room:
(a) Smart phones, tablets, electronic devices
(b) head phones of any size or type
(c) food other than: small packets of sweets, bottled non-alcoholic drinks
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(d) translation dictionaries (English/another language) unless expressly permitted in the

examination rubric.
20

Mobile phones, smart watches and other communication devices must be switched off
before entering the examination room and must be placed under the examination desk
during the examination. Any sending or receiving of calls or messages during an
examination will be regarded as a serious breach of the University’s procedures and be
investigated as a form of academic misconduct under the Code on Academic Misconduct
(PCQH:C5).

Conduct in the examination room
21

Once entry to the examination room is permitted by the invigilators each student must sit
in the seat allocated to them and must not speak to other students from that point onwards
until the end of the examination.

22

On taking their seat students should read the front page of the examination paper to ensure
that they have:
(a)
(b)

the correct examination paper in front of them
complied with the rubric for the examination in terms of permitted/prohibited
materials.

23

Any problem, such as not having been allocated a seat or having the wrong examination
paper, must be reported immediately to one of the invigilators.

24

Students are permitted to enter their candidate number on the front of any answer book
provided prior to the start of the examination. Examinations will be marked anonymously
and therefore students must not write their name on the answer books.

25

The invigilators will announce the start of the examination. Before that time students must
not open or read the examination paper or begin writing (other than as specified above).

26

During the examination students are only permitted to leave the room with the permission
of one of the invigilators for a toilet break or in the event of feeling unwell.

27

A student leaving permanently must ensure that their answer book is collected by the
invigilator before the student leaves their desk. To minimise disruption to other students,
students are not permitted to leave the examination room after the invigilator has
announced that there are 15 minutes remaining in the examination.

28

Where examinations are conducted via Canvas, students are responsible for ensuring that
they have correctly submitted their assessments and logged out of Canvas.

29

Invigilators will record details of students who leave the examination room temporarily or
early.
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Late entry to the examination room
30

Students arriving late but within 30 minutes of the start of the examination will be permitted
to enter and start the examination provided that they do so without causing disruption to
other students. Students will not be allowed to receive any extension or mitigation relating
to the lost time.

31

A student arriving more than 30 minutes after the start of the examination will be refused
entry to the examination room and will be deemed by the Module Board to have not
attended and awarded a mark of zero for the examination (unless there was good cause for
the late arrival which is accepted by the Mitigating Circumstances Panel following an
application for individual mitigating circumstances under the University’s procedure).
Misreading the examination timetable does not constitute good cause for arriving late or
missing an examination.

The end of the examination
32

The invigilator will announce the end of the examination. At that point students must stop
writing and ensure that their answer book is placed in front of them for collection.

33

Students are not permitted to leave until the invigilators have collected all answer books
and announced that they may leave.

Emergency evacuation
34

In the event that the examination room has to be evacuated in an emergency students must
comply with the instructions of the invigilators. Students must leave all materials on their
desk. Examination conditions will be deemed still to apply. In the event that the
circumstances causing the evacuation result in more than a short term disruption to the
examination, the invigilators, in consultation with the Professional Development
Coordinator or Director of Professional Development and Continuing Education, will
declare the examination ended and advise students what actions will be taken regarding the
validity of the examination.

Examination offences
35

The University takes any form of misconduct in examinations very seriously whether the
misconduct is designed to benefit an individual student or to cause disadvantage to
another/other students. The following are examples of examination offences:
(a)
(b)
(c)
(d)
(e)
(f)
(g)
(h)

cheating (including personation), attempting to cheat or assisting someone else to cheat
having unauthorised items on or under the desk or about one’s person
writing before the start or after the end of the examination
writing notes on hands, arms or other parts of the body or on unauthorised material.
leaving the venue without permission
tampering with answer books, question papers or other examination stationery
causing a disturbance or disrupting the examination process
making/sending or receiving a call or message using a mobile phone or other
communication device during an examination.
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36

Where an invigilator suspects that a student is committing an offence they will take
appropriate action given the nature of the conduct in question having regard to the need to:
(a)
(b)

37

minimise the disruption to other students
record the details of the student’s conduct for the purpose of a subsequent investigation.

Possible offences will be addressed in accordance with the University’s Code on Academic
Misconduct (QH:C5).

CHAPTER II: CLASS-BASED ASSESSMENTS
Definitions
38

Class-based assessments are those summative assessment tasks which require appropriate
arrangements to ensure that:
(a)
(b)
(c)

students have proper notice of the assessment, including date, time and room
the room is suitable for the conduct of the assessment, both for all students and for
those for whom reasonable adjustments have been approved
the conduct of the assessment is carried out in such a way as to ensure a valid and
reliable assessment process, in particular that the risk of the use of any form of academic
misconduct is minimised.

Requirements for class-based assessments
39 Before a class-based assessment may be used the following requirements must have been
adhered to:
(d)
(e)
(f)
(g)

the form of assessment has been approved as part of the assessment strategy for the
unit (approved as part of the relevant course)
the form of assessment has been published in your course handbook
students have been informed of the nature and purpose of the assessment in advance
the Professional Development Coordinator/other member of teaching staff has
ensured that the room is suitable for holding the assessment (see further below).

40 Where class-based assessments are being used for the purposes of formative assessment (and

therefore do not count towards the overall mark for the module), the criteria in paragraph 41
do not apply other than ensuring that the room is suitable for the nature of the assessment.
41 In considering the suitability of the venue, attention must be paid to the following:
(a)
(b)

(c)

the physical environment (such as heating, lighting, physical space, ease of access/exit)
the security of the assessment (for example ability to: distribute question papers or
equivalent, oversee the conduct of the task, confirm/monitor attendance and collect
completed assessed work)
the risks of any form of academic misconduct (such as position of students relative to each
other, clarity of rules on permitted belongings and other materials).
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42

Class-based assessments must be marked anonymously unless exempted on grounds of
impracticality (such as Presentations)

Alternative arrangements
43 The member of staff responsible for conducting the assessment must ensure that any

approved reasonable adjustments for an individual student can be complied with. Where such
adjustments include taking an assessment in an alternative venue (for example because of the
need to be separate from other students) this must be addressed in planning the venues for
the assessment including addressing the criteria in paragraph 41.

<End of document>
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This document sets out the University’s approach to, and procedures for, the recruitment,
selection and admission (RSA) of students to Professional Courses and applies up to the point at
which a prospective student is enrolled on a Professional course. Applications for admission to
a University professional course will be considered only based on whether the applicant meets
the University’s entry requirements (general and those specific to the course). The University will
also provide support to enquirers and applicants who need additional help in the RSA process.
Responsibility for making decisions under this Code rests with the Professional Development
Coordinator regarding whether the applicant meets the specific entry requirements for the course;
the final say over admission rests with the Director of Professional Development & Continuing
Education regarding whether the applicant meets the general entry criteria especially regarding
such matters as criminal convictions (which are not an automatic bar to entry).
This Code details (in Chapter I):
 information which potential applicants need to know before applying
 the general entry requirements (specific entry requirements will be published for each course)
 the process of application and selection (including the sources of evidence used for making
selection decisions, and the outcomes of the decision).
The University will provide feedback to unsuccessful applicants ensuring that they are provided
with clear reasons for the decision enabling them to understand why the application was not
accepted and any steps they could take to prepare better for a future application, should they
wish to do so.
Chapter II of the Code sets out the University’s approach to obtaining feedback from applicants
(successful and unsuccessful) as a means of helping the University to continuously improve its
procedures and their implementation. Applicants also have a right or complaint, adopting a
similar approach to the rights of enrolled students. Complaints are the responsibility of the
Manager of Academic Quality and Learning to ensure that they are addressed by an officer who
has not been involved in the application and the matters in dispute.
This university Code has been written in accordance with the approach approved by the University to enhance
clarity involving the following terminology: must = mandatory should = advisable may = desirable. Where these
terms are used they are emphasised in bold.
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INTRODUCTION
Authority
1

The Registrar is the final arbiter of the application and interpretation of this code of practice.

Scope of the Code
2

This Code applies to courses classified by the University as Professional Courses.

3

This Code covers the following range of activities:
(a)

(b)
(c)
(d)

4

those activities targeted at individuals who are actively considering applying to the
University to study a professional course – termed ‘prospective students’ - and which
are designed to help them make informed decisions about whether they wish to apply
for a course and, if so, which course
the process of making an application for a professional course
the process through which applications will be considered, and the University’s
communication with successful and unsuccessful applicants
the information and guidance provided to applicants from the point when they apply
to the point at which they formally enrol at the University and commence their course.

This Code includes complaints by applicants in respect of the decision regarding their
admission.

Application to collaborative provision
5

This Code applies to all provision referred to in paragraph 2 whether that provision is
delivered by the University or another approved provider in accordance with a formal legal
agreement.

PRINCIPLES
Fair admission
6 The University is committed to the highest standards of fairness and integrity in conducting
all activities relating to Recruitment, Selection and Admission.
7 The University’s commitment includes a commitment to promoting and ensuring equal
opportunity. In respect of Recruitment, Selection and Admission, this means that the
University will make every effort to ensure that there is no direct or indirect discrimination,
harassment or victimisation against enquirers or applicants relating to the following
characteristics: age, disability, gender reassignment, pregnancy and maternity, race (ethnic or
national origin, colour or nationality), religion or belief (including non-belief), sex, and sexual
orientation. In determining the selection of applicants, and in advising potential applicants,
the only consideration must be whether the individual meets, or is likely to meet, the general
entry requirements and the requirements of the specific course.
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8 The following sections set out the criteria which the University will take into account and the
processes through which it seeks to ensure equality of opportunity and the principles of
fairness set out above.

