Academic Progress Procedure – Taught Programmes
1.
APPLICATION

1.1 This Procedure applies to all undergraduate and postgraduate students on taught programmes.  The procedures for postgraduate research students are detailed separately in the Research Student Monitoring Procedure.

2. DEFINITION

2.1
All students are expected:

2.1.1
to be in attendance for the full duration of the published session dates for their individual programme of study;

2.1.2
to comply with the attendance requirements for their individual programme of study.

2.2
This Procedure provides a mechanism for monitoring the academic progress/attendance of students and formalises the procedures for dealing with students whose progress/attendance is regarded as unsatisfactory.  For the purpose of this Procedure:

2.2.1
unsatisfactory academic progress shall include failure to comply with University or School requirements relating, inter alia, to classes, examinations, field work, placements, practicals, projects and coursework;

2.2.2
"exclusion" shall be defined as the discontinuance of the registration of a student on his/her programme(s) for a specified period of time or permanently.

2.3 For the purpose of this procedure, the term "academic week" shall be defined as any calendar week which falls within the advertised session dates for the programme of study.

3.
RESPONSIBILITY

3.1
In accordance with the provisions of Ordinance 7 (Schools and Heads of Schools), Heads of Schools are to be responsible for the allocation of the financial and other resources necessary for monitoring the academic progress of students registered on taught programmes.  Within the financial and other resources made available by the Head of School, Boards of Studies shall:

3.1.1
ensure that suitable procedures exist for the monitoring of student progress in all programmes within their jurisdiction;

3.1.2
ensure that information on these procedures is made known to students; 

3.1.3
act in accordance with the approved procedure for monitoring the academic progress of students as detailed below.

3.2
The responsibility for applying this Procedure shall lie:

3.2.1
with the Board of Studies:  for the issue of formal written warnings;

3.2.2
with the Academic Progress Committee:  the power of Senate to exclude students on the grounds of unsatisfactory academic progress and/or attendance shall be vested in the Academic Standards and Quality Committee which shall delegate such powers to an Academic Progress Committee. 

4.
APPLYING THE PROCEDURE – BOARD OF STUDIES

4.1
Subject to the provisions of 3.1 above, each Board of Studies shall establish such procedures as it deems necessary for the monitoring of students' academic progress.

4.2
Any member of a Board of Studies may bring to the attention of the Board details of a student whose progress is giving cause for concern.  The Board of Studies should then decide whether the student's academic progress is unsatisfactory. 

4.3
Where a student is pursuing a programme which is jointly administered by more than one Board of Studies, the Chairs of the Boards of Studies shall be required to consult before taking action in respect of a particular student.  In the event of a disagreement between the Chairs of Boards of Studies on a matter relating to the exclusion of a student, the Head of the home School shall arbitrate.

4.4
A Board of Studies which has decided that the academic progress of a student is unsatisfactory shall issue a formal written warning of possible exclusion to the student.  This communication should contain:

4.4.1
a report on the progress of the student in each module/unit deemed to be unsatisfactory (including those taught in other Schools) which shall specify how the student has failed to satisfy the requirements for academic progress on his/her programme of study;

4.4.2
the duration of the warning and the requirements which the student must complete in order to avoid being recommended for exclusion to the Academic Progress Committee together with specific deadlines, where appropriate;

4.4.3
an invitation to the student to bring to the attention of the Chair of the Board of Studies information in writing relating to any circumstances which might have had an adverse effect on the student's ability to fulfil the academic requirements of the programme.

4.5 The Chair of the Board of Studies may act executively in these matters.

4.6
No exclusion warning issued to a student shall specify either:

4.6.1
achievement of a certain level of performance in one or more formal written examinations; or

4.6.2
an overall result in the formal progression or qualifying assessment/examination, as determined by an Examining Board;

as a requirement of a warning.  

4.7
The written warning and all other written communications between the Board of Studies and a student in connection with this procedure shall be sent by recorded delivery both to the student's declared contact and home addresses.

4.8
A warning of exclusion shall not be issued during a formal examination period for the specific programme of study, but a warning issued before such a period may extend into that period.  The warning shall remain in force for a minimum period of two calendar weeks in order that the student may have reasonable opportunity to improve his/her academic standing.  The maximum overall period during which a student may remain under warning shall be 12 academic weeks.

