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	Linked  external codes/regulations

	QAA Code of Practice Section 7 (Academic Appeals and student complaints on academic matters)

QAA Code of Practice Section 6 (Assessment of Students)
University of Bradford Ordinances and Regulations for Taught Courses (Section 2 Undergraduate Awards and Section 8 Postgraduate Taught Awards)

University of Bradford Procedures to be followed in the event of a suspected breach of Assessment Regulations (Quality Assurance Handbook Section 5.16) 

University of Bradford Appeals Procedures

	Linked documents/references

	Leeds College of Music Complaints Procedure

Leeds College of Music Performance Assessment Procedure

	Equality Impact Assessment information

	Impact Assessment to be completed

	Scope of policy (audience)

	Higher Education students, Staff

	Alternative Formats

	Audio, large font available on request


	Policy statement 

	It is the policy of Leeds College of Music, as a collaborative partner of the University of Bradford, to deal with breaches of assessment regulations, appeals and complaints in accordance with the University of Bradford requirements.  
As such:

· Allegations of breaches of assessment regulations are dealt with by Leeds College of Music using the procedures and penalty framework approved by the University of Bradford.

· Informal queries about assessment are dealt with by Leeds College of Music in the first instance using the procedure outlined in this Policy.  Informal queries are defined as notification of procedural irregularities (pre-results publication) and results queries (post-results publication).

· All formal appeals made by students on University of Bradford-validated programmes at Leeds College of Music are submitted by the College to the University of Bradford School of Computing, Informatics and Media (SCIM), for consideration.

· Complaints made by any member of the College community, or a member of the public, are considered by the College under its Complaints Procedure. http://www.lcm.ac.uk/complaints-procedure.htm


	Background/vision (if applicable)

	Policy supersedes Student Academic Appeals Principles and Procedure.

Revision of Policy reflects change in HE validating body from the Open University to the University of Bradford.

Revision of Policy incorporates recommendations endorsed by the Academic Board following the Annual Report on Appeals and Complaints 2009/10 (AcB/10-11.2/x) regarding notification of procedural irregularity prior to results notification.

Further Education Appeals Procedures now appear in FE Academic Appeals Policy 2010-13.



	Policy

	Breaches of HE Assessment Regulations

University of Bradford validated programmes at Leeds College of Music are subject to the University of Bradford assessment regulations on academic misconduct.  

Allegations of academic misconduct are investigated and dealt with by Leeds College of Music using the procedures and penalty framework approved by the University of Bradford.

The College is responsible for ensuring that:

· all students are clearly informed of appropriate referencing conventions, and that the information is properly understood by students, particularly those new to HE and/or UK HE conventions;

· breaches, appeals and complaints are dealt with in a timely manner and where possible, students are aware of the outcome of a case before they enter the next stage of their studies;

· the policies operate on the principles of natural justice;

· the student has a voice in the process and is able to meet with the person investigating the allegation against them to discuss their case;

there is a reasonable and proportional approach to imposing penalties for breaches of assessment regulations, following the University's indicative tariff;

· proper consideration of mitigating circumstances is applied on a case by case basis;

students are provided with a full explanation of the allegation against them and a copy of all the evidence;

· students are permitted sufficient time to formulate their response to an allegation; this includes time to seek support from the Student Union or comparable organisation;

· where the penalty may lead to the expulsion of the student from the University or where it may mean that the student is unable to graduate with the award for which they are registered, their case is considered by an Investigating Committee; and

· all students are sent a formal Completion of Procedures letter at the end of the process.

Appeals against a decision made in respect of a breach of assessment regulations by the College are considered by an independent Investigation Dean at the University of Bradford.

The College is required to report annually to the University at the start of each January, on the number and nature of cases. These reports will be available to the Senate and will be included in the University’s annual examination of breaches and appeals.

HE Academic Appeals – informal queries

Informal queries are defined as notification of procedural irregularities (pre-results publication) and results queries (post-results publication).

