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Welcome, from David Hewlett, Principal at Queen's
At Queen’s we will do all we can to provide an environment in which your learning can flourish. I trust that in your studies at Queen’s you will not only grow in knowledge, but also in what the Bible calls understanding and wisdom. These are the fruit not only of our hard work but of God’s gifts, so I hope your learning and thinking will flow from and lead to prayer.    We are dedicated to excellence in theological education and personal formation by:
· Nurturing and equipping Christians in their discipleship 

· Preparing people for mission and ministry in lay and ordained roles 

· Resourcing research that serves the mission of God in the world 

So whatever your reason for embarking on theological study, wherever God is calling you to, you’ll find Queen’s a hospitable but challenging place. We’ll help you grow through a journey of exploration and development, as your beliefs are tested and strengthened, and as God grows and forms you for your future service

 

Queen's is, and continues to be, a pioneering place, embracing change in response to new circumstances and new awareness of God's mission, enabling those who share its life to respond creatively to change themselves. 
Introduction

This Handbook tells you everything you should know about the Academic programme you will be studying whilst at Queen’s. It does not give you information on the requirements of sponsoring churches, preparation for licensed ministries, or rules for living on the Queen’s campus. They are to be found in other Handbooks, on Moodle, and/or on the Foundation website.
This handbook is for the academic programme validated by Durham University as part of the Common Awards (CA) suite of programmes and pathways.  In order to make this handbook as user friendly as possible, we will focus on the information you most need for the programme that Queen’s has agreed with the University.  We will signpost you to the background information about the programme which is available from Durham University on the Common Awards website (https://www.dur.ac.uk/common.awards/). In particular, the online Theological Education Institution (TEI) Handbook has helpful links to navigate around the CA website, and to key points of information. For further info, see the new student area of this site: 

https://www.dur.ac.uk/common.awards/students/services/
If you are in doubt about how this Handbook relates to Durham University guidance, or if you have further questions about how Queen’s relates to the Common Awards process, the Academic Dean or the Academic Registrar will be able to advise.


Contents
3I) Your Responsibilities and Queen’s


Updated wording regarding use of recording equipment in lectures- page 5
8II) Assessment


Note highlighted additional comments on anonymity for extensions longer than four weeks on page 8-9 and the resubmissions pass mark cap on page 11
13III)  Mitigations, Extensions, Individual Learning Plans and Serious Adverse Circumstances


15IV)  Academic progress, failures and re-submission


16V)  Other academic information


17VI) Programme Information


Appendices 

19A. Marking Scheme


21B.  Producing Work for Assessment


25C. Assessment Irregularities (Plagiarism/ Academic malpractice)


29D. Policy on Learning Disabilities


30E. Programme Specifications


37F. Student Complaints Policy and Procedure


42G. Resits: Durham University Regulations


43H. Academic Appeals


I. Prevent Duty- use of IT Equipment and Online Materials- New March 2017
44
4Academic Support - who to contact for what:

5



I) Your Responsibilities and Queen’s
The Pattern of Academic Learning

Academic study takes place in modules, which carry a certain number of credits. A full-time academic year is equivalent to 120 credits
, but students follow a variety of credit patterns, depending upon their agreed pathway and personal situation
.   Queen’s has agreed specific contact hours for each module and this is available on Moodle under Academic Information / Academic Programme Information / Common Awards Programme Information (the T4 document).

At the beginning of a taught module, you will be given a Module Handbook detailing the Learning Outcomes; times and titles of sessions; bibliography; assessment and deadlines.
  This will give you all the information you need for the module and it is your responsibility to read it.  
Student feedback on teaching and learning is a vital part of curriculum development and enhancement, so all modules have a process of formal evaluation at the end. Tutors will often set time aside for discussion so that verbal feedback can be given as this shared conversation can reveal more clearly differences of what has been valued or found difficult.  In addition to this students are asked to fill in a module evaluation form, which is then incorporated into the module tutor’s report to Academic Management Group. This is the forum where academic processes are evaluated and quality assurance processes are monitored. Module feedback can be given anonymously but the giving (and receiving) of feedback is an important part of personal and professional development, where openness and transparency is also important.  We want to encourage such an environment of openness where we take responsibility for our views, and therefore welcome when feedback is not anonymous. 
Module evaluations are posted on Moodle and on the Academic notice board (located on the ground floor of the New Building). Feedback from modules filters into future delivery, and also shapes how new modules are developed and validated.

Generally speaking, there are three sorts of modules:

Taught modules are delivered in formal classes, either face to face or virtually.  Daytime modules are usually taught over a 10-week term (excluding the half term), normally in weeks 1-9, with week 10 being given over to reading and preparation for assignments. Evening modules generally run across two thirds of the term and some modules will therefore include a vacation break. Some modules run on a different basis – over weekends during an academic year, over a residential week, or through concentrated delivery over a shortened period.   Some modules are delivered in a blended way, through online material and exercises, online group seminars and, sometimes, classroom delivery at residential events. 
Practical modules require a period of time on placement, usually alongside some classroom sessions. Practical modules may take place in term time or during vacations. 

Independent Research modules require you to develop and refine your own research question, then research and write an answer to it, with some supervisor support. There will be some one-on-one sessions with the supervisor, but no formal classes. 
Moodle
Alongside classroom-based delivery, module learning is supported by a Moodle Virtual Learning Environment (VLE). Queen’s Moodle VLE is accessed from the Queen’s website (click on the ‘current students’ link), and is protected by an ID/password combination which will be given to you as part of the induction process. Each module you take has its own Moodle page, where you can interact with other students, download course material, and view weblinks. All the modules for which you are registered will be found in your My Modules section of Moodle.  Tutors will generally begin to post information in the weeks before a Course is taught and as the Course progresses.  The use of the VLE will vary according to the tutor’s chosen teaching methods and the type of modules. 

Moodle is also used for other important purposes.  Course announcements will normally be made through this mechanism. Other information such as handbooks, timetables, room allocations and a wide range of forms, including extensions forms can also be downloaded from Moodle.  You should update your own profile and settings, where you can choose how you receive notices, and what details others can see about you.  Moodle is our primary way of communicating with you, and it is your responsibility to ensure that you check it regularly, and read the notices that come to you by email via it.
NB: There is a Guide to Using Moodle on the Moodle site.  This can be found under ‘Induction 2016’.  Please make sure that you familiarise yourself with this, and that if you have any questions about Moodle, you check the Guide to Using Moodle before you do anything else. Please only contact the office via moodle@queens.ac.uk if the Guide to Using Moodle does not answer your question.
All students are required to have an email address, as much of our communication with you is made through that mechanism. The email account should be personal to you, rather than a shared email account. Computer facilities are available in the library for student use, both for internet access and for file storage.

Attendance 

You are expected to attend at least 70% of the main sessions of a module, not just because you will otherwise miss important course content, but because we place a high value on shared learning, so absence deprives others of your insights and experience. A register is normally taken in face to face classes at the beginning of the session and the attendance requirement means in practice that you should not miss more than two weeks of a taught module. However, we recognise that there are times when for good reason this can happen – for example, illness or bereavement.  In these circumstances there is a mitigation process which you should discuss with your tutor. Your tutor will discuss with you how absence can be recovered, for example through guided reading, or attending the same module but with a different cohort.  
Absence

If you know that you are going to be absent for a taught session, you should inform the module tutor and your personal tutor in advance, using the absence form. If you have to be absent for a longer period, your personal tutor may ask you to formally “self certificate” absence of up to 7 days using the form which can be found on Moodle in the section Academic and Foundation Information / forms forms forms!.  
Behaviour in taught sessions

a)
General

You are expected to arrive at each session promptly and to participate with due attention. Lateness is disruptive for others, so if you arrive more than 15 minutes late for a class, you may not be permitted to remain for the session. During class time, you should expect to give and receive thoughts and opinions with courtesy and honesty. Your views should be respected, but that does not prevent them being challenged.   Where you challenge the views of others, including those of the tutor, you should do so with the same respect and courtesy you would expect for yourself.
Classes will contain students of different cultures, ethnicities, genders, sexualities and backgrounds; they may include participants whose reasons for studying and motivations are different from yours, so be careful about making assumptions about what is familiar or ‘common sense’.  All participants in the module should respect the experiences, perspectives and sensibilities of others, even when they do not agree with them. Tutors and students alike should be careful about the language they use, avoiding and critiquing language that excludes and offends. Similarly, any talk or action that may be interpreted as belittling the contribution of others should be challenged by the tutor.

b)
Mobile phones 
In general, you should switch off your mobile phone when you enter the chapel or a classroom. If somebody needs to reach you urgently during the daytime, a message can be passed to you via office staff. If you are attending a residential weekend, there is an emergency mobile phone that can be reached at any time (07747 496093).

We recognise that occasionally you may need to keep your mobile switched on, so as to be contactable in case of emergency. If you need to leave your phone on during chapel or taught sessions, please set it to cause as little disruption as possible. In general, it is best to have it on 'vibrate' mode. If you need to be able to hear your phone, please let the tutor/worship leader know when you arrive and take the phone outside promptly if it rings.

c)
Appropriate use of recording equipment 
Due to the nature of study at Queen’s, and the often personal or sensitive topics so covered, we do not normally encourage students to record taught sessions, because it can inhibit free discussion and raise concerns about confidentiality. 
However, we recognize that, for some students, recording sessions is a reasonable adjustment because of an identified learning need, and this gives them the opportunity to revisit the lecture material at their own pace or in their own time. We ask these students to follow these good practice guidelines:
· As a courtesy, please let the person who is leading the session know that you would like to use recording equipment, and listen to any comments on your so doing. For instance:, 

· If you are recording a session and the tutor asks you to temporarily switch off your recording equipment (e.g. when there is a discussion of confidential material) please do so promptly and respectfully.

· Any recordings that you make are for your own personal study only. They continue to be confidential. Please only play them to those who may be supporting you in your studies, and please destroy them when they are no longer needed. 

· If the tutor asks you not record a session, please accept this at the time, but you may challenge the decision afterward. Please speak with your personal tutor in the first instance.
d)
Use of laptops in class

Students will often find it useful to bring a laptop or tablet to class, for example in order to take notes or use Bible software. If you use a laptop, please do so with courtesy and respect for others. For example, it is not appropriate to conduct a conversation via email or social media; to use it to play games; or to do work not related to the class in question. If a student is found to be using their laptop improperly, the tutor may ask them to leave the class (in which case they will be marked as absent) and/or leave it at home for the remainder of the module.
e)
Study Skills Support

Study Skills tuition is provided to students in varied ways and you are strongly encouraged to make use of these opportunities.  It may have been some time since you studied, or study may have been in a very different discipline.  Poor study skills can result in low marks or academic malpractice and therefore all students are urged to regard this as an important part of their initial study preparations.  Materials from the Study Skills sessions are available to all Moodle under Academic and Foundation Information/ Study Skills.  
f)
Notification of disabilities. 

You should tell your personal tutor if you have any disability or learning need (such as dyslexia, or deafness) that might impact upon your learning.  If it affects your ability to participate in class, you should also tell the module tutor at the beginning of each module.  The Foundation policy on supporting students with learning disabilities is included in Appendix D.  
Please see the Common Awards policies also:https://www.dur.ac.uk/common.awards/policies/disability.support/ 
Tutor Support

All of the general information that you need to do well in your studies is contained in this Handbook and in the module handbooks. However, you may feel the need for more specific guidance in relation to a particular module, or to gain insight into your own strengths and weaknesses. The three sources of additional help are your Module Tutor; your Personal Tutor; and your research or placement Supervisor.

The Module Tutor has responsibility for a particular module. They write the Module Handbook and set the assignments. This Handbook should be issued to you no later than the beginning of the module, and will often be available on Moodle in advance. You can ask your Module Tutor for further advice about:
· How to understand a particular assignment task or title

· What the tutor is looking for in a good assignment

· Guidance on useful resources for researching an assignment title

In general, these questions can be raised in a group session – they should not require individual attention. The module tutor should not see any drafts of your assignment, or comment on it before it is marked.

When the assignment is marked and feedback has been returned, you may wish to discuss the feedback comments with the module tutor to gain further insight into how to improve in the future.  

The Personal Tutor has a more general responsibility for supporting your learning. You should consult your Centre or Pathway Handbook for details about the role and responsibilities of your personal tutor and how this relates to others who support or have oversight of you.  
Your Supervisor is assigned to support you in a particular piece of independent work – either a practical placement or a piece of independent research. The supervisor will see you for a set number of hours (specified in the module handbook) and may offer quite specific advice on the way you should conduct your placement or research. However, the task you are set is an independent one – you should not expect your supervisor to ‘coach’ you through it. It is your responsibility to make supervision appointments up to the maximum permitted for your module.
Additional support:

· The Librarian can offer advice on use of the catalogue, locating books, accessing electronic resources and research skills.