CHAPTER I: THE

RECRUITMENT, SELECTION AND
ADMISSION PROCESS
Who decides
9 Responsibility for the Recruitment, Selection and Admission process rests with the
Professional Development Coordinator, who reports to the Director of Professional
Development & Continuing Education.
10 Decisions about selection – whether to accept an application for a place on a University
professional course – are made by the Professional Development Coordinator subject to final
oversight by the Director of Professional Development & Continuing Education. The
Professional Development Coordinator is responsible for determining the suitability of the
applicant for the course in terms of their academic ability and likely commitment to the course,
and therefore their potential to succeed on the course. The Professional Development
Coordinator is responsible for ensuring that the general entry requirements are satisfied and
that any specific issues have been addressed which would mean either that the applicant
should not be offered a place, or that specific arrangements need to be put in place to
safeguard the interests of the applicant and/or others. Examples (set out more fully in the
following sections) include applicants who will be under 18 at the time of starting a course
and applicants with criminal convictions.

Before applying
Deadlines for applying
11 The University publishes the deadlines for applying for each course on its website. In
exceptional circumstances an application for a course may be accepted once the deadline for
that course has passed. The final authority on whether a late application will be accepted rests
with the PD Director; but in any event a late applicant will not be accepted after missing an
assessment or other non-recoverable component of the course. A late applicant will be
provided with advice about the possibility of applying for a future intake of the course.

Number of places available
12

The University places a limit on the number of places available for each course (which
may vary between intakes). The limit is designed to ensure that students are appropriate
for the type of learning experience which the University aims to offer, that the learning
and teaching resources (including staff) are sufficient, and may also reflect external
constraints, such as where the course is externally funded or regulated.

13

Where possible or relevant, the limit for the intake of each course is published on the
University’s website.
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Application and other fees
14

Information relating to each course will make explicit to potential applicants the tuition
fees, and any additional fees or costs involved in undertaking the course

General entry requirements
15
(a)
(b)

16

To be admitted to a professional course leading to an award an applicant must satisfy:
the University's requirements for admission to the University, and
such entry requirements as are specified for the particular course.
The following paragraphs set out those general entry requirements. The specific entry
requirements for each course are published on the website along with the details of the
course.

Re-admission of former students
17

Former students whose course was terminated as a result of a proven offence of academic
misconduct under the Code on Academic Misconduct (PCQH:C5) will not be admitted
to another course of the University other than in very exceptional circumstances as
determined by the Director of Professional Development & Continuing Education
following consultation with the Academic Quality and Learning Manager and the
Registrar.

18

Former students whose behaviour caused concern and/or distress to fellow students or
university staff will not be admitted to another course.

English language proficiency
19

The University’s courses are delivered and assessed in English (with the exception of
some modules within courses designed for language learning). Applicants whose first
language is not English may be required to demonstrate appropriate evidence of English
Language proficiency through an acceptable test. In such circumstances, the University
Language Centre will provide the applicants with an on-line test.

Disabilities
20

The University welcomes applications from those with a disability and will work with
enquirers and applicants to help them make an informed decision about whether the
University is the right place to study, and whether a course is suitable for them.
Applicants are encouraged to declare any disability or ongoing medical condition,
including mental health condition, so that their support needs can be discussed with
them and to ensure their needs can be met. Applicants are encouraged to visit the
University to help them identify their needs in the context of the campus and its facilities
(especially those students whose mobility is impaired).
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21

Where a decision may need to take into account any overriding health and safety
concerns, and/or barriers relating to professional training requirements associated with
the outcomes of the professional course, this will also be taken with full discussion with
the applicant and any possible alternatives considered.

22

Where a prospective student with a disability applies and is enrolled on a course,
University staff will work with the student to develop a Statement of Reasonable
Adjustments setting out the arrangements that will be made to support their studies in
the context of each form of learning, teaching and assessment, if applicable, that they
will encounter. (See the Code on Assessment Procedures (PCQH:C3).

Pregnancy and maternity
23

Where an applicant informs the University that they are pregnant or in maternity, and
where applicable, the University will work with them to discuss their needs, including
the timing of maternity leave.

Criminal convictions
24

The University has a duty of care to the whole University population and therefore
anyone who applies for admission to a University professional course is required to
declare whether they have any criminal convictions. A criminal record does not
necessarily prevent a student from studying at the University. In addition, applicants are
advised to make their own checks as to whether a previous conviction (whether or not
deemed to be spent) may have an effect on future study or professional career
progression, for example, the ability to join a professional body.

25

The University treats the information given in a respectful and confidential way and
undertakes a risk assessment, separate from the academic decision within the admissions
process, of what the implications may be of admitting the applicant to a course of study
and the University community. The University may request further information where
it deems this necessary to enable a proper decision to be made. These procedures are
designed to ensure that any application from an applicant who has a criminal record is
fairly assessed, taking into account the interests of the individual concerned, the wider
university community, legal requirements and (where appropriate) the particular
requirements of relevant professional bodies.

26

In the majority of cases applicants declaring previous convictions will be allowed to
proceed to consideration for a place. In some cases, for example, if the offence(s) are
against the person, and/or of a certain nature, the risk assessment may also need to
include whether it would be in the applicant’s interests to be admitted into the University
community. As a result of some risk assessments, permission for the application to
proceed to consideration for a place may be refused, or may carry conditions.

27

Applicants will be advised when it is necessary to involve a third party. Applicants will
be given the option not to have their information shared with a third party that the
University regards as relevant in the risk assessment process, but if the applicant does
not agree to the sharing of the information their application may not be able to be
progressed any further.
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28 There are other circumstances post-entry that may also require an applicant/student to

undergo risk assessment, such as participating in certain extra-curricular activities that involve
working with children and/or vulnerable adults.
29 Where the Director of Professional Development & Continuing Education determines, after

taking such advice as they consider appropriate, that an application will not be progressed,
the applicant will be informed in writing of the decision and the reasons for it, and will be
informed of the right to present their case to the Registrar. Any decision by the Registrar to
allow the application to be considered may include conditions.
30 The academic merits of the application will only be considered where the Registrar has

confirmed that the application may progress.

Applicants who will be under 18 at the start of a course
31 There is no age restriction for the University’s courses other than those where professional,

statutory or regulatory bodies require students to be 18 or over (relating to professional
training placements). Where an applicant who is offered a place will be under 18 at the start
of their course, the University will follow a process which reflects its duty of care towards
the applicant and reflects the legal limitations arising from the applicant’s age.
32 The Registrar is responsible for making the final decision whether to admit such an applicant.

Where the Professional Development Coordinator considers that such an applicant is
suitable for the course in terms of their academic potential, the application must be referred
to the Registrar. The Registrar may invite the applicant for interview if that is considered
appropriate to enable the application to be considered properly. An offer may be made
subject to such conditions as the Registrar considers necessary in the interests of the
applicant and the University.
33 Where an offer of admission to the University is to be made to any applicant who will be

under the age of 18 years at the start of the course, the Registrar will send a letter to the
applicant enclosing a form of consent for the signature of the parent or guardian of the
applicant. The letter containing the offer of admission will make it clear that any such offer
is conditional upon the consent form being signed by the applicant and their
parent/guardian, and being returned to the Registrar. The Registrar will only confirm the
offer of admission once the form has been signed and returned.
34 The University’s duty of care does not require the University to act in loco parentis for a

student, however, it will act in loco parentis in limited circumstances, for example any dealings
which a student who is under 18 may have with the police, or in the case of a medical
emergency when the student might not be able to make a decision themselves. The
University would only take a decision on the student’s behalf in these circumstances if it
were impossible or impractical to contact the student’s nominated emergency contact in the
available time.
35 If the parent(s)/guardian(s) of a student aged under 18 is not resident in Gibraltar it may be

necessary for them to appoint a guardian normally residing in Gibraltar and to provide details
for this person and their informed consent to their acting in this capacity. Being a guardian
involves carrying out the tasks and responsibilities of the parent(s) as delegated by the
student’s parents. It is a private arrangement between the parent(s) and the guardian.
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36 The University communicates directly with students and for those who are under 18 at the

start of their course will only disclose information to their parents/guardian, for example
about their academic progress, results or other circumstances, with the written consent of
the student.

Specific entry requirements
37 As indicated above, the specific entry requirements for a given course are published on the

University’s website.
38 Applications based on extensive work experience will also be welcomed where this experience

is relevant to the course.
39 In determining whether to accept a student onto a course, the University will also take into

account information provided in the application, over and above the qualifications completed
or being studied by the applicant

How to apply
40 Applicants are required to apply directly to the University using the online application process
at www.unigib.edu.gi. Information about opportunities to visit the University, either before
or after making an application, will be advertised on the University’s website.

Selection
40 In deciding whether to accept a student onto a course, the Professional Development

Coordinator will look for evidence of achievement at the appropriate level as preparation for
the course to which the application relates.