Notification of procedural irregularities in assessment:

The College will investigate allegations of procedural irregularities in assessment prior to the publication of results.  This includes:

· demonstrable procedural irregularities in the conduct or communication of an assessment or noncompliance with published procedures;

· administrative errors;

· evidence of prejudice or bias on the part of one or more examiners; and

· inadequacy of supervision or other arrangements for a project or dissertation.

Allegations of procedural irregularities in assessment must be reported to the Head of Department in writing within 7 days of the affected assessment.  Failure to do so without good reason may negate students' right to make a formal appeal to the University of Bradford on these grounds. (See appendix B.)

The Head of Department, or a nominee of the Chair of the Board of Examiners, will investigate allegations of procedural irregularity in assessment and will report their findings to the Chair of the Board of Examiners.

If procedural irregularity is found, the circumstances will be reported to the Board of Examiners.  

If no procedural irregularity is found, this will be reported to the student.  The Head of Department or other investigator will retain information relating to the investigation and may make a recommendation for enhancement action arising from the investigation, e.g. clarification the communication of assessment to students.

Results queries
The College will accept results queries from students following the publication of results.  Results queries do not signify any intention to make a formal appeal or affect students' right to proceed to a formal appeal if not resolved.

The Exams team will investigate results queries in the first instance in consultation with the Module Co-ordinator, Course Leader and Head of Department as appropriate.

The Module Co-ordinator, Course Leader and Head of Department, as appropriate, may contact the student to attempt to resolve queries informally.  

Results queries will be dealt with, and the outcome communicated to the student, as quickly as possible.

Where there are amendments to results, the Chair of the Board of Examiners will progress these via Chair's Action, in consultation with the External Examiner.  

Where an issue is not able to be resolved informally, a student may initiate the formal appeals process.

HE Academic Appeals – formal appeals

All formal appeals made by students on University of Bradford-validated programmes at Leeds College of Music are submitted by the College to the University of Bradford School of Computing, Informatics and Media (SCIM).

Students are required to submit appeals  within 21 working days of the results of the Board of Examiners being published.
Appeals not resolved by the School will be submitted for consideration by the Deputy Vice-Chancellor.

Grounds for Appeal are attached as Appendix B.

Students may obtain advice on making formal appeals from the Head of Student Services or the Student Liaison Officer.



	Procedure

	Breaches of Assessment Regulations

A non-exhaustive list of examples of academic misconduct, published by the University of Bradford, is attached as Appendix A.

Where an examiner suspects that a case of academic misconduct has occurred they should cease to consider the student's work and should not assign a mark to the assessment.

Where a case of academic misconduct is not immediately identified, and a mark has been assigned to the work, this mark will be submitted to the relevant Assessment Committee.  However, the Assessment Committee will record “decision deferred” pending a full investigation with regard to whether a prima facie case of academic misconduct exists.  In such cases the provisional mark will not be released to the student.

Allegations of academic misconduct against a student should be made only at the point at which the work is marked.  Retrospective allegations of academic misconduct, defined as cases where a provisional or confirmed mark (and where appropriate, feedback) has been given to the student, will not be investigated.

In relation to a formal examination or class test conducted under examination conditions, it is the responsibility of the Invigilator to provide evidence of a suspected breach of Assessment Regulations to the  Exams team.

Staff should be aware that all communications containing information about such cases will be accessible to the student concerned.  Staff involved in bringing forward or investigating such allegations must act professionally and without bias.

Any Leeds College of Music examiner or invigilator suspecting a breach of  assessment regulations should note the above instructions and refer immediately to the Exams team for advice.  The Exams team will follow the  University of Bradford Procedures to be followed in the event of a suspected breach of Assessment Regulations (Quality Assurance Handbook Section 5.16) and advise the examiner/invigilator on collating and submitting the required evidence.

The Exams team will arrange for the investigation to take place, in accordance with the Procedures.  This will include consultation with the Head(s) of Department(s), Chair of the Board of Examiners and the Principal, as appropriate, and the convening of an Investigation Committee, as required.

At the end of the process, the Exams team will issue a formal Completion of Procedures letter to the student.

Where a student wishes to appeal against a decision in respect of a breach of assessment regulations by Leeds College of Music, the Exams team will refer the case to the Complaints and Appeals Officer at the University of Bradford.

