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INTRODUCTION

This code of practice sets out the areas in which Departments and Schools should recognise priorities and establish procedures necessary to monitor and assure academic quality and standards in respect of degree programmes  (full-time, part-time, network and distance learning) and of teaching and learning. Examples cited are illustrative and not necessarily applicable in every discipline.  Therefore local variations in detailed practice which fulfil the general principles of this code are not only expected by the College but are regarded as necessary to the development of quality assurance/enhancement.

In the case of interdisciplinary programmes, that run across Departments within the same School or between different Schools, it should be understood that while Departments/Schools and their teaching staff are responsible for the quality of teaching they provide, aspects of quality assurance and enhancement which relate to the programme as a whole are necessarily the responsibility of the relevant interdisciplinary Programme Director or team, in partnership with appropriate Departments and Schools.

This code of practice refers to undergraduate and postgraduate taught degree programmes (Certificate/Diploma of Higher Education, Foundation degrees, BA, BSc, LLB, Graduate Certificates, Graduates Diplomas, Postgraduate Certificates, Postgraduate Diplomas, LLM, MA, MSc, MA/MSc by research, MRes), including those delivered by collaborative provision and flexible and distributed learning (including distance and e-Learning).    

Research degrees (MPhil/PhD) are covered by the Code of Practice for research students (http://www.bbk.ac.uk/mybirkbeck/services/rules/pg_code).  The ‘Postgraduate Training and Research for the MPhil and PhD Degrees College Code of Practice’ sets out the framework of requirements and expectations of all Departments/Schools in the College who are concerned with the admission and supervision of students studying for research degrees.  The Code of Practice is concerned with the following aspects of postgraduate training and research: the role of the Birkbeck Graduate Research School (previously College Research School); Schools’ structures and responsibilities; supervisors' responsibilities; research students' responsibilities; final examinations for MPhil and PhD degrees.
Throughout the document 'Department' is used to mean the academic unit or section concerned with a particular subject area.  The term ‘School’ may be given to indicate responsibilities at this level or those concerning programmes held not by Departments but at the School level.  

All sections of this Code should be read in conjunction with the QAA’s Code of Practice, in particular the following sections (http://www.qaa.ac.uk/academicinfrastructure/codeOfPractice/default.asp):

· Section 2 ‘Collaborative provision and flexible and distributed learning (including e-learning)’
· Section 3 ‘Disabled Students’
· Section 4 ‘External examining’
· Section 5 ‘Academic appeals and student complaints on academic matters’
· Section 6 ‘Assessment of students’
· Section 7 ‘Programme design, approval, monitoring and review’
· Section 8 ‘Career education, information, advice and guidance’
· Section 9 ‘Work-based and placement learning’
· Section 10 ‘Admissions to Higher Education’
Section 1 ‘Postgraduate research programmes’ should be read in conjunction with the Postgraduate Code of Practice referred to above.

The College Code is itself annually reviewed to ensure that it remains congruent with the Precepts of the QAA’s Code of Practice; that it continues to support the mission and strategic objectives of Birkbeck; and that it remains current and valid in the light of changing circumstances.
This Code provides an integral part of the aims of Quality Enhancement at Birkbeck.  These are as follows:

· To meet and, where possible, exceed the needs of students and staff in pursuit of the College's aim to provide quality, research-led teaching to a diverse student body, which is mature and predominantly part-time, over a broad range of subjects.  

· To increase emphasis on transferable skills and employer engagement, as well as continuing to promote widening participation.

· To strengthen and integrate the effectiveness of the support and learning environment including the infrastructure and resources to deliver the College’s overall mission and priorities.  This includes a commitment to the professional development and career enhancement of all staff.

· To adopt an approach of integrating as far as possible enhancement measures and methods into routine procedures, to reinforce both the philosophy and the practice of quality enhancement.  

· To ensure consistency of Birkbeck’s quality procedures with national requirements set by the Quality Assurance Agency and other channels of policy.
Birkbeck's approach to academic quality assurance/enhancement is in line with the aims and objectives and the mission of the institution, and will continue to include strong input from both students and staff.

Academic quality assurance/enhancement at Birkbeck figure strongly and significantly in institutional annual operating statements and reviews of performance against those operating statements, and also in the College's Strategic Plans.  Quality therefore forms a distinguishable and identifiable component of all aspects of College activity from the level of the individual to the governing body.

The College’s approach to developing its quality assurance/enhancement arrangements is proactive in regard to the fulfilment of its aims, as well as reactive in response to QAA and other national requirements.

The College is responsive to the culture of accountability in higher education, and aims to implement explicitly defined and formalised policies alongside its traditional culture of intimacy and informality.  

In the context of a sound framework for quality, Birkbeck’s agenda thus remains active and positive, underscoring the commitment to quality and both maintenance and enhancement of academic standards which is a distinctive and primary element of the Birkbeck culture.

1.
PROVISION, DESIGN AND APPROVAL OF NEW DEGREE PROGRAMMES
1.1 All new degree programmes should be developed in line with the College’s ‘Programme Approval Guidance Notes 2010/2011’ (http://www.bbk.ac.uk/reg/regs). These notes provide guidance to Schools/Departments and to Programme Development Panels (PDPs) on the procedure by which proposals for new degree programmes and major
 amendments to existing programmes should be considered across the College.  The procedure details the different stages of consideration, gives advice regarding what is needed at each stage, and the support that is available from the Quality Enhancement and Validation (QEV) section of Registry Services throughout the process.  The above notes should also be read in conjunction with the ‘Guide to Developing Programmes’ which provides advice regarding the entire process of degree design, validation and establishment from the first germ of an idea through to the recruitment of students.
1.2
As the above notes detail, the School Teaching and Quality Enhancement Committee (STQEC) should act as the focus for consideration of all new degree proposals for forwarding to the College Programmes Committee.  STQECs should therefore monitor developments in all relevant disciplines and identify any need for change.  STQECs may, according to School size and circumstances, find it appropriate to nominate a School sub-group with responsibility for programme review and development.  In particular, Schools should be receptive to innovative proposals to maintain and enhance quality in the face of increasing student numbers and limited resources.  Together with amendments to programmes these proposals should be the subject of wide and thorough discussion within the School Teaching and Quality Enhancement Committee before they are referred for further consideration within the College's committee structure.    