Checks on each application
42 On receiving an application, a number of checks are made: these are designed to ensure that
the application meets the general entry criteria and to identify whether the applicant requires,
or will require in the future, individual support. Support may relate to the application process
(for example in relation to attending an interview) and/or the learning, teaching and
assessment of the course. The criteria to which these checks relate are indicated in more
detail in the ‘general entry requirements’ section above and relate to applicants:
(a)
(b)
(c)
(d)
(e)

with a disability or learning difficulties
who are pregnant or in maternity
who declare a criminal conviction
will be under 18 at the commencement of the course
have previously studied at the University
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Accuracy of applicant information
False or misleading information
43 Where there is evidence that an applicant may have provided false or misleading information

the Registrar will conduct an investigation to determine whether the applicant has been guilty
of deliberate misrepresentation. Misrepresentation may relate to the information being
provided in an attempt to obtain by deception:
(a)
(b)

a place on the course
financial status (as a means of paying a lower fee)

44 False or misleading information may relate to:
(a)
(b)
(c)
(d)
(e)

qualifications
criminal convictions
references
fee status
the omission of relevant information.

45 The applicant will be informed in writing by the Registrar of the University’s concerns and

will be invited to provide a written explanation, originals of qualifications and/or to attend an
interview. Where, having considered the applicant’s written or oral explanation, and following
consultation with the Director of Professional Development & Continuing Education, the
Registrar considers that the apparent misrepresentation has not been satisfactorily explained,
or where no explanation has been provided, the Registrar will cancel the application and
confirm this in writing to the applicant. An applicant is not permitted to appeal this decision.
46 If the University suspects that the application constitutes fraud – especially identity theft - it

will refer the matter to the appropriate external authorities.
47 Where a student after enrolment is suspected of having obtained their place on the course

through providing false or misleading information in their application the Registrar will
instigate the above process. Where the Registrar is satisfied, following consultation with the
Director of Professional Development & Continuing Education, that misrepresentation has
been established, the Registrar will terminate the student’s course and no award qualification
will be made by the University. Where the student has already been awarded a qualification,
the Registrar will make a recommendation to the Academic Quality and Learning Manager
that the award of the qualification be revoked.
48 A student whose course is terminated as specified above, may appeal in writing to the

Academic Quality and Learning Manager on one or more of the following grounds only:
(a)
(b)
(c)

there was a procedural irregularity which may have affected the outcome of the
decision
the decision to terminate the course was unreasonable given the evidence available
the availability of new evidence which could affect the outcome and which was not
available when the student was invited to provide an explanation for legitimate
reasons.
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Personal data
49 In applying to the University, each applicant is required to provide personal data. Specific items

of data are used in the following way:
Date of birth: for purposes of identification and to identify whether an application
will be under the age of 18 at the start of the course
(b) Ethnicity and other equality characteristics: collected purely for purposes of data
monitoring and to ensure that the University’s facilities continue to be suitable for the
needs of the student population; these data are not used as part of the selection decision
and an applicant can choose not to provide the data.
(a)

50 The University will query with the applicant if there appear to be mismatches between items of

personal data such as a difference in the name(s) on the application and on supporting
documents such as certificates or a passport, and will require evidence of changes of name.

Outcome of the application
51 Having considered all the evidence, as indicated in the above paragraphs, the University

(through the Professional Development Coordinator and Director of Professional
Development & Continuing Education will make one of the following decisions:
Accept the application without conditions (unconditional enrolment)
Accept the application conditional on the outcome of certain events such as the
applicant’s assessment results or performance in English language tests (conditional
enrolment)
(c) reject the application

(a)
(b)

52 If the Director of Professional Development & Continuing Education considers that there is

an alternative course, not necessarily leading to the same qualification, to which the applicant
might be suited and for which they meet the entry requirements, the applicant may be offered
a place on that alternative course following consultation with the applicant.
53 Applicants can normally expect to hear the outcome of their application within:

20 days for applications determined solely on the basis of the application form
(assuming there are no queries about the information in question)
(b) 25 days for applications determined based on additional information requested
(a)

54 Where a conditional enrolment is provided those conditions should be satisfied no later than

two weeks before the commencement of the course unless the University specifies an
alternative date and provides a reason for that date.

Enrolment
55 Where the University accepts an application, the following information will be provided:
(a)
(b)
(c)
(d)

how and when to enrol
when to arrive at the University and arrangements for welcome and induction
the Course Handbook
contact details for obtaining further information or answering queries.
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56 The applicant’s full University account will be activated on enrolment.
57 The applicant must also be provided with the Terms and Conditions in a ‘durable medium’

(that is a pdf file which cannot be edited but which can be retained and stored by the applicant
in its unaltered form). This information is also available on the University’s course webpage.

Terms and conditions of enrolment
58 Becoming a student of the University involves entering into a legal contract with the University,

and that contract contains a number of Terms and Conditions by which both parties are bound.
To ensure that applicants can understand the nature of those obligations details of the Terms
and Conditions are set out in a document entitled ‘Terms and Conditions’ which is available on
the University’s course webpage and is sent to applicants as part of the registration process..
59 An applicant who has any queries about the meaning of anything in the document should

contact the University, using the contact details in the document so that clarification can be
provided.
60 The Terms and Conditions are set out in the document: Terms and Conditions (PCQH:A1).

Confirmation
61 An enrolment which is conditional has to be ‘confirmed’ by the University – in other words

confirming that the conditions have been satisfied. The conditional enrolment and acceptance
are not therefore binding until the University confirms that the conditions have been satisfied.
62 The applicant will need to provide evidence that the conditions have been satisfied, such as the

results of their assessments or English language test. These results may need to be verified for
example by providing original evidence (translated into English where applicable) or
photocopies which have been authenticated by the awarding/testing body.
63 Once the University is satisfied that the conditions have been met it will inform the applicant

in writing that their place on the course is now confirmed.

Proof of identity
64 Prior to enrolment each prospective student must provide (either in person or by post) the

original of an accepted form of identification for verification before they can be enrolled. In
the absence of this verification, enrolment will not be completed.

Changes in circumstances
65 A prospective student who has an application which has been confirmed is required to notify

the University of any change in their circumstances which would mean that they may no longer
be eligible to study the course. Examples of such changes include being charged with a criminal
offence for which the outcome of that charge is pending, or conviction of a criminal offence.
66 A student whose ability to study may be affected by a change in circumstances since making

the application, such as the diagnosis of a long-term health condition (defined as 12 months or
more) or who has been diagnosed with a disability, should contact the University to discuss
their support needs. The University will follow the same procedure as if the circumstances had
applied at the time of the application.
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Registration as a University of Gibraltar Professional Course Student
67 All applicants who have been accepted onto a professional course are required to register as a

professional course student of the University. This process involves completion of registration
and payment of the appropriate fee, in return for access to relevant University facilities and
learning and teaching resources.

Induction
68 The University will provide students with a welcome and induction at the start of their course,

The welcome and induction is designed to:
(a)
(b)
(c)
(d)

foster a supportive environment
give students an opportunity to meet other students, academic and support staff
familiarise students with the relevant University’s facilities
familiarise students with the University’s expectations, and the expectations which they
can have of the University

Feedback to unsuccessful applicants
69 Where the University rejects an application, the applicant must be provided with clear reasons

for the decision. This approach is designed to enable the applicant to understand why the
application was rejected and to help them to better prepare for a future application should they
wish to do so.
70 The University will not provide feedback to third parties, such as a school/college,

parent/guardian or advisor unless a request is made in writing and is accompanied by the
written authorisation of the applicant.

CHAPTER II:

FEEDBACK

AND

COMPLAINTS

BY

APPLICANTS
71 The University is committed to the continuous improvement of all aspects of its management

and delivery of education and related services to students and prospective students. As part of
this commitment, it welcomes constructive feedback from applicants (at whatever stage their
application has reached) and those who have considered the possibility of making an
application and, for example, have researched the courses offered by the University.
72 An Applicant is any person who has submitted an application to study a professional course,

whether that application results in an unconditional enrolment, a conditional enrolment which
is confirmed or not confirmed or is rejected.
73 An applicant who lodges a complaint under this procedure will not be subject to any form of

discrimination or prejudice as a result of making the complaint.
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Feedback from applicants
74 Feedback can be about any aspect of:
(a)
(b)

the clarity and comprehensiveness of the information the University provides
about its courses and qualifications, and about the process for applying for a course
the service it provides in handling enquiries, requests for information or guidance,
or in handling applications and the subsequent stages.

75 Feedback from applicants may be provided in person or by telephone, email or letter using the

contact details indicated in the email information sent to all applicants.
76 The University will also seek to obtain feedback from applicants on their experience of applying

both in cases where the application is accepted and where it is rejected.

Complaints by applicants
77 A Complaint is a specific concern about the quality of information provided to prospective

students or the standard of service provided by the University in considering an application,
whether relating to an action or a failure to act.
78 An applicant has the right to make a complaint relating to their experience of any stage of the

application process.
79 Complaints will only be considered where they are made directly by the applicant concerned,

or the authorised representative of an applicant. Those made by third parties on behalf of an
applicant will not be considered. ‘Authorised’ means that the applicant has confirmed in writing
that the representative may act on their behalf. Further advice and guidance on the complaints
process can be sought from the Student Experience Office.