The full University of Bradford policy and procedure is located at: http://www.brad.ac.uk/admin/acsec/BreachesAppealsComplaints/index.html
HE Academic Appeals – informal queries

Notification of procedural irregularities in assessment:

Students who believe there has been procedural irregularity in an assessment  must notify their Head of Department, in writing, within 7 days of the submission date of the affected assessment.

A written submission should include the student's name, College ID number, course, year and telephone/email contact details.  The submission should also contain: 

· a detailed account of the alleged procedural irregularity;

· reference to any published procedures or other information;

· details of any evidence and/or witnesses; and

· the perceived effect of the irregularity on the student's performance in the assessment.

The Head of Department will investigate the circumstances in consultation with other members of staff and/or students as appropriate.  If the Head of Department is unable to do so (due to unavailability or conflict of interest), the Chair of the Board of Examiners may appoint an independent member of staff to investigate the circumstances.

The Head of Department, or other nominated investigator, will report to the Chair of the Board of Examiners on the alleged procedural irregularity, and confirm either:

· that none was found, in which case there may be a recommendation for enhancement action, e.g. clarification of the communication of assessment to students; or

· that there were procedural irregularities that may have affected the outcome of the assessment.

In the event that procedural irregularities are found that may have affected the outcome of the assessment, the Chair of the Board of Examiners will consult with the External Examiner and may decide:

· to report the circumstances to the Board of Examiners in order that they might take these into account as mitigation of failure or justification of compensation;

· to request that the assessment be re-run, in which case any replacement assessment task must be approved by the External Examiner and the constitution of any assessment panel must be comparable with the original assessment, e.g. including an External Instrumental Assessor where appropriate;

· to request the Assessment Subcommittee of the Academic Board to endorse a recommendation to re-mark the assessment.  In this case a re-mark will not be undertaken in isolation, but will apply to the whole cohort, and will be undertaken independently of any earlier marks and feedback.

Where an issue cannot be resolved at this stage, a student may proceed to the formal appeals process.

Results queries

Students who wish to query results following results publication should contact the Exams team (exams@lcm.ac.uk), giving their name, course, year, contact details and the affected modules and results.

Exams will acknowledge and log the query, and consult the Module Co-ordinator, Course Leader and Head of Department, as appropriate.

The Module Co-ordinator, Course Leader or Head of Department may contact the student to attempt to resolve the query.  In this case, the member of staff will keep a brief record of the issue and outcome.

In the event that an amendment to results is required, the member of staff will make a recommendation to the Head of Department, who will in turn make a recommendation to the Chair of the Board of Examiners for Chair's Action.

The Chair of the Board of Examiners will make any decision under Chair's Action in consultation with the External Examiner.  A record of the decision will be retained by the Exams team.

Where an issue is not able to be resolved informally, a student may initiate the formal appeals process.

HE Academic Appeals – formal appeals

Students are required to submit appeals to SCIM for informal consideration of their case within 21 working days of the results of the Board of Examiners being published.
Formal appeals should be set out on the University of Bradford appeals form located here http://www.brad.ac.uk/admin/acsec/BreachesAppealsComplaints/ and sent to the Academic Administration Manager at Leeds College of Music in the first instance.  The Academic Administration Manager will then submit the appeal to SCIM for consideration.

Grounds for Appeal are attached as Appendix B.

Students may obtain advice on making formal appeals from the Head of Student Services or the Student Liaison Officer.