4.9 At the end of the specified warning period, the Board(s) of Studies or its (their) Chair(s) shall review the progress of the student and shall determine whether:

4.9.1
there has been sufficient improvement and no further action should be taken:  the student should be notified accordingly in writing; or
4.9.2
there has been some improvement but not sufficient for the warning of exclusion to be lifted:  the period of warning may be extended by the Board of Studies and the student should be notified in writing in accordance with 4.7.  The overall period of warning should not exceed the maximum of 12 academic weeks from the date of the letter notifying the student of the first formal written warning; or
4.9.3
there has been insufficient improvement and a formal recommendation for exclusion will be made to the Academic Progress Committee.

4.10
Any decision to recommend the exclusion of a student must be endorsed by the Head of School.  If the Board of Studies decides to recommend the exclusion of a student, the Chair of the Board of Studies shall inform the Director of Registry and Student Support and provide:

4.10.1
a copy of the formal written warning including a detailed list of the requirements which the student was required to complete in order to avoid being recommended for exclusion;

4.10.2
a report on the progress of the student in each module/unit (including those taught in other Schools) which shall specify how the student has failed to satisfy the requirements of the written warning.

4.11
If a student has previously been the subject of an official warning of possible exclusion and, in the same academic year, a Board of Studies again decides that the student's academic progress is unsatisfactory, then the Board of Studies shall have the discretion to decide whether:

4.11.1
to re-instigate the procedure detailed in 4.4; subject to the restrictions detailed in 4.8; 

4.11.2
to make a formal recommendation for the exclusion of the student to the Academic Progress Committee without the requirement to undertake the process described in 4.4.  Any decision to recommend the exclusion of a student must be endorsed by the Head of School.  If the Board of Studies decides to recommend the exclusion of a student, the Chair of the Board of Studies shall inform the student and the Director of Registry and Student Support in writing.  The Board of Studies shall supply the Director of Registry and Student Support with a report on the progress of the student in each module/unit (including those taught in other Schools) which shall specify how the student has failed to satisfy the requirements for academic progress on his/her programme of study.  These details will be made available to the Academic Progress Committee by the Director of Registry and Student Support or his/her nominee.

5.
APPLYING THE PROCEDURE - ACADEMIC PROGRESS COMMITTEE

5.1
The composition of the Academic Progress Committee is stated at 6 below.

5.2
Where a Board of Studies, or its Chair, has submitted a recommendation for the exclusion of a student, the Director of Registry and Student Support or his/her nominee shall convene a meeting of the Academic Progress Committee.  Such a meeting shall not be held during a period in which the student is taking examinations. 

5.3
The Director of Registry and Student Support or his/her nominee shall inform the student in writing that a recommendation for exclusion from his/her programme has been made and that an Academic Progress Committee has been convened to consider the matter.  The letter shall be sent by recorded delivery to both the student's declared contact and home addresses.

5.4
The letter of notification of the meeting of the Academic Progress Committee shall not be sent during a period in which the student is taking examinations.  The letter will be sent to the student concerned at least seven calendar days prior to the meeting and will include: 

5.4.1
the date, place and time when the Academic Progress Committee will meet;

5.4.2
a report on the progress of the student in each module/unit deemed to be unsatisfactory (including those taught in other Schools) which shall specify how the student has failed to satisfy the requirements of the written warning, or, if the student has been recommended for exclusion under 4.11, a report on the progress of the student in each module/unit (including those taught in other Schools) which shall specify how the student has failed to satisfy the requirements for academic progress on his/her programme;

5.4.3
an invitation to make written representation for consideration by the Academic Progress Committee.  The student will be advised that any medical or other evidence must be presented at this juncture and that it will not normally be admitted at a later stage in the procedure;

5.4.4
an indication that the student may attend the Academic Progress Committee to present his/her case and shall have the right to be represented or accompanied.  A student shall be required to confirm whether he/she will be accompanied and/or represented, the name of the person and whether he/she will be acting in a professional legal capacity.  The University may also obtain legal representation if appropriate.  A student who intends to be accompanied and/or represented shall be required to confirm this in writing in advance and shall state whether or not the person representing or accompanying has legal qualifications.  