2.
AMENDMENTS TO DEGREE PROGRAMMES AND APPROVAL OF MODULES/PROGRAMME WITHDRAWAL OR SUSPENSION
2.1 Once again, paragraphs 2.2 to 2.9 below should be read in conjunction with the College’s ‘Programme Approval Guidance Notes 2010/2011’ (http://www.bbk.ac.uk/reg/regs). 
2.2 Departments/Schools should keep their existing degree provision under review in the light of such factors as the availability of other programmes/modules in cognate fields, numbers and quality of applicants, retention of students and their academic achievements.  Departments/Schools should review what adjustments can be made to reduce any barriers to progress for disabled students in accordance with the Disability Discrimination Act (DDA).  The School Teaching and Quality Enhancement Committee (STQEC) should undertake a major review of provision within each Department approximately every four years through internal reviews conducted by Quality Monitoring Working Groups of the College Teaching and Quality Enhancement Committee (see 9.5 – 9.10 below).  In considering its provision each Department should, in conjunction with the STQEC, have particular regard to the deliberations of Boards and Sub-Boards of Examiners; the reports of External Examiners; developments in the subject and in teaching and learning techniques; current research; employers and professional/statutory/regulatory bodies; colleagues in this and other universities; levels of knowledge and understanding; skills for employment or further study; personal and academic development; student participation.
2.3 All amendments to existing provision must have been fully developed and the subject of extensive consultation, scrutiny, securing of resources required, and consultation with a relevant External Examiner within the host Department prior to their submission to the School Teaching and Quality Enhancement Committee.  The processes for scrutinising all amendments should be comparable across all Departments and Schools.
2.4 It is the responsibility of the author of the amendment to draft and lead on this matter with the support of their Head of Department and Chair of the STQEC/Assistant Dean (Learning and Teaching).
2.5 All contributing Departments including relevant Module Leaders should be consulted regarding any proposed amendments to existing programmes and should be in agreement with these.  
2.6 Definitive proposals for new modules, module and minor programme amendments should be submitted on the appropriate amendment forms (http://www.bbk.ac.uk/reg/regs).  In signing the proposal form the relevant Module Leader/Programme Director should confirm that all contributing Departments/Schools, including relevant Module Leaders, have been consulted regarding the proposal and are in agreement with this.  Consultation with the Head of Department (or Executive Dean for School held modules) and with the Library and ITS should be evidenced by email.                                                            
2.7 It is the responsibility of the author of the proposal and the Head of Department to ensure the above procedures are adhered to and that any necessary changes are made to the amendment in response to the Department’s consideration of this prior to its submission to the STQEC.
2.8 School TQECs may approve new modules, module and minor programme amendments (http://www.bbk.ac.uk/reg/regs) for report to the College Programmes Committee, ensuring these are in line with the national academic infrastructure, College’s Mission, relevant College Codes of Practice and College/School Strategies including Learning and Teaching.
2.9 Relevant External Examiners should be notified of any changes made to existing programmes within their remit.
Programme Withdrawal/Suspension
2.10 Where a Department/School is considering the withdrawal or suspension of a degree programme this matter should be discussed in the first instance by the host Department and School taking into account resourcing, staffing, student demand and any other market factors.  A record should be kept of these discussions in the form of either email correspondence or minutes of the relevant Departmental meetings.  The proposal should also be discussed with the relevant academic staff, including the Executive Dean and the Assistant Dean (Learning and Teaching) of both the host School and of any other School contributing to the programme.  
2.11 Subject to the Head of Department and Executive Dean’s agreement to seek approval of withdrawal or suspension the Programme Withdrawal or Suspension Form (http://www.bbk.ac.uk/reg/regs) should be completed giving the required details of the programme(s) in question and a clear statement of the reasons for the decision.  

2.12 When completed this form should be sent to the Head of Quality Enhancement and Validation (Registry Services) who will report this matter to the College Programmes Committee for recommendation to the Teaching and Quality Enhancement Committee and on to the Academic Board Executive Committee (or the Chairs of those Committees).  
2.13 Where a decision is made to withdraw or suspend a programme measures must be taken to notify and protect the interests of students registered on the programme.
3. QUALITY AND EFFECTIVENESS OF TEACHING AND LEARNING

3.1 Departments/Schools should be active in monitoring the quality and effectiveness of the teaching and learning strategies employed by the programme(s) for providing students with good learning opportunities to support achievement of the intended learning outcomes and academic standards [e.g. range and appropriateness of teaching and learning methods employed including use of innovative/new technologies; quality of learning materials provided; student workloads].

The quality of teaching and learning should be maintained and enhanced through a variety of means, which should include the following: 

· induction and mentoring of sessional lecturers who are responsible for teaching and assessment of courses

· induction and mentoring of other new academic staff

· supervision of probationary teachers
· attendance at conferences and on courses

· team and joint teaching 
· teaching team meetings/staff discussions

· teaching and learning groups including Higher Education Academy Subject Centres
· systematic peer review and training for this

· double marking of course work and examination scripts and an overview of course work marks by a module leader/programme director

· moderation by External Examiners

· monitoring of examination results

· reports of External Examiners

· research activity

· relevant committee activity

· formal student feedback through questionnaires and student-staff exchange committees

· informal student contact

· views of employers and professional/statutory/regulatory bodies

· programme reviews (internal review and annual monitoring)

3.2 Schools should consider the needs of disabled students in their teaching and learning strategies and should ensure that these are sufficiently flexible to enable all reasonable adjustments to be made in accordance with the Disability Discrimination Act.

3.3 Feedback to individual members of staff through ‘Progress and Development Review’ (PDR) processes associated with their own appraisal should also help develop staff members' individual ability to contribute to the maintenance and enhancement of academic standards.

3.4 Monitoring should be undertaken by the Department/School using methods appropriate to the discipline and as agreed by the Department/School.  An assessment of the quality and effectiveness of teaching and learning strategies employed on the programmes under review should be a component of the Department’s/School's commentary on annual programme reports to the Teaching and Quality Enhancement Committee and internal reviews (see section 9 below).

3.5 Any necessary remedial action in respect of programme design and/or the quality and effectiveness of teaching and learning should be determined by the Department/School meeting or by the interdisciplinary programme director and the staff concerned with report to the relevant Departments/Schools.

3.6 Students should be encouraged to complete online course-unit, end of year and Postgraduate Research Experience Survey (PRES) questionnaires (available from Registry Services) at appropriate times and with appropriate frequency.  The procedure for taking any required action identified by the Department/School/Registry analyses should follow the guidance agreed by the Teaching and Quality Enhancement Committee as outlined on the Quality Enhancement and Validation Office web site (http://www.bbk.ac.uk/qev/feedback). 

3.7 The School Teaching and Quality Enhancement Committee should act as a forum in which examples of innovative and effective teaching and learning practices can be discussed and shared.  Note should be taken of the examples of good practice occurring within the College detailed on the Quality Enhancement and Validation Office web site and resulting from internal reviews and annual monitoring (http://www.bbk.ac.uk/qa/news/40000100;http://www.bbk.ac.uk/qa/internal/good_practice_internalandexternal; http://www.bbk.ac.uk/qa/reports/2005-2006Commendations).
3.8 Learning resources should be kept under constant review and Departments/Schools should be aware of College-wide policies with regard to the Library, Information Technology Services, and Estates. This process should involve an evaluation of the effectiveness of the deployment of the resources, human and material, that support the learning of students, and of the effectiveness of their linkage to the intended learning outcomes of the programme.  
3.9 Departments/Schools should ensure that they have discussed with their Subject Librarian access to information resources for students on all programmes.  Departments/Schools may wish to provide hard copy resource packs of relevant readings from books and journals – either included in programme fees or recharged to the student. The provision of electronic resources such as journals, databases, e-books, articles and exam papers should be considered in conjunction with the Library, and students should be made aware of relevant reciprocal library access schemes and the Library’s charged distance learner service. Students may also require advice and support regarding the purchase of appropriate equipment and software.  Student satisfaction with learning resources should be surveyed on a regular basis and appropriate action taken to improve provision if necessary.
3.10 Departments/Schools should continue to work with the Centre for Learning and Professional Development (http://www.clpd.bbk.ac.uk/) which works with staff across the College to support innovation in learning, teaching and assessment.
4. ASSESSMENT
4.1 Departments/Schools should keep assessment practices and procedures under review ensuring that: 
· the assessment exercise supports achievement of the intended learning outcomes (that is, it is appropriate to the subject being studied, discriminates between different levels of achievement), is effective in measuring such and there is interaction with External Examiners
· the assessment strategy is appropriate, fit for purpose and relates to the needs of the particular students concerned and leads to the achievement of knowledge, skills and understanding and the promotion of effective learning in the subject area
· assessment policies and practices are responsive to external developments including professional, statutory and regulatory body requirements
· students with special assessment needs are accommodated
· there is a process by which the balance between different types of assessment is arrived at and the student workload is managed e.g. timetabling of essay submission deadlines, tutorial advice on time management, and the College-wide procedures for managing late submissions of assessed work and mitigating circumstances in student assessment are adhered to (http://www.bbk.ac.uk/mybirkbeck/services/rules/latesubmission.pdf
http://www.bbk.ac.uk/mybirkbeck/services/rules/mitcircspol.pdf)
· the procedure for marking and moderation laid down by the College is adhered to and there is clear evidence of such (http://www.bbk.ac.uk/mybirkbeck/services/rules/marking-and-moderation.pdf)