Malicious, Frivolous or Vexatious Complaints
80 The University will not process complaints that are deemed to be malicious, frivolous or

vexatious in that they are obsessive, harassing or repetitive, abusive in tone or language,
insistent on pursuing unrealistic or unreasonable outcomes, designed to cause disruption or
annoyance, or demanding disproportionate redress. In such cases, the University reserves the
right to terminate the process at any time.
81 Anonymous complaints will only be considered to the extent that the University considers that

there may be something useful that can be learned from the complaint which would benefit the
University, such as improving the clarity of information or procedures.
82 The University will not process complaints about matters which have already been, or are

currently under consideration by a court or tribunal.
83 The University will not address a matter which constitutes the questioning of the exercise of

academic judgement. In this context that means the judgement whether the applicant’s
qualification and/or experience are suitable for the course and/or whether the applicant has
the required potential to succeed on the course.
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Informal resolution
84 The University endeavours to resolve all complaints at the earliest opportunity and by informal

means wherever possible. Applicants are encouraged to address their concerns to the
Professional Development Coordinator in the first instance. Many potential complaints can be
resolved for example through a member of staff providing clarification of a decision or of the
reasons for the decision or other action.
85 Where a request for informal resolution is made (by telephone, email or letter) the Professional

Development Coordinator (or person nominated on their behalf) will provide a response no
later than 15 University working days of receipt the complaint.

Formal complaint
86 Where an applicant feels their complaint has not been satisfactorily resolved through the

informal channels, they may submit a formal complaint in writing to the Registrar. This should
be received within 15 University working days of being notified of the outcome.
87 A formal complaint should be submitted using the University’s form available on the website

or, where this form is not used, by providing the information specified on the form. The
complaint should be addressed to the Registrar and should make clear the nature of the
resolution which the applicant is seeking.
88 The Registrar will ensure that a fair and transparent investigation is conducted for any formal

complaint received and determine the most appropriate outcome, taking into account the
outcome the applicant requested in submitting the complaint. The Registrar may request
further information from the applicant.
89 The Registrar will, within 14 working days of receipt of the complaint, provide a written

response on the findings and decision, the reasons for the decision and any actions which will
be taken. In the event of a delay, the applicant will be informed of the new deadline and why
it is needed.
90 The notification of the decision will also make clear that the decision is final and not subject to

further review within the University and must also advise the student of their right to take the
matter to the Gibraltar Public Services Ombudsman if they remain dissatisfied with the
outcome. The communication constitutes confirmation of the ‘Completion of University
Procedures’ by the student and must include the text agreed jointly by the University and the
Gibraltar Public Services Ombudsman.
91 Documentation relating to complaints will be retained as part of the University’s records,

however, where the applicant is admitted to a University course, the details of the complaint
will not form part of their student record.
92 An applicant who lodges a complaint under this procedure will not be subject to any form of

discrimination or prejudice as a result of making the complaint.
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Recording and monitoring of complaints
93 The University will maintain a record of all formal and informal complaints received from

applicants, and the outcomes reached in each case to enable the University to monitor issues
raised as the basis for improvement. The University will record demographic data including the
age, gender and ethnicity of the applicants concerned, and report to the University Executive
each year on trends and lessons learned.
<End of document>
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Approved By:
Date of Next Review

PCQH:C5
Executive Committee
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Summary/ Description:
This Code sets out the University’s commitment to the effective but fair investigation of
allegations of academic misconduct. It reflects the University’s firm belief that the interests of the
vast majority of students who do not cheat in any way must be protected, and in turn, the integrity
of the University’s awards and reputation must be protected.
The Code provides definitions of academic misconduct and distinguishes it from ‘poor academic
practice’. It defines the roles and responsibilities of staff involved in detecting, reporting,
investigating and determining allegations, the procedures involved (designed to ensure fairness
and natural justice) and the penalties which can be imposed (ranging from a University Warning
through to termination of course without award).
Other than where the Academic Quality and Learning Manager is authorised to issue a Caution
(relating to plagiarism or possession of unauthorised materials in an examination), determination
of allegations and penalties is a matter for Academic Misconduct Panels. These Panels must apply
the scale and tariff for penalties set out in the Code, which are designed to ensure clarity, and that
the penalty is appropriately severe, reflecting the nature of the misconduct but taking into account
the individual circumstances of the case.
Possible cases of misconduct can be investigated retrospectively; the University has the power to
revoke a qualification in extreme cases, subject to the decision of the Vice Chancellor .
The Code references where appropriate related Codes including:


the Code on Academic Appeals (PCQH:C1)



the Code on Assessment Procedures (PCQH:C3) – regarding the Examination Offences set
out in that Code

This university Code has been written in accordance with the approach approved by the University to enhance clarity
involving the following terminology: must = mandatory
should = advisable
may = desirable. Where these
terms are used, they are emphasised in bold.
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INTRODUCTION
Authority
1

The Vice Chancellor is the final arbiter of the application and interpretation of this code of
practice.

Scope of the Code and Definitions
2

This Code applies to programmes classified by the University as Professional Courses where
the University is the Awarding Body. Any reference to notification in writing refers to
informing a student using their University email address.

Application to collaborative provision
3

This Code applies to all provision referred to in paragraph 1 whether that provision is
delivered by the University or another approved provider in accordance with a formal legal
agreement.

Delegation
4

Responsibilities under this Code designated for the Academic Quality and Learning Manager
may be delegated as determined by the Academic Quality and Learning Manager.

PRINCIPLES
5

The University expects all students and staff to commit to, uphold and maintain high
standards of academic integrity to ensure that the:
(a) work and originality of others is respected
(b) academic reputation of the University is upheld (c) integrity of the University’s

awards is protected
(c) academic community and the general public can have confidence in the work and
authority of the University.
6

The University will ensure that all students are educated as to what constitutes good academic
practice and that students and staff are aware of what constitutes academic misconduct and
the consequences and penalties that follow on the detection of such misconduct.

7

All staff involved with teaching and tutoring are responsible for upholding the principles and
practice of academic integrity in that they will:
(a) guide students on the meaning of good academic practice, and provide them with

opportunities to practice the skills of good academic practice, appropriate to their
discipline
(b) refer students to resources and further guidance
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(c) use their best endeavours to detect and report any form of academic misconduct.
8

All students have a responsibility for maintaining their academic integrity by:
(a) understanding what constitutes good academic practice and what constitutes an

academic offence, its seriousness and consequences
(b) reviewing their work for errors in citation, attribution and/or accuracy
(c) making an originality declaration on submitted work.
9

The procedures set out in this Code are under-pinned by principles of objectivity and respect
and are intended to safeguard, as far as possible, the interests and well-being of all parties,
including ensuring fairness to students who do not commit academic misconduct and fairness
to those accused of academic misconduct.

10 All allegations of academic misconduct will be investigated and determined in accordance

with the principles of natural justice and in accordance with the specific procedures set out in
this Code.

DEFINITION OF ACADEMIC MISCONDUCT
Poor academic practice
11 The University makes a distinction between academic misconduct and ‘poor academic

practice’. The latter involves (but is not limited to) any of the following, and is where the
student has not sought to gain an unfair advantage or mislead the examiners about the nature
or originality of their work:
(a) failure to reference sources adequately (for example by omitting parts of the citation such

as the title or year/number of a journal)
(b) incorrect citation (for example giving a citation for a different source rather than
the one actually being used)
(c) producing work that is properly referenced but which comprises extensive quotations
or paraphrasing to the extent that there is little or no originality, thought or analysis provided
by the student to demonstrate understanding of the question or of the material being cited.
12 In cases of poor academic practice, the examiner must ensure that the feedback to the student

(in whatever form) makes very clear to the student that the work contained poor academic
practice.

Academic misconduct
13 The University defines ‘academic misconduct’ as any conduct by a student which may give

that student an illegitimate or unfair advantage or benefit for themselves or another or which
may create a disadvantage or loss for another.
14 This definition applies whether the student acted alone or in conjunction with another or

others, whether members of the University or not, and includes conduct which is attempted,
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and the successful or attempted inducing or coercing of another or others, whether they are
members of the University or not.
15 Academic misconduct applies to any form of summative assessment – that is where the

assessment contributes to the final mark for a unit or course - and includes (but is not limited
to), examination, class-based test, coursework, practical activity or placement activity.
16 The above definition does not apply to any form of examination or assessment which is

formative: that is any mark or grade awarded which does not contribute to the final mark for
the unit. Where a lecturer identifies plagiarism in a student’s work which is submitted for
formative purposes, the lecturer should make very clear to the student in whatever form of
feedback is being provided, that it is plagiarised, and provide such further guidance as
appropriate to promote a better understanding of good academic practice, and the
consequences of plagiarism. Plagiarism by a number of students in the same task would
suggest the need for more extensive guidance and skills development on a collective basis.
17 The following table (table 1) provides examples of the kind of conduct which constitutes

academic misconduct as defined above, and is for illustrative purposes; it is not an exhaustive
definition.