5.5 The Director of Registry and Student Support or his/her nominee shall notify the Chair of the Board of Studies in writing of the arrangements for the meeting of the Academic Progress Committee and shall invite the Chair of the Board of Studies to attend the meeting to present the views of the Board.  The Chair of the Board of Studies shall be asked either to confirm to the Director of Registry and Student Support in writing that he/she will be able to attend the meeting of the Academic Progress Committee or, subject to the agreement of the relevant Head of School, to nominate another member of the Board of Studies to attend on his/her behalf.  The alternate shall be provided by the Chair of the Board of Studies with such information pertaining to the student's academic and non-academic circumstances as the Chair of the Board of Studies deems appropriate for the consideration of the Committee.

5.6 Personal Tutor(s) shall be invited to attend the meeting of the Academic Progress Committee in an advisory, non-voting capacity.  Where a Personal Tutor is unable to attend, the Head of the relevant School shall nominate an alternate drawn from the academic staff of the same School.  The alternate shall be provided by the Personal Tutor and/or Head of School with such information pertaining to the student's academic and non-academic circumstances as is deemed appropriate for the consideration of the Committee.

5.7 The Academic Progress Committee and the Appeals Sub-Committee will be serviced by the Director of Registry and Student Support, or his/her nominee.

5.8
The University reserves the right to obtain legal representation.

5.9
The functions of the Academic Progress Committee are:

5.9.1
to consider the evidence submitted to it by the relevant parties and any further evidence which it considers relevant;

5.9.2
to determine any penalty which should be imposed.

5.10
The Academic Progress Committee shall determine whether the student:

5.10.1
shall not be excluded;

5.10.2
shall be excluded from the programme for a specified period with a right to re-enter the programme at a defined point;

5.10.3
shall be excluded from the programme for a specified period with a right to apply to the relevant Board of Studies to re-enter the programme at a defined point;

5.10.4
shall be excluded permanently from the programme.

The decision of the Academic Progress Committee and the full reasons for it shall be documented by the Secretary. 

5.11
In the event of the absence of any member of an Academic Progress Committee, the meeting of the Committee shall be re-convened.  The membership of the Academic Progress Committee at the re-convened meeting need not be identical to the composition of the Committee at the original meeting.  All parties shall be notified in writing of the arrangements for the re-convened meeting.

5.12
The absence of a student whose case is to be considered and/or the Chair of the Board of Studies or his/her nominee shall not invalidate the decision of the Academic Progress Committee.

The Director of Registry and Student Support or his/her nominee shall convey the decision of the Academic Progress Committee and the statement of the full reasons for it to the student in writing within 5 working days and in accordance with 5.3 above.  A copy of the notification to the student shall be forwarded to the Chair of the Board of Studies.  If it has been decided to exclude the student, these communications shall not be sent during a period in which a student is taking examinations.  In the event that a decision to exclude has been reached, the Director of Registry and Student Support or his/her nominee shall also inform the student in writing of his/her right of appeal against the decision of the Academic Progress Committee. 

6.
COMPOSITION OF ACADEMIC PROGRESS COMMITTEE

6.1 The Senate shall establish an Academic Progress Standing Panel for the purposes of providing a pool of staff from which the Director of Registry and Student Support or his/her nominee may nominate staff to serve as members of Academic Progress Committees.

6.2
The Panel shall consist of one representative from the full-time academic staff of each Academic School.  Each Head of School shall be invited to recommend a member of the Panel.  Membership of the Panel shall be for an initial period of three years and members will be eligible for re-appointment.  No member of the Exclusion Appeals Standing Panel shall be eligible to serve as a member of the Academic Progress Standing Panel.

6.3
The composition of each Academic Progress Committee shall be as follows:

6.3.1
a Chair, to be appointed by the Chair of the Academic Standards and Quality Committee, from amongst the staff membership of that Committee;

6.3.2
two members of the Academic Progress Standing Panel nominated by the Director of Registry and Student Support or his/her nominee neither of whom shall be from the School(s) of the student(s) whose case(s) is (are) to be considered.

7.
APPEALS PROCEDURE

7.1
A student who has been excluded from a programme and who wishes to appeal against the decision of the Academic Progress Committee, must lodge an appeal in writing with the Director of Registry and Student Support or his/her nominee within ten calendar days from the date of the letter from the Director of Registry and Student Support or his/her nominee advising of the exclusion.