· the assessment procedures provide students with prompt and sufficient feedback in a manner that supports student learning and assists them in the development of their intellectual skills and in demonstrating achievement as well as performing a formative function in other ways
· the assessment procedures are documented and communicated to all staff and External Examiners (e.g. moderation, feedback to students) and are consistently applied with rigour, fairness and due regard for security
· the assessment procedures and criteria are communicated to all students i.e. as an assessment strategy through Student Handbooks, module outlines and Department web sites including the correct forms of academic referencing and citation
· there are clear criteria for assessment that enable internal and External Examiners to distinguish between different categories of student achievement as well as processes by which these are chosen 
· there are methods in place for comparing achievement and standards over time

· the methods for communicating results are clear to staff and students and students are aware of the ways in which these results affect their progression and contribute to the overall award
· all those involved in the assessment of students are provided with development opportunities to support and enhance their roles such as exploring different practices and new approaches to assessment

4.2 The above matters should also be taken into account and demonstrated by Departments/Schools during the approval process for new programmes.  If a programme involves assessment of work undertaken outside of the College then special arrangements for rigour and fairness must be detailed by Departments/Schools in the approval process.
4.3 The approval process should include reference by Departments/Schools to compliance with the College regulations on marking and moderation by External Examiners. The operation of these practices at Board of Examiners (or Sub-Boards) should be documented and communicated to all Examiners. A condensed version of examination procedures should be communicated to students in module and programme documentation.
4.4 All examination boards (or Sub-boards) should have terms of reference annually approved, which should include policies and mechanisms for the following: under what exceptional circumstances Examiners are permitted to be absent and their views taken into account; there should be one member external to the board; declaration of any personal interest; what student work will be considered by the board for assessment; what constitutes a quorum; the extent of discretion that may be exercised by the board i.e. the condoning of marks; identification of mitigating circumstances and what mechanisms are involved in addressing these; the recording of exam board meetings and decisions.
4.5 All Boards of Examiners should have procedures and practices to detect assessment offences and transparent processes for action when detected in line with the ‘College Policy on Assessment Offences’ (http://www.bbk.ac.uk/mybirkbeck/services/rules/assmtoff.pdf). These mechanisms should be clearly communicated to students in programme handbooks. 

4.6 In order to assure that assessment supports learning, programme directors should report annually on the arrangements to ensure there is adequate scheduling of assessments to avoid overload, and on the effectiveness of these arrangements.
4.7 To assure consistency in the application of assessment criteria exam boards should undertake annual analyses of marking trends between and within modules of an award and report on these at periodic review.
4.8 The regulations for the determination of degree classification should be published in programme handbooks. There should be transparency in the rules governing progression through the programme.  These rules should also be published in the programme handbooks.
4.9 The appropriate Boards of Examiners will periodically review the assessment regulations for undergraduate and postgraduate awards, as well as the operation of the oversight of assessment by External Examiners.
5.
ADMISSION AND ACCESS
5.1 Departments/Schools should ensure that policies and procedures for the recruitment and admission of students are fair, clear, explicit and implemented consistently based on the overriding requirement to judge ‘abilities and circumstances which should enable an applicant to complete the degree programme successfully’.  Transparent entry requirements, both academic and non-academic, should be used to underpin judgements that are made during the selection process for entry.  The flexibility of Birkbeck’s admission criteria for entry of mature students onto programmes of study require particularly close scrutiny of the procedures in place.  The different stages in the admissions process should be made clear to staff and students.
5.2 Departments/Schools should ensure that their publicity materials are accurate, relevant, current, accessible and provide information that will enable applicants to make informed decisions.  These materials should include information on the range, content, structure and organization of the programmes which can help applicants to select the most appropriate programme, mode of study and pathway to meet their strengths and interests.  Information should also be provided about mechanisms for gaining further information such as through College, School or Department open days and opportunities to meet current students and staff.
5.3 Applicants with special needs such as students with disabilities, international students, those with low linguistic/numeric skills, those on low incomes should be sent information about the College’s provisions to meet their needs (for example, through the College Disability Office and the Department/School Disability Liaison Officers, the Student Financial Support Office, My Birkbeck services, Study Skills Support (Central and Collaborative Provision, Registry Services), and the International Office).  
5.4 In many cases criteria for the assessment of applicants will be specific to the Department concerned but admission tutors should ensure equality of opportunity for all applicants and in general terms look for abilities and circumstances which should enable an applicant to complete the degree programme successfully, such as:
· intellectual ability, skills, qualifications, prior learning and experiences to cope with a degree programme 

· an appreciation of, and ability to cope with, the rigours of full-time and part-time study

· motivation
· an interest in and knowledge of the subject

· relevant experience

· clarity of expression

· analytical and evaluative skills

· lack of impediments, such as impractical journeys or working hours

· recognition by the applicant of the commitment necessary to meet the demands of part-time study including the financial burden such as the possible costs of books and other study resources

5.5 Applicants under consideration for admission on the basis of the information included in their application form should normally be offered interviews.  Prior to the interview they should be given information about the programme additional to that contained in the Prospectus or on the web to assist them to participate fully in the interview process.  This material may be provided in the form of a Programme Specification or a Student Handbook and should include the aims and learning outcomes of the programme, an outline of the scheme of study, curricular content, teaching and learning practices, methods of assessment, a guide to type and volume of the work required, learning resources and, subject to their availability, preliminary reading lists and lecture and seminar timetables for the first year of the programme. Selectors should be prepared to discuss further aspects of the material with applicants at the time of interview.  The quality of the information sent out to new students and induction procedures are considered as part of the internal review process.
5.6
Those interviewing should endeavour to assess academic potential and ability to complete the degree programme successfully and benefit from it at the time of interview.  It is recognised that such assessment is not always easy and a written test or assignment may assist this process.  Some Departments may require more elaborate assessment procedures.

5.7
Those interviewing should discuss with applicants the nature and demands of degree study, particularly part-time study, and especially when applicants are new to higher education or returning to it after a substantial lapse of time.  Advice given might cover such matters as:

· level of attainment expected in degree study

· applicants' current commitments

· the time required for lectures, seminars, tutorials, field work, etc

· the time to be spent on study at home and in preparing work

· the time likely to be required for gaining or recovering study skills

· in the case of students with any form of disability, what provision can be made for their needs in accordance with the Disability Discrimination Act

· information or sources of information about, for example, the costs of part-time study

· government and College financial support available to eligible students within budgetary limits

· the student support available in the Department, School and the College.
In appropriate cases, applicants should be referred to qualifying programmes for both undergraduate and postgraduate degrees with a view to later application.

Departments/Schools should ensure that selection policies and procedures are transparent and are followed fairly, courteously, consistently and expeditiously, that information concerning applicants remains confidential between designated parties, and that decisions are made by those equipped to make the required judgements who have clearly defined roles in the process.  In turn, applicants should be made aware of the obligations placed on prospective students at the time the offer of a place is made.