· The Chaplain is available to offer personal, spiritual and confidential support, outside the academic structure.
· Your Director of Studies can offer advice about programme matters: module choice and pathway information and assist you and your personal tutor with Individual Learning Plans, long extensions, suspensions, academic malpractice and academic progress.
· The Academic Registrar can offer advice about university rules and regulations and the guidance in this handbook.
· The Academic Dean is the senior member of staff in charge of quality and oversees all of this support.  If you are dissatisfied with the support and guidance you have received from others you should take your concern to him.
‘Enriched’ study and ‘audit’
You may wish to enrich your study by attending modules that are not part of your academic programme. In general we welcome this, and if you would like to audit additional subjects in this way you should speak in the first instance to your personal tutor. The general points to bear in mind are:

· This is a concession, not a right. Some modules may not be suitable for you to attend, and some may be full.

· Depending on your funding arrangements, there may be an additional charge for auditing extra modules. You will be advised of this if so.

· If you are registered for an additional module you are expected to attend all of the taught sessions, as any other student is. You may ‘audit’ the module, in which case you are not expected to complete the assessed work, but may be required to participate in shared tasks such as a presentation to the class.  Or you may take the module ‘not for credit’ in which case you will complete the assessed work but it will not contribute to your academic programme or award.
· You may only attend a module with the express permission of the module tutor. This has to be given before the taught session, in writing or by email.  If you simply turn up for a class unannounced, you may be asked to leave.
Student Engagement and Representation
The Common Awards Programmes at Queen’s are governed by the Academic Management Group (AMG), which meets at least once a term. The AMG deals with all matters relating to Common Awards at Queen’s and which has a number of student representatives.  This group covers business such as scrutinising module content and Module Tutors’ reports. It has a number of sub groups: the Academic Planning Group (APG) which monitors curriculum matters and admissions; the Academic Quality and Standards Committee (AQSG) which evaluates all of our quality and enhancement processes (which has two student representatives); the Library and Resources Committee which supports the librarian and oversees the provision of learning resources; and the Access Committee which reviews all student and staff access policy and training issues. . Additionally exam boards take place in early September (undergraduate), November (post graduate) and April (both).  These involve the review and approval of student module marks and recommendation for awards- students do not attend these meetings.
In order to ensure that student participation on the AMG is inclusive of the wide range of student cohorts and pathways, students from the following groups choose one of their number:

· One student from each year of the Full time Cert/Dip/BA programme

· One student from each of the three years of the evening/weekend Part Time Cert/DipHE/BA programme
· One student from the student cohort based at Shallowford
· One student drawn from the MA programme pathway.

· One student focusing on disability and access issues.

Where student representation is lacking in specific ways – e.g. ethnicity or gender the AMG will seek additional participants.  
Students can also be elected to the national Common Awards Management Committee and Queen’s reps can liaise with national representatives.

You are encouraged to offer for one of these roles, not only to enable student voices and experiences to be heard but also because it is good experience.  The Academic Registrar will be glad to advise you further about the roles and responsibilities and she will work with representatives to ensure that they are well prepared for meetings.  As we continue to work on developing student engagement you are encouraged to take a full part in the consultations that will take place.
Library Services
The library is one of the largest theological libraries in the West Midlands. We have a stock of nearly 50,000 books and 60 current journal subscriptions, plus access to over 500 online journals and 5000 e-books. The library is open 24/7 to Foundation staff and students. It operates a self-service borrowing system, printing and photocopying facilities, and all new students are offered library induction and information skills training.  The library website, which can be found via the Queen’s homepage, is the place to go for information about library services and links to library resources. Here you will find a link to the library catalogue, which can be searched remotely, and from which you can renew and reserve books online
. 

The librarian, Michael Gale, is usually available to assist with enquiries during normal working hours and on Tuesday evenings in person, or via email or phone.

II) Assessment

Assessment is an important part of your learning, helping you to consolidate and organise what you know, developing key skills of communication, forming and defending arguments, and demonstrating connections with and insights from other areas of study.

There are two types of assessment that you will encounter during your studies:

a) Formative assessment is not Coursework, and does not count towards your final grade. It is there to assist you by giving you some practice and to enable the module tutor to know how well you are grasping the module and ensure you are on track before you submit the more critical summative assessment.  Formative assessment may be completed in a variety of formats: observing you in group discussions, a short written piece, a Moodle quiz, or your involvement in discussion forums with other students on Moodle.  Whatever the format, it is your opportunity to check that you understand the key concepts being taught.  Don’t take a disproportionate time to complete formative assessment but do use the feedback you get (which may be verbal or written) to assist you in summative assessments later.  You must not use the formative assessment to test out a draft of your summative essay as this is a serious form of academic malpractice - usually formative assessment will be set in such a way as to prevent this.  Your tutor will explain how formative assessment is submitted, as Registry is not involved in this process.
b) Summative assessment is Coursework, and counts toward your final grade.  At Queen’s, we believe that the appropriate form of summative assessment is coursework throughout the year rather than examinations (the more normal form of summative assessment).  As a result we handle your summative assessment with the same seriousness that you would expect a university to handle exam papers and that is why there are lots of rules and regulations around submission of work and extensions, etc.  Note that Tutors and Registry mark and process approximately 7,000 pieces of summative assessment per year.
Retention of assessments
You are required to keep copies of all of your summative assessment submissions for five years.  This is the period that they remain current within the wider European credit transfer framework.  If you study in the future you may be asked to produce copies of assessments.  If the university is audited, it also may be in touch to ask for a copy of your assessment.  To prevent problems with lost computer files, ensure you have backup systems in place such as copies on memory sticks or another computer or for instance email yourself copies of drafts if you are working on a machine that does not belong to you.  Decide on a filing system in advance, and name your files in a way that will enable you to locate them in the future.

Pass Mark See page 18 for a definition of ‘Levels’
· The pass-mark at level 4/5/6 is 40
· The pass-mark at level 7 is 50
· Where a level 6 module is approved as an option for a post graduate pathway, the pass mark is 40. regulations state that: “Any module taken from Levels 4-6 is marked according to the undergraduate mark scale but Master’s students are required to obtain a mark of at least 50% to pass. The mark is included in the usual way within the run of marks contributing to the average for the Master’s programme pro rata to the credit value of the module concerned”
 
Assessment procedures
All work is marked according to a set of published criteria for the academic level and assessment type:

 https://www.dur.ac.uk/common.awards/assessment/criteria/ 

Most marking is done anonymously, i.e. the markers do not know the identity of the student. Exceptions may be made e.g. for Placement reports, where knowledge of the placement context and the student’s working relationship with their supervisor are required to mark the work.  Note that procedures for releasing marks on the new Turnitin-Moodle mean that anonymity of submission is potentially lost for any student who submits their work by extension more than four weeks after submission, this would not apply to short extensions that are submitted prior to the marks of the rest of the cohort being released.
The first marker is usually the module tutor. A sample of work is then moderated anonymously by a second tutor, and a rigorous process is followed to ensure marks are agreed. 
Samples of work are considered by an External Examiner, who is appointed by the validating university. It is her or his role to monitor standards and share good practice. External Examiners report to the exam board and ultimately to Durham University.  In addition, Durham University appoint a University Liaison Officer who may also sample work at any point, as part of their responsibilities. At the point of confirmation at the exam board, your module results will be completed on our student database and are considered final.
When work has been handed in on time, we aim to return feedback and a provisional mark to students within four weeks of the handing-in date (or 5 weeks if your class has more than 25 students).  Consult your module handbook for an expected date for the return of work because sometimes – for example a major festival/holiday – the date may not be exactly four weeks. Tutors do all they can to return work in due time, but on occasion a delay may be caused by illness or an event beyond the tutor’s control.  In the same way that we seek to be understanding with extensions for students, we ask for your understanding when tutors cannot meet their targets.  If marking of a batch of work is delayed, students will be informed, normally by email.  
Work that is handed in late because of an extension is not subject to the same four week return date as a tutor will not have been able to plan for this eventuality, and it may therefore take much longer to pass through the marking process.

For each marked assignment, you will receive a feedback sheet with the marker’s comments and the provisional mark. All marks are provisional until confirmed by the exam board because the external examiner may recommend a change to the mark awarded. The categories against which comments are made vary according to the nature of the assignment, and there is therefore a standard set of feedback forms, geared to the particular assignment type.

Submitting Assessments
1.
Assignment form
A template should be used when writing essays can be downloaded from the Queen’s Moodle (Academic and Foundation Information / Forms! Forms! Forms!). If an assignment does not have the required information on the first page, it may be returned to you unmarked.  At the top of the first page of your essay please include the following information:
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2.
Submitting work
Completing work to the deadline is very important because again all students must submit work under the same conditions:

· If you take longer than other students you have an unfair advantage.

· The deadline tells you how much time and effort to spend on the work

· We complete continuous assessment (coursework) INSTEAD of exams; the deadline is the equivalent of the time limit on an exam paper.  

Part time students complete fewer credits per year than full time students, they do not receive longer deadlines for work submitted because of a part time status- the work for assessments is included in the hourage for the module and the same rules must apply to all students taking the same module.
Your assignment must be submitted electronically through the submission box on the Moodle page for the particular module in question. It must be submitted as a PDF document. It is your responsibility to ensure you have submitted the correct version of your assignment in the appropriate format. 

When you are submitting files, please use the following naming standard
: 
Module code (cohort code) + component + student number 
e.g. A Worcester Reader student whose number is 640386 and who is submitting Component 1 of the module TMM1437 would call their assignment: TMM1437 (W) Component 1 640386 
During this academic year, we will be rolling out submission of assignments through the Turnitin Plagiarism detection software. You do not need to do anything in this regard, but you should note that the marker will select a sample of assignments which will be sent though Turnitin system for plagiarism detection.  In practice this means that your assignment will remain on Turnitin for a period of five years.

3.
Assignment Deadlines
Assignment deadlines are noted in each module handbook, and are summarised on the Academic Area of Moodle, under Timetable. The deadline is 1pm on the specified date.  This is evidenced by the submission time stamp on Moodle. 

Work may be penalised
 if:

· it is more than 10% over the word limit;

· it contains material that has been plagiarised (copied from somebody else without giving them credit)
· Work that is submitted late by up to 5 working days will be marked but capped at the pass mark.
· Any work submitted over 5 working days after the deadline, and without an extension, will not be accepted for marking, and the component will receive a mark of zero. 
4.   
Word Count
Learning to work within a word limit is an important academic skill, because: 

· If you use more words than anybody else, you have an unfair advantage.
· The word limit gives you an idea of how much time and effort you should spend on an assignment.

· You need to show that you know how to express yourself clearly and concisely.
· In practical ministry, you will have a limited time or space (e.g. in a sermon or church magazine) to express yourself and need to know how to work within limits.
The word limit includes all the main text of the piece of work, and thus incorporates tables and images. It excludes footnotes, bibliography, appendices and the front page titular information, such as the ID number, stated word count, and assignment title. Please note that appendices should only contain supporting material relevant to the main body of the assessed work, and must not contain any additional analysis or argument.
You will be penalised if you go more than 10% over the word limit set for an assignment:
· Work that is more than 10% and up to 20% over the limit (e.g. a 2000-word essay that is 2200-2400 words long) will lose 5 marks; 
· Work that is more than 20% and up to 30% over the limit (e.g. a 2000-word essay that is 2400-2600 words long) will lose 10 marks; 
· Work that is more than 30% over the limit (e.g. a 2000-word essay that is over 2600 words long) may be marked only up to the required word length and it will be capped with the pass mark.
If the application of a penalty for exceeding the word limit reduces the mark below pass level, then the mark for the assignment will be capped at pass level.  

5.  Late Submission
All deadlines are set at 1pm on the day of submission to allow you time to phone Registry and report any technical problems you may have had with a submission or speak to your tutor to request an extension.

If you had a valid reason for not submitting an extension, e.g. you were seriously ill on the date of the deadline, you may subsequently submit an evidenced mitigation form to your personal tutor to ask the exam board to consider overturning the penalty.  

Work that is not submitted on time, and does not have an approved extension, will be penalized.  If the work is submitted up to 5 working days late, the mark will be capped at the pass mark. If the work is submitted more than 5 working days late, it will not be accepted for marking, and will receive a mark of zero. 
Returning work
You will receive by email from Registry a copy of the assignment feedback sheet, containing a provisional mark (it is finalised at the exam board later), along with the first marker’s comments.
  In the feedback sheet the tutor is expected to comment on how you have met the learning outcomes, to commend strengths of the work, to show where there are weaknesses and to give guidance about how the work could be improved.  
If this is not clear you can meet with the first marker to discuss the comments they have made about your work, but you cannot appeal the mark that has been given.  
Although up to 100 marks are available, the general convention is that, at undergraduate level: 

· Work in the 80s represents excellent, potentially publishable material.  
· Work in the 70’s is first class.  
· Work in the 60s is a 2.1 and in the 50s is a 2.2.  
· Work in the 40s is a pass.  
So work in the 50s does not represent half of what you are expected to know or do.  Sometimes the hardest thing to accept, especially when you are balancing study against other demands, is that a mark of 50 is good enough.  Equally, note that marks are not a percentage score of what you got right: a mark of 55 is not 55% correct and 45% incorrect. See the marking guidelines.