7.2
A student may appeal only on one or both of the following grounds:

7.2.1
defects or irregularities in the conduct of the monitoring procedure or in the written instructions or advice relating thereto which can be shown to have had an adverse effect on the candidate's performance;

7.2.2
exceptional personal circumstances which were not known, and which could not have been made known, to the Academic Progress Committee when it considered the appellant's case, where the appellant is able to show good reason why such circumstances could not have been made known to the Academic Progress Committee before its meeting.

7.3
The Chair of the Appeals Sub-Committee is empowered to disallow an appeal which is:

7.3.1
based wholly on factors which were known to the Academic Progress Committee concerned when the appellant's case was considered; 

7.3.2
based on exceptional personal circumstances which were not known to the Academic Progress Committee when it considered the appellant's case, where the appellant is unable to show good reason why such circumstances could not have been made known to the Academic Progress Committee before its meeting.

7.4
Appeals against a decision of an Academic Progress Committee to exclude a student shall be considered by an Appeals Sub-Committee of the Academic Standards and Quality Committee.  This sub-committee shall comprise the Chair or nominee of the Academic Standards and Quality Committee (who shall be Chair) and two members of an Exclusion Appeals Standing Panel consisting of six members of the full-time staff of the University chosen by the Senate.

7.5
Members of the Exclusion Appeals Standing Panel must not be a member of the same School as the appellant.  Where the Chair of the Academic Standards and Quality Committee is a member of the same School as the appellant, he/she shall nominate a further member of the Academic Standards and Quality Committee to Chair the Appeals Sub-Committee.

7.6
Following consultation with the Chair of the Appeals Sub-Committee, the Director of Registry and Student Support or his/her nominee shall make any necessary arrangements for a meeting of an Appeals Sub-Committee and shall inform the student in writing that an Appeals Sub-Committee has been convened to consider the appeal.  

7.7
An Appeals Sub-Committee shall not meet during a period in which the student is taking examinations.  The letter of notification of the meeting of the Appeals Sub-Committee shall not be sent during a period in which the student is taking examinations, but shall be sent to the student concerned at least five calendar days prior to the meeting.  In the letter of notification the Director of Registry and Student Support or his/her nominee will provide the student with:

7.7.1
an invitation to make a written representation to the Director of Registry and Student Support or his/her nominee for consideration by the Appeals Sub-Committee;

7.7.2
an indication that the student may attend the Appeals Sub-Committee to present his/her case, may be represented or accompanied and must advise the Director of Registry and Student Support or his/her nominee, in writing and in advance of the Appeals Sub-Committee, whether or not he/she will attend the meeting, whether or not he/she is to be represented or accompanied and whether or not any such person attending the meeting has legal qualifications.  The University may also obtain legal representation if appropriate.

7.8 The University reserves the right to obtain legal representation.

7.9
The function of the Appeals Sub-Committee is to:

7.9.1
consider a report of the deliberations of the Academic Progress Committee, any associated documentation, any submission by the appellant and such other evidence as it deems appropriate;

7.9.2
reach a decision on whether the appeal is upheld or disallowed.

7.10
If an appeal is upheld, the Appeals Sub-Committee shall determine whether the exclusion order shall be lifted or how the original decision shall be modified.

7.11
The decision of the Appeals Sub-Committee shall be final.

7.12 The Director of Registry and Student Support or his/her nominee shall convey the decision of the Appeals Sub-Committee to the appellant in writing and in accordance with 5.3 above.

8.
CONFIRMATION OF EXCLUDED STATUS

8.1
An excluded person ceases to be a registered student of the University once the appeal period has lapsed, unless the student concerned lodges an appeal.  Where an appeal is lodged the appellant shall remain a registered student for the duration of the appeals procedure but, in the event that the Appeals Sub-Committee confirms the exclusion, the commencement of the period of exclusion shall be backdated to the time of the meeting of the Academic Progress Committee which approved the recommendation for exclusion.  From that date onwards and for the duration of the exclusion period, the student concerned shall have no entitlement to use the University's facilities in respect of the programme from which he/she has been excluded.  The relevant parties within the University and, where appropriate, the Local Education Authority/Sponsor shall be informed of the termination or suspension of registered status by Registry.  In the event that a student is excluded, no refund shall be made in respect of fees previously paid for tuition during the period of exclusion.