The full University of Bradford policy and procedure is located at:

http://www.brad.ac.uk/admin/acsec/BreachesAppealsComplaints/index.html


	Responsibilities

	Chair of Board of Examiners
Appoint independent investigator of procedural irregularity, as necessary
Decide (in consultation with External Examiner) on remedy in cases of procedural irregularity
Progress results amendments following queries via Chair's Action (in consultation with External Examiner)

External Examiner
Advise on remedy in cases of procedural irregularity
Approve alternative assessments where decision is taken to re-run
Approve results amendments following queries (in consultation with Chair of Board of Examiners)

Head of Department
Receive allegations of procedural irregularity and investigate where possible
Attempt to resolve results queries informally as appropriate

Course Leaders/Module Co-ordinators
Attempt to resolve results queries informally as appropriate

All examiners/invigilators
Report suspected breaches of assessment regulations

Exams team
Advise on procedure to be followed for suspected breaches of assessment regulations
Issue Completion of Procedures letter to student at end of breach of assessment regulations process
Receive and log results queries

Academic Administration Manager
Receive formal appeals and submit to SCIM

Head of Student Support/Student Liaison Officer
Advise students on making formal appeals



	Procedure flowchart 

	To be completed



	Breach of policy (if applicable)

	Breach of assessment regulations

Appeals against a decision made in respect of a breach of assessment regulations by the College are considered by an independent Investigation Dean at the University of Bradford.

HE Academic Appeals – informal queries

Where issues cannot be resolved informally, students may proceed to the formal appeals process.

HE Academic Appeals – formal appeals

The University of Bradford Appeals Procedures detail rights of appeal against decisions at all stages of the Procedure, including the right to refer the case to the Office of the Independent Adjudicator (OIA).


Appendix A

The following is a list of examples of academic misconduct. This list is not

exhaustive; however it aims to describe the most commonly encountered breaches of assessment and examination regulations.

From University of Bradford Procedures to be followed in the event of a suspected breach of Assessment Regulations (Quality Assurance Handbook Section 5.16) 

Plagiarism:

Plagiarism is a form of fraud.  There are no extenuating circumstances which can excuse plagiarism. The University provides clear guidance to all students about what plagiarism is and how to avoid it; the University will therefore not accept a plea of ignorance if a student is subsequently found answerable for a case of plagiarism.

The University of Bradford has defined plagiarism as the inclusion within a student’s own work of a substantial, unacknowledged section of material which has been derived from the published or unpublished work of another person. This includes:

· The inclusion within a student’s work of substantial extracts of another person’s work without the use of quotation marks and/or specific acknowledgement of the source of the material in the references to this work.  This includes text, diagrams and equations, programming results or code, test results or any other kind of evidence assembled by another person.
· The inclusion, without acknowledgement and referencing (use of quotation marks etc.), of material downloaded from the Internet.  This also includes copying into a piece of work a section of unacknowledged material that contains references to other publications, thereby inferring that the references to these publications are the student’s own.
· The summarising or close paraphrasing of another person’s work without acknowledgement.

· The submission of work obtained from others. This includes the submission  of assignments in their entirety or sections of assignments:
· Bought from commercial Internet assignment writing sites, organisations or private individuals, whether pre-written or prepared specifically for the student concerned.
· The submission of an assignment written, in whole or in part, by another person, whether obtained with or without permission from that person.
· The use of the unacknowledged and/or unauthorised ideas of another person.

· Collusion, defined by the University as two or more students collaborating to submit work which is not entirely their own, except in such cases where the assignment requires the submission of a group effort. As well as action against the user of this material, this may result in action being taken against the originator of the work if it can be shown, within the balance of  probabilities, that they allowed their work to be used.
· Note: If cheating is suspected in respect of a piece of group work, and it cannot be established which individual(s) are responsible, the entire group will be deemed responsible, providing that there is sufficient evidence to substantiate the allegations on the balance of probability.
· Self plagiarism or duplication: this is defined as re-using work that was originally completed and submitted to gain credit in respect of another module or assignment.

Formal Examinations: 
The following will constitute Academic Misconduct:
· Disruptive behaviour during an examination.
· Failure to comply with written University Examination Regulations or the oral or written instructions provided by internal Examiners or invigilators.
· Gaining access to any unauthorised material, either prior to or during the examination in order to gain an unfair advantage over others.
· Gaining access to a copy of an examination paper, either written or in electronic form, prior to its authorised release date in order to gain an unfair advantage over others.
· Communicating with another student during an examination.
· Copying from another student during an examination, with or without their permission or knowledge. This includes taking data from data sticks, taking another student’s printout.
· Introducing into the examination room, or being in possession of, any written or printed materials, unless specified in the rubric for the examination.
· Leaving the examination room, for instance during a comfort break, and whilst away from the room consulting any written, printed or electronic materials in order to gain an unfair advantage over others when resuming the examination.
· Substituting examination scripts or pages within scripts during the  examination.
· Making use of any electronically stored or communicated material within an examination room unless specified in the rubric for the examination.
· Use of a mobile phone during an examination.