Resubmitting work. 
If you should get a mark below 40
 for a module, you will be required to resubmit the piece of work by an agreed deadline. If so, you will be advised of that eventuality, and you should resubmit a piece on the same question talking into account the feedback you had received on your original submission.  You will be given a mark for guidance, but the maximum mark you can receive for credit on a resubmission is 40 (at undergraduate level) or 50 at level 7
.  Please note that this cap applies not just to the component that has been resubmitted but the module as a whole.  You will be contacted with arrangements for completing this resubmission, please follow the instructions carefully and register any potential issues immediately.  Deadlines for resubmissions will be set to ensure work is completed in time for university exam boards; if this affects other deadlines you may wish to consider using an ILP with your personal tutor to review several deadlines across the year.
If you fail one component, but receive an overall mark of 40 (or 50 for post graduates) for the whole module, then you are not required to re-sit this component.  If there is a delay between submission of one component and another then it may be some time after original submission that you are advised about the need for resubmission.  If you are in this position, then please speak with your personal tutor or Director of Studies about the advisability of resubmitting the failed element prior to confirming the second element mark.  If you wish to confirm your likely overall module result please contact Registry after you have received feedback and provisional marks for all elements/components.  If you have questions about what to do in event of a failure, please speak with your Director of Studies.  Your personal tutor will also be informed that you have failed the module. 
External examining process
The external examiner will work for an academic organisation separate from the Queen’s Foundation and also our validating university.  Their role is to review work and marking to ensure it is meeting national academic standards.
 The external examiners have access to all scripts and the moderator’s report, plus the module handbook, and access to the relevant Moodle page.  If a student formally registers dissatisfaction about a mark then registry will draw the external examiners attention to this module/component and script in particular at the next available board.
Publication of marks
At the end of the academic year, when the Examinations Board has agreed the marks, you will receive official notification of the marks you have received, together with any award you may have gained. 

III)  Mitigations, Extensions, Individual Learning Plans and Serious Adverse Circumstances 

During your period of study any number of circumstances may affect your ability to perform well in assessments. The Exam Board and validating University have ultimate authority for approving this process and checking procedures to ensure no unfair advantage is gained.
Extensions
The most common form of support is an extension on the deadline for assessed work, which allows extra time for completion.  An extension is not given lightly: the general principle is that it should give the student a fair chance, without giving them an unfair advantage.  The length of an extension would normally be proportionate to the impact of the event that occasioned the extension.  An extension to the due date for assessed work can be granted if there are unforeseeable reasons why the student is unable to complete the work. Normally, these would be:

· significant illness, comparable to that which would result in absence from work; (please ensure self-certificates /medical notes have been submitted to your personal tutor to use as evidence for this)
· hospital appointment, doctor’s appointment, emergency dental appointment; 
· bereavement; 
· significant personal problems or events (e.g. a family crisis; being the victim of a crime); 
· significant illness of a close relative or dependent (e.g. sufficient to require absence from the University or that the student needs to act as a carer)

· a concentration of timetabled work, already discussed with the Director of Studies
· For part-time students – unexpected impact of your paid employment.
In such circumstances, you should first contact your Personal Tutor before or by the due date (no later), and discuss it with them. Your personal tutor should agree your proposed revised deadlines after considering with you the impact of this on your wider study and other deadlines.  They should sign the final page of the form to agree these dates with you.  This can be done virtually using phone and email if you are not on campus.  If the request for the extension is for longer than two weeks, or if there are other factors involved, then the approval of the Director of Studies is also required.  
It is your responsibility to ensure that you submit your form fully completed so that your personal tutor and (if applicable) the Director of Studies has available all the relevant information on which to base his/her decision. All claims must be substantiated by independent written documentary evidence, as detailed below. The purpose of asking for supporting documentation is so that all such cases might be treated fairly and equitably.  
You must lodge a copy of the form and evidence with Registry for later inspection by the exam board.   If your or your personal tutor consider that the impact of absence or an extension is significant, then an ILP should be considered instead.
Extensions are NOT normally available for the following reasons:

· Computer failure (students are expected to keep back-ups)

· Normal day-to day work commitments

· Normal day-to day family commitments 

· Number of deadlines close together 

· Unaware of handing in date 

· Unaware of closing times for admin building 

· Moving house (apart from in unforeseen circumstances)

· Holidays or weddings
Acceptable evidence must be dated and signed and might include:

· GP / medical letter (naming student or close relative, e.g. spouse/child/parent)

· Copy of prescription/medicine label with date

· Death certificate / funeral order of service

· Employer’s letter (only where workload or hours have extended beyond the ordinary, e.g. due to staff illness, unexpected workload/project, long-term travel outside of ordinary requirements)

· Letter from childcare provider (in extraordinary cases only)

· Letter from official finance body (e.g. bank/student finance body)

· Police or insurance report
For illness or absence, you can ‘self-certify’ for the first 7 days (using the self-certificate form, if appropriate) but may be asked to produce evidence in order to qualify for a longer period of extension or absence. If you are in paid employment please provide a photocopy of any medical note that you have supplied to your employer.
Mitigating Circumstances

If for any reason an academic penalty has been applied, then you may submit a mitigation form with evidence to explain why something has happened and to request that the penalty be mitigated.  Reasons to complete a mitigation form are: 
· An assignment has been submitted after its agreed deadline without an agreed extension or ILP in place.  
· Failing to reach the minimum attendance for a module.
· To let a panel know of any new evidence not originally available.
· Exceeding the word count by more than 10%

· Why less than 40 credits of work have been completed in the academic year.

· To provide evidence in mitigation to the exam board re any penalties applied for any reason.
An example of where a mitigation process may reverse a penalty application is if there is good evidence to support why the student could not return submit an assignment OR ask or an extension prior to a deadline (e.g., hospitalisation of the student on the day of the deadline).
Individual Learning Plan (ILP)
When your programme is set up, an individual learning plan may be agreed.  This may be because the assessment load falls particularly unevenly; as part of a Disabled Student Allowance plan; when it is not possible to complete the work for the deadline (e.g. if it requires a placement, which cannot be set up until later in the year); or because the student knows s/he will be unavoidably absent at a critical time. 

Individual Learning Plans may also be devised for students who have particular learning needs (e.g. dyslexia) or chronic illness or significant personal issues and therefore need more than one deadline rearranging.
Students must enter into discussion with their personal tutor with the aim of planning work sensibly through the year to address particular issues and to operate as an alternative study plan. There is a final deadline for the relevant exam board which takes place at the end of the academic year (usually mid July for undergraduates and end of August for post graduates). The ILP is then approved by the personal tutor, Director of Studies, and Centre Director.
Conclusion

In all instances of extensions, mitigation, Serious Adverse Circumstances, it is your responsibility to complete the relevant form and submit evidence to your personal tutor.  If you live at a distance from college it is a good idea to have a copy of your signature scanned in to use on the relevant form, and email your tutor as soon as possible.  Registry can advise on the most appropriate procedure for you but cannot complete the form for you.  If your personal tutor is absent flag this with Registry who will allocate an alternative member of staff to act in this position. Any new deadlines arranged by Extension or ILP must be met. Work not submitted after the date of an extended deadline will be treated as a late submission as per the process in section 5 on page 11.
IV)  Academic progress, failures and re-submission
If we have been concerned about your progress, then your Director of Studies and your personal tutor will ask to meet with you to review the situation.  Reasons for problems will be discussed and options and risks explained.  The panel will agree a plan of action with you.  If you are worried about your progress contact your Personal Tutor or Director of Studies to arrange a review.
Failure to meet attendance requirements of a module

If you fail to meet the attendance requirements of a module, you will not be allowed to proceed with that module.  You should ask to meet with your Director of Studies to discuss with you what options you have for regaining those credits, or for retaking the module at a future point.  Note that due to strict rules about curriculum design under common awards there are not “spare” or many optional modules which might offer a means of gaining additional credits.
Failure due to Academic Malpractice

There are a range of penalties which may be applied if academic malpractice is found in any work.  This may result in failing an assignment, failing a module, or in the most serious cases being withdrawn from a programme.  Depending on the outcome of your academic malpractice hearing there may need to be a progress meeting to review options. See Appendix C: Academic Malpractice. 
Resubmissions

If you fail a particular assessment you may need to resubmit it.  If so the mark it receives will be capped at the pass mark of 40 (undergraduate) or 50 (post graduate).  The capped mark is the mark that will be presented to the Exam Board and included in the calculation of your overall final classification.
Failing more than 20 credits on resubmission
If you fail more than 20 credits on resubmission you risk not being able to continue the academic programme.  See Appendix G and the following links to Common Awards progression charts for more detailed guidance on this: 

https://www.dur.ac.uk/resources/common.awards/2015-04-30_CertificateTMM.pdf 
https://www.dur.ac.uk/resources/common.awards/2015-04-30_DiplomaTMM.pdf
https://www.dur.ac.uk/resources/common.awards/2015-04-30_BATMM.pdf
These rules are part of the core regulations of the University of Durham and there is no appeal process. 

See https://www.dur.ac.uk/common.awards/regulations/core/   
For students sponsored by a church or other organization, failure on an academic programme may not necessarily lead to a change in sponsorship.  Such decisions about suitability for ordination or authorized ministry are related to, but not dependent upon, academic achievement. 

V)  Other academic information
External Examiners

The external examiner for this programme is Dr. Ben Fulford, of University of Chester

http://www.chester.ac.uk/departments/trs/staff/b-fulford
The external examiner reports to the Assessment Board at Queen’s Foundation, and then to the joint Common Awards Management Board.  Copies of recent reports and responses are available on Moodle (Academic and Foundation Information/ Academic Information).  The work of all external examiners for Common Awards is scrutinised by the external Moderator, who is Professor David Clough, also at the University of Chester:
http://www.chester.ac.uk/departments/trs/staff/clough
Students are asked not to contact the external examiner or the external moderator directly.
Our Durham University Liaison officer (ULO) is Dr Frances Clemson, Lecturer in Theology and Ministry
https://www.dur.ac.uk/theology.religion/staff/profile/?id=12970
Academic Standards
The validating university has primary responsibility for ensuring that the academic standards and programmes of the institution are appropriately met.  Responsibility for this within Queen’s lies with the Academic Management Group (AMG).  The AMG oversees a number of processes which maintain quality and standards:
· Annual programme reviews

· Module evaluation 

· Peer review of teaching

· External moderation of work, along with annual reports from external examiners.

· Inspection by the Quality Assurance Agency (QAA) as part of their review of educational oversight

· Durham University processes through the University Liaison Officer and the Common Awards Management Board

· Student academic engagement

· Annual designation of programmes by BIS (soon to be BIES) via HEFCE


VI) Programme Information 
1) Regulations 

The regulations governing Common Awards programmes may be found at: https://www.dur.ac.uk/common.awards/regulations/
2) Programme Specifications

These are the documents that describe the academic programme in the terms specified by the validating University; they are the governing document for the particular programme for which you have been enrolled:

Certificate of Higher Education in Theology, Ministry & Mission (120 credits):

https://www.dur.ac.uk/resources/common.awards/2015_07_03_Cert120_prog_specs.pdf 
Certificate of Higher Education in Christian Ministry & Mission (180 credits):

https://www.dur.ac.uk/resources/common.awards/2015_07_03_Cert180_prog_specs.pdf 
Diploma of Higher Education in Theology, Ministry & Mission (240 credits):

https://www.dur.ac.uk/resources/common.awards/2015_07_03_Diploma_prog_specs.pdf 
Bachelor of Arts in Theology, Ministry & Mission (360 credits):

https://www.dur.ac.uk/resources/common.awards/2015_07_03_BA_prog_specs.pdf  

Postgraduate Diploma in Theology, Ministry & Mission (120 credits):

https://www.dur.ac.uk/resources/common.awards/2015_07_03_PGDip_prog_specs.pdf 

Master of Arts in Theology, Ministry & Mission (180 credits):

https://www.dur.ac.uk/resources/common.awards/2015_07_03_MA_prog_specs.pdf  

If you are an independent student, the programme specification details all that you need to do to complete your programme of study; if you are sponsored by a church or preparing for a particular form of ministry, there may be other requirements to meet in addition to your academic programme. 

