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Health and Safety Policy
Purpose of policy
1. CECOS College London (the Employer)
Employer) takes health and safety issues seriously and is committed
to protecting the health and safety of staff, students and all those attending our premises. This
policy is intended to help the Employer achieve this by clarifying who is responsible for health
and safety matters and what those responsibilities are.
2. This is a statement of policy only and does not form part of any contract of employment. This
policy may be amended at any time by the Employer at their absolute discretion.

Who is responsible for workplace health and safety?
3. Achieving a healthy and safe workplace is a collective
collective task shared between the Employer and
staff. This policy and the rules contained in it apply to all staff of the Employer, irrespective of
seniority, tenure and working hours, including all employees, directors and officers, consultants
and contractors, casual
asual or agency staff, trainees, homeworkers and fixed-term
fixed term staff. Specific
responsibilities of staff are set out in the section headed "Responsibilities of all staff" below.

Employer responsibilities
4. The Employer is responsible for:
a. taking reasonable steps to safeguard the health and safety of staff and of people visiting our
premises;
b. identifying health and safety risks and finding ways to manage or overcome them;
c. providing a safe and healthy place of work and safe entry and exit arrangements, includi
including
during an emergency situation;
d. providing and maintaining safe working areas, equipment and systems and, where necessary,
appropriate protective clothing;
e. providing safe arrangements for the use, handling, storage and transport of articles and
substances;
f. providing adequate information, instruction, training and supervision to enable all staff to do
their work safely, to avoid hazards and to contribute positively to their own health and safety
at work;
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h. if an epidemic or pandemic alert is issued, providing instructions, arrangements and advice to
staff as to the organisation of business operations and steps to be taken to minimise the risk
of infection; and
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g. promoting effective communication and consultation between
between the Employer and staff
concerning health and safety matters;

i. regularly monitoring and reviewing the management of health and safety at work, making any
necessary changes and bringing those to the attention of all staff.
5. The Director of Facilities and the Principal appoint a senior manager to
t have overall responsibility
for health and safety.. The senior manager will work with the Office Manager and the Director of
Facilities as the Principal Health and Safety Officer with day-to-day
day day responsibility for health and
safety matters.
6. Any concerns about health
alth and safety matters should be notified to the Principal Health and
Safety Officer.

Responsibilities of all staff
General staff responsibilities
7. All staff must:
a. take reasonable care for their own health and safety and that of others who may be affected
by their acts or omissions;
b. co-operate
operate with the Principal Health and Safety Officer and the Employer generally to enable
compliance with health and safety duties and requirements;
c. comply with any health and safety instructions and rules;
d. keep health and safety
afety issues in the front of their minds and take personal responsibility for
the health and safety implications of their own acts and omissions;
e. keep the workplace tidy and hazard-free;
hazard
f. report all health and safety concerns to the Principal Health and Safety
Safety Officer, including any
potential risk, hazard or malfunction of equipment, however minor or trivial it may seem; and
g. co-operate
operate in the Employer's investigation of any incident or accident which either has led to
injury or which could have led to injury,
injury in the Employer's opinion.

Staff responsibilities relating to equipment
8. All staff must:
a. use equipment as directed by any instructions given by representatives of management or
contained in any written operating manual or instructions for use and any rel
relevant training;
b. report any fault with, damage to or concern about any equipment (including health and safety
equipment) or its use to the Principal Health and Safety Officer;
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d. not attempt to repair equipment unless suitably trained and authorised.
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c. ensure that health and safety equipment is not interfered with; and
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Staff responsibilities relating to accidents and first aid
9. All staff must:
a. report any accident at work involving personal injury, however trivial, to the Principal Health
and Safety Officer so that
at details can be recorded in the Accident Book and cooperate in any
associated investigation;
b. familiarise themselves with the details of first aid facilities and trained first aiders, which aare
displayed on the notice boards in the College and available from
rom the Principal Health and
Safety Officer;
c. if an accident occurs, contact reception and ask for the duty first aider, giving name, location
and brief details of the problem.

Staff responsibilities relating to national health alerts
10. Where an epidemic or pandemic
andemic alert is issued, all staff must comply and co
co-operate with all
instructions, arrangements and advice issued by the Employer as to the organisation of business
operations and steps to be taken by staff to minimise the risk of infection. Any question
questions should
be referred to the Principal Health and Safety Officer.

Staff responsibilities relating to emergency evacuation and fire
11. All staff must:
a. familiarise themselves with the instructions about what to do if there is a fire which are
available from the Principal Health and Safety Officer;
b. ensure they are aware of the location of fire extinguishers, fire exits and alternative ways of
leaving the building in an emergency;
c. comply with the instructions of fire wardens if there is a fire, suspected fire or ffire alarm (or a
practice drill for any of these scenarios);
d. co-operate
operate in fire drills and take them seriously (ensuring that any visitors to the building do
the same);
e. ensure that fire exits or fire notices or emergency exit signs are not obstructed or hid
hidden at
any time;
f. notify the Principal Health and Safety Officer immediately of any circumstances (for example,
impaired mobility) which might hinder or delay evacuation in a fire.
12. On discovering a fire, all staff must:

b. attempt to tackle the fire ONLY if they have been trained or otherwise feel competent to do
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a. immediately trigger the nearest fire alarm and, if time permits, call reception and notify the
location of the fire; and

so.
13. On hearing the fire alarm, all staff must:
a. remain calm and immediately evacuate
evacuate the building, walking quickly without running,
following any instructions of the fire wardens;
b. leave without stopping to collect personal belongings;
c. stay out of the lifts; and
d. remain out of the building until notified by a fire warden that it is safe
safe to re
re-enter.

Risk assessments, display screen equipment and manual handling
14. Risk assessments are simply a careful examination of what in the workplace could cause harm to
people. The Employer will carry out general workplace risk assessments when required or as
reasonably requested by staff. Managers must ensure that any necessary risk assessments take
place and the resulting recommendations are implemented.
15. Staff who use a computer for prolonged periods of time may request a workstation assessment
by contacting the Principal Health and Safety Officer.
16. Guidance on moving and handling (for example, lifting and carrying heavy objects) can be
obtained from the Principal Health and Safety Officer.

Non-compliance
compliance with health and safety rules
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17. Any breach off health and safety rules or failure to comply with this policy will be taken very
seriously and is likely to result in disciplinary action against the offender, up to and including
immediate dismissal.
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Anti-Bullying
Bullying & Harassment Policy
Introduction
No one should have to put up with being bullied either at work or in college. The following may help
clarify what constitutes bullying and how to identify if bullying is taking place and what can be done
to stop it.
CECOS is committed to providing a work environment in which all individuals are treated with
respect and dignity.Bullying and harassment will not be tolerated from any person in the workplace
workplace.
1. What is bullying at work?
There are many definitions of bullying and harassment. Bullying may be characterised as offensive,
intimidating, malicious or insulting behaviour, an abuse or misuse of power through means that
undermine, humiliate, denigrate or injure the recipient.Bullying
recipient.Bullying is when someone tries to intimidate
another person, often in front of
of colleagues or other students. It's usually, though not always, done
to someone in a less senior position, or someone who is less able or popular.If someone is forced to
resign due to bullying they can make a constructive dismissal claim and gain compensa
compensation through
an Industrial Tribunal.
A person is probably being bullied if, for example, they see themselves as:











constantly picked on
humiliated in front of colleagues or other students
made the focus of sexual or other unkind jokes
comments on body shape or appearance
regularly unfairly treated
physically or verbally abused
blamed for problems caused by others
always given too much to do, so that they regularly fail in their work
regularly threatened with the sack or suspension/exclusion
unfairly passed
ed over for promotion or denied training/learning opportunities or
opportunities to engage in activities.
activities

2. How can harassment be defined?
defined
Harassment may be characterised as behaviour which is offensive and ongoing, for example, making
sexual comments, or abusing someone's race, religion, disability, physical attributes or sexual
orientation.
It's not possible to make a legal claim directly about bullying, but complaints can be made under
laws covering discrimination and harassment.Harassment
harassment.Harassment is unlawful under the Equality Act 2010.








Spreading malicious rumours, or insulting someone by word or behaviour (particularly on
the grounds of age, race, sex, disability, sexual orientation and religion or belief)
Copying memos that are critical about someone to others who do not need to know
Ridiculing or demeaning someone – picking on them or setting them up to fail
Exclusion or victimisation
Unfair treatment
Overbearing supervision or other misuse of power or position
Unwelcome sexual advances – touching, standing too close,
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CECOS considers harassment to be:






The display of offensive materials, asking for sexual favours, making decisions on the basis of
sexual advances being accepted or rejected
Making threats or comments about
abo job security without foundation
Deliberately undermining a competent worker by overloading and constant criticism
Preventing individuals progressing by intentionally blocking promotion or training
opportunities.

Bullying and harassment are not necessarily
necessarily face to face. They may also occur in written
communications, electronic communications including email,
email, phone, social media and automatic
supervision methods such as computer recording of downtime from work or the number of calls
handled if these are not
ot applied to all workers.For further information on what constitutes bullying
and harassment within the workplace and your legal rights please refer to the ACAS booklets
Bullying and harassment at work – a guide for employees. Both are available from the ACAS website
http://www.employment-advice
advice-bureau.co.uk
3. Before taking action
If you think someone is being bullied, it is best to talk it over with a colleague
colleague, a tutor or a line
manager, because what may seem like bullying might not be. This is particularly the case if this
happens to you. For example, you might have more work to do because of a change in the way your
organisation is run,, or due to changes in course assessment requirements.
requirements. If you find it difficult to
cope, talk to your tutor or supervisor, who might be as concerned as you are. Sometimes all it takes
is a change in the way you work to give you time to adjust. If no notice is taken of your concerns, and
indeed more work is given in addition, then take advice.
4. What to do if you're bullied at work or are aware of bullying
Employers and senior staff in colleges have a 'duty of care' to their students and employees, and this
includes dealing with bullying and harassment in a place of learning. There are measures you can
take if you are aware of,, or a target of bullying and harassment.
1. Get advice
Speak to someone about how you might deal with the problem informally. This might be:




A tutor, a student services officer, a programme manager or a senior member of staff
An
n employee representative or someone in the human resources department
Your line-manager,
manager, supervisor or head of department.
department

N.B Iff the bullying is affecting your health then advice from a doctor should be sought.
2. Talk to the bully
The bullying may not be deliberate. If you can, talk to the person in question, who may not
realise how their behaviour has been affecting you or others. Work out what to say beforehand.
Describe what has been happening and why this is a problem. Stay calm and be polite. If yo
you
don't want to talk to them yourself, ask someone else to do so for you.
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Write down details of every incident and keep copies of any relevant documents.
4. Making a formal complaint
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3. Keep a written record or diary
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This is the next step if you can’t solve the
the problem informally. To do this you must follow the
grievance procedure.
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The diagram below provides a summary of steps that can be taken to deal with reported
incidents of bullying and harassment. You are free to consult external sources of advice as well
as those available
ilable to you through the College.
College
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Harassment/Bullying Incident Report Form
Date(s) and approximate time(s):

Room/Location(s):

Person(s) Completing Form:
Job title or Course title:
Person(s) alleged be initiating the
bullying/harassment:
Job Title or Course title (if known):
Person(s) Affected where not the
person(s) completing the form:
Job Title or Course title (if known)
Type of Harassment Alleged (please indicate):
Racial:
Sexual:

Religious:

Other:

Please indicate all behaviours below that also apply to the incident(s) being reported:
Name Calling
Stalking
Inappropriate Gesturing
Staring/Leering

Writing/Graffiti

Threatening

Refusing to acknowledge
or persistently ignoring

Taunting/Ridiculing

Inappropriate
Touching

Demeaning Comments

Stealing

Damaging Property

Pushing or physically
shoving

Threatening with a
weapon

Intimidating

Demanding money

Other (please give
details:
Describe the Incident:

Witnesses present:
Physical Evidence:
Signature:
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PLEASE RETURN THIS FORM TO HUMAN RESOURCES OR STUDENT ADMINISTRATION
NOTICE: False accusations of bullying or harassment will be subject to appropriate disciplinary action
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Academic Misconduct/Unfair
Unfair Academic Practices
Practice procedure
Introduction
1. Thisprocedureis designed to deal with allegations of Academic Misconduct for students enrolled
on courses of study at CECOS.
CECOS The procedure will not apply to students registered on courses of
study where CECOS is not directly responsible for undertaking
undertaking the assessment of students
2. In terms of this procedure,, Unfair Academic Practice includes Plagiarism, Collusion and other
forms of malpractice by students during the assessment process. This includes the submission of
assignments which have been purchased or downloaded
downloaded from ‘exam writing’ websites
3. This procedure will be subject to an annual review.
UK Quality CodeExpectations
Expectations and Principles of particular relevance are:






Assessment
Enabling Student Achievement
External Expertise
Monitoring and Evaluation
Student Engagement

The procedure
4. All assignment based assessments and similar student work will be submitted onl
online and
automatically scanned through Turn-it-In
T
software. Students may have the opportunity to
submit draft assignments to view the originality reports on the draft prior to making a final
submission. All students will be strongly advised to take advantage
advantage of this opportunity to avoid
allegations of plagiarism being made at a later stage of the assessment process.
5. In ALL cases tutors will mark the submitted assignment in the normal manner and will pass an
un-moderated mark to the Programme Manager or their nominee. Tutors will have access to the
first page of the Turn-it-In
In Originality Report but must mark the work in the normal manner. A
tutor does not have the power to award a’
a Fail’ grade on the assumption that plagiarism or some
other form of malpractice
ice has occurred. The assignment may
may then be internally verified (Pearson
programmes) or moderated (other programmes) using the process set out in the document on
Assessment Policy.
6. Under no circumstances should a tutor make a comment relating to allegations
allegations of academic
misconduct on the feedback sheet attached to the assignment. Where academic misconduct is
believed to have occurred the tutor must complete a separate Suspected Unfair Academic
Practice report form and send this to the Programme Manager and
d to the Director of Quality (or
nominee), clearly identifying the nature of any allegation. Repeat offences will be taken to the
Principal.

where the match is 25% or less the assessment will be marked without regard to any
additional malpractice regulations.
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7. The Originality Report obtained through Turn-it-In
Turn In will inform the marking process as follows:

ii)
iii)

iv)

where
here the match is greater than 25%
25% the assessment will be marked using normal
academic criteria.
where a student has a score in excess of 30% and over
over 50% the Turnitin report will
be scrutinised and considered for poor referencing as well as evidence of
plagiarism. Evidence that scores are not a result of referencing to key policies,
reference points and documents will be referred, and a letter issue
issued notifying the
student of the malpractice.
Assessed work which exceeds 50% will automatically be referred to the Programme
Manager to review the nature of similarities and may have grades reduced or be
failed as a result of plagiarism, depending on the level
level and nature of similarities. In
the case of grade reduction, students will be sent a letter related to the offence and
warning about the consequences of further offences in line with the awarding body
academic regulations.

8. When an allegation of Academic
Academ Misconduct is received by the Director of Quality, a fformal
letter will be sent to the student containing the following:
i) details of the alleged offence;
ii) a copy of the Academic Misconduct Procedure;
iii) the date of the next meeting of the Unfair
Unfa Academic Practice Panel;
iv) an invitation for the student to attend the next meeting of the Unfair Academic Practice
Panel with the right to be accompanied by a witness or friend;
v) an invitation to provide a written response to the allegation should
should the student not wish
to attend the Panel meeting.
9. If the Unfair Academic Practice Panel finds the student not to be guilty of the allegation(s) of
Academic Misconduct/Unfair Practice, then the original verified/moderated grade for the
assignment will stand. The allegation of Misconduct will be removed from the student’s record
(unless this is in contravention of an awarding body requirement).
10. Penalties for confirmed cases of Academic Misconduct will be applied as follows:
i) Official warning letter
This will apply where the Unfair Academic Practice Panel finds that
that the student was guilty of
Academic Misconduct (for example, poor or inadequate referencing) but had not deliberately se
set out
to deceive the examiners. The mark awarded will stand. If the original grade was a fail the student
will be entitled to re-assessment.
assessment.
A student can receive only one Warning Letter during their course of study. Any further allegations
will not be considered
nsidered to be poor academic practice.
pr

This will apply to students who have committed a first offence but where the offence is either;
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ii) Fail and first official warning
arning (mark
(
capped where permissible)
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b) the Turn-it-In score
ore was less than 30% and was from a range of sources.
Students will be permitted to re--submit
submit the assignment but, where appropriate/possible, the mark
will be capped at 40%/Pass.
iii) Fail and final official warning
arning (mark
(
capped where permissible)
This will apply to first offences and second or subsequent offences where serious plagiarism is
confirmed. In such cases the Turn-it-In
Turn
score will be greater than 50%.
0%. In such cases the Unfair
Academic Practice Panel will determine whether or not the student should
should be given the opportunity
for re-assessment. Where re-assessment
assessment is permitted the mark will (if possible) be capped at
40%/Pass.
iv) Exclusion from the unit/module
odule or course
This will apply:
a) to a second case of plagiarism in the same module/unit;
module/unit
b) to a third proven case of plagiarism in a course of study;
c) where a student has submitted an assignment which he/she has not prepared;
d) where a student is found guilty of academic misconduct during an examination.
11. The Unfair Academic Practice Panel will meet as required to review cases of alleged academic
misconduct. Recommendations made by the Panel will be ratified by the next meeting of the
Academic Board.
12. Students will have the right to appeal to an external Academic Adjudicator against tthe findings
of the Unfair Academic Practice Panel. The external Academic Adjudicator
Adjudicator will be appointed by
the College and will in most cases be drawn from a partner institution, and will be wholly
independent of the College.. The decision made by the Academic
Academic Adjudicator will be bind
binding on
the student and the College.. There will be no further right of appeal unless permitted by the
appropriate Awarding Body.
13. Unfair Academic Practice Panel membership
Chair: Director of Quality (or nominee)
Programme Manager
ager or nominee
Head of Programme or, when not available, a member of the academic staff not involved with the
allegations under consideration
Panel Secretary
The Chief Executive Officer will have the right of attendance.
APPENDICES
Appendix 1 – letter inviting student to come to an Academic Misconduct review meeting
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Appendix 2 – letter informing student of the outcome of the Academic Misconduct meeting

Essential Policies and Procedures Handbook

Version 4

March 2022

Appendix A
CONFIDENTIAL
[Students name and address]

[Date]
Dear [Students name]
Course and Module:
I am writing to inform you that the Programme staff suspect that academic misconduct has occurred
in the above module in relation to coursework that you have recently submitted.
submitted. Please attend a
meeting at CECOS to be held on:
Date:
Time:
Place:
CECOS and the awarding body defines academic misconduct as any action(s) or behaviour likely to
confer an unfair advantage in assessment, whether by advantaging a candidate for assessment or
disadvantaging (deliberately or unconsciously) another or others.
Examples
les of such misconduct include the submission of material (written, visual or oral), originally
produced by another person or persons or oneself, without due acknowledgement, so that the work
could be assumed to be the Students own or the submission of work
work produced in collaboration for
an assignment based on the assessment of individual work. (Such misconduct is typically described
as plagiarism and collusion.)
The purpose of this meeting and the academic misconduct procedure can be found in the Student
Handbook
ok and more information is available from the Academic Development Manager on request
request.
You are entitled to be accompanied at the meeting by a friend and you may also wish to seek the
guidance of the Student Council. If you fail to attend the meeting, any reasons advanced for non
nonattendance will be considered and the proceedings may be adjourned to a later date. If no reasons
are advanced, or if they are judged invalid, the meeting will conclude that you have admitted
academic misconduct and will issue you with an Academic Misconduct Warning (see our Academic
Misconduct Regulations). Please confirm that you will be attending this meeting.
Yours sincerely,

[Name of Programme Coordinator]
Coordinator
Programme Coordinator on behalf of the Director of Quality.
Tel: 020 7359 3316
Email: mandyhobart@cecos.co.uk

Page
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Appendix B
CONFIDENTIAL
[Students name and address]

[Date]

Dear [Students name]
Course & Module:
Further to the Academic Misconduct Meeting held on [date],, I write to confirm that your behaviour
in the above module was contrary to the Academic Misconduct Regulations and that this letter
constitutes an Academic Misconduct Warning.
The effect of this warning is that the piece of work concerned
concerne will be awarded
ed a mark of 0% .
Provided
rovided that you have not exhausted your assessment opportunities, you will be permitted to
resubmit the piece
iece of work in question but your
our mark will be capped at 40%/Pass
40%/Pass. As this will also
count as reassessment within the module, the component mark for the Module will also be capped
to a pass mark.
This matter is now closed, but you should:
(a) ensure that you familiarise yourself with the academic conventions of referenc
referencing, before
you submit further work for assessment (you should refer to the Referencing Guide which
can be found on LiveCampus
(b) read the guidance on plagiarism in your programme handbook and student handbook;
(c) seek advice from either your lecturer or Course Manager if you are unsure of the rules;
(d)) note that any future academic misconduct on your part is likely to lead to a serious penalty.

Yours sincerely,

Programme Coordinator on behalf of the Director of Quality.
Tel: 020 7359 3316
Email: mandyhobart@cecos.co.uk

Page
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Assessment Policy
1. Aims of the Policy
This policy aims to outline the guidance around assessment briefs, assessment decisions, internal
verification process and breach of academic regulations.
2. Principles of Assessment
All assessments in CECOS are based on the following four principles:
1. Authenticity:: All assessment activity must have processes in place to ensure that the
achievement is the student’s own work.
2. Validity:: The method of assessment and the evidence provided must be appropriate and
capable of demonstrating the achievement of learning outcomes and related assessment
criteria of the provision at the appropriate level.
3. Reliability and consistency:
consistency: The assessment results should be standardised across leve
levels and
provision. Internal verification and standardisation must follow the College and Pearson’s
policy on Internal Verification).
4. Fitness for purpose:: Assessment must be fit for the students and their learning outcomes.
The CECOS assessment policy reflects
reflec and builds upon the Guiding Principles set out in the UK
Quality Code Assessment Guide and provide a framework for ensuring assessment is appropriately
managed. For qualifications which fall within the Regulated Qualifications Framework (RQF),
regulatory authority and awarding body guidance is applied.
1. Assessment methods and criteria are aligned to learning outcomes and teaching activities to
enable all students to achieve the desired learning outcomes.

1

Assessment is reliable,, consistent, fair and valid.
Assessment design is approached holistically.
Assessment is inclusive and equitable.
Assessment is explicit and transparent
Assessment and feedback is purposeful and supports the learning process
Assessment is timely.