Other Forms of Academic Misconduct:

· The fabrication or falsification of results or evidence: this is where a student presents data which is based on experimental or experiential work which the student claims to have carried out, but which they have invented or obtained by other means in order to gain an unfair advantage.
· Identity theft.
· Misrepresentation of identity, which the University defines as a student asking another person to take the examination/assignment in their place. In such cases, where the other person is a student of the University, they will also incur penalties appropriate to the misconduct.
· The theft of another student’s work.
· Allowing another student to copy an assignment, or sections of an assignment, in order that they may submit this material as their own.
· Any other deliberate attempt to deceive or to gain unfair advantage over other students.

Appendix B

Grounds for appeal, from University of Bradford Regulations Governing Appeals by Students against an aspect of their Academic Assessment.

 3. Grounds for appeal and notice of appeal for students on award-bearing taught programmes of study at undergraduate and postgraduate levels

3.1 The grounds for appeal by students against a decision of the Board of Examiners concerning an aspect of their academic assessment may be any of the following:

 

3.1.1 That there exist circumstances affecting the candidate's performance of which the Board of Examiners was not aware when it took its decision and which for good demonstrable good cause, were not reported to the Board at the time of consideration;

 

3.1.2
That there were demonstrable procedural irregularities in the conduct of the assessment or decision–making processes which are of such a nature as to cause reasonable doubt as to whether the result would have been different had they not occurred.  

Examples of this may include irregularities in a formal examination, in assessment or in communications about an assessment.  Another example might be noncompliance with published University procedures such as failure to take sufficient account of a  student’s extenuating circumstances which would appear, under University criteria, to be worthy of consideration;

 

3.1.3 That there is evidence of an administrative error of such a nature as to cause reasonable doubt as to whether the examiners would have reached the same conclusion if it had not been made;

 

3.1.4 That there is evidence of prejudice or bias on the part of one or more of the examiners;

 

3.1.5 The inadequacy of supervisory or other arrangements for a project or dissertation;

 

 

3.2       A student may not appeal against a matter of academic judgement; for example appeals will not be permitted against a specific mark or grade awarded by an examiner in instances where the student, or a third party, believe the work merits a higher grade or mark.

 

3.3       An appeal may not be made to the University under 3.1.6 above where the decision taken by the Board was appropriate and in line with the University Regulations Governing Undergraduate or Postgraduate Awards.  For example; students may not appeal to be permitted an exceptional referral in more than 20 credits in cases where their mitigation has already been considered by the Board of Examiners or under Stage 1, local consideration (see section 6.1 below).

 

3.4       In instances where mitigation has already been considered by the Board of Examiners or under Stage 1, local consideration (see section 6.1 below), students may not appeal against a decision to require them to repeat modules with attendance where they have achieved marks below 40% in 70 credits.  Nor may they appeal against a decision to require them to repeat the year with attendance where they have achieved marks below 40% in 80 credits or more.

 

3.5       An appeal under 3.1.1 will not be permitted if the evidence presented at appeal is identical to the evidence that has already been considered by the Mitigating Circumstances Committee and /or Board of Examiners or under stage 1 local consideration.

 

3.6       An appeal on the grounds set out in 3.1.2, 3.1.3 or 3.1.4 above will only be permitted if there was good cause for the student not to have informed the Dean of the School, in writing, of the circumstances or complaint no later than 7 days after the examination/assessment deadline to which they apply.  

 

3.7       An appeal on the grounds set out in 3.1.5 above will only be permitted if the complaint was submitted in writing to the Dean of the School before the date of submission of the project, or dissertation, unless there were exceptional reasons for the situation not having to come to light until after the assessment.
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