3) Individual Programmes

Where options may be available you will be asked to work out the combination of modules that you will take in consultation with the Registry, Director of Studies or Academic Dean. These combinations will normally be one of the designated pathways agreed as part of the Common Awards validation process.  These are available on Moodle – in Academic information/Academic Pathways/Common Awards pathways.
Students who are being sponsored for a particular ministry normally find that some modules are required by their churches. In practice, this means that sponsored ministerial students from the Methodist and Anglican churches are required advised to follow one of the ‘pathways’ laid down in the ‘Pathways Handbook’. This is a church requirement, not an academic one – for all students, the only academic limitation is that they have to take the core modules from the Programme Specification. 
Pathways are determined based on admissions information and may be amended following progress reviews, significant changes in circumstances, and on an annual basis prior to the next academic year, once the timetable has been completed.
4) Entrance Requirements
Queen’s Admissions Policies can be found:

http://www.queens.ac.uk/about/policies
http://www.queens.ac.uk/study/admissions/non-sponsorsed
Core admissions requirements are set out by Common Awards Programme Specifications and Durham Core Regulations.
5) Progression and Final Awards

All modules are taught and assessed at a particular academic level. The levels are designated as follows
:

· Level 4 – Certificate Level (normally the first year of the FT degree programme)

· Level 5 – Diploma Level (normally the second year of the FT degree programme)

· Level 6 – Honours Level (normally the third year of the FT degree programme)

· Level 7 – Masters Level (as part of a postgraduate degree)
If you are studying on a Diploma or BA programme, you will normally be expected to complete 120 credits at Level 4 before ‘progressing’ to Level 5, and 120 credits at Level 5 before ‘progressing’ to Level 6. 

You will be notified at the first opportunity after an award has been agreed, and the results will also be published on the Academic Notice board at Queen’s. If you do not wish your results to be made public, you should notify the Academic Registrar.

6)  Rates of Study
· Full time student may not study at a rate of less than 120 credits per year, or 180 credits per year for post graduates.  
· Part time students may not study at a rate of less than 40 credits or more than 90 credits per year.
It is possible to be a part time student with the university and a full time student with Queens – where you are following a programme that includes the audit and study of additional modules for formational or other purposes.
7)          Periods of Study

There are maximum periods set for you to complete your programme of study as below:
	Certificate of HE (120 credits) level 4
	3 years part time, 1 year full time.

	Diploma of HE (240 credits) levels 4 and 5
	4 years part time, 2 years full time.

	BA (360 credits) levels 4,5 & 6
	6 years part time and 3 years full time

	Graduate Diploma (120 credits) level 6
	2 years part time and 1 year full time.

	Post Graduate Diploma (120 credits) level 7
	2 years part time and 1 year full time.

	MA (180 credits) level 7
	2 year’s part time and 1 year full time (a 12 month year (September to September) rather than an academic year of 9 months).


If you go beyond these maximum periods of study then an administrative continuation fee may apply. See

http://www.queens.ac.uk/uploads/documents/Fee-small-print.pdf 
Hours of study expected per credit: http://www.queens.ac.uk/study/programmes/modes 
8)
Suspension of Study
If you experience a severe difficulty which stops you from studying, you may choose to suspend for up to one year from the date of application by completing a suspension form. If your suspension application is approved then the time of your suspension is added to the end date of your programme.  During a period of suspension you are not expected to be studying so this is not a method for obtaining longer to complete assessments; this is to ensure that all students complete assessments within the same parameters.
9)
Withdrawal from Study
If you choose to withdraw from study please complete a withdrawal form:  see Moodle, academic information / Forms! Forms! Forms!  This will ensure that you receive the correct advice about the implications of this and that your request is processed appropriately.  Return the form to Registry.
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Appendices 

2016 - 2017


A. Marking Scheme

For most modules, the following schema will be used by markers to comment on how your submitted work. Below is an example of a blank copy of the feedback sheet you will receive. The fields will vary according to the type of assessment. See: https://www.dur.ac.uk/common.awards/assessment/coversheets/ 
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B.  Producing Work for Assessment
A GUIDE TO PREPARING AND SUBMITTING WRITTEN WORK

FOR ASSESSMENT AT THE QUEEN’S FOUNDATION

1. Find out and plan what you need to do

a) Making a start

At the beginning of each module, the module tutor should give you details of the assessed work you will be required to do: titles, format, word-length and deadlines. Plan your term so that you have enough time to complete each piece of work. Your plan must allow for any individual and group presentations, which may be built into some modules. 

Choose the assignment question that you will be answering. Be clear that you understand the topic/title. If in doubt, ask for explanation. If you have the option to negotiate a topic/title other than the ones listed for any particular module, then it is essential that you decide this as early as possible (not a week before the essay is due in!). You should then discuss your proposed title with the Module Tutor and submit the proposed title in writing with a brief bibliography.  

Ask the tutor if there are any instructions about which you are unclear. Most tutors are also happy to discuss your work with you. 
Students with visual or other impairment which affects their ability to undertake any piece of work for assessment should alert both the subject tutor and their personal tutor. Appropriate alternative for different aspects of study may be possible as defined by your DSA report and/or ILP.
b) Thinking well

Make sure you read and consider a variety of books and articles - remember that you always need to get different viewpoints on a subject, so supplement these with other reading where possible. Bibliographies are provided to help guide you on relevant literature. 

Decide by skim-reading and looking in the index as to which parts of a book it is most important to read. Be realistic about how much you can manage, and read the most important parts first. Read these carefully, and take relevant notes. Always note down which book and which page the note comes from. We encourage you to develop a critical and evaluative approach to all theological reading. Ask yourself questions like these:
· What is the main argument of this book? How would I summarise it in a few sentences?

· In what ways do I agree/disagree with it?

· What is the author trying to do in the book (introduce readers to a subject, contribute to a continuing discussion, break new ground)? 

· How has this book changed or developed my own thinking?

· Will the book change my action in any way?

· Are there any important theological themes/ideas which the author ignores or underplays?

· Are there other books which I can consult which might correct any perceived imbalance in the argument?

It is very important to plan before you start writing. You may find it useful to head a piece of paper with the essay title, and then put down all your ideas on the subject. Cross out the ones that are not really relevant (keep looking at the title), and use lines/arrows to link points that belong together. Select again – what are the main points that will help you answer the question? What order will help the essay argument to ‘flow’ best, and what will your conclusion be? Make sure that the conclusion really does follow from the main points, and that it answers the question.  Marks awarded to summative assessment must give particular attention to the way in which the assignment answers a given question; a very good piece of work, if it does not answer the question must receive a lower mark as a result.
c) Writing well

Each new point that you make should be in a new paragraph. If you have a word processor, it is often helpful to start with the main points first, then the conclusion. Write the introduction last as it should introduce what you are going to discuss and a brief plan or outline of what you going to say with a hint of your conclusion. Again, keep checking that the conclusion follows from the main points, and that you are answering the question set. 

· You may have to learn to write in a less personal way, e.g. not “I found the argument unconvincing” but “there are three reasons why Smith’s argument is unconvincing”. When you have set out the reasons put forward by others, then you can state your own position.  

· Be as precise as you can manage in your choice of words. Beware of ambiguous words which could be understood.  Think about how the readers will ‘hear’ what you write.

· Is there a right and wrong answer? - No (though you can get the facts wrong). But points need to be argued and illustrated. They must not just be asserted. Avoid ‘preaching’!  

Your module handbook should give you guidance on ‘assessment criteria’ – what they will be looking for in order to award a high mark. 

2. Learn effective referencing

When you write about somebody else’s work in an essay or assignment, or when you draw on somebody else’s ideas, it is essential to ‘reference’. That means you give clear information to the reader about where the ideas or words are to be found – whether that is in a book or journal article or taken from another source (such as a website, CD-ROM, film, piece of artwork, newspaper article or even personal letter). Learning to reference correctly and well is an essential study skill, and worth spending some time on.

a) Why reference?

· to show that you have done the required amount of background research in a range of different sources, and have handled  these sources in a disciplined way, taking note of relevant details.

· to give your reader all the information they need to follow up what you are saying: to find the quote you use, to read further around the topic, to learn more about the author.

· to show that you respect your sources and ‘give credit where credit is due.’ 

It should be clear from the above that there is a close link between good study, good writing and good referencing. Sloppy referencing often indicates that the student has not researched their assignment carefully or thought deeply about it, and might even mean they are stealing or misusing other people’s work! This leads to two other good reasons to reference correctly:

· It may affect your final mark if you reference poorly. 

· If you falsely claim that somebody else’s idea or words are your own, if you reference badly or not at all, then this all counts as plagiarism. We take plagiarism very seriously and apply strict penalties. See the appendix C on plagiarism

This means that you have to be disciplined about how you write about other people’s work. Every time you use somebody else’s idea, whether or not you use their precise words, you should make a note of it in a way that your reader can check and follow up. The usual way to do this is to put a short note in the text or in a footnote, which points the reader to a book or other resource in the bibliography. 

b) How to reference 

A good referencing system is one that gives all the necessary information in a consistent and accessible way. At Queen’s the Oxford referencing system is the default style, because almost all writing in Theology adopts this or a similar style of referencing. We ask that you use this system of referencing unless you are already very familiar with another recognized referencing system.  Please discuss a decision NOT to use the Oxford system with your personal tutor.
The system has two parts: each time you refer to a publication you insert a footnote (or endnote) giving brief details, referring the reader to the full publishing details in a bibliography. For example, look at this extract from an essay:

Most discussions of the relationship between different faith-traditions begin with the assumption that they are all talking about the same thing (e.g. salvation) but in different language. However, two scholars have recently questioned this assumption and offered alternative models. For Mark Heim, humans may be travelling in different direction, and all of them may be good.1 Stephen Kaplan suggests there may be three different “ultimate realities . . . simultaneously existing, equally real and mutually interpenetrating.”2 These alternative starting-points offer us different ways to think about the relationship between Christianity and other faiths.

1 S. M. Heim, The Depth of the Riches: A Trinitarian Theology of Religious Ends (Grand Rapids, MI: Eerdmans, 2001), p. 272.

2 S. Kaplan, Different Paths, Different Summits: A Model for Religious Pluralism (Lanham, MD: Rowman & Littlefield, 2002), p. 159.

Bibliography
Heim, S. M., The Depth of the Riches: A Trinitarian Theology of Religious Ends (Grand Rapids, MI: Eerdmans, 2001).

Kaplan, S., Different Paths, Different Summits: A Model for Religious Pluralism (Lanham, MD: Rowman & Littlefield, 2002).

For full guidance, see The Oxford Guide to Style. We have it in the library as part of R. M. Ritter (ed), The Oxford Style Manual (Oxford: University Press, 2002). See pages 504-565.

A useful resource is the Common Awards guide to Referencing Conventions. This describes a system very similar to Oxford called MHRA. Note, however, that MHRA recommends that footnotes are included in the word limit.  This is NOT the case at Queen’s; your word count does NOT include footnotes as long as they are used for referencing purposes and not for additional information.  
https://www.dur.ac.uk/resources/common.awards/AcademicConventionsfortheCommonAwardsJuly2015.pdf
3. Prepare work properly for assessment
a) Language matters.

It is a matter of common courtesy ‘make your reader welcome’ in your written assignment. You should therefore avoid language that might offend or exclude your reader. The most common forms of ‘excluding’ language are those that assume the reader is male and white; however, it is also easy to exclude other groups (e.g. people with disabilities, gays) by the thoughtless use of language.  

You are required use gender-inclusive language whenever you refer to people: for example, do not use ‘he’ to refer to an unnamed person who may be either male or female; do not use ‘mankind’ when you mean ‘humankind’. We also recommend that you avoid referring to God as ‘He’ (although this rule is more difficult to apply consistently because many liturgical texts and hymns use male pronouns for God). In the course of your studies, you will also be invited to think more deeply about how the uncritical use of language may exclude black, disabled and other groups. 

For good surveys of the issues, together with practical suggestions for making your language inclusive, see:  http://www.marquette.edu/wac/neutral/NeutralInclusiveLanguage.shtml
Other useful sources include:

· Lucretia B. Yaghjian, Writing Theology Well: A Rhetoric for Theological and Biblical Writers (London: Continuum, 2006).

· Gordon Taylor, The Student’s Writing Guide for the Arts and Social Sciences (Cambridge: Cambridge University Press, 1989), notably chapter 11.

b) Present it in the required form. 

· Use the template for presentation of written work which is on Moodle. 
· Written work should be word-processed ‘cover sheet example’.
· It should be double-spaced, with a margin of at least 2.5 cm on both sides. Pages should be numbered. 