UK Quality Code for Higher Education Advice and Guidance – Assessment. www.qaa.ac.uk/quality
www.qaa.ac.uk/quality-code
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8. Assessment
nt is efficient and manageable.
9. Students are supported and prepared for assessment.
10. Assessment encourages academic integrity.
3. Assessment linked terminology
erminology(Guiding Principles 1, 2, 5, 6, 9, 10)
Assessment item:: a piece of assessed work, e.g. an essay, project, assignment or examination;
assessment items should be valid, reliable and authentic
Assessment brief:: guidance provided for students on how to complete a specific item of assessment,
to include information about the nature of the task, the format for presentation, and assessment
criteria, and, if used, the marking scheme
Assessment criteria:: specify the qualities of student work required to successfully complete the
assessment item and indicate how particular grades may be achieved.
Formative assessment:: Formative assessment is any task or activity which creates feedback (or
feedforward) for students about their learning. It has a developmental purpose and does not carry a
grade which is subsequently used for summative purposes.
Summative assessment:: Summative assessment is any assessment that contributes to the final
grade/mark of a module or course to provide a measure of student achievement in relation to the
learning outcomes and assessment criteria.
Grade descriptors:: describe in broad terms the typical performance required to achieve a particular
band of marks; CECOS publishes generic grade descriptors for HND work to be used by academic
teams as a reference point or benchmark in establishing assessment criteria Approval of assessment
assessment:
a process involving both internal and external scrutiny to assure assessment items and assessment
criteria are appropriate in terms of academic level, and learning outcomes are valid, reliable and
authentic and that there is broad equivalence for students across modules/units
modules/units
Moderation of marking:: a process to assure assessment criteria, and thus academic standards, have
been applied consistently and that assessment outcomes are fair and reliable
Internal moderation:: a process of professional engagement by college staff to demonstrate that the
grades awarded are accurate, appropriate and consistent to ensure parity of standards
External moderation:: a process of objective engagement by experienced academic peers (external
examiners), independent of the College, to ensure
ensure that the level of achievement of students reflects
the required academic standards and is comparable to similar programmes nationally
Internal Verifier:: Undertakes internal verification, covering all Assessors and all units, in line with the
internal verification plan
4. Assessment Briefs and Assessment Criteria(Guiding
Criteria
Principles 1, 2, 3, 4, 5, 6, 7, 88, 10)
Students must be provided with written assessment guidelines describing the nature of the task, the
format for presentation and the assessment criteria
criteria for all items of assessment. This normally takes
the form of an assessment (or assignment) brief and provides clear information for students on what
they are expected to do, how they are expected to go about it and how their work will be marked.

Assessment criteria - the basis upon which the quality of a student’s work will be graded
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Assessment
ssment briefs should include:





Any specific constraints or requirements, e.g. word limits, and the need for good academic
practice, e.g. referencing of sources
Details of any marking scheme (if used) and/or grade criteria
Submission procedures and deadlines, and the consequences of late, incomplete or non
nonsubmission.

In establishing assessment criteria, course teams should ensure they are benchmarked to the
College’s grade
ade descriptors and take account of subject benchmark statements as appropriate.
Assessment requirements



Assessment criteria should be subject to internal/ external scrutiny before publication to
students in order to assure academic standards.
Assessment criteria
riteria should be discussed with students in classes, and feedback to students
on their assessments should be informed by assessment criteria.

5. Guidance on Internal Verification/Moderation
Internal verification, or quality assurance of assessment, is part
part of an overall quality system at
CECOS.
Internal verification has two components. One focuses on internal verification/review of assessment
brief whilst the other is concerned with accuracy and consistency of the assessors’ judgements on
student work.
Records
ords of the internal verification activities for both the assignment and assessment decisions must
be maintained and made available to the Chief Internal Verifiers and/or Director of Quality. See
Internal Verification policy for further information.
6. Assignment Submission:
Assignments are to be submitted on or before stipulated dates. Failure to do so without prior
authorisation will result in non-acceptance
acceptance of the assignment in that term and a ‘Referred’ status will
be recorded in the results. Assignments submitted within a week after the submission date will still
be accepted but the grade will be capped at “Pass”.
Request for Late Submission/Extenuating Circumstances:


Extenuating Circumstances or ‘ECs’ are circumstances which are unexpected, ssignificantly
disruptive and beyond the control of students that affect their ability to meet an assessment
deadline or affect performance in assessment. Please see Extenuating Circumstances Policy
and Procedures for further information.
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In normal circumstances, assessment items should be marked and returned to students with
feedback within 4 weeks of the date of submission. Where, for valid reasons, this cannot be
achieved,
ed, the member of staff concerned should consult with the course/programme manager and
where appropriate their line manager; agree an alternative date, and inform the students affected of
the revised date of return. In such circumstances, it may be desirable
desirable to provide students with
feedback in advance of the return of the assessment item and determination of the provisional
grade.
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7. Feedback to Students and Return of Student Assessments(Guiding
Assessments(Guiding principles 6 & 7)
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Staff should enter grades for marked coursework assessment items onto the VLE as soon as possible
after the work for the whole group has been marked. Students must be advised all grades for
assessment items remain provisional until confirmed by the Academic Assessment Panel and
therefore a provisional ‘fail’ grade can be turned into a ‘pass’ grade or vice versa.
Effective and timely
ly feedback (i.e. commentary on performance identifying strengths and ways in
which improvements could be made with an emphasis on feedforward) should be given to students
for all formative and summative assessments. See assessment feedback to students gui
guide for further
information.
8. Confirmation of assessment decisions(Guiding
decisions
principles 1 & 2)
There is a two-stage
stage process for considering the assessment taken by a student in any given year or
other defined period of study.
Stage 1 involves a meeting of the
he Academic Assessment Panel after every term to review the results
for the modules taken and to confirm recommendations regarding the grade achieved by each
student.
Stage 2 involves the Progression Board meeting once a year who review the student’s entir
entire profile
of module results, confirm progression or award recommendations and, if appropriate, the
classification of each student.
Progression Board normally meet at the end of the academic year of study which we. See
Progression Board Policy for further information.
9. Publication of Results (Guiding Principles 2, 4, 5, 6, 8, 10)
The administrative department is responsible for the publication of official results to students
following the meeting of the Academic Board. Publication of results is made elect
electronically via the
secure student portal (VLE)
It is the student’s responsibility to ascertain his or her results.
Course administrators/coordinators will provide student with an official transcript when a student
completes their studies.
10. Re-assessment
For HND programmes, re assessment links usually open a day after the academic assessment board
has taken place.
For HND programmes, if a student is referred or misses on some of the ‘Pass’ criteria in a
submission, he/she has to resubmit again using the same
same assignment brief covering the missing
criteria during the resubmission time.
Re-assessment
assessment or resubmission will follow the requirements of the awarding body or higher
education institution. Students will be made aware of the timings and conditions for all resubmission
or re-assessments
assessments though handbooks and through confirmation by teaching staff.
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Academic misconduct covers a range of offences which collectively can be described as cheating
cheating.
The following is not an exhaustive list and the College reserve the right to include any other type of
cheating under the terms of this policy:
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11. Academic misconduct/academic integrity (Guiding principle 10)

 Plagiarism by copying and passing off, as the student’s own, the whole or part(s) of another
person’s work, thereby
hereby not properly acknowledging the original source. This particularly
relates to material downloaded from the Internet or copied from books, journals or
magazines
 Collusion by working collaboratively with other learners to produce work that is submitted
as individual learner work
 Submitting work done by another learner as their own including work paid for from
professional sources
 Impersonating another candidate in an examination, introducing unauthorised materials
into the exam room, unauthorised communication
communication during an exam and obtaining an
advanced copy of an ‘unseen’ exam paper.
 Falsely claiming extenuating circumstances to gain an unfair advantage in assessment
outcomes
Consequences of Academic Misconduct
CECOS does not tolerate actions (or attempted actions) of academic misconduct. Cases will be
investigated and where appropriate, the college’s disciplinary procedures will be applied. Students
are advised that this can have an effect on their career prospects.
12. Assessment Appeals
A student can appeal
peal against the assessment decision(s) within fourteen days of the assessment
result release date by the Assessment Board. All appeals against an internal assessment of grading
decision will be subject to the process outlined in the CECOS’s Appeals Policy.
Policy
13. Standardisation and Moderation of Marking.(Guiding
Marking.
Principles 1 & 2)
In addition to IV process, the College holds standardisation meeting and markers training to ensure
that academic standards are appropriate and consistent across course teams and re
reflect agreed
assessment policies and assessment criteria, and that the assessment outcomes for students are fair
and reliable.
14. Ownership and Archiving of Student’s Assessed Work
The material produced by students for assessment (essays, projects, computer
computer disks, etc) is the
property of the College, and may be retained until confirmation of marks awarded by Assessment
Boards, possible appeals and quality audits.
Assessed coursework that has not been collected by the student will be retained by the College for
six months after the relevant Assessment/Examination Board, after which time it may be disposed
of, or student may request it be returned to them.
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As per BTEC Centre Guide to Quality Assurance and Assessment 2018-19:
2018 19: Levels 4 to 7, “A holistic
view of the programme should be taken to ensure there is an appropriate spread of assessment
activities within and across the units. The units making up the programme should
should collectively allow
students opportunities to develop, and be assessed in, higher level skills, such as analysis, literature
searching.”
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Extract of the BTEC Centre Guide to Quality Assurance and Assessment 2018-19:
2018 19: Levels 4 to 7
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Academic Appeals Policy
Introduction
CECOS College London academic appeals procedure is informed by the Office of tthe Independent
Adjudicator (OIA) and QAA UK Quality Code for Higher Education Theme: Concerns, Complaints and
Appeals. This procedure applies to qualifications accredited by ATHE, Pearson City and Guilds,
OTHM, NCFE, TQUK and other awarding bodies as appropriate.
appropriate. The Appeals Policy applies to all
levels of qualifications including Entry to level 3 provision accredited to the Regulated Qualifications
Framework (RQF) as well as levels 4 – 6 in the RQF and in the Framework for Higher Education
Qualifications (FHEQ).
FHEQ). The policies of partner organisations may also apply, and students have the
right to appeal to the validating university in the case of degree provision and to the awarding
bodies, but only once all College appeals procedures have been followed.
Purpose and Scope
The
he purpose of this procedure is to allow CECOS College London students/learners
students/learners the opportunity
to raise concerns about their assessment results and the outcomes of Boards which make decisions
on progression and awards. Such concerns are taken very seriously by the College and its awarding
bodies and organisations.. The procedure is designed to enable a student’s concerns to be considered
fully and addressed in a timely and appropriate manner. The academic appeals procedure will be
published
ed on the College website and communicated to all students/learners
students
as part of their
induction process.
Robust mechanisms exist at CECOS to ensure that assessment is fair and appropriate. Assessment is
conducted carefully and is subject to internal verification
verification and samples are checked by External
Examiners (EEs), External Verifiers (EVs) and External Quality Assurance (EQA) representatives of the
awarding bodies who oversee the assessment process. The academic appeals procedure may be
instigated if a student/leaner wishes to make an appeal against an assessment decision based upon
their academic achievement or based on objections to the decision-making
decision making process including bias.
All assessment results remain provisional until they have been reviewed by EQAs/EE
EQAs/EEs/EVs. Students
also have the right to appeal to the awarding body once results have been finalised. However,
appeals to awarding bodies, partner institutions or the OIA can only be made once the internal
College appeals process has been completed.
The College
lege also has the right to appeal to the awarding body or institution on behalf of its students
if it identifies evidence that the decision-making
decision making process of the external scrutiny has been unfair or
mismanaged.
Definition
CECOS applies the definition of an appeal as that provided in the UK Quality Code as: ‘‘a request for a
review of a decision of an academic body around a mark, outcome or decision. Students may appeal
an outcome on the basis of evidence or procedure, but not on the basis of disagreement wit
with
academic judgement’.
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An academic appeal differs from a complaint and therefore appeals and complaints are considered
under different policies and procedures.
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The Right of Appeal
Any student who submits an appeal under this procedure will not be disadvantaged for having done
so. Appeals will be handled with sensitivity with due regard to the confidentiality of all parties.
Details will only be shared with staff who need to know in order to investigate and respond. The
Appeal will be investigated by the exams officer. Where an Appeal relates to a decision of the
Assessment Board, the reconvened Assessment Board will include a member of curriculum staff
independent from the programme area concerned.
Grounds for academic appeal may include:
1. Procedural irregularities in the assessment process or decision-making
making linked to grading
grading;
2. Extenuating circumstances that could not be madee known to the Assessment Board.
Grounds for academic
ic appeal are not normally considered in relation to academic judgement or
decisions made on the quality of work. The form for lodging an appeal is available to students on
request from Reception.
3. Other matters of dispute shall be termed "complaint” and
and are subject to the College Complaints
Procedure.
In the event of justifiable grounds for both appeal and complaint, the Programme Manager will
confirm the method by which both the appeal and complaint shall be resolved. This shall be
determined in consultation
ltation with the appellant/complainant. In the case of handling both complaint
and appeal it may be that one procedure is suspended, pending the completion of the other
other.
The Appeals Procedure.
The procedure includes both formal and informal stages.
A. The Informal Stage
The informal resolution stage seeks to resolve straightforward concerns swiftly. At any meeting the
student has the right to appoint a representative to take them in the meeting with them.
If the appeal relates to a grade you have received, please contact the exams officer within 5 working
days of receipt of the results and raise your concerns by emailing exams@cecos.ac.uk
exams@cecos.ac.uk.
The outcome of the informal stage will be given in 10 working days following the appeal and should
be one of the following:
1. The student is content with the decision
2. Proceed to formal stage.
e.
B. The Formal Stage
The stages of the formal appeals process are set out in the table below.