5.8
Decisions on applications for admission should be determined by the relevant admissions tutor and, preferably, one other colleague.  Borderline cases should be resolved in consultation with additional members of staff.  At this stage it is desirable to make a note to monitor closely the early progress of those who were borderline cases or admitted through qualifying programmes with a view to monitoring their early progress and providing additional support in appropriate cases.  
5.9
The reasons for the selection and rejection of applicants should be recorded to inform consideration of any appeals subsequently received and to guide the assessment of future applications.  Departments should have in place effective arrangements for providing feedback to applicants who are not offered a place where this is requested.  Evidence of such procedures may be gathered during internal reviews and, in relation to progression statistics and outcomes of programmes, is reported through annual programme monitoring.
5.10
Departments/Schools should have appropriate and fair policies and procedures in place for responding to applicants’ complaints about the operation of the admissions process and should ensure that all staff involved with admissions are familiar with these policies and procedures.

5.11
Departments/Schools should have in place clear policies for responding to applicants’ appeals against a decision detailing the grounds upon which such appeals may be considered.

5.12
The staff concerned should report to the Department/School (including the Assistant Dean for Recruitment and Retention) on the numbers and quality of applicants and any implications these may have for future course provision and the School generally.
5.13 Arrangements for the enrolment, registration, induction and orientation of new students should be explained clearly and should promote efficient and effective means of integrating the entrants fully as students.  This should include information related to the College, School and Department in which they will be studying as well as information regarding library and IT services, study skills, personal tutorial support, and student welfare.
5.14 Prospective students should be informed of any significant changes to a programme made between the time the offer of a place on that programme is made and registration is complete and of the options available to them in the circumstances.  These changes might include alterations to the modules on offer, changes to the teaching, learning and assessment arrangements or even withdrawal of the programme.
5.15 Where appropriate, students should be offered the means to acquire study skills which the Department recognises they may lack at the time of admission.  The effectiveness of study skills provision should be monitored by student feedback, assessment of general progress and any other appropriate means.
5.16 Policies and procedures related to admissions and enrolment should be kept under regular review to ensure that they continue to support the mission and strategic objectives of the College, and that they remain current and valid in the light of changing circumstances such as changes in the marketplace.
5.17 All those involved in recruitment and admissions should be appropriately trained and supported and should be competent to undertake their roles and responsibilities.
6.
MONITORING STUDENT PROGRESS
6.1 Individual students should be allocated a personal tutor who will be responsible for offering guidance in their academic work, monitoring progress and initiating the provision of additional support where this may be required.  Personal tutors should also be prepared to fulfil a more generally supportive role and to discuss any matters affecting their academic work which students may wish to raise with them.  In cases where personal difficulties are apparently affecting students' academic work tutors should consider initiating appropriate consultation with the student.

6.2 Personal tutors should normally take the initiative in making arrangements to meet with their tutees at least once a term although there will normally be additional contact with them in the classroom/laboratory or informally.  Both personal and programme/module tutors should be available to discuss personal circumstances as well as academic matters; this availability should be made known to students and students should understand when to consult them on issues affecting their welfare.  Depending on the circumstances, tutors may find it appropriate to refer students to appropriate members of the School/Department/programme team or to the My Birkbeck services, College Learning Support Officers and Study Skills Support (Central and Collaborative Provision, Registry Services), the College hardship schemes, the College Disability Coordinator, the Students' Union counsellor or the Student Health Service.  If a student has been professionally diagnosed as suffering examination anxiety or is otherwise unwell, special examination arrangements should be made through the Examinations and Assessment Office.  If a break in studies is arranged the tutor concerned should re-establish contact with the student at the appropriate time.

6.3 Overall responsibility for student welfare should normally rest with the Assistant Dean (Recruitment and Retention), Head of Department concerned with the subject area, or interdisciplinary Programme Director. 

6.4 Departments/Schools should ensure that provision is made for disadvantaged groups including those on low-incomes, with low linguistic, numerical or other necessary skills, those with disabilities.

6.5 Students following programmes which contain optional components should receive guidance from their personal tutors or programme directors on the selection of programme routes and individual optional modules appropriate to their abilities and interests.  Such guidance is of particular importance during the early stages of the programme and particularly at the end of the first year when degree pathways are being chosen.  Presentation or consultation evenings during which individual module leaders describe their modules and answer questions on the nature and demands of these can be helpful to students.

6.6 Full details of the curriculum and associated reading lists for each module should be provided in accessible formats and given to students before the beginning of the module concerned. Examination requirements should be notified to students when they have been determined by the appropriate Boards or Sub-Boards of Examiners.

6.7 Progress should be supported and monitored from intake to completion by appropriate teaching staff and personal tutors, with particular concern for new students and those admitted under special access provisions or through qualifying programmes, having regard to a range of performance indicators such as:

· regularity of attendance

· regularity and quality of assessed work

· performance in tutorials and seminars

· oral presentations

· formative assessment including mock examinations, trial essays etc

· contact in practical classes

· laboratory and field notebooks

· written guidance

· progress files including provision of transcripts and Personal Development Planning 

· non-completion rates

· progression from one stage of the programme to the next 

· profile of students at entry compared with performance at the end of each stage of the programme

· final results

· career enhancement

6.8 In cases of underperformance and unsatisfactory attendance, lecturers or personal tutors should offer appropriate guidance to the students concerned.  Staff should be prepared to consider the implications of students' personal or professional problems for their academic progress and commitments.  Strategies should normally be agreed to meet individual circumstances and should be kept under review: additional coursework may be prescribed or additional study skills acquired.  Serious or persistent cases should be considered and monitored by the Department meeting or programme director.   The position should be fully reviewed at least by the end of the session when a decision whether or not to re-admit would be taken and any conditions relating to re-admission specified.

6.9 In appropriate cases, personal or programme/module tutors should meet with their students at the end of each stage of the programme to discuss their profile, choice of options (if appropriate) and preparations necessary for studies during the next stage of the programme.  In particular, progress may need to be reviewed and any examination failures or underperformance analysed and, where necessary, additional support prescribed.  Tutors should encourage students to prepare thoroughly for the coming stage and may prescribe vacation/project work.

6.10 Effectiveness of these procedures should be monitored in terms of the quality and regularity of re-submitted or subsequent work and regularity of attendance.

6.11 Withdrawals among part-time students are significant and made for a variety of reasons. The College endeavours to minimise the numbers who withdraw by encouraging Departments/Schools to develop a supportive environment through friendly contacts between staff and students and by fostering a sense of community and mutual support among students.

6.12 On an individual basis tutors should counsel and offer appropriate encouragement, advice and support to students contemplating withdrawal.  Reformulation of targets in terms of the length of the programme may be considered in appropriate cases.  Cases of financial hardship should be referred for consideration under the appropriate College awards scheme.  A break in studies may be considered as an alternative to permanent withdrawal.

6.13 Departments/Schools should record and analyse information concerning the causes of student withdrawal where these are known (see 8.9 below).  Experience of problems encountered by students which affect their ability to complete their programmes successfully can be helpful to staff advising prospective students.