· Your Student ID number, the word count and the title of the piece of work should be shown on the first page, as well as the academic year, module code, module name and declaration.  These should all be on a title page.

c) Submit it on time.
Completing work to the deadline is very important because again all students must submit work under the same conditions.  Therefore if you think you will be unable to complete your work in time you should discuss this with your personal tutor as soon as possible prior to the deadline. See the sections in this Handbook for guidance on acceptable reasons for requesting an extension and for information about penalties that can be applied for late submission.
C. Assessment Irregularities (Plagiarism/ Academic malpractice)

1. Assessment Irregularities (Plagiarism/ Academic malpractice)

Assessment irregularities are disciplinary major offences which will be dealt with in accordance with the University’s General Regulation IV. Assessment irregularities take various forms including:

	Plagiarism
	unacknowledged use, including quotation and close paraphrasing of other people’s writing and ideas, amounting to the presentation of other person’s writings or thoughts as one’s own. This includes using material which is available on the internet, and in any other electronic form, and ‘contract cheating’ i.e. obtaining an essay from an essay writing site, or equivalent source, and submitting it for marking, as if it were your own work.

	Multiple submission
	the inappropriate submission of the same or substantially the same work of one’s own for summative assessment, in connection with an academic award.

	Collusion
	working with one or more other student(s) to produce work which each student then presents as their own in a situation in which this is inappropriate or not permitted and/or without acknowledging the collaboration of the other student(s). Please note – an allegation of collusion is always made against two or more students. The submission by one student of another student’s work as if it were their own (without the other student’s knowledge) constitutes plagiarism rather than collusion.

	Impersonation
	presenting work on behalf of someone else as if it were the work of the other individual.

	Cheating
	using any inappropriate or unauthorised means to achieve credit for a piece of coursework or an examination answer.

	Use of inadmissible material
	using material which is not permitted to achieve credit for a piece of coursework or an examination answer.

	Facilitation
	it is also an offence for a student to provide work such as essays to facilitate plagiarism, for example, by placing work on a website.


2. Procedures in Respect of Plagiarism / Collusion / Multiple Submission

a) Procedures are based upon the principle that teaching staff with subject-specialist expertise should exercise their academic judgement as to the extent to which the alleged misconduct amounts to plagiarism/collusion/multiple submission in the context of the given case.

b) The facilitation of plagiarism through publication may also be classed as a dishonest practice under General Regulation IV, 5(a) (x) and may lead to expulsion from the Common Awards programmes. See also General Regulation XI, Intellectual Property Rights.

c) Queen’s will ensure that all students, including those from other cultures and academic traditions, know what is required and what is acceptable to be awarded a degree. All students should be made aware of acceptable and appropriate means of referencing (including the use of quotations and citations) and of paraphrasing the views of others. Where Queen’s advises students that it is acceptable practice to use a commercial proof reading service (for instance for students who do not have English as their first language), clear guidance should also be provided as to the level of proof reading that is acceptable and what level of assistance goes beyond this and amounts to ‘contract cheating’ and thus plagiarism.

d) At the start of each academic year, each student must complete a form which includes a declaration that states:
‘All assessed work to be submitted for my degree [or other qualification] will be a result of my own work except where group project work is involved, and that I will comply with the Queen’s Foundation guidance on multiple submission. In the case of a group project, the work will be prepared in collaboration with other members of the group. In all other cases material from the work of others not involved in the assessment will be acknowledged and quotations and paraphrases suitably indicated.’ Or:
e) It is required that the form is: (i) completed once a year at Registration and held in the Queen’s for a year; and/or (ii) completed each time a student submits any piece of written work (via the cover sheet), other than in a formal examination, which is to be assessed as part of the requirements for the qualification for which they are registered.

3. Dealing with Suspected Plagiarism (including multiple submission) and collusion

a) In the case of formative assessment, plagiarism or collusion should be dealt with informally by the Queen’s Foundation involved, but the serious nature of the dishonest practice should be made known to the student concerned.

b) In the case of plagiarism and collusion in summative assessment, the first stages are part of the examinations process and not a disciplinary procedure:

	i. 
	If it is suspected that a student has breached the regulations, a report detailing the evidence should be made immediately to the chair of the Queens’ Foundation Board of Examiners. The Academic dean will automatically check all the student’s work for the year, to see whether there is other evidence for similar behaviour. Where two examiners have been appointed to examine a piece of work the examiners should consult over the matter before the submission of a report. In the event of one of the examiners being the chair of the Queen’s board of examiners, a deputy should act in his/her place.

	ii. 
	If an external examiner suspects that a student has breached the regulations, they should consult with the internal examiner(s). The internal examiner should then prepare a preliminary report detailing the evidence; the report should be submitted immediately to the Chair of the Queen’s Board of Examiners.

	iii. 
	If, in the view of the Chair of the Queen’s Board of examiners, the report of the examiner(s) provides sufficient detailed evidence of an offence, a sub-group panel of the Queen’s Board of Examiners, appointed by the Chair, shall be formed comprising the Chair and two other members of the Board (but excluding the reporting examiner(s)) to consider the case.

	iv. 
	The student(s) concerned are required to meet the panel together with the reporting examiner(s). The student should normally receive at least 5 working days’ notice of the date of the meeting and should be told of its purpose. They should be offered the opportunity to be accompanied at the panel by a member of staff from Queen’s (for example, the student’s personal tutor or equivalent).

	v. 
	If the allegation is collusion both students should normally be seen together, to enable them to hear the other student’s evidence against him/herself.  Each student may say his/her mitigation in private before the panel, with the proviso that the other student will be given the opportunity to respond to any reference to him/her in the mitigation statement. In the case of final year students where the case of alleged plagiarism or collusion is brought to light at the end of the degree programme it may be necessary to hold a meeting without the 5 days’ notice, provided that the student concerned agrees in writing to this procedure. This course of action may be necessary in order to permit the Queen’s Board of Examiners the opportunity of considering the case without necessarily causing any delay to the normal process of consideration for the award of a degree to the student concerned.


c) Cases of suspected plagiarism or collusion should be reported immediately, there should not be any delay over taking action since the consideration of such allegations at the end of the academic year can give rise to additional complications.

d) The evidence of alleged plagiarism or collusion will be shown to the student, and the student must be asked to account for the work that they submitted.

e) A written record of the meeting must be made immediately. The report must be sent electronically to the Common Awards Team at  Durham University as soon as possible. The Common Awards Team will forward the report to the relevant University Liaison Officer, and will use the report to monitor practice within and across the TEIs.

Possible outcomes
f) After the meeting the panel (but excluding the reporting examiner(s)), in the light of the evidence and the account given by the student including any mitigation offered, must decide upon the quantitative and qualitative extent of alleged plagiarism or collusion and come to a view as to the appropriate action.

g) At this stage the student must be informed in writing by the Queen’s Chair of the Board of Examiners that the panel’s recommendation is:

	i.
	that no further action be taken, because, on the balance of probabilities, plagiarism or collusion or multiple submission had not taken place

	ii. 
	that the Board apply for a concession or grace period on the student’s behalf, because, whilst there is clear evidence of plagiarism/collusion/ multiple submission, due to exceptional mitigating factors, a punishment is inappropriate;

	iii. 
	that there is clear evidence of plagiarism/collusion/multiple submission and that the Board apply one of the following punishments:

	
	A. mark only the student’s own contribution to the work, or in the case of multiple submission, mark only the proportion of the work which complies with the Queen’s guidance. (This may be most appropriate where the plagiarism/collusion/multiple submission is not extensive or it is a first-offence, or a first-year student; or the Queen’s Board accepts the student’s mitigation);

	
	B. award a mark of 0 for the work (this may be appropriate where the plagiarism/collusion/multiple submission is more extensive, the work makes a significant contribution to the module/programme as a whole, or it is a repeat offence or there is clear evidence of dishonesty) and permit the student to re-sit/resubmit the piece of work with a mark capped at the pass mark (within the resit limitations set out in the Core Regulations for the Common Awards programmes);

	
	C. award a mark of 0 for the entire module in which the plagiarism/collusion/multiple submission occurred (this is the most severe punishment open to the TEI’s Board of Examiners). The student will be required to re-sit the entire module with a mark capped at the pass mark (within the resit limitations set out in the Core Regulations for the Common Awards programmes). In the case of students in Level 6 of the BA programme, at which level resits are not permitted, this may result in the student failing their programme. The punishment should be used only in the most serious cases.

	
	D. that the level of misconduct goes beyond the examples cited in A-C and, therefore, it should be referred to the University as a possible major offence under the University’s discipline regulations. In this case, the plagiarism panel should choose an academic outcome from A-C (above), and should contact the Common Awards Team as soon as possible to receive advice on progressing the case under the University's discipline regulations.

	iv. 
	Where one of the above recommendations is applied, a written report of the work submitted together with the student’s explanation and the Panel’s recommendation should be presented to a meeting of the Queen’s Board of Examiners for consideration. The Board should consult the external examiner(s) before making a decision about cases involving work submitted for final honours. The report should also been sent electronically to the Common Awards Team as soon as possible; the report will be forwarded to the relevant University Liaison Officer for review.

	v. 
	In all cases in which the student is not in the final Level of their programme of study or has other summatively assessed work to complete, an appropriate member of teaching staff in the TEI must arrange a meeting, preferably in person, to counsel the student on how to avoid infringing the assessment regulations in future. A note of the date and time of the meeting is to be kept in the student’s file.


h) As noted above, a written record of the meeting must be made immediately and sent electronically to the Common Awards Team as soon as possible. 
D. Policy on Learning Disabilities

Support for a Specific Learning Difficulty when studying at Queen’s

Note this policy is being reviewed and amended during 2016-17.
Queen’s takes learning disabilities seriously and seeks to work with students such that they achieve their full potential in the course of their studies. To enable this to happen, and to ensure we treat students as fairly as possible, we use the process outlined below. We recognize that there are a number of specific learning difficulties (SpLD): dyslexia, dyscalculia, dyspraxia and dysgraphia, and that they manifest themselves in a variety of ways.

Raising the possibility of a SpLD
1) If a student thinks that they might have a specific learning difficulty, they are encouraged to speak with their personal tutor in the first instance. 

2) Following the consultation with their personal tutor, students should carry out an initial screener (the Adult Checklist), which gives some initial guidance as to whether they may have the most common specific learning difficulty: dyslexia. The checklist may be downloaded from: http://www.bdadyslexia.org.uk/about-dyslexia/adults-and-business/i-think-i-might-be-dyslexic.html   If a positive result is obtained, they should inform the Personal Tutor accordingly.
3) The student will then be advised about arranging a full diagnostic assessment and if there may be support for the cost of this*.  Advice about this process can be found on Moodle:  Academic and Foundation Information/ General Information. A diagnosis will allow the student to apply for Disabled Student Allowance (DSA) which provides tailored support according to need.  Support for applications for DSA is available from Registry.

*sponsored students may ask their sponsoring church for support, independent students should seek advice about bursaries which may contribute to some of the cost, unfortunately the responsibility for the cost of this diagnosis rests with the student.  Queen’s does not receive Government Hefce finding and therefore does not have access to “Access to Learning” funding which is used by Universities to cover some of these costs.
Supporting students with an assessment for SpLD:
Students may also bring a pre-existing assessment; if so, they should present a copy to the Foundation. The following support is offered to students who have a formal assessment for dyslexia:

· The capacity to tailor assignments/assessment according to the recommendations of the dyslexia report. Copies of the dyslexia assessment must be submitted to the Foundation in order for this to happen. 

· The encouragement to apply for Disability Support Allowance (DSA) from Student Finance England (SFE). DSA gives students access to a wide variety of resources, equipment and support. Further guidance on how to apply for DSA can be found on:
· http://www.yourdsa.com/dsa/roadmap/ 

· And a video guide on: http://www.youtube.com/embed/Ter5d0I70lg
· Once an application is submitted to SFE, they will require the student to attend a Needs Assessment session to confirm the extent of the support to be offered and the resources to be made available. Once the Needs Assessment is completed, and the support to be offered outlined therein, the student should share this with the Director of Studies for Ministerial Students (Rachel Staff) or the Director of the Centre for Discipleship and Theology (Dave Allen) , so that formal 1-to-1 support for the student’s learning can be arranged. 