College appeals
form available
from reception

Managed by

Reason for appeal

Procedural irregularity,
Programme Manager perception of bias,
extenuating circumstances
which could not be made
known.
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Formal Stage 1
(Appeal form to be
submitted within 5
working days of the
outcome of Informal

Form to be
completed

Page

Nature of the appeal

stage)
Formal Stage 2
(To be submitted
within 5 working days
of the outcome of the
Formal stage 1)
External Appeal
(To be submitted
within 5 working days
of the outcome of the
Formal stage 2.
Students may appeal
to the awarding body
or partner university if
they feel that the
outcome of the
College Appeals
Process has been
unfair or has failed to
address their
concerns.
Appeal to the Office of
the Independent
Adjudicator (OIA)

Student not satisfied with
Stage 1 outcome.
Academic Review
Panel

College’s appeal
procedure has
been exhausted.

Awarding Body or
partner university

Form or letter to
the awarding
body (as set out
in the appropriate
awarding body
appeals policy)

Letter to the OIA

Dissatisfaction with the
outcome of the College’s
appeals procedure.
Any appeal must be made
within ten working days of
the formal stage outcome
letter date.
The appeal will consider
whether the College
properly used procedures
that are consistent with
awarding body or
organisation
tion requirements
in reaching judgments.
Dissatisfaction with the
outcome of the College
Appeals procedure and/or
awarding body procedure.

OIA

Further information and Appeals Procedure timelines
At each stage of an appeal students/learners will be advised of the next stage of appeal or review.
Once all appeals procedures have been exhausted, the College will issue a Completion of Procedures
letter. This should be provided
ed within 21 working days.
Academic Appeals will consider at each stage whether:






the original decision was procedurally correct;
the original decision was taken on the basis of the correct information;
there is new, additional information to be considered;
there are valid reasons for this information not being presented previously
previously;
the appellant has been treated fairly.
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The OIA considers complaints about the outcome of the College’s appeals process from people who
remain dissatisfied at the conclusion of the College’s appeals procedure. The OIA looks at issues such
as:
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Once the appeal stage has been completed, including any appeal to the relevant awa
awarding body,
students/learners are entitled to ask the Office of the Independent Adjudicator (OIA), the
independent ombudsman service of last resort, to look at their appeal. All applications to the OIA
must be made within twelve months of the date of the Completion
Completion of Procedures letter issued by
the College to the student.





whether the College followed its procedures;
procedures
whether these procedures were reasonable,
whether the College’s final decision was reasonable in all the circumstances.

The College will respond to any OIA enquiries in line with OIA timeframes.
timeframe
The OIA cannot normally look at appeals:




where the student has not progressed through all stages of the College’s appeals
procedures;
where the appeal refers to matters more than three years old;
where the Completion of Procedures letter is received outside the twelve
twelve-month time
period.

Annual review and publication of academic appeals
The academic appeal procedure is approved and reviewed annually by the Quality Committee or
the Quality Management Group.
Group. As part of this review a report on appeals is considered. The
aim of this is to ensure the academic appeal procedure continues to meet developments in the
HE and FE environment and positively contributes to and complements other quality assurance
systems informing, where relevant, any improvements required
required to enhance the student
experience.
Student representatives are invited to attend the annual review and contribute to any decision
making in relation to changes to the procedure.
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Anonymised appeals summary reports will be considered by the Academic Board and made
available to Governors and to the awarding bodies, organisation or other external agencies as
required.
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Forward to awardingbody under
their appeals procedure
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Data Protection Policy
External Reference Points:




Guide to Data Protection issued by the Office of the Information Commissioner
Data Protection Act 2018
General Data Protection Regulations 2018

Purpose
CECOS needs to collect certain types of personal information about the people with whom it deals,
such as current, pastt and prospective students, employees, and those with whom it communicates.
This information has to be collected for administrative purposes (such as staff recruitment and the
administration of programmes of study) and to fulfil legal obligations to funding
funding bodies and the
government.
The Data Protection Act 2018 (DPA) requires that this information should be processed fairly, stored
safely and not disclosed to any other person unlawfully. CECOS is committed to protecting the rights
and privacy of individualss in accordance with the requirements of the DPA. This document outlines
CECOS's policy in relation to the DPA. And General Data Protection Regulations (GDPR).

Scope
CECOS's Data Protection Policy applies to all students and staff of CECOS. Any breach of tthe policy
may result in CECOS, as the registered Data Controller, being liable in law for the consequences of
the breach. Legal liability may also extend to the individual processing the data and his/her Head of
Department or line manager under certain circumstances.
circumstances. In addition, breach of CECOS's Data
Protection Policy by staff or students will be considered to be a disciplinary offence and will be dealt
with according to CECOS's disciplinary procedures. Any member of staff or student who considers
that thee policy has not been followed with respect to Personal Data about themselves should raise
the matter with their Head of Department, line manager or CECOS's Information Compliance
Manager.
This policy applies to all Personal Data for which CECOS is responsible,
responsible, regardless of the format
(paper or electronic data, including emails, photographs, video, CCTV and sound recordings).
Outside agencies and individuals who work with CECOS, and who have access to personal
information for which CECOS is responsible, will
will be expected to comply with this policy and with the
DPA.

Policy Statement



Personal data shall be processed fairly and lawfully
CECOS will ensure that dataa is obtained fairly by making reasonable efforts to ensure that Data
Subjects are told who the Data Controller is, what the data will be used for, how long the data
will be kept and any third parties to whom the data will be disclosed. This will be in the form of a
privacy statement or data collection notice.
In order for Processing to be lawful, data (which is not Sensitive Personal Data) will only be
processed by CECOS if at least one of the following conditions, set down in Schedule 2 of the
DPA, has been met:
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CECOS will comply with the DPA and adhere to the Data Protection Principles as described below as:

The Data Subject has given his/her consent to the Processing.
The Processing is necessary for the performance of a contract with the Data Subject, or
for taking steps with a view towards entering into a contract.
o The Processing is required under a legal obligation other than a contract.
o The Processing is necessary to protect the Vital Interests of the Data Subject.
o The Processing is necessary for the administration of justice, the exercise of functions
under an enactment, the exercise of functions of
of the Crown or a government
department, or any other functions of a public nature exercised in the public interest.
o The Processing is necessary to pursue the legitimate interests of CECOS or of third
parties, and does not prejudice the rights, freedoms or legitimate interests of the Data
Subject.
Processing of Sensitive Personal Data is subject to more stringent restrictions under Schedule 3
of the DPA. Processing of Sensitive Personal Data will only be carried out by CECOS if at least one
of the above conditions,
itions, applicable to non-sensitive
non sensitive data, has been met and one of the following
Schedule 3 conditions can also be met:
o The Data Subject has given his/her explicit consent.
o The Processing is required by law in connection with employment.
o The Processing is necessary
ecessary to protect the vital interests of the Data Subject or another
person.
o The information has been made public by the Data Subject.
o The Processing is necessary for legal proceedings, obtaining legal advice, or establishing
or defending legal rights.
o The
he Processing is required for the administration of justice, the exercise of functions
under an enactment, or the exercise of functions of the Crown or a government
department.
o The Processing is necessary for medical purposes, and is carried out by a healt
health
professional or a person with an equivalent duty of confidentiality.
o The Processing is necessary to trace equality of opportunity between people of different
racial or ethnic backgrounds, different religious beliefs, or different states of physical or
mental health.
o The Processing is in the substantial public interest; is necessary for the functions of a
confidential counselling, advice, support or other service; and consent cannot be given
by the Data Subject, CECOS cannot reasonably be expected to obtain
obtain the explicit consent
of the Data Subject, or the Processing must necessarily be carried out without consent
so as not to prejudice the provision of that counselling, advice, support or other service.
o The Processing is in the substantial public interest, and is necessary for research
purposes; provided that the Processing will not support measures or decisions with
regard to individuals, and will not cause substantial damage or distress to the data
subject or any other person.
o
o
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Sensitive
nsitive Personal Data relating to racial or ethnic origin, political opinions, religious beliefs, trade
union membership, physical or mental health, and sexual life must also be processed in accordance
with the requirements of applicable UK law and the expectation
expectation of CECOS’s Equality & Diversity
Policy.
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This list omits some conditions
ns relating to the Processing of Sensitive Personal Data which are
unlikely to be relevant to CECOS. Any uncertainty over whether there is a valid condition for
Processing Sensitive Personal Data should be raised with the Information Compliance Manager.

Information about how CECOS processes data relating to its students is managed in compliance with
partner institution requirements and broader sector requirements.
Information provided to students as part of
o admissions and induction sets out:








what Personal Data CECOS collects about them;
how their information will be used by CECOS while they are a student and after they cease
to be a student;
what external agencies may receive their data; and
what their rights
ights and responsibilities are regarding their data.
3.4. Personal data shall be obtained only for a specified and lawful purpose or purposes,
and shall not be further processed in any manner incompatible with that purpose or
those purposes.