Table 1 – Types of academic misconduct
Misconduct Offence

Explanation and Example(s)

Examination offences
(see further the Code on 
Assessment
Procedures (PCQH:C3)









cheating, attempting to cheat or assisting someone else to
cheat
possession of unauthorised materials on or under the desk
or about one’s person
writing before the start or end of the examination
writing notes on hands, arms or other parts of the body
leaving the venue without permission
tampering with answer books, question papers or other
examination stationery
causing a disturbance or disrupting the examination process
making/sending or receiving a call or message using a
mobile phone or other communication device during an
examination
Taking photographic or other unauthorised copies of
examination materials.
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Plagiarism

Presenting the work of others (e.g., thoughts, ideas, writing,
images, artefacts) as one’s own without proper
acknowledgement. It includes:
 copying from a published author, a student or other source
without acknowledgement
 paraphrasing the work of a published author, student or
other without acknowledgement
 copying large amounts of text from sources without
acknowledgement and linking them together with text of
one’s own
unacknowledged presentation of material from learning
resources or teaching materials provided by lecturers (e.g.,
transcription of recorded lectures).
Plagiarism applies whether the source being copied is published
or unpublished and whether it is from articles, books,
computer programs, data, essays or reports and whether
from written, printed or electronic sources such as the
Internet. It applies whether the work submitted for
assessment is literary, graphical (e.g. designs, diagrams,
graphics), electronic or mathematical.

Self-plagiarism

submission of work that is the same as, or broadly similar
to, work submitted by the student for assessment without
proper acknowledgement, and whether that work was
submitted to this or any other University or provider of
higher education.

Collusion

collaborating with another person to produce work that is
presented as one’s own.

Falsification



Purchasing/Commissioning

Personation

Theft of the work of others

falsifying a transcript, certificate or other official document.
making a false statement or presenting false evidence in
support of an application for absence/extension with good
cause, mitigating circumstances or other special case.

purchasing work for an assessment from the internet;
commissioning another to write an assessment
(including through ‘contract cheating’ websites).
passing one’s self-off as another person during an
examination or other form of assessment.
the dishonest taking of another’s work in whatever form or
medium and for whatever purpose.
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INVESTIGATION AND DETERMINATION OF
ALLEGATIONS
Identification of academic misconduct
18 Assessors are responsible for identifying student assessed work which is or may be plagiarised,
involves fabrication or falsification, or which may be the result of collusion (including work
written by another, or purchased from an internet essay site).

Plagiarism
19 Plagiarism is a particular form of academic misconduct, where a student passes off the work

submitted for assessment as their own without acknowledging from where the information
and ideas contained in the work have been obtained. Unlike other forms of cheating
plagiarism is a strict liability offence; it does not matter whether the student intended to
plagiarise; it is the fact of not acknowledging the work of others that constitutes plagiarism.
20 The University defines plagiarism as work which purports to be a student’s own but which is

taken without acknowledgement from the published or unpublished work of others. Such
unattributed taking is plagiarism whether from articles, books, computer programs, data,
essays, papers, reports, or any other material originated by another person, whether obtained
from written, printed or electronic sources, including via the Internet or any other
computerbased or networked system. It is plagiarism whether the medium is literary (essays
and reports), graphical (designs, diagrams, graphics), electronic (computer programs) or
mathematical (proofs).
21 The primary test of plagiarism is the presence or absence of quotation marks, and adequate

acknowledgement of sources and authorities in text and/or reference notes in bibliographies
or lists of sources. Intention to commit the offence is not relevant to the finding of guilt, but
may be relevant to the penalty imposed.
‘Minimal’ plagiarism
22 In cases of plagiarism (only), where the examiner considers that the plagiarism is ‘minimal’ –

for example one or two sentences (or equivalent content) of unattributed material – they
should:
(a) check with the Academic Quality and Learning Manager via the relevant Director of

Professional Development & Continuing Education as to whether the student has
previously received a Plagiarism Caution or other penalty for plagiarism
(b) if the student has not received a Caution or penalty, the examiner must mark the work
as normal, disregarding the plagiarised text in judging the quality of the work, and
ensuring that the feedback to the student (in whatever form) makes very clear to the
student that the work contained minimal plagiarism
(c) if the student has received a Caution or penalty, refer the piece of work to the Academic
Quality and Learning Manager, with the plagiarised text identified as set out below.
Where the examiner suspects that the work contains plagiarism but believes it would be
difficult to prove, the work should be marked as normal (including the suspected text), and the

23
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student advised through feedback of the examiner’s concerns. No other action must be taken in
these circumstances.

Identification of other academic misconduct
24 Where an assessor suspects that a piece of work involves plagiarism which is more than minimal
(as defined above) or is the result of any other form of academic misconduct (as defined in para.
13 onwards), or suspects that the piece of work is more than poor academic practice (as defined
in para. 13 above), they must forward details to the Director of Professional Development &
Continuing Education as soon as possible (typically within 3 working days), including referring
the work, any supporting evidence and the reasons for their suspicion or concern. The Director
of Professional Development & Continuing Education must review the case and, within 3
working days, forward a summary of their review and recommendation for next steps to the
Academic Quality and Learning Manager.

Examination offences
25 Invigilators are responsible for identifying offences committed during an examination, for
gathering as much information as possible which will support an allegation, and for forwarding
the allegation and evidence to the Professional Development Examination Officer.

Investigation - Case to answer
26

Where the Director of Professional Development & Continuing Education receives an
allegation from an internal examiner, examination officer, or invigilator, or otherwise has
reason to suspect academic misconduct, they may make, or cause to be made, such further
enquiries as they consider appropriate, and must thereafter determine, within 20 working days
of receiving the allegation, whether there is clear evidence and therefore a case to answer.

27 If the Director of Professional Development & Continuing Education determines that there is

no case to answer, the case must be closed and the student and the examiner/invigilator
informed in writing within 3 working days. No information about the matter will be retained on
the student’s file other than a copy of the email to the student.
28 If the Director of Professional Development & Continuing Education determines that there is a

case to answer, they must determine whether the student is eligible for:
a
b

the issue of Caution (as set out in para. 29 onwards)
an Academic Misconduct Panel procedure (as set out in para. 53 onwards)

and recommend the course of action to the Academic Quality and Learning Manager in
writing within 3 working days (as set out below). The Academic Quality and Learning
Manager will inform the student in writing.
29 If the Director of Professional Development & Continuing Education and/or the Academic

Quality and Learning Manager has reason to believe that the academic misconduct may relate to
more than one piece of assessed work, or to more than one unit, they should direct that other
work by the student be investigated. Where such investigation would constitute a retrospective
investigation as defined in paragraph 100, the requirements of that paragraph must be followed.
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Cautions for Plagiarism and Unauthorised Materials in Examinations
Definition of a Caution
29 The Caution is a penalty which is issued as a means to:
(a) formally signal to a student that they have committed a specified form of academic

misconduct
(b) provide an opportunity for the student to learn from the case to minimise the
likelihood that they will repeat the misconduct.
30 There are two forms of Caution:
(a) plagiarism
(b) possession of unauthorised materials in an examination.

Criteria for a Caution
31 Where the misconduct in question constitutes plagiarism or possession of unauthorised
materials in an examination and both of the following criteria are satisfied, the Academic
Quality and Learning Manager must issue the student with the relevant Caution, that the
student had not, at the date of submitting the assessed work or sitting the examination (as
applicable), previously received a Plagiarism or Unauthorised Materials Caution.

Consequences of a Caution
32 Both Cautions make explicit to the student that any further case of plagiarism or unauthorised

materials (as applicable) will result in a hearing before an Academic Misconduct Panel with
the expectation of a severe penalty.
33 A copy of the Caution will be placed on the student’s file and be retained for the duration of

their course of study. Reference to it will not be made on the Official Transcript or in any
reference provided on behalf of the University.

Plagiarism Cautions
34 Where a Plagiarism Caution is issued the student is required to resubmit the piece of assessed

work by the deadline set out in the Caution (which must be no fewer than seven working
days of the date of the Caution) correctly acknowledging the sources used, without otherwise
amending the work.
35 Where the work is re-submitted, the assessor must re-mark the work. Provided that the

sources have been correctly acknowledged, the examiner must award the mark merited by
the work up to a maximum of the pass mark for the unit.
36 Where the work is not re-submitted, not re-submitted within the deadline set out in the

Caution, or the sources in question have not been properly acknowledged, the examiner must
award a mark of 0 for the piece of work.
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37 The mark awarded under paras. 35 or 36 must be applied in calculating the final mark for the

unit.

Unauthorised materials
38 Where a Caution is issued for possession of unauthorised materials in an examination, the
examiner must award the mark merited by the work up to a maximum of the pass mark for
the unit.

Issuing a Caution
39 The Academic Quality and Learning Manager must issue the relevant Caution in accordance

with this Code. A Caution sent to the student’s University email address is deemed properly
delivered provided the University’s email system is working correctly at the time. The email
must be copied to the relevant Director of Professional Development & Continuing
Education, Assessor, Examination Officer, Invigilator and Registrar.
40 If the Director of Professional Development & Continuing Education and/or the Academic

Quality and Learning Manager has directed that other work by the student be investigated
(under para. 28) the Caution must include a statement indicating that this is the case and that
further allegations may result from such an investigation.