E. Programme Specifications 
1.
BA(Hons) in Theology, Ministry & Mission 


1. This programme is available at The Queen's Foundation in full-time and part-time modes of study. The programme may also be delivered at the Shallowford Teaching Centre, and through online modes.
Level 4 (Certificate)

2. Candidates shall study and be assessed in the following compulsory modules to the value of 60 credits:

	
	Module code
	Credit value

	Introduction to the Bible
	TMM1031
	20

	Brief Introduction to Church History
	TMM1147
	10

	Brief Introduction to Christian Doctrine
	TMM1107
	10

	Foundations for Reflective Practice in Context (Long)
	TMM1451
	20


3. Candidates shall also study and be assessed in optional modules to the value of 60 credits from List A:

	List A:
	Module code
	Credit value

	Growing Together in Christ: Worship & Spirituality
	TMM1551
	20

	Foundations for Ministry & Worship in Context
	TMM1321
	20

	Spirituality & Discipleship
	TMM1521
	20

	Introduction to Preaching
	TMM1347
	10

	Mission and Evangelism
	TMM1361
	20

	Introducing Theological Reflection
	TMM1437
	10

	Introduction to Christian Worship
	TMM1537
	10

	Integrative Learning for Collaborative Practice (level 4)
	TMM1277
	10

	Using the Bible Today 
	TMM1051
	20

	Introduction to Christian Ethics
	TMM1167
	10


Level 5 (Diploma)

4. Candidates shall study and be assessed in the following compulsory modules to the value of 70 credits:
	
	Module code
	Credit value

	OT Text Study In Context
	TMM2087
	10

	NT Text Study In Context
	TMM2077
	10

	Topics in Christian Doctrine
	TMM2121
	20

	Christianity and Inter Faith Engagement
	TMM2257
	10

	Christian Faith & Ethical Living
	TMM2257
	20


5. Candidates shall also study and be assessed in optional modules to the value of 40 credits from List B and 10 credits from List C:
	List B:
	Module code
	Credit value

	Preparing for Denominational Ministry
	TMM2331
	20

	Christian Theology, Ritual and Pastoral Care
	TMM2501
	20

	Missional Theology in a Global Context
	
	20

	Independent Learning Project (Long)
	
	20


	List C:
	Module code
	Credit value

	Reflective Practice in Context (Short)
	TMM2527
	10

	Integrative Learning for Collaborative Practice (level 5)
	TMM2277
	10


Level 6 (Degree)

6. Candidates shall study and be assessed in modules to the value of 120 credits from lists D-G, including at least 20 credits from List D, at least 10 credits from list E, at least 20 credits from list F, and at least 10 credits from list G.

7. List D:
	
	Module code
	Credit value

	Extended Project in Theology, Ministry and Mission
	TMM3352
	40

	Dissertation in Theology, Ministry and Mission
	TMM3362
	40

	Independent Learning Project
	TMM3341
	20


8. List E:
	
	Module code
	Credit value

	Further OT Text Study In Context
	TMM3057
	10

	Further NT Text Study In Context
	TMM3047
	10

	Further Biblical Studies
	TMM3011
	20


9. List F:
	
	Module code
	Credit value

	Christian Doctrine in Focus
	TMM3101
	20

	Theologies of the Majority World
	TMM3157
	10

	Scriptures and Spiritualties beyond Boundaries
	TMM3257
	10

	Texts and Traditions in Christian Spirituality
	TMM2581
	20

	Missional Theology in a Global Context
	TMM3451
	20

	Common Good in Christianity and Islam
	TMM3237
	10


10. List G:
	
	Module code
	Credit value

	Further Reflective Practice in Context (Long)
	TMM3491
	20

	Further Reflective Practice in Context (Short)
	TMM3487
	10

	Further Biblical Studies
	TMM3011
	20


2.
DIPLOMA OF HIGHER EDUCATION IN THEOLOGY, MINISTRY & MISSION 
1. This programme is available at The Queen's Foundation in full-time and part-time modes of study. The programme may also be delivered at the Shallowford Teaching Centre, and through online modes.
Level 4 (Certificate)

2. Candidates shall study and be assessed in the following compulsory modules to the value of 60 credits:

	
	Module code
	Credit value

	Introduction to the Bible
	TMM1031
	20

	Brief Introduction to Church History
	TMM1147
	10

	Brief Introduction to Christian Doctrine
	TMM1107
	10

	Foundations for Reflective Practice in Context (Long)
	TMM1451
	20


3. Candidates shall also study and be assessed in optional modules to the value of 60 credits from List A:

	List A:
	Module code
	Credit value

	Growing Together in Christ: Worship & Spirituality
	TMM1551
	20

	Foundations for Ministry & Worship in Context
	TMM1321
	20

	Spirituality & Discipleship
	TMM1521
	20

	Introduction to Preaching
	TMM1347
	10

	Mission and Evangelism
	TMM1361
	20

	Introducing Theological Reflection
	TMM1437
	10

	Introduction to Christian Worship
	TMM1537
	10

	Integrative Learning for Collaborative Practice (level 4)
	TMM1277
	10

	Using the Bible Today 
	TMM1051
	20

	Introduction to Christian Ethics
	TMM1167
	10


Level 5 (Diploma)

4. Candidates shall study and be assessed in the following compulsory modules to the value of 70 credits:
	
	Module code
	Credit value

	OT Text Study In Context
	TMM2087
	10

	NT Text Study In Context
	TMM2077
	10

	Topics in Christian Doctrine
	TMM2121
	20

	Christianity and Inter Faith Engagement
	TMM2257
	10

	Christian Faith & Ethical Living
	TMM2257
	20


5. Candidates shall also study and be assessed in optional modules to the value of 40 credits from List B and 10 credits from List C:
	List B:
	Module code
	Credit value

	Preparing for Denominational Ministry
	TMM2331
	20

	Christian Theology, Ritual and Pastoral Care
	TMM2501
	20

	Missional Theology in a Global Context
	
	20

	Independent Learning Project (Long)
	
	20


	List C:
	Module code
	Credit value

	Reflective Practice in Context (Short)
	TMM2527
	10

	Integrative Learning for Collaborative Practice (level 5)
	TMM2277
	10


3.
 CERTIFICATE OF HIGHER EDUCATION IN THEOLOGY, MINISTRY & MISSION (120 credits)

1. This programme is available at The Queen's Foundation in full-time and part-time modes of study. The programme may also be delivered at the Shallowford Teaching Centre, and through online modes.
Level 4 (Certificate)

2. Candidates shall study and be assessed in the following compulsory modules to the value of 60 credits:

	
	Module code
	Credit value

	Introduction to the Bible
	TMM1031
	20

	Brief Introduction to Church History
	TMM1147
	10

	Brief Introduction to Christian Doctrine
	TMM1107
	10

	Foundations for Reflective Practice in Context (Long)
	TMM1451
	20


3. Candidates shall also study and be assessed in optional modules to the value of 60 credits from List A:

	List A:
	Module code
	Credit value

	Growing Together in Christ: Worship & Spirituality
	TMM1551
	20

	Foundations for Ministry & Worship in Context
	TMM1321
	20

	Spirituality & Discipleship
	TMM1521
	20

	Introduction to Preaching
	TMM1347
	10

	Mission and Evangelism
	TMM1361
	20

	Introducing Theological Reflection
	TMM1437
	10

	Introduction to Christian Worship
	TMM1537
	10

	Integrative Learning for Collaborative Practice (level 4)
	TMM1277
	10

	Using the Bible Today 
	TMM1051
	20

	Introduction to Christian Ethics
	TMM1167
	10


4.
CERTIFICATE OF HIGHER EDUCATION IN CHRISTIAN THEOLOGY, MINISTRY & MISSION (180 credits)

1. This programme is available at The Queen's Foundation in full-time and part-time modes of study. The programme may also be delivered at the Shallowford Teaching Centre.
I. Track 2 Pathway (Evening/Weekend/ residential delivery)
Level 4 

2. Candidates following the track 2 pathway (evening/weekend/ residential) shall study and be assessed in the following compulsory modules to the value of 100 credits:

	
	Module code
	Credit value

	Introduction to the Bible
	TMM1031
	20

	Brief Introduction to Church History
	TMM1147
	10

	Brief Introduction to Christian Doctrine
	TMM1107
	10

	Foundations for Reflective Practice in Context (Long)
	TMM1451
	20

	Growing Together in Christ: Worship & Spirituality
	TMM1551
	20

	Mission and Evangelism
	TMM1361
	20


Level 5 

3. Candidates shall study and be assessed in the following compulsory modules to the value of 70 credits:
	
	Module code
	Credit value

	Preparing for Denominational Ministry
	TMM2441
	20

	NT Text Study In Context
	TMM2077
	10

	Christian Theology, Ritual and Pastoral Care
	TMM2501
	20

	Christianity and Inter Faith Engagement
	TMM2257
	10

	Introduction to Christian Ethics
	TMM2167
	10


4. Candidates shall also study and be assessed in optional modules to the value of 10 credits from List A:
	List A:
	Module code
	Credit value

	Reflective Practice in Context (Short)
	TMM2527
	10

	Integrative Learning for Collaborative Practice (level 5)
	TMM2277
	10


II. Track 1 Pathway (Daytime delivery)

Level 4 

5. Candidates following the track 1pathway (daytime delivery) shall study and be assessed in the following compulsory modules to the value of 110 credits:

	
	Module code
	Credit value

	Introduction to the Bible
	TMM1031
	20

	Brief Introduction to Church History
	TMM1147
	10

	Brief Introduction to Christian Doctrine
	TMM1107
	10

	Foundations for Reflective Practice in Context (Long)
	TMM1451
	20

	Introduction to Christian Worship
	TMM1537
	10

	Mission and Evangelism
	TMM1361
	20

	Foundations for Ministry and Worship in Context
	TMM1321
	20


Level 5 

6. Candidates shall study and be assessed in the following compulsory modules to the value of 70 credits:

	
	Module code
	Credit value

	Preparing for Denominational Ministry
	TMM2441
	20

	NT Text Study In Context
	TMM2077
	10

	Christian Theology, Ritual and Pastoral Care
	TMM2501
	20

	Christianity and Inter Faith Engagement
	TMM2257
	10

	Introduction to Christian Ethics
	TMM2167
	10


5.
MA in Theology, Ministry & Mission (180 credits)
1. This programme is available at The Queen’s Foundation in full-time and part-time mode.

Level 7 (Masters)

2. Candidates shall study and be assessed in the following compulsory modules to the value of 80 credits:

	
	Module code
	Credit value

	Research and Reflection: Resources and Methods
	TMM42220
	20

	Dissertation in Theology, Ministry and Mission
	TMM42360
	60


3. Candidates shall also study and be assessed in optional modules to the value of 100 credits from List A:

	List A:
	Module code
	Credit value

	Advanced Biblical Studies
	TMM40220
	20

	Advanced Topic Christian Ethics
	TMM41520
	20

	Theology in Dialogue
	TMM42120
	20

	Reflective Practice Placement
	TMM43020
	20

	Theology in Global Perspectives
	TMM42620
	20

	Reflective Practice: Leadership & Collaboration
	TMM43320
	20

	Reflective Practice: Mission & Evangelism
	TMM43520
	20


Up to 20 credits of module list A may be replaced by module list B

	List B:
	Module code
	Credit value

	Independent Learning Project (long) (Level 6)
	TMM3341
	20

	Missional Theology in a Global Context (level 6)
	TMM3451
	20


6.
Postgraduate Diploma in Theology, Ministry & Mission (120 credits)
1. This programme is available at The Queen's Foundation in full-time and part-time modes of study. The programme may also be delivered at the Shallowford Teaching Centre.
Level 7 (Postgraduate)

2. Candidates shall study and be assessed in the following compulsory modules to the value of 20 credits:

	
	Module code
	Credit value

	Research and Reflection: Resources and Methods
	TMM42220
	20


3. Candidates shall also study and be assessed in optional modules to the value of 100 credits from List A:
	List A:
	Module code
	Credit value

	Advanced Biblical Studies
	TMM40220
	20

	Advanced Topic in Christian Ethics
	TMM41520
	20

	Theology in Dialogue
	TMM42120
	20

	Reflective Practice Placement
	TMM43020
	20

	Theology in Global Perspectives
	TMM42620
	20

	Reflective Practice: Leadership & Collaboration
	TMM43320
	20

	Reflective Practice: Mission & Evangelism
	TMM43520
	20


F. Student Complaints Policy and Procedure

INTRODUCTION AND PRINCIPLES

1. The Queen’s Foundation aims to provide a high standard and quality of service in respect of its academic provision, but recognises that occasionally things do go wrong.  As part of its commitment to enhancing the student experience, this procedure has been established to deal with academic complaints from students.

2. Students who have a complaint to make regarding academic provision should follow the procedure below:

(i) for minor matters in relation to module or programme design and delivery: students should speak with the Module Coordinator/leader or Academic Dean in the first instance (all staff contact details referred to in this policy are available from the Queen’s website – www.queens.ac.uk or the Queen’s VLE).

(ii) for matters of significance relating to any staff member or tutor: students should contact the Academic Dean.  (In the event of the complaint relating to the Academic Dean they should contact the Principal. If the complaint is about the Principal the Academic Dean will contact the President of Governors. This arrangement is implicit in the remainder of this document.)

(iii) students who wish to make a complaint about a fellow student: if the matter cannot be resolved student-to-student, the student who wishes to make a complaint should contact the Principal.