Data Protection and Management
CECOS will ensure that Personal Data which is obtained for a specified purpose is not used for a
different purpose, unless that use is done with the consent of the Data Subject, is covered by
CECOS’s registration with the Information
Information Commissioner, or is otherwise permitted under the DPA.
Personal data shall be adequate, relevant and not excessive in relation to the purpose or purposes
for which they are processed.
CECOS will ensure that it collects only the minimum Personal Data necessary
necessary for the purpose or
purposes specified and will not collect or hold data on the basis that it might be useful in the future.
Personal data shall be accurate and, where necessary, kept up to date.
CECOS will take reasonable steps to ensure the accuracy
accuracy of Personal Data which it holds, and will
take steps to amend, update or correct inaccurate data when requested to do so by a Data Subject.
Data will be inaccurate where it is incorrect or misleading as to any matters of fact.
Personal data processed forr any purpose shall not be kept for longer than is necessary for that
purpose
CECOS will ensure that Personal Data is not kept for longer than is required by the purpose or
purposes for which the data was gathered. Staff must ensure that Personal Data is ssecurely
destroyed once the purpose or purposes for Processing has come to an end and there is no legal
requirement or valid operational reason for its continued retention.
CECOS may retain certain data indefinitely for research purposes (including historic
historical or statistical
purposes) as permitted under the DPA.





Gain access to their data via a subject access request.
Prevent
revent the Processing of data which is likely to cause them substantial damage or
substantial distress.
‘Opt out’ of having their data used for direct marketing at any time.
Have automated decisions reconsidered.
Seek compensation for substantial damage or distress caused by their data not being
processed in accordance with the DPA.
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Personal data shall be processed in accordance with the rights of data subjects under the Data
Protection Act. These rights allow subjects to:




Request the rectification, blocking, erasure or destruction of inaccurate data.
Appropriate technical and organisational measures shall be taken to prevent the
unauthorised or unlawful
nlawful processing of personal data and the accidental loss, destruction of,
or damage to, personal data

Personal Data will be safeguarded in accordance with CECOS’s Information Security Policy.
All staff must report any incident, or potential incident, likely
likely to result in unauthorised disclosure,
damage, destruction or loss of Personal Data directly to the Information Compliance Manager.
CECOS’s standard contractual clauses on data protection must be used in any circumstances where
Personal Data is to be processed
rocessed by a service provider or other third party on behalf of CECOS.
The Information Compliance Manager must be consulted in the early stages of any project or
proposed change to a business process that has implications for the Processing of Personal Da
Data.
CECOS will provide guidance, support and training on safeguarding Personal Data to all CECOS staff,
including those acting for or on behalf of CECOS.
Personal data shall not be transferred to a country or territory outside the European Economic Area,
unless
nless that country or territory ensures an adequate level of protection for the rights and freedoms
of data subjects in relation to the processing of personal data
CECOS will comply with the restrictions in the DPA on the transfer of Personal Data outside the
European Economic Area. The Information Compliance Manager must be consulted in advance of
any such transfers being undertaken or agreed.

Responsibilities
CECOS as a corporate body is a Data Controller under the DPA and GDPR and is required to notify
the
he Information Commissioner of its Processing of Personal Data. A public register of Data
Controllers and the type of data they process is available on the Information Commissioner’s
website.
CECOS’s Board has oversight of planning and policy development matters in the area of information
compliance, including data protection.
The AEB Contracts Manager deals with day-today
day data protection matters for Further Education
Provision, such as subject access requests, and is a point of contact for issues relati
relating to data
protection. The Director of Operations maintains oversight on good data protection practice for
higher education and with the AEB Contract Manager is responsible for promoting compliance
across CECOS.
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When Processing Personal Data, CECOS staff must ensure they abide
abide by the DPA, this policy and any
related policies. Staff who are uncertain as to whether their Processing of Personal Data meets these
requirements should refer any queries to their Head of Department or line manager in the first
instance. All new stafff are required to attend the Information Compliance training, which covers
data protection. Existing staff should also attend the training if they have not done so before or
require a refresher.
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Guidance on the procedures necessary to comply
comply with this policy will be available on the CECOS
website and/or intranet site. As appropriate, training will be provided to staff on data management
and compliance including data protection.

Senior managers of academic and administrative departments are
are responsible for ensuring that the
Processing of Personal Data in their department conforms to the requirements of the DPA and this
policy. In particular, they should ensure that new and existing staff who are likely to process
Personal Data are aware of their responsibilities under the Act. This includes drawing the attention
of staff to the requirements of this policy and ensuring that staff who have responsibility for
handling Personal Data are provided with adequate training.
Managers must also see thatt correct information and records management procedures are followed
in their departments. This includes establishing retention periods to ensure that Personal Data is not
kept for longer than is required.
CECOS is not responsible for any Processing of Personal
Personal Data by staff which is not related to their
employment with CECOS, even if the Processing is carried out using CECOS equipment and facilities.
Staff are personally responsible for complying with the DPA in regard to data for which they are the
Data Controller.

Status
This policy was originally approved by CECOS’s Chief Executive Officer (CEO) and the senior
management team.
This policy will be reviewed every two years or sooner if considered appropriate by the CEO.

Contacts
Questions about this policy and data protection issues should be directed to CECOS’s AEB Contracts
Manager or Director of Operations.

Appendix: Definitions
Data Controller:: a person or organisation who makes decisions in regard to Personal Data, including
decisions regarding the purposes
poses for which and the manner in which Personal Data may be
processed.
Data Protection Act (DPA):: the Data Protection Act 1998, together with all secondary legislation
made under it. The DPA governs the way in which Data Controllers such as CECOS can proc
process an
individual’s Personal Data. It also gives individuals certain rights regarding the information that is
held about them and obliges CECOS to respond to any requests from an individual to access their
own Personal Data.
Data Protection Principles: a set
et of statutory requirements, which all Data Controllers are obliged to
adhere to. The Principles balance the legitimate need for organisations such as CECOS to process
Personal Data against the need to protect the privacy rights of the Data Subject.
Data Subject:: an individual who is the subject of Personal Data.
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Personal Data:: information relating to a living individual who can be identified from the data, or
from the data and other information which is in the possession of (or likely to come into the
possession of) CECOS. Personal data include information such as an individual's name, home
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Information Commissioner:: the regulator appointed by the Crown to promote public access to
official information and protect personal information. Compliance with the DPA is enforced by the
Information Commissioner.

address, educational background, images and photographs (including CCTV footage), expressions of
opinion about the individual, and the intentions of CECOS in regard to the individual.
Processing: any operation
n on Personal Data, including obtaining, recording, holding, organising,
adapting, combining, altering, retrieving, consulting, disclosing, disseminating, deleting, destroying
and otherwise using the data.
Sensitive Personal Data:: Personal Data relating to
to racial or ethnic origins, political opinions, religious
beliefs, trade union membership, physical or mental health (including disabilities), sexual life, the
commission or alleged commission of offences, and criminal proceedings.
Subject Access Request: a request from an individual, under section seven of the DPA, for access to
their Personal Data.
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Vital Interests:: relating to life and death situations, e.g. the disclosure of a Data Subject’s medical
details to a paramedic after a serious accident.
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Documentation Retention and Archiving Policy
This policy sets out approved document retention periods in order that CECOS College may meet its
legal obligations, comply with quality assurance requirements, reduce burdens on space and
storage;; and comply with the Data Protection Act by not retaining documentation longer than is
justifiably necessary.
Data Protection Act 2018:: the Act stipulates that personal data must only be used for the purpose
for which it was obtained and kept for no longer
longer than necessary. When personal data is no longer
required to be retained, it must be destroyed.
Retention:: Documentation may be retained for a longer period of time than stated in this document,
but the department or office must make explicit the reasons for doing so, e.g. to retain project work
that includes original data and/or analysis; for surveys of trends in student achievement; to use as
examples to future students. The documentation must be destroyed when the stated purpose has
been fulfilled.
Professional,
essional, Statutory and Regulatory Bodies:
Bodies: Where relevant, academic departments should refer
to PSRB guidance on the archiving of assessed work to ensure that they will comply with any specific
requirements.
Students:: The policy on the retention of student work and files should be made available to
students, e.g. via the programme handbook or college website.
Formats:: Paper (e.g. files, forms, folders) or electronic (e.g. word processed documents, databases,
spreadsheets, web, scanned images) . Records held electronically must remain accessible and not
lost in obsolete technology.
Electronic storage should be reviewed periodically and, if necessary, arrangements made for it to be
moved to new software. Long term data should be held on a central server to ens
ensure that it is
adequately backed up.
Storage and Disposal:: If it is helpful to retain both paper and electronic copies as the official record,
this may be done; if not the non-official
non official copy should be destroyed as soon as the need for reference
ceases. In order
rder to make disposal easier, make a note on folders or folder lists when they are due for
disposal at the creation or closure of that folder. For each area, there should be someone with
responsibility for organising disposal of specific files/data. Paper documentation with personal data
should be shredded on disposal.
Before undertaking permanent disposal of student data it is vital to ensure that any student marks
and results information, including pass lists, are retained by the Student Records and Exami
Examinations
Office, or on the Student Data System itself before destroying files.

The “Student Record” and the “Curriculum Record”:
Record”: The student record relates to individual
students. It therefore includes records of admission; registration & enrolment to modules/courses;
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Destruction of Records: The destruction of student files must in all cases be in accordance with this
policy; all student files held on paper must be shredded before destruction. In order to facilitate the
destruction of student files, relevant College departments are advised to categorise archived student
data according to the academic year in which a student left the College.
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Core Records [as defined in below] must be retained permanently, but Supplementary Records may
be destroyed after a specified period [as outlined below].

attendance and engagement; exam scripts and coursework answers; marks, progression and award
outcomes; records of examiners’ meetings and of the consideration of appeals; and references or
other documents supplied to confirm a student’s achievements. The student record comprises the
core record & the supplementary record.
The core student record:: comprising: the student’s
student’s name, ID number, date of birth, most recent
contact address and programme(s) of study, minutes, marksheets and transcripts from
Panels/Boards of Examiners, any other information about the student that is held on the student
record system is maintained indefinitely, with Student Administration being responsible for storing,
and maintaining the integrity of, the record.
The supplementary student record:
record: comprising: data held about individual students in addition to
the core student record, is maintained according to timescales agreed from time to time, but in any
case, not less than six years from the last active use of the record.
The curriculum record relates to the course, not to the student. It therefore includes records of
curriculum structures, assessment
ssment patterns and weightings, progression and award rules, calendars
and examination timetables, and regulations & published regulatory guidance. The curriculum
record comprises the core record and the supplementary record.
The core curriculum record: comprising:
mprising: the approved Definitive Documents and subsequent
amendments; academic calendars; approved regulations and conventions; any other information
about the curriculum that is held on the student record system, is maintained indefinitely, with
Student Administration being responsible for storing, maintaining the integrity of, the record.
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The supplementary curriculum record:
record: comprising: data held about courses in addition to the core
curriculum record, is maintained according to the timescales agreed from
from time to time but in any
case, not less than six years from the last active use of the record.
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CECOS College - Equality and Diversity Policy, Procedure and Guidance
Introduction: Scope of procedure and guidance
CECOS is committed to creating an environment and offering a service which provides equality of
opportunity and freedom from all discrimination to all stakeholders including students, staff, partner
institutions and external organisations. The College aims to ensure that everyo
everyone can expect to be
treated on an equal basis and with respect. Equality and diversity is expected to be embedded in
all college activities.
CECOS recognises its obligation under the Equality Act 2010, Health and Safety at Work Act 1974,
the Rehabilitation
tion of Offenders Act 1974, Employment Rights Act 2010, Employment Act 2010, The
Children’s Act 1989/2004, Sex Discrimination Act 1975 and the Race Relations Act 1976 (and all their
relevant updated amendments) and supports the spirit and intent of the related
related codes of practice.
CECOS is committed to creating a setting where everyone, whatever their circumstances and
background is:







Fully respected
Listened to and encouraged to give their views
Feels welcome and is treated in a friendly way
Treated in an equal way
Has equality of opportunity
Has full access to all activities wherever possible.