6.14 Student support and retention are key elements in Birkbeck’s Learning and Teaching Strategy 2009-2012, which includes the following amongst the key projects: 
“Project 2: Learning Support. Each School to identify the support needs of their student body and to ensure that these needs are being met;
Project 3: Retention. All Schools to identify the mechanisms for supporting student retention, examining and enhancing as necessary current practice within Schools.”
6.15 Study Skills Support (Central and Collaborative Provision, Registry Services) is the locus and provision of Personal Development Planning opportunities, study skills, academic English provision, counselling and advisory services. Study Skills Support (SSS) work with College Learning Support Officers to support Schools in providing student learning support and in rolling out good practice in the retention of students across the College and coordinates that provided by the Library, IT Services (ITS) and the Students’ Union.  Departments/Schools should continue to work with SSS in supporting student progression.
7.
EXTERNAL EXAMINERS
7.1
The responsibilities of Examiners and Boards and Sub-Boards of Examiners are defined in the College Policy and Guidance on the Role of External and Intercollegiate Examiners (http://www.bbk.ac.uk/mybirkbeck/services/rules/external-examiners.pdf) and the College Policy on Boards and Sub-Boards of Examiners (http://www.bbk.ac.uk/mybirkbeck/services/rules/exam-boards.pdf). Examiners are regarded as a fundamental component of the quality assurance/enhancement procedures at the College as they should comment on the appropriateness of the academic standards set and student achievement in relation to those standards, whether assessment processes are rigorous, fair and ensure equity of treatment for students, and on the quality and effectiveness of teaching and learning including particular strengths and/or innovations, as well as being involved in curricular revision.
7.2
The College will appoint Boards and Sub-Boards of Examiners to conduct assessment as prescribed in the relevant policies and regulations. The relevant Department/School should nominate External Examiners on these Boards, for appointment by the College subject to the approval of the Academic Board.  At least one Examiner External to the College should be appointed to each Committee responsible for making recommendations for determining degree classification of candidates.  Whenever in the view of the College it is practical and appropriate, at least one Intercollegiate Examiner from another College of the University should be a member of each Board or Sub-Board of Examiners.  The policies and regulations governing the nomination and appointment of External Examiners are in place, and procedures ensure that: potential conflicts of interest are identified and resolved prior to the appointment of such Examiners; that nominations are assessed effectively and rigorously; that suitable individuals are selected with appropriate levels of academic and, where appropriate, professional expertise; and periods of appointment and possible early termination of such are made clear.
7.3 On appointment, Examiners are informed in writing of the roles, powers and responsibilities assigned to them, including the extent of their authority in Examination Boards. The letter of appointment states clearly the programmes and awards, or parts of programmes, to which they are appointed.  
7.4 Departments/Schools should ensure that External Examiners provide an annual report (http://www.bbk.ac.uk/reg/assessment/external_examiners/report_procedures) on whether the standards set are appropriate for the College’s awards or award elements and are consistent with that of the national university system. External Examiners should ensure this by reference to the QAA academic infrastructure i.e. Subject benchmark statements (See: http://www.qaa.ac.uk/academicinfrastructure/benchmark/default.asp), the FHEQ (See: http://www.qaa.ac.uk/academicinfrastructure/FHEQ/EWNI08/default.asp), programme specifications (http://www.bbk.ac.uk/qev/programme/schools) and other relevant information.

7.5 Departments/Schools should ensure that External Examiners are provided with sufficient information (including appropriate College, School, Department, programme, module and assessment documentation) and support to enable them to carry out their responsibilities effectively.  Examiners should be prepared by the relevant Department/School to ensure they understand and can fulfil their responsibilities.
7.6 Departments/Schools should ensure that External Examiners have regard to the totality of the degree in respect of both syllabus and examination and are invited to participate in the setting of examination papers, and that each individual paper is approved by at least one External Examiner. External Examiners have the right to inspect any script or other assessed examination material.  The guiding principle is that they should have enough evidence to determine that internal marking and classifications are of an appropriate standard and are consistent.  

7.7
Departments/Schools should ensure that External Examiners attend meetings of Boards at which significant decisions are to be taken and that they make a written report each year to the College which may include observations on teaching and learning outcomes, programme structure and programme/module content, on the form provided. External Examiners should be asked by Schools to approve pass lists and to advise on the award of marks of distinction, first class and on failures as well as adjudicating upon borderline cases.
7.8
External Examiners are required to send their reports to the Academic Registrar who raises any points requiring a response, at both subject and, if issues arise, at institutional level, with the Chair of the Board (or Sub-Board), copied also to the Head(s) of the Department(s)/School(s) concerned.  Copies of the External Examiners’ reports should be transmitted to all appropriate teachers and examiners.  If requested, Departments/Schools should respond to the points raised by the Academic Registrar and a copy of the report, the Academic Registrar's letter and the written response by the Department/School is then included for consideration by the Chair/a panel of the relevant Board of Examiners. A pro-forma has been devised to attach to each report and the Department’s/School’s response which comprises four questions concerning the response, e.g. does it adequately address the comments in the report, are there any thematic issues arising? The replies received should generate a consistent commentary which should help flag areas of concern and which should form the basis of an overview report. The Academic Services section of Registry Services will return to the Department/School if the Chair of the Board of Examiners is not convinced that the response adequately addresses the issues raised and will notify her/his views to the Chairman of the Board or Sub-Board for further action.  
7.9
Full and serious consideration is given by the institution to comments and recommendations contained within Examiners' reports, and the outcomes of the consideration, including actions taken, are formally recorded. Examiners are also provided with a considered response to their comments and recommendations, including information on any actions taken by the College.
8.
STUDENTS' VIEWS ON PROGRAMMES OF STUDY 
8.1
Departments/Schools should determine what means of student representation are appropriate and realistic for students on programmes within their remit and should provide all students with accurate information about these arrangements.
8.2
The normal arrangement should be for the Programme Director to offer at least one Student-Staff Exchange Committee (SSEC) meeting to cover each degree programme and/or subject area each term at times convenient to full-time and part-time students. Interdisciplinary Programme Directors should arrange appropriate student-staff exchange meetings.  Membership of each Committee should include academic and administrative staff who contribute to the programme(s)/subject area(s) and student representatives covering all the programme(s)/subject area(s) concerned.  Where it is not possible to organise a Student-Staff Exchange Committee and where there is a rationale for not doing so, alternative mechanisms may be offered for eliciting student feedback.

8.3
Each Department/School should nominate MPhil/PhD representatives to a relevant Student-Staff Exchange Committee.

8.4
Exchange Committee meetings are valuable fora for discussing matters of concern to students and students' views on programmes of study as well as communicating staff and curriculum developments.  Matters raised in exchange meetings requiring further consideration can be discussed at Department and School TQEC meetings with feedback to the Exchange Committee itself and notification, if appropriate, through the normal channels of communication.

8.5
Student participation in exchange meetings may be encouraged by arranging for student members to propose items requiring discussion and to take notes of the proceedings and produce minutes of the meetings.

8.6
Departments/Schools should advise their students of the support provided by the Students’ Union for student representatives on the Student-Staff Exchange Committees, details of which can be found at:  http://www.bbk.ac.uk/su/classrep/.

8.7
Departments/Schools and programme directors normally seek to cultivate good relations with mature students through an informal non-hierarchical atmosphere and regular social contact.  In consequence many issues may be dealt with in a manner which does not require the generation of formal documentation.

8.8
Students should also be encouraged to express their views on programmes of study on other occasions where suitable opportunities arise, for example informally, on field courses, at study weekends or by e-mail. Students should be encouraged to complete online end of year, course-unit and Postgraduate Research Experience Survey (PRES) evaluation questionnaires which can be useful when students may find it difficult to attend exchange meetings (see 3.6 above and the Quality Enhancement and Validation Office web site for further details at: http://www.bbk.ac.uk/qev/feedback). Whenever time permits, teaching staff should consider adopting the practice of some programmes of offering a seminar at the end of a module in order to provide a forum for an exchange of views.  
 
8.9
Departments/Schools should survey students who fail to graduate or withdraw from their studies as part of the system of evaluation questionnaires since it is recognised that the views of such students could potentially be helpful for retention work in possibly highlighting trends/themes emerging from this.  A link to the on-line student withdrawal survey and a downloadable paper version can be found on the Quality Enhancement and Validation website (http://www.bbk.ac.uk/qev/feedback/studentwithdrawalsurvey).  All Programme Directors and Department/School Administrators should direct withdrawn students to the survey.