3. As matters that are dealt with informally at an early stage have the best chance of being resolved effectively, the formal stage of this procedure should only be applied if informal procedures have been exhausted and the complainant remains dissatisfied.

4. It is recognised, however, that there may be occasions when an informal approach is not appropriate.  In such instances the student may wish to proceed to a formal stage in the procedure, giving reasons for doing so.  In such situations the recipient of the complaint should decide at which stage in the procedure set out below the complaint should most appropriately be considered, taking account of its particular nature and circumstances.

5. In respect of particularly serious complaints, the student may write directly to the Principal without having followed the informal or formal stages of this procedure set out below.  In such cases the Principal shall decide whether or not to conduct his or her own investigation into the complaint or whether it should more appropriately be referred to an earlier stage in the procedure.

6. Every reasonable effort will be made to deal promptly and efficiently with all complaints, to investigate them thoroughly, objectively and independently and to seek to resolve them satisfactorily.  If a complaint is upheld, The Queen’s Foundation will seek to provide an appropriate response and will correct any mistakes or misunderstandings and will take any other action as appropriate.  If a complaint is not upheld, reasons for that decision will be given in a timely manner.

7. All complaints will be dealt with in confidence with the proviso that enquiries will have to be made to investigate the matters that are the subject of the complaint.  An individual against whom a complaint is made has the right to be supplied with a copy of the complaint and to comment on it.  A complaint cannot be investigated if the student does not wish the substance of the allegation to be made known to the individual concerned.

8. The Queen’s Foundation will treat complaints seriously and will deal with them without recrimination.

9. Where a complaint is shown to be frivolous, vexatious or motivated by malice, it will be dismissed and disciplinary action may be taken against the student.
10. The time limits set out in this procedure will normally be followed.  However, where, for good reason, this is not possible, the complainant will be kept informed of progress.

SCOPE OF THE PROCEDURE

11. The procedure is designed to encompass academic complaints from students concerning their experience as a Queen’s Foundation student on the Common Awards programmes.

12. ‘Academic complaints’ can relate to any aspect of the approved academic provision including (but not restricted to) complaints from students concerning their experience of:

a. the arrangements for, or delivery of, teaching or assessment for the academic programme;

b. the adequacy of supervision for modules that are a formal and assessed part of the academic programme;

c. the academic support that is part of the academic programme;

d. assessed placements that are a formal part of the academic programme;

e. administrative or support services that relate to the academic programme;

f. information or publicity in relation to the academic programme;

g. the infrastructure for academic programmes, including learning resources and teaching spaces. 

13. The above is not a definitive or exhaustive list; academic complaints may relate to other areas of academic provision or support where these are perceived to have had a negative impact on the student’s academic programme or progress.  

14. This procedure does not extend to ‘academic appeals’ (i.e. appeals relating to examinations or assessments or to academic progress or against expulsion or exclusion on academic grounds).  Information on the University’s approach to academic appeals is available in the University Calendar, General Regulation VII - Academic Appeals. 

15. Equally, the procedure does not cover the following, for which separate procedures exist:

a. complaints involving a decision that a student has failed to meet his/her academic commitments (see Durham University’s Academic Progress procedure);
b. complaints involving an allegation of misconduct by a student (see the Queen’s Foundation Misconduct and Fitness to Practice Policy and the University Calendar, General Regulation IV – Discipline).

c. complaints involving an allegation of harassment (see the Queen’s Foundation Bullying and Harassment Policy and the University’s Respect at Work and Study policy).
16. It is expected that the student concerned will pursue the complaint personally; complaints submitted by a third party will not normally be accepted.

17. The effectiveness of any complaints procedure depends on the Queen’s Foundation being able to collect appropriate information from the parties involved in order to investigate the matter properly.  For this reason, anonymous complaints will not be dealt with under this procedure.  It is at the discretion of the person receiving an anonymous complaint to determine how the matter is handled.

18. Complaints by a group of students are often of a general nature where it is usually more appropriate for the students to raise the matter with a student representative in the first instance.  Complaints may then be made by a group of students if the relevant representation system has not achieved a satisfactory outcome, or this is not thought to be an appropriate route.

19. If the complainant remains dissatisfied once the Queen’s Foundation’s informal and formal procedures are exhausted, the student will have the right to request a review by Durham University.  The University will determine whether to review the complaint to ascertain whether the TEI’s policy and processes had been implemented correctly.  

20. It is the Queen’s Foundation’s practice to review its policies and procedures regularly in order to identify any areas of practice or provision for enhancement.

STAGES OF THE PROCESS

Overview

21. The complaints process has 3 Stages:

	LEVEL 1:  Investigation of the complaint at TEI level 

	STAGE 1: Informal resolution (TEI)

	STAGE 2: Formal resolution (TEI)


	LEVEL 2:  Referral to the University (if the complaint cannot be resolved at TEI level)

	STAGE 3: University review (Durham University)


Stage 1: Informal Stage

22. Most complaints can be resolved informally and, where practicable, a complaint should be dealt with as close as possible to the point at which it arises.  A student who wishes to complain should, therefore, initially discuss the matter with those directly responsible.  If the student is unhappy about approaching the person directly responsible, they may seek counsel from their personal tutor or their Centre Director.

23. Students should raise a complaint no more than 28 days after the event that the complaint concerns unless there is good reason for the delay.

24. The Academic Dean, or designated officer, should if, possible, have a face-to-face discussion with the student concerned, to come to an understanding of the exact nature of the student's dissatisfaction and to explore what outcome the student seeks.  

25. If appropriate, the Academic Dean, or designated officer, should initiate mediation as part of the informal resolution.

26. Wherever possible, student complaints should be resolved at this informal level, without the need to resort to formal proceedings.  A student should normally expect to receive a written or verbal acknowledgement within five working days and a full response within fifteen working days of receipt of the complaint.  

27. At the conclusion of any informal resolution attempts, the student will be informed of the formal complaint procedure (Stage 2).

Stage 2: Formal Stage: TEI

28. If the Stage 1 procedures have been exhausted, and the student is not satisfied with the response, he or she may initiate a formal complaint to the Principal, using the complaints form which is part of this policy and also available on the Queen’s VLE.

29. If a complaint is received at Stage 2, without prior consideration at Stage 1, the Queen’s Foundation will normally try to resolve the complaint using informal mechanism in the first instance where appropriate.

30. The information to be included in the complaint by the student is as follows:

a. details of the complaint;

b. a statement of the action already taken to try and resolve the complaint informally and why the response given is considered unsatisfactory;

c. any supporting information or evidence;

d. the form of resolution or redress sought.

31. The Queen’s Foundation will acknowledge receipt of the complaint within five working days.

32. The person dealing with the formal complaint must be independent of the source of the complaint and will either investigate the matter him or herself or will delegate responsibility to another appropriate person to undertake the investigation on his or her behalf.

33. The person dealing with the formal complaint will seek resolution of the complaint by a means appropriate to its nature and circumstance.  Such means may include:

a. correspondence between the parties;

b. negotiation with the student or with appropriate members of staff or with both;

c. facilitation of a conciliation meeting between the student and student/staff concerned;

d. facilitation of a mediation meeting between the student and student/staff concerned.

34. If the person dealing with the formal complaint decides to investigate the complaint via correspondence, the student bringing forward the complaint will be sent a copy of any comments obtained during this process and will be invited to submit a response.  This will be done prior to a decision being reached in relation to the complaint.

35. In very exceptional circumstances (for example, in particularly complex cases, or those involving disciplinary issues), provisions may be made for hearings.  The Committee shall consist of the Principal (or his/her nominee) and two other members of the academic staff appointed for the particular purpose who have not been involved in any earlier proceedings.  The parties will be notified in writing of the date and time of the committee, and the names of its members as soon as reasonably practicable, and at least ten working days before the date of the hearing.  If any party wishes to object to any of the Committee members he/she must do so as soon as possible and in any event at least five working days before the date of the hearing. The only ground for objection is that of possible bias arising from involvement in the process at an earlier stage, or involvement in a related appeal hearing, disciplinary hearing or grievance procedure.  The student involved may be accompanied at the hearing by a fellow student or a member of staff.

36. The Level 1 procedures (Stages 1 and 2 combined) should normally be completed, and a written response sent to the student, within eight weeks of the complaint being received.  

37. The possible outcomes from the Stage 2 process include:

a. a resolution, reached in co-operation with the student, following conciliation or mediation if appropriate;

b. if the complaint is upheld, a recommendation will be made outlining how the issue(s) identified in the complaint should be addressed including, if applicable, appropriate redress to the student;

c. dismissal of the complaint with reasons given to the student in writing.

38. The response will also inform the student of their right to request a review of the complaint by Durham University (i.e. Stage 3 of the process).

39. A copy of the letter to the complainant informing them of the outcome of their complaint will retained in accordance with the Queen’s Foundation Data and Record Retention Policy.  

Stage 3: Review Stage: University

40. If the student is dissatisfied with the outcome of Stage 2, and believes that the complaint has been handled improperly or unfairly according to this policy, the student may request that the complaint is reviewed by Durham University.

41. The student can request a review by writing to Durham University no later than 10 working days after the date of the Stage 2 response.

42. The student must provide the following information:
a. details of the complaint (including relevant correspondence from Stages 1 and 2, and any further new supporting documentation);

b. details of why the student remains dissatisfied;

c. details of the form of resolution or redress sought.

43. Receipt of the request for a review will be acknowledged by the University within five working days.  This acknowledgement will advise students that they may seek advice from the Durham Students’ Union (DSU) throughout the Stage 3 process.

44. The University will determine whether to review the complaint to ascertain whether the TEI’s policy and processes had been implemented correctly.  

45. The possible outcomes include:

a. if procedural irregularities are identified: the complaint will normally be referred back to the TEI for re-investigation;

b. if the complaint is deemed to be outside the parameters of an ‘academic complaint’ (as defined in para. 12, above): the complaint will be referred back to the TEI for investigation as a complaint that is out with the Common Awards provision;

c. if the TEI’s policies and processes had been implemented correctly: the complaint normally will be dismissed, the reasons for dismissal will be provided to the student in writing, and a completion of procedures letter will be issued.

46. The student will be notified of the University’s decision within 28 days of the University’s receipt of the request for a review.

47. If the University dismisses the review request there shall be no further opportunity for the complaint to be pursued within the University.
48. The University’s formal response at the completion of Stage 3 will advise the student that they can refer their complaint to the Office of the Independent Adjudicator. 

OFFICE OF THE INDEPENDENT ADJUDICATOR (OIA)

49. If Stages 1-3 have been completed and the student remains dissatisfied with the outcome, the student may complain to the Office of the Independent Adjudicator (OIA) within 3 months of the issue of a completion of procedures letter by the University.  
50. Information about the OIA and the procedure for submitting complaints can be obtained from Durham University’s Academic Support Office, the Durham Students' Union website, or from the OIA website: www.oiahe.org.uk.
G. Resits: Durham University Regulations
Summary of the Permitted Number of Resits (by programme). Full guidance on resits is available in the relevant Core Regulations document.

Resits are permitted for failed modules only (i.e. for modules that fall below the pass mark).  Following a resit, the module mark must be capped at the pass mark. If a student does not pass the module following the resit, they cannot be granted any further resits.

Undergraduate

	Programme 
	Pass mark
	Year: Level 4
	Year: Level 5
	Year: Level 6

	Certificate of Higher Education in Theology, Ministry and Mission (120)
	40%
	1 resit for any number of modules failed at the first attempt (i.e. up to 120 credits)
	
	

	Certificate of Higher Education in Christian Ministry and Mission (180)
	40%
	1 resit for any number of modules failed at the first attempt (i.e. up to 120 credits)
	1 resit for modules failed at the first attempt (i.e. up to 60 credits)
	

	Diploma of Higher Education in Theology, Ministry and Mission
	40%
	1 resit for any number of modules failed at the first attempt (i.e. up to 120 credits)
	1 resit for modules failed at the first attempt, up to a maximum of half the overall credit value for the Level (i.e. 60 credits)
	

	BA in Theology, Ministry and Mission
	40%
	1 resit for any number of modules failed at the first attempt (i.e. up to 120 credits)
	1 resit for modules failed at the first attempt, up to a maximum of half the overall credit value for the Level (i.e. 60 credits)
	No resits permitted


Graduate

	Programme 
	Pass mark
	

	Graduate Diploma in Theology, Ministry and Mission
	40%
	1 resit for any number of modules failed at the first attempt


Postgraduate

	Programme 
	Pass mark
	Level 7

	Postgraduate Diploma in Theology, Ministry and Mission
	50%
	1 resit for modules failed at the first attempt, up to a maximum of half the overall credit value for the programme (i.e. 60 credits)

	MA in Theology, Ministry and Mission 
	50%
	1 resit for modules failed at the first attempt up to a maximum of half the overall credit value for the programme, excluding the dissertation (i.e. 60 credits) and 1 resit for the dissertation.