The College does not tolerate any form of discrimination or treatment which favours individuals or
groups on the basis of:








sexual orientation or preference
learning
ng difficulties and all disabilities
religious observance or belief
race, creed, colour, nationality, ethnic or national origin
marital or parental status
gender
age

Students, staff, senior managers and other stakeholders are expected to behave in a way which
makes other people feel accepted, comfortable and safe. CECOS values everyone as an individual
and celebrates diversity by encouraging people to be successful and to set and strive towards their
own goals.
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The CECOS Equality and Diversity policies, guidance and procedures reflect the expectations for
standards and quality of the UK Quality Code for Higher Education, and in particular
particular the principles
and expectations set out in respect of:
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The College will seek and provide suitable and relevant Equal Opportunities Training for all staff as
and when necessary. CECOS will also ensure all learners understand the principles and expectations
of equality and respecting diversity. CECOS will treat any unfair and discriminatory conduct by an
any
member of the College, including staff and students, as a disciplinary offence.







Admission, recruitment and widening access
Concerns, complaints and appeals
Enabling student achievement
Learning and Teaching
Student engagement

1. Aims and Objectives
The College will work to ensure
sure that:
Equality of opportunity is embedded in all policies, practices and decision-making
decision making and evaluation
processes;
 A Single Equality Scheme is published and monitored to further ensure that all stakeholders are
treated fairly;
 The teaching and learning
ng and work environment ethos values differences and treats every
individual on their own merits;
 Flexible opportunities are offered which meets the needs of local learners in all locations to
enable them to realise their potential;
 All staff are clear about
ut standards and strategies to meet diverse learner needs and are
equipped to respond effectively;
 The fullest participation of students and staff is secured, including respect for others.
In addition, the College will ensure that:


Issues of under-representation
representation are addressed and where appropriate incorporated into equality
and diversity measures;
 There are clear procedures for challenging discrimination, harassment and all unacceptable
behaviours;
 Analysis is undertaken to identify equality gaps,
gaps, and that appropriate strategies are developed,
implemented and evaluated;
 Comprehensive feedback systems are developed to capture learner, staff and stakeholder
feedback and perceptions of CECOS performance and potential areas for improvement;
 Positivee images of achievement from all sections of society are recognised and celebrated;
 No member of the College community is unfairly disadvantaged because of their social, cultural,
religious, ethnic or economic background.
Job and programme applications are welcomed from all sections of society and selection is made
purely on the basis of specified capabilities, skills and experience. Exceptions are only permitted in
the event that there is a genuine occupational requirement which is recognised under law.


2.. Defined areas and key responsibilities
a. Inclusiveness.
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Staff and the College committees/boards are responsible for ensuring that everyone is aware of, and
meets their statutory
tatutory responsibilities. Students are made aware of, and expected to behave in a way
that is consistent with, the College's equality and diversity policy. Individual breaches of the policy
will be dealt with under the student or staff disciplinary procedures.
procedures. The College will support
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Inclusiveness is central to all decisions and resulting actions of College staff.

individuals who have a justified complaint. The whistle-blowing
whistle blowing procedure may be one mechanism in
which an issue could be raised, and through which individuals may be safeguarded.
The Managing Director along with the Principal
Principal and the Directors is responsible for monitoring this
policy and will provide reports to the Board as appropriate.

3. Position statement.
CECOS College will:






Work actively to create a supportive and inclusive environment for all. The College will ensure
that
hat it enables full participation and success in learning and employment, and will actively
combat discrimination in every area of College life. The College will not allow the harassment or
unfavourable treatment of any group.
Recognise that people are often
often treated unfairly in terms of education, training and employment
because of their gender. The College aims to eradicate gender discrimination and to actively
promote gender equality.
Recognise the importance of listening and responding to the needs of every
every individual involved
with the College. We understand the potential damage that may be caused by gender, ethnic,
age and religious belief based discrimination and will take positive action to break this cycle.

4. Policy statements.
The College will:








Oppose
ose sexism and be committed to taking positive action to identify and remove sexism from
College life;
Be proactive in the development of equality of opportunity for all throughout their College
career;
Monitor and review the participation and performance of male and female students and redress
inequalities;
Positively encourage non-traditional
traditional learners areas of study and work to minimise gender,
ethnic, religious, economic or other stereotyping;
Not tolerate sexual harassment in any area of College life. Any incidences of sexual harassment
will be vigorously challenged through College disciplinary procedures;
Not tolerate discrimination on the grounds of gender re-assignment
re assignment towards either trans
transgendered or transsexual people;
Ensure that policies, procedures
procedures and opportunities for professional development will be family
familyfriendly to encourage full participation.

5. Sexual orientation
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The College will not tolerate homophobic harassment in any area of College life, and will make this
explicit to new students and staff.
taff. Sexual harassment and discrimination will be challenged through
College disciplinary procedures
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The College will ensure that no individual member of the staff or the student body is targeted or
treated differently as a result of their sexual orientation. This is a matter of individual choice and
should not impact on work within the College.

5.1 Position and policy statement
The College is working actively to create a supportive and inclusive environment for all which is
conducive to excellent
nt practice in education, training and employment. The College actively combats
discrimination, sexual harassment or unfavourable treatment in every area of College life.
The College recognizes that people are often treated unfairly in terms of education, training and
employment because of their sexuality. The College's aim is to eradicate discrimination on the
grounds of sexuality and to promote equality of opportunity for all. The College encourages positive
acceptance of gay, lesbian, bisexual, gender re-assignment
r assignment and heterosexual people.

6. Disability
6.1 Position and policy statement
The College fully accepts its responsibilities under the Disability Discrimination Act Part 4 (and any
subsequent amendments thereto) and is committed to making any reasonable
reasonable adjustments within
its business activities that will promote equal access and opportunity for students, employees and
members of the public with disabilities and/or learning difficulties using College facilities. In all cases
applications are welcomed
omed from individuals with disabilities and support is provided, where possible,
to accommodate individual needs.
The College asks student to declare any difficulties and disabilities as part of their application
process and utilizes feedback to enhance services and support.
The College will:



Aim to identify and eliminate attitudes, practices and procedures that discriminate against
people on the grounds of disability and/or learning difficulty;
Is committed to ensuring an inclusive, professional and friendly environment for students,
employees and members of the public with disabilities and/or learning difficulties.

The College will ensure that all disabled learners and learners with learning difficulties have access
to:
 Appropriate opportunities to disclose disability and/or learning difficulty throughout their time
as a learner at the College;
 Flexible and inclusive learning opportunities;
 Assessment of need to ensure that any reasonable adjustments to College provision are made
and are appropriate to the individual;
 Direct and indirect, student--centred
centred learning support is made available to enable access to
College provision including specialist equipment and technology where possible;
 Provision of Information in relevant formats to ensure equal access
access to information on support.



Appropriate opportunities to disclose disability and/or learning difficulty throughout their time
as an employee at the College;
Employment opportunities including promotion and are not refused due specifically to a
disability and/or learning difficulty;
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The College will ensure that all potential and current employees with disabilities and/or learning
difficulties have access to:





Specialist equipment and technology and other reasonable adjustments to allow equal
opportunity as an employee;
Information in relevant formats to ensure equal access;
The College will maintain strong links with external agencies to ensure the provision of
appropriate and effective support for staff with disabilities and/or learning difficulties.

7. Religious
eligious observance or belief
7.1 Position and policy statement
The College recognises the need to ensure compliance with the Employment Equality (Religion or
Belief) Regulations (and any subsequent amendments there to) under which it is unlawful to
discriminate
minate against employees, on the grounds of religion or similar belief.
Students also have the right not to be discriminated against on the basis of religion or belief. The
College defines religion or belief as being any named religion, religious belief or similar philosophical
belief.
The College will NOT:








Discriminate directly against anyone. That is, to treat them less favourably than others because
of their religion or beliefs, ethnicity, age, gender, sexual orientation or disability;
Discriminate indirectly against anyone. That is to apply a criterion, provision or practice which
disadvantages people of a particular religion or belief unless it can be objectively justified;
Subject anyone to harassment. Harassment is unwanted conduct that violates a person's dignity
or creates an intimidating, hostile, degrading, humiliating or offensive environment having
regard to all the circumstances and the perception of the victim;
Victimise anyone because they have made, or intend to make a complaint or alleg
allegation, or have
given or intend to give evidence in relation to a complaint of discrimination on the grounds of
religion or belief;
Discriminate or harass anyone in certain circumstances after the working relationship has ended.

8. Race and ethnicity
8.1 Position and policy statement
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The College will:
 Promote equality of opportunity and good race relations between persons of different groups
avoiding racial discrimination, whether direct or indirect;
 Recognise its responsibilities under the Race Relations Act 1976 and the Equality Act 2010;
 Actively tackle racial discrimination, and promote racial equality and good race relations;
 Encourage, support and help all students and staff to reach their potential;
other groups to tackle racial discrimination
 Work with other institutions, local communities and other
and to encourage and promote good practice in achieving race equality;
 Assess the effects of the policy on staff and students from different racial groups;
students, and the recruitment and
 Monitor, by racial group, the admission and progress of students,
career development of staff, where race or ethnicity is declared;
 Promote a race equality approach inside and outside the College.
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The College actively supports and welcomes diversity amongst its students, staff and visitors,
recognising the particular contributions to the achievement of its mission that can be made by
individuals from a wide range of backgrounds
bac
and experiences.

9. Age
9.1 Position and policy statement
The College recognises that people are often discriminated against and stereotyped on the basis of
their age, and the assumptions which underpin judgements about an individual’s potential
behaviour and preferences.
The College will ensure that:












prejudice and discrimination on the grounds of age (ageism) have no place in an educational
establishment.
There should be no discrimination employment on the grounds of age, subject to normal
arrangements for employees to retire. The College will not discriminate
discriminate against students on the
grounds of age, except where age is a mandatory criteria for entry to a course;
The value of lifelong learning is recognised and that an individual's life experiences add to their
role as a member of the College community and their personal learning experience;
That age equality is actively promoted and supported to enable educational achievement for
people of all ages;
Arbitrary age barriers to educational access are removed to facilitate the realisation of individual
potential and success;
It provides learning experiences which meet the needs of particular cohorts;
It actively promotes up-skilling
skilling and re-training
re training programmes for those in paid employment or
who wish to re-enter
enter training;
It develops teaching and learning and support strategies to meet the particular needs of
learners/students from different age groups across all levels of provision;
It promotes positive images of achievement by people of all ages and which recognise and
celebrate the knowledge and experience which people bring to their learning throughout life;
It welcomes job applications from all age groups and select on the basis of specified skills and
abilities.
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The College Equality and Diversity procedures and guidance should be referenced in conjunctio
conjunction
with other CECOS policies:
1. The Equal Opportunities and Diversity Policy
2. The Staff Recruitment Policy
3. The Student Complaints and Appeals Policy
4. The Widening Participation Policy
5. Student Admissions Policy
6. Academic Misconduct and Unfair Practices Policy
7. Student
dent Engagement Strategy
8. Student Disciplinary Policy
9. Staff Disciplinary Procedures.
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Extenuating Circumstances Policy and Procedure
1. Introduction
The aim of this policy is to ensure that no student is disadvantaged in the successful achievement of
their chosen course of study by serious and/or significant circumstances beyond their control.
The CECOS extenuating circumstances policy reflects and builds upon the Guiding Principles set out
in the UK Quality Code for Assessment and Enabling Student Achievement. For qualifications which
fall within the Regulated Qualifications Framework (RQF), regulatory authority and awarding body
guidance is applied.
CECOS College encourages students to become resilient and thriving individuals and a competent
and confident
onfident professional. This means that, while studying with us, we expect students to be able
to deal with the inevitable ups and downs of life, including minor illnesses or personal issues, so that
they don’t affect their studies and their ability to attend
attend or complete assessments.
Sometimes, however, the College acknowledges that students face a serious situation which has a
significant impact on their ability to attend or complete assessments. The College calls such
situations ‘extenuating circumstances’ (ECs). This extenuating circumstances policy describes how
the College can support students by taking such situations into account.
The College defines ‘extenuating circumstances’ as circumstances that:
 have a significant impact on a student’s ability to attend or complete assessment(s)
 are exceptional
 are outside the student’s control; and/or
 occurred during or shortly before the assessment in question.
Section 2 of this document provides more detail on the kinds of situations that are, and are not,
recognised
nised by CECOS College as extenuating circumstances.
Where students are experiencing extenuating circumstances, CECOS College can take these into
account by allowing them for example to:
submit assessment slightly later than the published deadline, or
not submit their assessment, but to have an opportunity for re-assessment
re assessment at the next
opportunity, without penalty, or
 not attend a time specific assessment, such as an examination, test, presentation or
performance, or field class, but have an opportunity for reassessment at the next
opportunity, without penalty.
The exact outcome of a valid extenuating circumstances claim depends on the nature of the
assessment to which the claim applies and, in some cases, the decision of the Assessment Board
(which will takee account of the student’s whole academic profile). It is not possible, therefore, for
this document to be definitive about every specific situation. Opportunities for re
re- assessment,
including for assessments which may have been affected by extenuating circumstances,
circumstances, usually
occur after assessment boards at the end of each semester or delivery period. This is followed by a
referral period which provides an opportunity for assessments to be resubmitted or where missed
due to extenuating circumstances, submitted
submitted without penalty. Students may alternatively be offered
the opportunity to undertake modules in the following academic year or in the case of RQF
qualifications, to be provided with additional time to meet their expected learning outcomes.

Page

39




Essential Policies and Procedures Handbook

Version 4

March 2022

There is a limit to the amount of reassessment allowed in any one semester. However, a module or
unit that is not achieved because of extenuating circumstances will not normally count towards this
limit.
CECOS College operates a ‘fit-to--sit’ policy. If students thinkk that their ability to attend or complete
assessment is being affected by extenuating circumstances, they must:



not sit the exam or test, or complete, attend or submit any other type of assessment
submit an Extenuating Circumstances form in advance of the assessment.

Where students sit an exam or test, or complete, attend or submit an assessment, this is normally
taken as their declaration that that they are fit to do so.
Section 3 of this document explains how to submit an extenuating circumstances claim and Section 4
sets out what will happen where circumstances are accepted as valid.

Extenuating circumstances and groupwork
Students may need to prepare assessments as a group with students whose ability to fulfil their role
in the group is affected by their
ir own extenuating circumstances. The College expects a group to have
contingency plans to manage members’ absence, but sometimes the impact means it is impossible
for the group to attend or complete its group assessment task. In this case the member of th
the group
affected by extenuating circumstances should submit an extenuating circumstances claim, as
described in this document. Other members of the group should also each submit a claim, citing
their group member’s absence, through extenuating circumstances,
circumstances, on their own claim. Claims
should be discuss, with the module leader or appropriate member of teaching staff, whether the
group may be able to carry on in this situation, to avoid unnecessary re-assessment.
re assessment.

2. Scope of extenuating circumstances
What is an extenuating circumstance?
The College defines ‘extenuating circumstances’ as circumstances that:





have a significant impact on your ability to attend or complete assessment(s),
are exceptional, and
are outside the student’s control, and
occurred during or shortly before the assessment in question.

What might be considered valid extenuating circumstances?






Own health problems, including major accident or injury, acute ailments, hospitalisation
(including for operations), or those affecting a significant period of study
Personal or psychological problems for which the student is receiving counselling, or have
been referred to a counsellor or similarly qualified practitioner
Clinical depression or other significant mental health issue
issu
Pregnancy-related
related conditions and childbirth (including a partner in labour)
Bereavement causing significant impact
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People are affected differently by different circumstances, so it is difficult to provide a definitive list
of valid extenuating circumstances. However,
However, examples of serious, significant situations that CECOS
College is likely to consider valid extenuating circumstances include:














Separation or divorce of self or parents
Recent burglary, theft or serious car accident
Jury service which cannot be deferred
Representing CECOS College at national level, or your country at international level, or
participation in an event that is of benefit to CECOS College’s national or international
reputation.
For part-time
time students in full-time
full time employment, exceptional pressure of work o
or permanent
change of employment circumstances
Late diagnosis of, for example, dyslexia, meaning that the student has not had the
appropriate support for assessment, including provision in exams
Unavailability of the DLE where the module lead confirms that this would have a significant
impact on your preparation for an assessment or exam
Disruption in an exam or assessment, such as a fire alarm going off, or excessive noise from
building works
A significant change to the student’s financial circumstances after
after enrolment, such as
withdrawal of student finance for a period of study
Interviews for placements, but only in cases where the student has asked the employer or
provider to reschedule, but this has not been possible
Significant positive life events, such
such as weddings of close family members, where the student
can show that no alternative arrangement.

What might NOT be considered valid extenuating circumstances?
People are affected differently by different circumstances, so it is difficult to provide a de
definitive list
of extenuating circumstances that CECOS College would not consider valid. The key issue is whether
the claim meets the criteria in the paragraph above. We expect students to plan their work to allow
for the normal ups and downs of life, including
including minor illnesses or personal issues, so these are not
usually considered to be extenuating circumstances.










Student overslept or their alarm clock did not go
g off
Car broke down, or the train or bus (or equivalent) was delayed or cancelled, unless the
student can show that they made reasonable allowance for such disruption
Childcare problems, or problems with similar caring responsibilities which could have be
been
anticipated
Unspecified short-term
term anxiety from all sources, mild depression or examination stress
Minor illness, such as a cough/cold/sore throat or minor viral infection, unless the illness is
incapacitating and at its peak at the time of a time-specific
time
fic assessment such as an exam or
test
Accidents or illness affecting relatives or friends, unless serious, or the student is a sole carer
Financial problems, including debt sanctions imposed by CECOS College, but excluding cases
of exceptional hardship or significant changes in financial circumstances since enrolment
Family celebrations, holidays, house moves, or similar events, in which the student may be
expected to have input tor control over the date or may choose not to participate
Computing problems, such as corrupt data or media, poor internet connectivity, printer
failure, or e-submission
submission of an assessment file in an incorrect format, or lack of access to IT
facilities
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Examples of extenuating circumstances that CECOS College is NOT likely to consider valid include:








Problems with postal or other third party delivery of work
Misreading timetables of any kind, or time management problems, such as assessment
deadlines close to each other
Appointments of any kind, including legal or medical appointments, which could be
rearranged
Sporting, recreational or voluntary commitments, unless you are represen
representing CECOS
College at national level or your country at international level, or participating in an event
that is of benefit to CECOS College’s national or international reputation
For full-time
time students, normal pressures of employment, because, by enrolli
enrolling as a student,
you have made a commitment to make time available to study.

Disability and long-term
term health conditions
Disability
If a student has a disability, they should contact Student Services. Teaching and support staff will
normally be able to identify,
ntify, provide or arrange aa ‘reasonable adjustment’ in the form of specific
teaching and learning support, which is detailed in the Reasonable Adjustments and Special
Considerations Policy. The Policies are available to all staff and Programme Managers an
and Course
Coordinators are able to ensure that the appropriate adjustments are made. Because these
adjustments have been made before assessment, students should not need to use the extenuating
circumstance provision in relation to your disability.
However, exceptional issues may arise, related to an individual student’s condition, which mean
they require consideration beyond the adjustments already made. In this case, the Student Support
Document may be used as evidence to support a claim for extenuating circumstances.
circumstances. For
extenuating circumstances unrelated to a student’s disability, this Extenuating Circumstance policy
will apply in its entirety.
Students will be referred to the Student at Risk procedure if they submit three extenuating
circumstances claims in a six-month
month period, or if the number or pattern of their extenuating
circumstances claims causes concern at any time. If their programme has a ‘Fitness to Practise’
requirement, the College will also refer to the Fitness to Practise procedure. The aca
academic offences
procedure will be invoked if an extenuating circumstances claim is thought to be fraudulent.
Long-term health condition
A long-term
term health condition is a mental or physical condition that:

If a student has a significant ‘flare-up’
‘flare up’ of their condition that affects their ability to attend or
complete an assessment they must submit an extenuating circumstance claim for the specific
assessment(s). However, rather than asking
asking a student to provide evidence, if required, for every
claim, they can inform the College about their long-term
long term health condition once a year. The claim
should be accompanied by a statement from your GP, hospital consultant or appropriate specialist
responsible
sponsible for the treatment, which provides clear confirmation of the nature, severity, duration
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is persistent, typically lasting for more than three months and is often lifelong
cannot be resolved in a short time, or which will recur regardless of action, or which needs
to be managed on a long-term
long
basis
may require the student to seek help with some activities but is not otherwise disabling
can be managed
naged but can ‘flare-up’.
‘flare

Page




and effect of your condition. If a student has a long-term
long term health condition, they should contact
Student Services who may be able to arrange for additional support
support for learning.
Where the student has notified the College of a long-term
long term health condition, they will still need to
submit an extenuating circumstances claim for any assessment they cannot attend or complete
because of a significant flare-up
up of their condition,
condition, but will not need to resubmit evidence.
Students must inform Student Services of any change in their condition, whether improvement or
deterioration, so that their claim can be reassessed. They may require further evidence from time to
time and willll be contacted at the start of each academic year to review their case.
Students will be referred to the Student at Risk procedure if they submit three extenuating
circumstances claims in a six-month
month period, or if the number or pattern of their extenuating
circumstances claims causes concern at any time. If their programme has a ‘Fitness to Practise’
requirement, the College will also refer them to the Fitness to Practise procedure. The academic
offences procedure will be invoked if an extenuating
extenuating circumstances claim is thought to be
fraudulent.
Temporary, acute conditions
If a student has a temporary, acute condition, such as a broken wrist, they should contact their
Tutor/Programme Manager, as soon as possible, so that they can provide additiona
additional support for
study and put in place arrangements for assessments. They should not need to use the extenuating
circumstance procedures, unless the support in place does not address the problem sufficiently, or
other issues arise.

3. How to make a claim for extenuating circumstances
To make a claim for extenuating circumstances, student should ask Student Services or their tutor
for a claim form, or copy the form at the end of this document. The completed form should be
submitted to the Programme Manager in person or by email.
Timing and retrospective claims
Students should send their extenuating circumstances claim as soon as possible. For all assessments
other than exams, the form must be submitted no later than ten working days after the deadline for
submission
ission of the assessment or the date of the time-specific
time specific assessment, such as presentation,
performance or test.