8.10
Departments/Schools and interdisciplinary programme directors should be prepared to consider amendments to programmes and modules and innovations in teaching and learning and examination requirements in the light of student comment.  However, care should be taken to ensure that requests for change are truly representative of student opinion, that the integrity of both the individual component and of the degree programme would be maintained and resource implications fully explored.  Proposals should be evaluated by the Departmental meeting in the first instance with regard inter alia to likely future student needs and, if supported, subsequently considered by Sub-Boards of Examiners with particular regard to the views of External Examiners and then considered for approval by the School TQEC.  Any amendments or innovations thus approved would then be reported by the School TQEC to the College Programmes Committee.

9.        
PROGRAMME MONITORING AND REVIEW 
9.1 Departments/Schools are required to complete annual programme monitoring reports using the template produced by the Quality Enhancement and Validation (QEV) section of Registry Services, at undergraduate and postgraduate level.  This should be completed for all taught programmes to provide an opportunity to reflect upon changes made to the programme, in particular highlighting enhancements to learning and teaching practices as well as flagging up any difficulties/challenges faced which could helpfully be brought to the attention of the College’s Teaching and Quality Enhancement Committee (TQEC).  
9.2 The completed report should be discussed with the relevant Head of Department and Assistant Dean (Learning and Teaching) prior to its submission to the Quality Enhancement and Validation section of Registry Services.  At the same time the report should be copied to the School Teaching and Quality Enhancement Committee (STQEC). 
9.3 The reports will be scrutinised by Quality Monitoring Working Groups of the College TQEC established for this purpose which undertake a combined role with regard to quality enhancement and the monitoring of quality and standards.  The remit of each panel will be to: draw to the attention of the appropriate committee or central College postholder any College-wide issues for consideration and action; seek clarification from the author with regard to content, policy and procedural issues where necessary; review the appropriateness of actions taken, or proposed action to be taken; draw to the attention of the Programme Director/Head of Department/Assistant Dean (Learning and Teaching) areas of innovative and excellent practice or areas requiring action.  The responses received to the latter are considered by the Chair of the relevant Working Group who may seek further clarification or request further action be taken, as required.  
9.4 The Working Groups will report to the TQEC the general themes and areas of best practice that are identified from the reports where any further consideration or action required at a College level will be discussed and referred to relevant individuals/committees.  The programme reports will form a key part of the documentation to be provided for the College's four-yearly internal reviews of Departments/programmes.
9.5 Internal reviews of taught and research programmes (full-time, part-time, network and distance learning including external programmes of the University of London of which Birkbeck is the Lead College) should normally be carried out once every four years by the College’s Teaching and Quality Enhancement Committee.  Full details of the Internal Review process may be found in the 'Guidance Notes on the Process for Internal Review of Taught and Research Programmes 2010/11' (http://www.bbk.ac.uk/qev/internal). Departments should follow these guidance notes and should work positively with the Internal Review Panels.
9.6 For all internal reviews the key document should continue be the Self-Evaluation, provided by Departments and covering the four-year period, with the other documents required to be made available through a searchable database held in Registry Services as well as through Department websites.  A template for the SED has been produced together with a standard set of learning and teaching documentation which should be made available on Department websites, as detailed in the above guidance notes.  The internal review procedures should encourage attention to be placed on enhancement, with Departments being asked to present to the review panel one detailed example of such taking place within the Department.
9.7 Review Panels report to the College’s Teaching and Quality Enhancement Committee (TQEC) at the conclusion of the process through presentation of the full review report.  The Chair of the Panel (or another member) may attend the TQEC to speak to the review report as well as a representative from the Department that has been reviewed to hear the discussions held and to feed these into the response to the recommendations made.  The Committee will ratify any follow up action recommended by the Review Panel and consider any College-wide matters that the report may raise.  Any matters requiring referral to post holders or committees outside of the TQEC will be referred by the Quality Enhancement and Validation section of Registry Services. 
9.8 Dates will be established by which the recommendations set by the Review Panel are to be met by the Department/School and a report should be given on action taken in response to these (using the standard template) at a meeting of the TQEC.  The responses given are considered by the TQEC as a whole, or by the Chair on behalf of the Committee, and any further clarification or action required is requested until the TQEC is satisfied that all of the recommendations have been met. 

9.9 After each year's schedule of reviews has been concluded, the views of the Panel members and the Department will be sought by the TQEC on the benefits they may have experienced as a result of their involvement in the review process using the standard feedback form provided (http://www.bbk.ac.uk/qev/internal/meetingsconclusion).  Their views will also be sought on how the procedure for internal review might be improved and if there are any criticisms of the way that the process was carried out.  The views of the external subject specialist will also be sought on conclusion of each event using the standard feedback form provided (see above link).

9.10 Departments/Schools should consult the reports deriving from the databases of commendations and recommendations raised during internal reviews and annual monitoring which can be found on the Quality Enhancement and Validation website at: 

http://www.bbk.ac.uk/qev/internal/good_practice_internalandexternal http://www.bbk.ac.uk/qev/internal/Recommendations
http://www.bbk.ac.uk/qev/reports/2005-2006Commendations
http://www.bbk.ac.uk/qev/reports/2005-2006_Recommendations.
10.
COLLABORATIVE PROVISION AND FLEXIBLE AND DISTRIBUTED LEARNING (FDL) INCLUDING DISTANCE AND E-LEARNING
10.1 Departments/Schools should ensure that the programme proposal/specification for all Flexible and Distributed Learning (FDL) programmes demonstrates that the quality of the programme is at least equivalent to non-FDL programmes of the same level of award as well as detailing the nature of delivery by the host Department/School and the partners (if any).  If a comparable programme taught face-to-face is not available, relevant quotes from External Examiners’ reports should be used on the proposal form to demonstrate the comparability of the programme to non-CFDL programmes of the same level of award.
10.2 Departments/Schools should liaise with the eLearning Advisory Group (eLAG) to plan for use/further development of the BLE (Birkbeck Learning Environment).
10.3 As part of the process of programme approval the following should be demonstrated by Departments/Schools: 

· there is a secure and reliable delivery system which is appropriate for the programme, and that alternatives are available in the event of failure. For distance learning programmes using ICT mechanisms, documented arrangements for password protection and virus scanning have been provided and mechanisms to confirm safe receipt of teaching and assessment materials detailed. All study materials meet the specified expectations of the College in respect of the quality of teaching and learning-support material.
· those with responsibility for assessment are capable of confirming that a student’s assessed work is the original work of that student only, particularly in cases where the assessment is conducted through remote methods

· there are adequate safeguards to assure academic standards and the quality of learning opportunities

· collaborative arrangements are fully costed and should be accounted for accurately and fully.  This applies equally to FDL arrangements  

· in the case of collaborative arrangements, the educational objectives of a partner organization are compatible with those of the College and an explanation is given to this effect
· if a dual or joint academic award is offered, the legal capacity of the partner organization to do this must be verified   

· mechanisms are in place to ensure that there is support for, and promotion of, autonomous learning so enabling learners to take personal control of their own development. Realistic aims should be explicit and practical methods devised for achieving them. 
· there are effective mechanisms for student communication and information i.e. students are provided with explicit information on mode of delivery, teaching, learning and assessment methods and timetabling of sessions as well as the relative contributions of independent, supported and collaborative study

· from the outset of their study, students have an identified contact (their Programme Director or an appointed academic) who can give them constructive feedback on academic performance and guidance on their academic progression and, where appropriate, should have regular opportunities for inter-learner discussions about the programme

· from the outset of their study, students are allocated a Personal Tutor to provide them with pastoral support

· students should be given information about the appropriate channels for particular concerns, complaints and appeals

· the arrangements for timetabled sessions for tutorials or discussion groups are documented

· the responsibilities of the learner and the College are documented and will be supplied to the student as part of their induction. The programme specification should specify which are compulsory and which optional activities as well as the availability of academic or technical support; it should also describe the mechanisms whereby information about these is communicated to students, e.g. at the start of each element.