Taken from: https://www.dur.ac.uk/common.awards/policies/boards.examiners/tei/resits/ 
H. Academic Appeals
The full policy can be found on Moodle under Academic and Foundation Information / Foundation Policies/

The scope of the policy is as follows:

“(2) Scope

An academic appeal investigation has a limited scope. Effectively the investigation amounts to a check as to whether the decision appealed was reached: 

(a) in accordance with correct Foundation and /or University procedures; and

(b) in the light of relevant information.

Matters of academic judgement cannot be appealed. The University defines “academic judgement” as the professional and scholarly knowledge and expertise which members of the Foundation and Durham University staff and the external examiners draw upon in reaching an academic decision.

Academic judgement therefore includes, but is not restricted to, decisions about the severity of impact of mitigating circumstances on academic performance, decisions about the academic standard attained by students, marks and grades to be awarded for individual pieces of work or modules, and degrees and degree classifications to be awarded, or not.

In view of its limited scope, there are two primary circumstances in which an academic appeal may be appropriate:

(a) that there might have been a serious error in the way in which the original decision was made;

(b) that there exists or existed circumstances affecting the student’s performance of which, for good reason, the Board of Examiners or Committee or University Officer might not have been aware when the original decision was made.”

H ACADEMIC APPEALS FLOW DIAGRAM


NEW APPENDIX I-  ‘Prevent’ Duty: use of IT equipment and online materials

Under the statutory terms of the Prevent Duty (part of the Counter-Terrorism and Security Act of 2015), and related to the Foundation’s overall Safeguarding strategy and responsibility, there must be protection from exploitation intended to draw people into extremism, including violence and terrorism in the cause of particular worldviews. The Foundation’s risk assessment and action plan are reviewed regularly in this regard, and should be read in conjunction with handbooks and policy statements including those concerning academic freedom, and communications/publicity. 

The Foundation’s Prevent Duty single point of contact is Jonathan Dean, and all concerns related to these issues should be communicated to him or to the Principal.

With particular reference to the use of Foundation IT equipment and access to online materials via the Foundation’s internet provision, students are reminded firstly of the way the handbooks describe our ethos:

‘Belonging together’ is hard work because we bring our assumptions and prejudices – conscious and unconscious - our limited awareness and sometimes selfish pre-occupations. It requires love, generosity, hospitality, openness, awareness, empathy, wisdom and vision. This is our shared work, but it is the Foundation's responsibility to provide a structure in which this work can be done and the time and places in which we can do this work and reflect on it. 

Queen’s aims to be a place that:

· affirms and celebrates God as the centre and goal of our corporate  and personal life;

· is an hospitable and inclusive community to which all in the Foundation belong and which binds all in the Foundation together in common and mutual life…
These principles underpin all our life, including our use of the internet. Specifically, proper use of Foundation computers, IT equipment and wifi connections, includes strict rules, which include the following:

· the prohibition of transmission of offensive or discriminatory material via Queen’s e-mail;

· the prohibition of using internet facilities to search for/download material that is offensive, violent or discriminatory;

· a warning about use of social networking sites (even in one’s own time) to disseminate defamatory or offensive material or views.
Any such activities would normally be regarded as a violation of proper conduct, and be referred for disciplinary action through the normal channels.
Those who feel they need to download material of this nature for research purposes must first gain approval through the Director of Research and the ethics committee. 

The Foundation does not currently filter IT provision, because of the relative maturity of our students, the Christian ethos of dignity, courtesy and respect to which they are committed as members of the community, and the clear guidelines already in place about the use of all IT facilities. The Leadership Team will keep this decision under review.
For further information, please see:


Prevent Policy Risk Assessment & Action Plan


Communications & Publicity Policy


Prevent Duty Narrative & Policy document


Safeguarding policy (updated, November 2016)


Student handbooks
Academic Support - who to contact for what:
1. Module and Programme enrolments/pathways:

If you have questions or concerns about your pathway or overall programme you should speak to your Centre Director.  If you have questions or concerns about enrolment in specific modules you should contact the Director of Studies.
2. Extensions / Mitigations/ ILPs:  

Speak first to your personal tutor, who must agree to the terms/ change of dates and approve these.  

You must submit completed forms with evidence to registry@queens.ac.uk 
3. Submitting a summative assessment:  

a) Ask your module tutor if anything is unclear in the module handbook or on the VLE about the deadline or location of dropboxes.  Do this well before the submission deadline.
b) If you are having technical difficulties about your dropbox submission contact Registry on Katherine, Wanda’s or Georgina’s phone numbers as listed below, or email:  moodle@queens.ac.uk.  Do NOT email your tutor as this will make your submission un-anonymous.  Deadlines are 1pm on the stated date so support will be available on the day but you are encouraged not to leave it to the last moment to make your submission.
c) If you submit the wrong document or don’t correctly name the assignment, ask us to “unlock” your submission: moodle@queens.ac.uk   If you are have not received assessment feedback or trying to find it contact:  marking@queens.ac.uk 
4. Disabled Student Allowance

a) Assistance with applying for this:  speak with your personal tutor in the first instance 
b) Screening for specific learning difficulty:  speak first to your personal tutor.  For further screening or support for obtaining a diagnosis contact your Centre director.
5. Virtual Learning Environment (Moodle)

a) If you have forgotten your username or password then press “Forgotten your username or password” under the “login” button on the log in page”.

b) Other technical queries to moodle@queens.ac.uk.

c) Queries about your module enrolment/ work to your module tutor.

6. Complaint

See our policies for guidance on Moodle:  Academic and Foundation Information/ Foundation Policies.
7. University or Queen’s Academic Regulations

Contact the Academic Registrar. 
8. Finance

For questions about fees, concerns about payment, or information about student finance, contact the finance department: financeadmin@queens.ac.uk  

9. Unsatisfactory responses

If you are not satisfied with the response to your questions or concerns then you should inform the Academic Dean: d.allen@queens.ac.uk 
Relevant Staff

Revd Canon Dr David Hewlett
Position
Principal of the Queen’s Foundation 

Email
d.hewlett@queens.ac.uk
Dr David Allen
Position
Academic Dean

Email
d.allen@queens.ac.uk 

Telephone
0121 452 2625 

Dr Rachel Starr
Position
Director of Studies for Undergraduate Programmes
Email
r.starr@queens.ac.uk 

Telephone
0121 452 2622 

Revd Dr Jonathan Dean
Position
Director of Studies for taught Post Graduate Programmes
Email:
j.dean@queens.ac.uk
Telephone
0121 452 2669


Revd Dr Paul Nzacahayo
Position
Director of Studies.
Email:
p.nzacahayo@queens.ac.uk

Telephone
0121 452 2677


Academic Registry
Katherine Onion

Position
Academic Registrar

Email
k.onion@queens.ac.uk
Telephone
0121 454 1527 (reception and ask to be put through)

Wanda Grudzinska

Position
Academic Administrator, Registry
Email
w.j.grudzinska@queens.ac.uk 

Telephone
0121 452 2626
Georgina Bewley

Position
Registry Administrator and Administrator Centre for Discipleship and Theology
Email
bewleyg@queens.ac.uk
Telephone
0121 452 2628

Library

Michael Gale

Position
Foundation Librarian 

Email
library@queens.ac.uk 

Telephone
0121 452 2621 

The Queen’s Foundation for Ecumenical Theological Education is a company limited by guarantee, registration number 5511503.


Registered Office: 14 Somerset Road, Edgbaston, Birmingham B15 2QH


Telephone: 0121 454 1527   Facsimile: 0121 454 8171


Email: � HYPERLINK "mailto:enquire@queens.ac.uk" ��enquire@queens.ac.uk�   www.queens.ac.uk
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3. The Principal or nominee: investigates and reports the outcome of this review to the student within 28 days.





1. Within 14 days of receiving the outcome of the academic appeal stage 1, the student completes an academic appeal stage 2 proforma and submits to the Common Awards Team   The form must be completed in full with evidence attached.





2. Within 42 Days the Common Awards Committee : investigates and reports the outcome to the student.





1. Student notified of outcome of Informal review.  Within 21 days student has tight to submit a stage 1 Academic Appeal to Common Awards Management Committee





Stage 1 Appeal





2. Within one calendar month of this notification student writes letter to Principal outlining request for review.  See Appendix A for a guide to writing this letter





1. Student notified of outcome of an academic committee e.g. exam board/ progress or academic malpractice committee





Informal Review


Queen’s





3. Within 10 days of the meeting the student is sent a written judgement.





2. Within 28 days of a decision being taken that an academic appeals committee needs to take place, a committee is established,  the students is given at least 2 weeks’ notice.





See the full Policy and procedure for the process this simplified versions concentrates on showing key timings for processes.  The Policy and Procedure take precedence over this diagram.





Stage 2 Appeal








� A full time post graduate year is 12 months and is 180 credits.


� You can find more Information on all the modules within the Common Awards at � HYPERLINK "https://www.dur.ac.uk/common.awards/modules/" �https://www.dur.ac.uk/common.awards/modules/� �The validated Queen’s programme has chosen from these modules and from their possible mode of assessment.  Other TEIs within the CA framework will have made different choices of modules and assessment modes. 


� All modules have an agreed number of hours given to them, which is set by the University at point of validation. The guidelines for these may be found on: � HYPERLINK "https://www.dur.ac.uk/resources/common.awards/2014-02-20_CONTACT_HOURS_Framework_and_Guidance.pdf" �https://www.dur.ac.uk/resources/common.awards/2014-02-20_CONTACT_HOURS_Framework_and_Guidance.pdf� 


� More information about the module and its specification can be found at the link above to Common Awards modules.  Specific details on which assessment has been approved for Queen’s are available on the “module overview tables” on this page: � HYPERLINK "https://www.dur.ac.uk/common.awards/modules/overview.tables/" ��https://www.dur.ac.uk/common.awards/modules/overview.tables/�





� � HYPERLINK "http://www.queens.ac.uk/library" �http://www.queens.ac.uk/library� 


� https://www.dur.ac.uk/common.awards/regulations/core/ 


� These are available at: � HYPERLINK "https://www.dur.ac.uk/common.awards/assessment/coversheets/" �https://www.dur.ac.uk/common.awards/assessment/coversheets/�


� The “name” of your file referes to the name of the document rather than just the name that you type onto the assessment cover sheet.  If you are not clear what this means then please contact registry to ask for assistance.


� See: � HYPERLINK "http://turnitin.com/en_us/privacy-center/overview" �http://turnitin.com/en_us/privacy-center/overview� 


� For details of the penalties, and how they are applied, see the Penalties section Appendices on House Style and Policy on Plagiarism.


� � HYPERLINK "https://www.dur.ac.uk/resources/common.awards/2015_07_14_Assessment_Sample_Lengths_and_Weightings.pdf" �https://www.dur.ac.uk/resources/common.awards/2015_07_14_Assessment_Sample_Lengths_and_Weightings.pdf� 


� For instance if you upload the wrong document.


� See Appendix A for an example of the feedback sheet


� https://www.dur.ac.uk/common.awards/assessment/criteria/


� Or below 50 at level 7


� Note that any level 6 modules taken as part of the approved MA programme have a pass mark of 50 not 40


� � HYPERLINK "https://www.dur.ac.uk/common.awards/policies/boards.examiners/roles/externals/" �https://www.dur.ac.uk/common.awards/policies/boards.examiners/roles/externals/� 


� See: � HYPERLINK "https://www.dur.ac.uk/common.awards/policies/external.examiners/" �https://www.dur.ac.uk/common.awards/policies/external.examiners/� for a description of the external examiner role.  See also � HYPERLINK "https://www.dur.ac.uk/common.awards/policies/external.examiners/exex/" �https://www.dur.ac.uk/common.awards/policies/external.examiners/exex/�  and 


� HYPERLINK "https://www.dur.ac.uk/common.awards/policies/external.examiners/exmod/" �https://www.dur.ac.uk/common.awards/policies/external.examiners/exmod/�         


� � HYPERLINK "http://www.qaa.ac.uk/reviews-and-reports/provider?UKPRN=10032282#.V5d7N6Lsekg" �http://www.qaa.ac.uk/reviews-and-reports/provider?UKPRN=10032282#.V5d7N6Lsekg� 


� � HYPERLINK "http://www.hefce.ac.uk/reg/register/search/Provider/10032282" �http://www.hefce.ac.uk/reg/register/search/Provider/10032282� 


� For further details, see: � HYPERLINK "http://www.accreditedqualifications.org.uk/qualifications-and-credit-framework-qcf.html" �http://www.accreditedqualifications.org.uk/qualifications-and-credit-framework-qcf.html� 
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