Refusal to accept the caution
41 A student may refuse to accept the caution – by notifying the Academic Quality and Learning

Manager in writing within 10 working days of receiving the Caution - and elect a hearing
before an Academic Misconduct Panel. This may be, for example, because the student
disputes the finding of plagiarism or possession of unauthorised materials. The Panel will be
conducted as set out in para. 53 onwards). The Caution will make explicit to the student that
in the event of choosing an Academic Misconduct Panel, the Panel will be empowered to
impose a more severe penalty if it judges that plagiarism or possession of unauthorised
materials (as applicable) is proven.
42 Here the Director of Professional Development & Continuing Education and Academic

Quality and Learning Manager determines that the alleged offence should be investigated by
an Academic Misconduct Panel, the Academic Quality and Learning Manager is required to
establish an Academic Misconduct Panel (as set out in para. 59) and must notify the student
in writing within 3 working days. Notification must include:
(a) a summary of the allegation
(b) all evidence relating to the case including any witness statements
(c) an explanation of the right of the student to respond in writing within 15 working

days of the date of the notification giving the student the opportunity:
(d) to admit or deny the allegation in any such response, and
(e) where the allegation is admitted, to make any statement by way of explanation or
mitigation.
43 Where the student submits a response, or after 15 days have elapsed, the Academic Quality
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and Learning Manager must proceed with establishing an Academic Misconduct Panel
hearing. Once the details of the Panel hearing have been confirmed, the Academic Quality
and Learning Manager must inform the student in writing:
(a) of the date, time and location of the hearing, giving no fewer than 10 working

days’ notice
(b) informing the student of their right to be accompanied by a person of their
choosing
(c) requesting that the student confirm their attendance at the hearing
44 If, on receipt of a response from the student in which the student does not admit the allegation,
the Academic Quality and Learning Manager determines that the allegation has been
satisfactorily explained, the Academic Quality and Learning Manager should direct that the
allegation not be proceeded with, and the matter be considered closed. The student must be
informed in writing within 3 working days of this decision, copied to the examiner or
invigilator and Director of Professional Development & Continuing Education.
45 Where the student has admitted the allegation, the Academic Misconduct Panel is responsible
for determining the penalty to be imposed taking into account any explanation submitted by
the student. Mitigating circumstances will be considered only where they are deemed very
exceptional.
a

If the student indicates, or the Academic Quality and Learning Manager has reason
to believe, that the student’s behaviour may be the result of mental health
difficulties, the Academic Quality and Learning Manager must consult the Student
Experience Officer before proceeding further.

b

The student may waive the right to attend the hearing, by notifying the Academic
Quality and Learning Manager in writing, in which case the Panel should proceed
in the student's absence. If no response is received from the student, the Panel
should proceed in the student's absence. If the student provides a legitimate
reason for being unable to attend on the specified date, the hearing must be
rearranged. If the Academic Quality and Learning Manager judges that the reason
given is not legitimate the student must be informed in writing of that judgement
and the hearing should take place on the date notified.

Membership of Academic Misconduct Panels
46 Subject to paragraph 60, an Academic Misconduct Panel must comprise:
(a) Academic Quality and Learning Manager
(b) the Registrar.
47 Provided that in both cases, no member of the Panel has previously been involved in the
allegation or is involved in the teaching or assessment of the student’s course, and all members
of the panel have attended a staff development session on academic misconduct. If panel
members do not meet this criteria, the Academic Quality and Learning Manager is responsible
for appointing an alternative member of academic staff.
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48 The Panel will be supported by a secretary who should provide advice to the Panel on the
University’s procedures as required, and keep a written record of the proceedings, but must
not otherwise participate in the making of decisions by the Panel.

Conducting the Panel hearing
49 The Panel hearing will be chaired by the Academic Quality and Learning Manager, who will

guide and ensure the proper conduct of the hearing
50 The student must be permitted to be present throughout the proceedings of the Panel, other

than when the Panel (attended by the Secretary) sit in private to determine the outcome and (if
applicable) any penalty, unless the Panel determines that there is a compelling and exceptional
reason for excluding the student for example while a witness is providing evidence. Where the
student is excluded, they must be apprised of the details of the evidence provided, and be
permitted to put questions to the witness via the Panel.
51 The student may be accompanied by a person of their choosing (who may not speak at on

behalf of the student unless invited to do so by the Chair of the Panel).
52 Neither party - the University or the student - may have recourse to legal representation at the

hearing.
53 Proceedings of the Panel should be conducted as follows:
(a) introductions (ensuring that the student is clear about the role of each person
(b)
(c)
(d)
(e)
(f)
(g)

present at the hearing)
presentation of the case to answer by the Academic Quality and Learning Manager
presentation of any other supporting evidence, for example through the calling of
witnesses
the opportunity for the student to ask fair and relevant questions of any witness
statement by the student
questioning of the student by the Panel
summing-up by the Academic Quality and Learning Manager, to which the student
may add comments.

Panel deliberation
54 Once the Panel is satisfied that sufficient evidence has been presented and that the student has

been given fair and reasonable opportunity to respond, the Panel must consider its decision in
private both as to whether the allegation has been proved on a balance of probabilities and, if
proven, the penalty or penalties to be imposed (as set out in para. 62 onwards).
55 All proceedings of the Panel must be minuted by the secretary, and be verified by the Panel

members as an accurate record. No party may digitally record proceedings.
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Panel decision
56 If requested by the student, they should be informed orally of the outcome of the hearing. In

all cases the student must be informed (by the secretary) in writing within 2 working days of
the outcome, including any penalty, the reasons for the decision.
57 The Panel's decision must be copied to:
(a)
(b)
(c)

the relevant Director of Professional Development & Continuing Education
the Academic Quality and Learning Manager
the Registrar (for filing on the student record)

58 A student has a right to appeal against a decision of an Academic Misconduct Panel under the

grounds and procedures set out in the Code of Practice for Academic Appeals for Professional
Courses(C1). The student must be provided with a copy of the minutes of the hearing once
approved by the Panel and in sufficient time to enable the student to make use of the minutes
in considering or preparing an appeal.

Other Evidence
59 In determining which evidence is relevant to the investigation and determination of the

allegation any indication that the student succeeded in destroying or attempted to destroy
evidence or otherwise made or attempted to make evidence unavailable to those investigating
the matter, should be considered along with the allegation, and the decision-maker may draw
such inferences as appear proper.

PENALTIES
60 Where an Academic Misconduct Panel determines that the allegation has been proven it must

determine the penalty as set out in the following paragraphs.

General principles
61 The University regards all forms of academic misconduct as serious; however, it also considers

some forms as ‘severe’, including any offence involving another person (colluding, conspiring
or coercing). For offences that might also constitute a criminal offence, the University, through
the Vice-Chancellor in consultation with the Director of Professional Development &
Continuing Education will determine whether the police or other authorities should be
informed.
62 Academic Misconduct Panels have discretion to impose appropriate penalties within a

minimum and maximum range using the scale and tariff set out below. The exercise of that
discretion should be informed by the following principles (where relevant):
(a) the stage of the course at which the student was studying at the time of the offence
(b) in the case of plagiarism, the extent of the plagiarism relative to the total assessment

requirement for the unit
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(c) the nature and severity of the academic misconduct (taking into account para. 74)
(d) the number of offences found proven by the current and by any previous

Academic Misconduct Panel
(e) any statement by way of explanation or mitigation offered by the student, and the
extent to which this statement is corroborated by documentary or other evidence.
63 Whether the student admitted the offence at any stage is irrelevant in determining the penalty.
64 Where an allegation of plagiarism has been proven, any claim of mitigating circumstances must

be disregarded unless in the view of the Panel the circumstances are very exceptional.
65 Where the student is proven to have committed more than one offence, but notification of one

had not been received by the student at the time of committing the second, both must be
considered to be 'simultaneous' offences. For the purpose of determining penalty each offence
must be treated as a first offence only.
66 In all cases, other than where a penalty of termination of course is imposed, the student must

be issued by the Academic Quality and Learning Manager with an Official University Warning.
67 In any case where a penalty is imposed in respect of an assessment which constitutes a second

attempt (reassessment), the penalty supersedes and overrides any mark awarded for the first
attempt.
68 The penalty to be imposed by an Academic Misconduct Panel must be determined by reference

to:
(a) the scale of penalties set out in table 2 below, and
(b) the tariff set out in tables 3 (serious misconduct) and 4 (severe misconduct) below

Scale and tariff
Table 2 – Scale of penalties
Point on Penalty
Scale
1

Official University Warning

2

Zero for the piece of work affected by the offence with an opportunity for
reassessment

3

Zero for the piece of work affected by the offence with no opportunity for
reassessment

4

Zero for the unit affected by the offence; opportunity for reassessment
provided the offence does not apply to a reassessment or reassessment
is not otherwise precluded.
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5

Zero for the unit affected by the offence with no opportunity for
reassessment

6

Zero for the unit affected by the offence with no opportunity for
reassessment and termination of the course – student entitled to award
indicated by achievements to date

7

Termination of the course with no award

69 The imposition of termination with no award (point 7) is subject to the approval of the Vice-

Chancellor.