· where appropriate there are facilities for collaborative learning and discussions between students and arrangements are provided to facilitate these

· staff providing FDL programmes have appropriate expertise and receive appropriate training.  This should encompass both technical expertise in delivery systems (including specific training in FDL) as well as the usual evidence of pedagogical expertise. 

· any special arrangements for distance learners are documented

· the delivery method is capable of receiving assessed work securely with an ability to demonstrate safe receipt and there are explicit arrangements for plagiarism detection. 

10.4 Students should be provided with, prior to commencing each element of the programme, explicit intended learning outcomes and the nature of teaching, learning and assessment methods of the module.  This information would normally be contained within the programme handbook.  For distance programmes utilising ICT this documentation may be in electronic format but adequate guidance/navigation should be provided for its usage (e.g. appropriate organisation within the BLE or on a CD-ROM).  The educational aims and intended learning outcomes should be reviewed periodically for their continuing validity and relevance. 

10.5 For each element of the programme students should be provided in advance with clear guidance, such as dates and times, when teaching and assessment materials will be released and clear guidance on deadlines for submission and return of graded assessments.  Students should also be provided with timely formative assessment on their academic performance as well as clearly documented and communicated formal mechanisms for individual constructive feedback and guidance. The programme specification should make it clear how this is to be achieved.
10.6 For collaborative programmes the partner organisation must follow the requirements approved by the College for the conduct of assessments.
10.7 External Examiners at the partner institution must be appointed in the same way as at the College and must receive briefing and guidance from the College.  The College will retain ultimate responsibility for the appointment and function of External Examiners.
10.8 The College has sole authority for awarding certificates and transcripts. 
10.9 Applicants must be provided with documentation giving clear guidance with regard to the relative contributions of independent, supported and collaborative study.  This would normally also be part of the induction process for the programme which for ICT programmes would normally start prior to commencement of the programme.
10.10 For all FDL programmes learners should be invited to submit anonymous feedback about their learning experiences at a number of appropriate points within the programme and this should be documented.  For ICT programmes appropriate arrangements for anonymity should be demonstrated at the approval stage.
10.11 Collaborative programmes run with other organisations should be regulated by Memoranda of Agreement that specify the contribution to be made to the programme by each party. Birkbeck must retain control of selection and examination procedures.  Every collaborative programme should have a clearly defined committee structure including a Joint Steering Committee with senior representatives from each partner, meeting at least annually to review the programme(s).  These matters should be checked as part of the internal review process.
10.12 The standards of admission and assessment of the partner organisation should be the same as for other Birkbeck courses.
10.13 The College will regularly monitor the information given by the partner organization to prospective and registered students and will have effective control over the accuracy of all public information, publicity and promotional activity relating to its collaborative provision.
11.
STUDENTS WITH DISABILITIES
11.1 All Departments/Schools should implement the ‘Procedures for Schools for Compliance with the Disability Discrimination Act’ and ‘Procedures for Determining Special Examination Arrangements’ (http://www.bbk.ac.uk/mybirkbeck/services/facilities/disability/exams), monitor their effectiveness and where appropriate modify them in response to feedback from students and staff.  

11.2 Departments/Schools should continue to make progress with promoting Birkbeck to disabled applicants and in enhancing the accessibility of the admissions process from first enquiry to induction, and where necessary modify admissions processes in response to applicant feedback.  
11.3 The ‘Procedures for Schools for Compliance with the Disability Discrimination Act’ supported by the Equality and Human Rights Commission’s ‘Good Practice Guide on Learning and Teaching’ establishes accessible teaching and recognised standards of good practice as College policy. Academic staff, who are already implementing many of these strategies for accessibility, should extend this out to all aspects of their teaching and their supervision of research students and there should be a high level of accessibility to teaching materials, teaching delivery, group, laboratory, field trip, placement and research provision. 
(http://83.137.212.42/sitearchive/DRC/employers_and_service_provider/education/higher_education/learning_and_teaching.html)
11.4 Departments/Schools should continue to work with the Disability Office (http://www.bbk.ac.uk/mybirkbeck/services/facilities/disability), where appropriate, so that the office may make an increased contribution to the process of programme design and review in order to ensure that disability access is incorporated at the developmental level. 

11.5 The College will continue to disseminate information to students and staff on the ‘Procedures for Determining Special Examination Arrangements’ (see 11.1 above) with the objective that all students eligible for provision will receive it, and will review the effectiveness of the procedures in liaison with Departments/Schools and where necessary revise them.  
11.6 Departments/Schools should be aware of the Confidentiality Consent Procedures and the requirement to refer all students declaring disabilities to the Disability Office for an assessment of their needs.  The Confidentiality Consent Form and Guidance Notes are at (http://www.bbk.ac.uk/mybirkbeck/services/facilities/disability/legislation/confidentiality). 
11.7 Departments/Schools should be aware of the ‘Individual Student Support Agreement’ (ISSA) procedure.  The ISSA is a detailed statement of the "reasonable adjustments" staff in Departments/Schools and central services are required to make to ensure disabled students receive the support they need and are not substantially disadvantaged.  Guidance notes and examples of ISSA's for students with a range of disabilities are available from the Disability Office (http://www.bbk.ac.uk/mybirkbeck/services/facilities/disability).  There are also Mental Health Procedures which provide specialist advice on support at this website.    
11.8 Complaints will continue to be addressed through the College’s complaints procedure (see section 13 below).  Schools should continue to work with the Disability Office in working towards solving student complaints before they reach this point.
12.
CAREER EDUCATION, INFORMATION AND GUIDANCE
12.1
Departments/Schools should be aware of the provision for careers education, information and guidance that is provided through the University of London’s Specialist Institutions' Careers Service (http://www.careers.lon.ac.uk/output/Page659.asp).
12.2
Departments/Schools should be aware of section 8 of the QAA Code of practice (http://www.qaa.ac.uk/academicinfrastructure/codeOfPractice/section8/default.asp) on 'Career education, information and guidance'.
13.
COMPLAINTS AND ACADEMIC APPEALS
13.1
Students may have legitimate complaints relating to their programme of study, the availability or quality of facilities, other students or staff of the College.  It is the College’s policy to respect the rights of any student to state a legitimate complaint and to expect such complaints to be dealt with without recrimination. 

13.2 Students have the opportunity to raise matters of proper concern through the Student Complaints Procedure (http://www.bbk.ac.uk/mybirkbeck/services/rules/complaints_pdf_old), or through a number of individual procedures for dealing with specific problems or complaints about certain decisions or types of treatment which take precedence over the Student Complaints Procedure.  These include:
i. Appeals against Decisions of the Boards of Examiners  (http://www.bbk.ac.uk/mybirkbeck/services/rules/AppealsAgainstExamBoardDecisions.pdf)
ii. Complaints about students (Code of Student Discipline - http://www.bbk.ac.uk/mybirkbeck/services/rules/complaints_pdf_old)

iii. Complaints involving alleged harassment by staff or students (Dignity at Work and Study - http://www.bbk.ac.uk/hr/policies_services/policies_az/dignityatworkandstudy)

iv. Termination of Registration (College Statute 39)

v. Public Interest Disclosure (The College has an approved policy and procedures, arising out of the Public Interest Disclosure Act which came into effect on 1 January 1999)


In any case of doubt the matter should be referred to the Academic Registrar for a ruling.

13.3 The College procedures encourage and enable initial resolution by means of students pursuing matters informally at the level at which the matter arose, but directly with the person concerned. Such complaints should normally, wherever possible, be put simply, clearly and promptly directly to the members of staff or student(s) concerned.  It is hoped that most complaints can be resolved in this manner.  
13.4 Where an informal approach is adopted, staff should be briefed on how the informal stages relate to the formal ones; the importance of keeping notes of any discussions and their outcomes; the limits of their authority.
13.5 Where the informal approach fails or where the matter is serious or urgent, a remedy should be sought through the formal complaints procedure (see 13.2 above).
13.6 Heads of Departments/Executive Deans and Programme Directors should ensure the routine provision of written information annually that shows all College, School, Department or programme staff from whom impartial and authoritative guidance may be sought by students on the applicability and operation of procedures regarding complaints and appeals and the grounds for such. Sources of impartial help on using the Student Complaints Procedure should also be published within the procedural documentation.
13.7 Members of Complaints Panels should be independent of the complaint and of any School, Department, programme or service that may be directly concerned with the complaint.  Appeals Panels should comprise members of the Academic Board who are independent of the case and are not members of the same Department/School (or programme or module) as the candidate making the appeal.
13.8 Complainants or appellants should be entitled to be accompanied at all stages of the complaints or appeals process by a person of their choosing.
13.9 Those involved in these processes should ensure that appropriate action is taken following a complaint or appeal and that the outcome is clearly communicated to the person making the complaint or appeal and to all other relevant parties as soon as possible.  This should state the reason for reaching the decision in order to ensure that this is clearly understood by the student and staff involved.

13.10 The Head of Department or central service, or Programme Director should keep a record of each complaint received and the outcome to enable the production of summary reports.  Reports, excluding the identity of individual students, summarising complaints received and outcomes, should be made at the request of the Academic Board or other appropriate Committee of the College as part of the College’s processes for monitoring quality assurance/enhancement procedures.  All academic appeals are referred to the Academic Registrar who keeps a record of each appeal and the outcome. The College Deputy Academic Registrar (Academic Services) should submit an annual report of academic appeals and student complaints on academic matters to the College Teaching and Quality Enhancement Committee (TQEC) for scrutiny as part of the College’s process for monitoring quality assurance/enhancement procedures.  The TQEC will ratify any follow up actions from the previous reports and may make further recommendations for enhancing current practices or procedures or for taking action at the College level.
13.11 Documentation with regard to student complaints should indicate further internal procedures open to a student dissatisfied with the response to a complaint.  This should explain that the Higher Education Act 2004 allows students who have exhausted the College’s internal procedures for complaints or appeals to bring their grievance to the Office of the Independent Adjudicator for Higher Education (OIAHE). In such cases students should be provided with advice and information on the OIAHE and its procedures by the College.

13.12 All staff and students involved in handling or supporting complaints should be provided with suitable induction, briefing and support in order that they can be alerted to the interests of all parties, the general legal context and the College’s own regulations.
14.
WORK-BASED AND PLACEMENT LEARNING
14.1
All academic programmes that include placements or work-based learning should take account of section 9 of the QAA’s Code of Practice on ‘Work-Based and Placement Learning’

(http://www.qaa.ac.uk/academicinfrastructure/codeOfPractice/section9/default.asp). Work-based learning in foundation degrees must be in accord with the QAA’s Foundation Degree Qualification Benchmark and advice from Foundation Degree Forward 

(http://www.qaa.ac.uk/reviews/foundationDegree/benchmark/FDQB.asp http://www.fdf.ac.uk/). 

14.2
There is clear distinction between work-based learning and placement learning.  In the former the learner is an employee of the organisation and their activities in the workplace form the basis for their studies, the primary identity is usually as ‘worker’ rather than ‘learner.  With placements, which are arranged by the College to ensure that the student gets an appropriate learning experience elsewhere, the primary identity of the learner is as a student, and the College therefore has responsibility to ensure that the placement learning experience is satisfactory. The rationale for a placement/work-based learning should be clear and considered by Schools during programme design, approval and monitoring.  The benefits of placements/work-based learning over and above those related directly to the discipline should be identified.

14.3
The appropriateness of the assessment for placement/work-based learning should be considered during programme design, approval and monitoring. The assessment requirements and criteria should be made clear to students and they should be appropriately prepared for the assessment. The impact of failure or non-completion of a placement/work-based learning opportunity on progression and the provision of reassessment opportunities, should be considered when developing the assessment strategy.  Where placement providers/employers are involved in assessment, they should be fully prepared for their role by the Department/School, competent to undertake this and fully understanding of their responsibilities. 

14.4 Students should have equal opportunity of access to a placement/work-based learning to ensure they can benefit from the learning this provides. The allocation of students to placements/work-based learning opportunities should be clear and transparent and notified to all students.
14.5 There should be clear written information and guidelines on the placement/work-based learning and dissemination to providers and/or employers and students. The Department/School should highlight the academic and pastoral services that are provided to students whilst on placement/engaged in work-based learning. There should be an identified point of contact at Birkbeck for students whilst they are away on placement/engaged in work-based learning and for the provider. 
14.6 For students undertaking placements legal, financial and health and safety responsibilities should be documented and records of cover kept.  A Placement Agreement should be completed by the provider and a copy lodged with the Department/School. There should be a written agreement between the provider and the College which confirms the placement learning opportunity.  This may be part of a major contract or an exchange of letter, whatever is appropriate to the nature of the placement. 

14.7 Roles, responsibilities and requirements of the placement provider should be explicit, clear and available in written format. Health and safety and insurance matters should be covered. Providers and students should have a copy of these.

14.8 Roles, responsibilities and entitlements of the student should be explicit, clear and available in written format. Students and providers should have a copy of these. This might include the conduct expected of the student during their placement and the level of their autonomy, the nature and scope of learning support to be provided by the College and the provider, both during and after the placement opportunity.  Students should prepare themselves adequately for the placement and ensure that they are aware of ethical and health and safety issues involved in such.
14.9 Departments/Schools should provide students with appropriate and timely information, support and guidance prior to, during and after their placement/work-based learning opportunity.  
14.10 Students and providers should be given information about the objectives of the placement/work-based learning, their roles and responsibilities, the nature and scope of the activity, the procedures for monitoring the progress of students and for the placement provider to report at the end of the placement.
14.11 Departments/Schools should ensure that the role of the placement/work-based learning provider is made clear, particularly if they are to be involved in a mentoring or supervising role for which appropriate training should be given.  They should be informed about the College’s policies and procedures for assuring the quality of learning to be derived from the placement/work-based learning opportunity.
14.12 Departments/Schools should ensure that their staff involved in placement/work-based learning are appropriately qualified, resourced and competent to fulfil their roles.
14.13 Departments/Schools should have effective policies and procedures in place for monitoring and reviewing the placement/work-based learning opportunities provided, where possible.
14.14 Departments/Schools should continue to work with the Institute of Professional Studies (IPS) which has expertise on issues related to work-based learning to encourage consistency in approach to this area.
� Major amendments to existing programmes are deemed to be changes in excess of 50% of the programme as a whole which may include amendments to the assessment/curriculum/programme and award regulations. For example, this would include changing over 50% of the nature of assessment on the programme, or introducing a substantial number of alterations to the curriculum (defined in terms of the balance of modules at different levels or alterations to core courses), or changing the programme and award regulations including substantial changes to the programme aims and learning outcomes, entry requirements, intermediate awards, duration, level of the award etc.


� This section should be read in conjunction with the College’s Learning and Teaching Strategy 2009-12 (� HYPERLINK "http://www.bbk.ac.uk/lts/lts2010Mar31.pdf" ��http://www.bbk.ac.uk/lts/lts2010Mar31.pdf�).
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