Tariff
70 The Tables below set out the University’s tariff for academic misconduct penalties, showing

how the scale of penalties above must be applied in relation to individual offences and
according to whether the offence is rated as ‘serious’ (those set out in table 3) or ‘severe’ (those
set out in table 4).
71 In any case where the Panel considers there are compelling reasons for imposing a penalty other

than one permitted by the tariff, the Panel must defer the proceedings and make a special case
in writing to the Vice-Chancellor setting out the proposed penalty and the reasons for wishing
to impose that penalty. The Panel must inform the student of the action being taken and the
reasons for it.
72 The number in each of the tables below refers to the point on the penalty scale set out in Table

2. An Academic Misconduct Panel can therefore apply anyone of the penalties prescribed in
table 2 between the minimum and maximum (inclusive) as defined in the relevant table for the
offence.
73 ‘2nd+’ offence means any form of academic misconduct which is a second (or subsequent

offence) and is treated as such even if the first offence involved a different type of academic
misconduct.

Table 3 - Serious misconduct
Type of misconduct

1st offence

2nd+ offence

Minimum Maximum Minimum Maximum
Plagiarism & self-plagiarism

1

5

5

7

72 | P a g e

1
Examination offences:
 possession of unauthorised
materials on or under the desk or
about one’s person
 writing before the start or end of
the examination
 leaving the venue without
permission
 causing a disturbance or
disrupting the examination process.

5

5

7

Table 4 - Severe misconduct
Type of misconduct

1st offence
Minimum

2nd+ offence
Maximum

Minimum

Maximum

Examination offences:
5
 cheating, attempting to cheat or
assisting someone else to cheat
 writing notes on hands, arms or
other parts of the body
 tampering with answer books,
question papers or other examination
stationery
 making/sending or receiving a call
or message using a mobile phone or
other communication device during an
examination.

7

6

7

Fabrication
Falsification
Purchasing/Commissioning Personation
Theft of the work of others

5

7

6

7

Any form of academic misconduct involving 5
conspiring or colluding with another or
others, or involving coercing or
attempting to coerce another or others

7

6

7

Termination of course
74 Where the Academic Misconduct Panel has imposed termination of course with an award

(point 6 on the scale) the Director of Professional Development & Continuing Education must
determine if a Certificate of Attendance can be awarded.
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75 Where a student’s course of study is terminated as a result of a proven offence under this Code,

the fact of that termination and the reason for it must be recorded on the student’s record and
Official Transcript.
76 The University will not, other than in very exceptional circumstances, consider an application

for admission to any course, certificate or course of the University from a student who has
previously had their course terminated under this Code. The decision to admit, and the
determination of whether ‘very exceptional circumstances’ exist, is a matter for the ViceChancellor on the advice of the Academic Quality and Learning Manager and Registrar.

FRESH EVIDENCE AND RETROSPECTIVE
INVESTIGATION
Fresh evidence
77 Where a student, or another person, has relevant evidence which was not considered by an

Academic Misconduct Panel in determining an allegation, that evidence must be presented to
the Chair of the relevant Academic Misconduct Panel. The Chair must determine whether, in
the light of the fresh evidence, the decision of the Academic Misconduct Panel should be
reconsidered. In making this decision the Chair must have regard to whether there were
legitimate reasons for the evidence not having been made available to the Panel at the time.
78 If the Chair determines that the matter should not be reconsidered, the matter will be deemed

closed and the decision of the Academic Misconduct Panel confirmed. The student and any
other any relevant person must be in formed in writing within 3 working days.
79 If the Chair determines that the matter should be reconsidered they must either re-establish

the Academic Misconduct Panel, or a new Panel, to consider the matter in accordance with this
Code.

Retrospective investigation
80 The completion of the assessment for a unit, progression to the next stage of the course, or the

award or conferment of the qualification do not prevent an investigation in accordance with
this Code. In investigating any allegation, due regard must be had to the difficulties for the
student of defending such an allegation, especially where a significant amount of time has
elapsed since the events alleged to involve an offence.
81 In the event of an investigation resulting in the Academic Misconduct Panel determining that

an offence has been proven, in determining the penalty the Panel may:
(a) where the student has progressed to the next stage of the course, disregard the

minimum penalty if it judges that this would be appropriate in the circumstances
of the case, other than the issuing of a University Warning,
(b) where the relevant qualification has been awarded or conferred, recommend revoking the
qualification only where a severe offence has been proven which constitutes the student’s (or
graduate’s) second offence
(c) a severe offence has been proven.
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82 Where the relevant qualification has been awarded or conferred, and a serious offence has been

proven which is a first offence, the award or qualification shall stand, but the details of the
offence must be recorded on the candidate's record.
83 The revoking of a qualification is subject to the approval of the Vice Chancellor.

End of document
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University Code of Practice
Mitigating Circumstances
(Professional Courses)
Document Reference:

PCQH:C6

Approved By:

Executive Committee

Date of Next Review

July 2022

Summary/ Description: This document sets out the University’s procedural code on
Mitigating Circumstances which form part of the legally binding Student Terms and Conditions
Professional Courses document.

This university Code has been written in accordance with the approach approved by the University to enhance clarity
involving the following terminology: must = mandatory
should = advisable
may = desirable. Where these
terms are used, they are emphasised in bold.

76 | P a g e

INTRODUCTION
Authority
1

The Vice Chancellor is the final arbiter of the application and interpretation of this code of
practice.

Scope of the Code and Definitions
2 This Code applies to programmes classified by the University as Professional Courses where
the University is the Awarding Body. Any reference to notification in writing refers to informing
a student using their University email address.

Application to collaborative provision
3

This Code applies to all provision referred to in paragraph 2 whether that provision is delivered
by the University or another approved provider in accordance with a formal legal agreement.

Delegation
4

Responsibilities under this Code designated for the Director of Professional Development &
Continuing Education may be delegated as determined by the Director of Professional
Development & Continuing Education.

PRINCIPLES AND DEFINITION
5

The University is committed to supporting students who experience legitimate personal or
medical difficulties while undertaking their course. While disabilities and long-term health
problems will be addressed through the reasonable adjustments procedure (PCQH:C8), any
student can apply for consideration of individual mitigating circumstances where they
believe their ability to study/undertake assessment is being adversely affected.

Definition
6

The University defines mitigating circumstances as specific circumstances that:

are unforeseen, unavoidable and exceptional circumstances, including unforeseen and
unavoidable significant worsening of existing circumstances, and
(b)
coincide with an assessment or occur immediately before an assessment, and
(c)
seriously impair the student’s performance in that assessment
(a)

CONSIDERING MITIGATING CIRCUMSTANCES
Mitigating Circumstances Panel
7

The Mitigating Circumstances Panel (Panel), is an ad hoc panel convened as required and is
responsible, for considering applications by students for mitigating circumstances. It reports
its decisions to the Director of Professional Development & Continuing Education &
Registrar. The purpose of the Panel is to ensure that students’ personal circumstances can
be considered by as small a number of people as possible consistent with a properly
informed decision being made. Each student’s details which comprise an application for
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mitigating circumstances will not be disclosed outside the membership of the Panel other
than to provide an outline indication of the nature of the circumstances (e.g. medical, family
bereavement).
8

In considering the evidence submitted by the student, the Panel will have regard to the
extent to which the evidence submitted confirms the claim of the student as to the
circumstances. No claim based upon medical circumstances will be accepted in the absence
of evidence from a medical practitioner. Such evidence will be rejected where it is not
evident that the medical practitioner witnessed first-hand the medical circumstances
claimed.

9

The Mitigating Circumstances Panel is empowered to make a judgement as to whether the
circumstances are valid in terms of their likely impact claimed, and that they are verified by
independent evidence.

10 The Director of Professional Development & Continuing Education is supported by the

Mitigating Circumstances Panel, which is empowered to consider applications for short
extension or absence with ‘good cause’ (although short extensions can be delegated to the
Director of Professional Development & Continuing Education) and for circumstances
which have adversely affected a student’s performance in an assessment. The Panel’s
judgement on the validity of the application and its supporting evidence is binding.

Absence / short extensions of up to 5 days
11

A student who is unable to attend a scheduled written examination, or submit a piece of
assessed work by the date set out in the examination timetable or unit description may apply
using the approved application form, for absence or a short extension with good cause,
provided the application is made no later than 2 University working days after the date of
the examination or date on which submission was due.

12 Where an application is made within the stated deadline, the Mitigating Circumstances Panel

is empowered to determine whether good cause has been established, and to award the
student a fresh attempt at the examination or an appropriate extension for the assessment.
Decisions regarding applications for short extensions may be delegated to the Director of
Professional Development & Continuing Education in which case the decision made by the
Director of Professional Development & Continuing Education will be reported to the
Mitigating Circumstances Panel. The Director of Professional Development & Continuing
Education must determine whether alternative assessment materials are required.
13 Any application made after the stated deadline will be determined by the Mitigating

Circumstances Panel which will decide whether there is a compelling case for allowing the
application to be considered having regard to:
the reasons given by the student for the lateness of the application
the risk of the student gaining, or being perceived to be gaining, an advantage
through such late application.
(a)
(b)
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14 Where the Mitigating Circumstances Panel determines that an application can be considered

and is satisfied, by reference to the published criteria of good cause, that it should be
approved, it will:
(a) in the case of a written examination, award the student a fresh attempt at the

examination, or
(b) in the case of a piece of assessed work, award the student a short extension of up to five

University working days.
15 A Director of Professional Development & Continuing Education may defer decision on

any application submitted within the deadline referred to above and seek the guidance or
decision of the Mitigating Circumstances Panel where the Director of Professional
Development & Continuing Education deems this appropriate; for example, because the
application involves unusual circumstances which are not obviously covered by the
definition of ‘good cause’.

Definition of ‘good cause’
16 The following only constitute 'good cause':

(a) hospitalisation occurring at the time of the examination supported by a medical
certificate issued by a qualified medical practitioner or a qualified counsellor
(b) exceptional personal circumstances
(c) bereavement of family (including attendance at funeral); a letter from an appropriate
person confirming the details should be provided - a copy of the death certificate is not
required
(d) being unable to get to the examination because of the failure of properly made travel
arrangements beyond the student's control (corroborating evidence is required).
17 The following do not constitute good cause:

getting the time/date of the examination wrong
being unable to get to the examination at the right time where this was not beyond
the student's control
(c)
commitments caused by family/friends (e.g. a family wedding or holiday)
(d)
work commitments (paid or otherwise) - students must be available during all of
the teaching and assessment periods, including the reassessment period.
(a)
(b)

Applications for Mitigating Circumstances
18 An application for mitigating circumstances will be considered by the Mitigating

Circumstances Panel provided that an application is made by a student using the approved
form no later than two University working days after the date of the examination or deadline
for submission of assessed work to which the application relates.
19 Where an application is made after the deadline stated, the Mitigating Circumstances Panel

will decide whether there is a compelling case for allowing the application to be considered
by having regard to:
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the reasons given by the student for the lateness of the application
the risk of the student gaining, or being perceived to be gaining, an advantage
through such late application.
(a)
(b)

20 Where the Mitigating Circumstances Panel determines that an application can be considered

it will proceed with the application as if the application had been submitted within the
deadline.
21 Where the Mitigating Circumstances Panel is satisfied that the student has submitted a valid

claim for mitigating circumstances, it is empowered to make one of the following decisions
as an exercise of its academic judgement:
offer the student a fresh attempt at the examination or piece of assessed work
where it judges that there is strong evidence that but for the mitigating
circumstances the student would have passed the module, award the student a ‘pass with
mitigation’ with an overall module mark of 50 %
(a)
(b)

22 Where a student is offered a fresh attempt they will be informed of the mark achieved in

the module, notwithstanding the mitigating circumstances, and will be permitted to accept
or decline the offer within 14 days of being notified of the decision. Where the student
accepts the offer the mark for the original attempt will become void irrespective of any mark
subsequently achieved by the student. Where the student declines the offer the mark for the
original attempt will stand and no further action will be taken. All communications under
this paragraph must be made in writing.
23 ‘Fresh attempt’ means, in the case of a first attempt, that the student is offered a new first

attempt, and in the case of a reassessment, that the student is offered a new reassessment.
24 Where a student is offered a pass with mitigation they will be informed of the mark achieved

in the module, notwithstanding the mitigating circumstances. The student may waive the
pass with mitigation and elect a ‘fresh attempt’ at the assessment(s) affected by the mitigating
circumstances. Such election - which must be confirmed in writing by the student within
14 days of being notified of the decision - will rescind the pass with mitigation and the mark
achieved following the fresh attempt will stand even if this is a fail mark.

Repeating a unit, semester or stage
26 A student who is experiencing, or has experienced, exceptional circumstances such that the

circumstances are significantly affecting, or have significantly affected, their ability to study
a unit, semester or the entire stage of their course, may apply to the Mitigating
Circumstances Panel using the approved form for permission to repeat the unit, semester
or the current stage of their course.
27 Approval will only be granted where the student has demonstrated significant medical or

exceptional personal circumstances affecting the period which is sought to be repeated,
which are verified by independent evidence, and subject to the maximum duration for
completing the course not being exceeded. A repeat unit, semester, stage is not designed to
provide an option for a student who is not performing well and wants a second chance. In
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determining applications, the Mitigating Circumstances Panel must have regard to the
fairness of any decision to all students as well as to the applicant.
28 Where a repeat is permitted all marks awarded during the original attempt at the unit,

semester or the stage will cease to count towards the award. Where a repeat semester or
stage is permitted the entire semester or stage will be repeated.

End of document
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University Code of Practice
Reasonable Adjustments
(Professional Courses)
Document reference:

PCQH:C7

Approved By:

Executive Team

Date of next review:

June 2022

Summary/ Description:
This Code sets out the University’s arrangements for providing reasonable adjustments and
alternative assessment arrangements for students with disabilities, long-term medical or mental
health conditions.
The University is committed to providing appropriate support for students with disabilities or
with similar needs. This is achieved by developing a Statement of Reasonable Adjustments
(SORA) for each individual student in consultation with the student, Professional Development
Coordinator and internal/or external specialist advice as required. Students are invited and
encouraged to declare their needs as early as possible in their studies (ideally on application). New
conditions, or significant changes in conditions, can be declared at any time during their studies
and an existing SORA reviewed or put in place as needed.

This university Code has been written in accordance with the approach approved by the University to enhance clarity
involving the following terminology: must = mandatory
should = advisable
may = desirable. Where these
terms are used they are emphasised in bold.
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INTRODUCTION
Authority
1

The Academic Quality & Learning Manager is the final arbiter of the application and
interpretation of this code of practice.

Scope of the Code
2

This Code applies to the learning, teaching and all assessment conducted as part of
professional courses.

Application to collaborative provision
3

This Code applies to all provision referred to in paragraph 2 whether that provision is
delivered by the University or another approved provider in accordance with a formal legal
agreement.

REASONABLE ADJUSTMENTS
4

The University is committed to promoting and facilitating an inclusive environment for
learning, teaching and assessment, including making provision for reasonable adjustments
and alternative assessment arrangements for disabled students (including specific learning
disabilities), and for students with needs arising from ongoing medical or mental health
conditions. It is also committed to providing an environment in which applicants and
current students feel confident that they can disclose a disability or other need and will
receive appropriate guidance and support. These commitments mean ensuring that disabled
students as well as non-disabled students are provided with learning opportunities which
are equally accessible, whether this is achieved through inclusive design or through making
individual reasonable adjustments.

Academic standards
5

In making reasonable adjustments to assessments the University applies the approach used
in the UK where universities do not alter the academic standards of their awards, and
therefore do not make changes to the intended learning outcomes; their approach is to
make reasonable adjustments in individual cases or exceptionally to adapt the way in which
those outcomes are assessed so that a student with a disability (including a long term
medical condition or a specific learning disability) has an equal opportunity to demonstrate
the extent to which they can meet the learning outcomes.

Definition of disability
6

The University uses the definition of disability set out in the UK Act to mean a physical or
mental impairment that has a substantial and long-term negative effect on a person’s ability
to do normal daily activities. The phrase ‘long-term’ generally means a condition which has
lasted, or is likely to last, 12 months or more.
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7

It is the student’s responsibility to inform the University of any disability or other need for
which they wish to have reasonable adjustments made as soon as they are able to do so.
For additional needs that existed before the student starts their programme, this should
happen when the student applies to study, or at least when the student enrols. If extensive
arrangements are likely to be needed early notification and discussion of those arrangements
is essential. Students can also declare a condition at any time during their studies.

Confidentiality
8

The University will treat any information provided by a student in relation to this procedure
confidentially, and will only share that information with staff who ‘need to know’ and with
the consent of the student. Students are entitled to make a ‘partial declaration’: that is to
specify which members of staff can have access to the information and which details are
disclosed. However, a partial declaration may make it more difficult for the University to
support fully the student’s needs. This will be discussed with the student at the point of
declaring a need.

Medical Evidence
9

Once the University is notified of a student’s condition appropriate medical evidence will
be requested, such as: a doctor’s letter, or psychologist’s report for students with specific
learning difficulties. The University may (with the consent of the student) engage expertise
from outside the University where this is considered necessary to advise the University on
the validity and precise nature of the condition and/or on the specific arrangements which
should be made to support the student.

Statement of Reasonable Adjustments
10

The University will work with the student, the Professional Development Coordinator and
any appropriate external source of professional expertise, to develop a Statement of
Reasonable Adjustments (SORA) which will set out as precisely as possible the reasonable
adjustments that are needed to support the student in relation to each form of learning,
teaching and assessment that the student will encounter. The SORA will also confirm which
staff are entitled to receive a copy of the Statement.

11

Where, for whatever reason, it is not possible to have in place the SORA or the adjustments
set out in the SORA in time for assessment activities, the student will be able to use the
individual mitigating circumstances procedure to request a fresh attempt at an examination
or an extension. A mitigating circumstances application is not required for those matters
(including extensions or deferrals) already set out in the SORA.

Alternative Assessment arrangements
12

In exceptional circumstances, where existing assessment options, even with reasonable
adjustments, continue to present barriers to a disabled student, the need to provide for
alternative assessment arrangements should be considered. As with reasonable adjustments,
alternative assessment arrangements must be reasonable and take account of the principles
of equity and parity of assessment practice. Alternative arrangements might take the form
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of a written rather than an oral presentation or vice versa, or a poster or video as an
alternative to a written report.
13 Alternative arrangements will be discussed and agreed with the student and the Professional

Development Coordinator and, if appropriate, the Director of Professional Development
& Continuing Education.

End of document
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