With this in mind,
nd, please note that unless there are exceptional circumstances as detailed above,
late or retrospective claims for extenuating circumstance will be deemed to be invalid. Appeals
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The academic regulations state that late, or retrospective claims of extenuating circumstances will
be considered only if there are the most exceptional reasons
reasons for not submitting claims on time, such
as impaired judgment through mental health issues. In this situation, the College will require
students to evidence their inability to engage with the Extenuating Circumstances process on time.
Students can provide
ide supporting evidence for any extenuating circumstances claim in a sealed
envelope, marked confidential, so not wanting to disclose personal information will not normally be
considered as an exceptional reason for not submitting on time.
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It is important that students fill in the form accurately and completely – the College can only take
circumstances into account if provided with
with the right information, including the dates that the
circumstances occurred and of the affected.

against Assessment Board decisions based on retrospective extenuating circumstances
circumstances will normally
be rejected.
Corroborating evidence and self-certification
self
Self-certification of short-lived
lived circumstances, affecting students for five working days or less
less.
Students may self-certify
certify extenuating circumstances that affect them for five
five working days or less.
This timeframe means that students consider themselves ‘fit-to-sit’
‘fit sit’ and complete or attend
assessments within five working days of the start of the circumstances. Self-certifying
Self certifying means that
students must state what their extenuating circumstances are, but do not need to provide further
evidence of the circumstances themselves. As well as describing the circumstances, the College will
ask students in their claim to explain how the circumstances have impacted their ability to attend
and complete assessments.
N.B Students must remember that, to be considered valid, extenuating circumstances must meet the
definition that they:





have a significant impact on your ability to attend or complete assessment(s),
are exceptional, and
are outside their control, and
occurred during or shortly before the assessment in question.

Claims that do not meet this definition (and described further in section 2 of this document) will be
considered invalid. A separate self-certification
self
claim must be made for every assessment, including
time-specific
specific assessments such as exams, that is affected by their circumstances, rather than one
claim that covers multiple assessments within a five working-day
working
period.
If considered valid, their self-certified
certified extenuating circumstances
circumstances claim is likely to result in the
students having:
an extension of no more than five working days for coursework assessment in a taught
module, or
 for any other type of assessment, an opportunity for re-assessment
re assessment at the next opportunity,
without
ut penalty, depending on the decision of the Assessment Board,
A self-certified
certified extenuating circumstances claim will never let students avoid submitting any
assessment, even if this accounts for a small proportion of a module’s grade.


Exactly what opportunities
nities for re-assessment
re assessment are available, following a claim for extenuating
circumstances, depends on the extent of their impact on the student’s academic profile, and their
performance in other modules, and is decided by the Assessment Board.
Extenuating circumstances that affect a student for more than five working days
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Unless a Long-Term
Term Ill Health form has been validated as discussed in Section 2, all claims for
extenuating circumstances that affect a student for more than five working days must be supp
supported
by independent, reliable documentary evidence that confirms the nature and timing of the
circumstances. The College will also ask the student to set out in their claim, how the circumstances
have impacted their ability to attend or complete assessments.
assessmen
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Thee College reserves the right to take any steps it considers necessary to verify any evidence
submitted. If the College is unable to authenticate the material to its satisfaction, the claim may not
be accepted.
Independent evidence used to corroborate extenuating circumstances should meet the following
standards. The evidence should:










be written by appropriately qualified professionals who are independent to the student.
Evidence from family and/or friends will not normally be accepted.
be on headed paper and signed and dated by the author. Evidence presented by email is
acceptable if the email has been sent by the author from the official domain name of the
author's organisation
confirm specifically that the circumstances were witnessed on the
the relevant date as opposed
to being reported retrospectively
be in English. It is the student's responsibility to provide supporting documentation and any
translation should be undertaken by an accredited translator (e.g., be a member of the
Association off Translation Companies http://www.atc.org.uk/index.html)
be unaltered by the student. Documentation that has been amended for any reason will be
deemed inadmissible and may be considered under the College’s Academic Offences
regulations.
be original – copies
ies of supporting evidence will be accepted only in exceptional
circumstances. Where extenuating circumstances claims are emailed to the College,
documents should be scanned and attached to the email. The College reserves the right to
see the original documents
ments before validating a claim.

Exceptionally, the College may accept evidence provided by College staff, such as personal tutor
academic staff closely involved in pastoral care, , staff in Student Services, or the module/unit
lecturer. Where such evidence
nce is submitted, it should be countersigned by the member of staff
responsible for pastoral care, to avoid any claim of bias.
The College will consider upholding a student's claim of extenuating circumstances of five or more
days when, in their opinion, all of the above conditions are fully satisfied.
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A medical note confirming a mental or physical health condition, provided at the time when
the student was suffering from that condition. During
During term time the College normally
expects students to consult with and provide evidence from a registered doctor
A letter from a counsellor, confirming a personal, psychological or emotional problem for
which the student has been receiving counselling.
An official document such as a police report including a police reference number, court
summons or other legal document
A letter from a solicitor, social worker or other official agency
An insurance claim document supported by a letter from the insurance
insurance company.
For part-time
time students in full-time
full time employment, wishing to make a claim based on
exceptional pressures in their employment, a letter from the employer that confirms the
particular circumstances.
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Examples of corroborating evidence likely to be acceptable include:
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For an extenuating circumstances claim to be considered
considered valid, both the nature of the circumstances
and the standard of evidence supplied must meet the definition and standards described in this
document. Medical certification that verifies a minor illness, or simply reports a claim that that a
student felt unwell, for example, will not normally be deemed valid.

4. Considering Extenuating Circumstance Claims
Each extenuating circumstance claim will be considered individually and all students will be treated
fairly and equitably. The decision will take into
into consideration the nature, timing and severity of the
problem and the impact it has had on assessment.
Forms are considered as a matter of priority, and the majority are considered soon after submission.
However, occasionally some forms can take a little longer to assess. Students will be informed of the
outcome by email (sent to their College email address). If the claim is deemed invalid the student
will receive an explanation for this decision.

5. Appeal against an Extenuating Circumstances decision
Students have the right to appeal against the College’s decision whether or not to accept an
Extenuating Circumstances claim.
Such appeals must be submitted within ten working days of the outcome of the extenuating
circumstances claim being communicated and
and may be made only on the following grounds:



A material and demonstrable procedural irregularity in the Extenuating Circumstances
process.
Evidence that the College did not consider all of the information available to it at the time of
its consideration of the claim.

Appeals will not be considered on the following grounds:



Dissatisfaction with the reasonable judgment of the College in its consideration of the
extenuating circumstances claim,
Late submission of an application for extenuating circumstances
circumstances or late submission of
evidence to support an application where there are no compelling ground
grounds why the
application was late.
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Appeals against the College’s decision on whether or not to accept an Extenuating Circumstances
claim must be made within ten working
wo
days of the decision as set out above.
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Application for Extenuating Circumstances for taught modules/units
Please complete this form with reference to the Extenuating Circumstances Policy and Procedure,
available in the Extenuating Circumstances
Circumstanc Policy and Procedure.
Full Name:

Student
number:
Year
Group:

Programme:

Assessments Affected
Module
Name

Programme
Manager

Type of
assessment

Assessment
deadline

Request type
Extension or
Non-submission
submission

Group
work
Yes No

Please describe the nature of the Extenuating Circumstances and their impact on your ability to
attend or complete your assessment as set out above.
above (Please
Please continue on a separate sheet if
necessary)

Signed:

Essential Policies and Procedures Handbook
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Declaration: I confirm that all information completed on this form is honest and accurate to the best
of my knowledge. I confirm that I have read and understood the Extenuating Circumstances Policy
and Procedures.
Date:

Version 4
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Start date:
Expected end date:
Are you self-certifying
certifying your circumstances?
Yes No
Please note you may self-certify
certify that circumstances have affected you for five
working days or less. You must submit a separate claim for each assessment.
Evidence attached where a claim is not being self-certified.
Please list the independent collaborative evidence attached to this claim. If evidence is sensitive
and must remain confidential, please enclose in a sealed envelope marked confidential with your
name a student number.

March 2022

CECOS College Extenuating Circumstances checklist

Initial Decision about the claim
Decision

Yes

Date:
Valid

Invalid Initial Decision
Is more evidence needed?
What information if any is required
and by when?

Further information received. Please
list.

Invalid

Yes

1.
2.
3.

.
.
.

Confirmed Decision
Decision about the claim based on all evidence seen
Reason for INVALID
decision.

Extended Submission Deadlines
Module/Unit
Assessment Title
Code or Title

Revised
Deadline

No

Date

Valid

Original
Deadline

No

Invalid

Notes
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N.B. A copy of this document should be kept in the student’s file and made available to the Chair of
the Assessment Board and to external examiners or EQAs as appropriate.
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Evidence and Previous Claims
Does the student have a Long Term Health Condition?
Has the student made previous claims based on their condition?
Is this claim self-certified?
Number of claims in the current academic year
Checked by:
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Student Support and Tutoring Policy
Introduction
CECOS College views effective student support as a crucial part of its overall academic provision. The
College seeks to engender a supportive learning and social environment for all its students and
recognises that well planned student support arrangements make a major contribution to personal
well-being
being and academic success.
The College also aims to offer clear and effective administrative support to students to ensure that
clear information and advice is provided to meet the information and administrative requirement
requirements
of their programme. This includes advice and guidance related to payment of fees, completion of
application and registration forms and other awarding body and organisation requirements.

UK Quality Code for Higher Education and other external references:
Advice and Guidance set out in the UK Quality Code Themes of:
 Admission, Recruitment and Widening Access
 Assessment
 Concerns Complaints and Appeals
 Enabling Student Achievement
 Learning and Teaching
 Student Engagement
Awarding body guidance and compliance
compliance with the requirements of the Regulated Qualifications
Framework (RQF) qualification regulations and guidance alongside awarding body regulations.

Terminology
In the context of this policy, ‘student support’ is taken to mean all the measures adopted by the
College to ensure that its students are enabled to gain the maximum benefit from their programmes
at CECOS.. This includes general pastoral support, individual counselling on study related matters
matters,
learning and tutorial support, participation in social activities and education, advice and guidance
about careers and progression. The term also encompasses measures to support and assist disabled
students (however defined)
efined) during their time in the College.

Scope
This policy is restricted to broad--based
based student support. Some specific aspects relating to learning
and assessment are addressed in the Teaching and Learning Policy and Assessment Policy
Policy. Student
engagement is addressed in the Student Engagement Policy and matters specific to learning
resources in the Learning Resources Policy.
P
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The overall aim of the policy is to ensure that all students receive effective support, appropriate to
their individual
idual needs, to enable them to benefit fully from their learning experience at
CECOSCollege. The College is committed to providing a high quality learning experience which
includes high standards of academic and pastoral support.
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Aims

The College’s policy for personal tutoring is intended
intended to promote achievement, well
well-being and
lifelong learning and to help ensure that each individual student is known and valued and that their
needs are recognised and supported.
supported

Objectives
The objectives of the Student Support
Suppor Policy and its related procedures are:



















to ensure that student support and development resourcing, management and evaluation is
considered at a strategic level in the College
to ensure that all prospective students receive detailed and accurate initial iinformation
about the College and about their programmes before they enrol
to provide student support on the basis of equity and fairness; in particular to provide
appropriate academic support and guidance for disabled students, facilitate their access to
and use of information and communications technology and ensure that they have full
access to student support services in the College
to ensure that all current students are fully informed about their programmes and about
what the College expects of them
to make available relevant information about pastoral care provision and any mentoring
arrangements and to ensure that all students seeking assistance are helped swiftly and
efficiently
to ensure that the College provides appropriate and effective support if students experience
problems which may require a change of programme
to provide an appropriate information about external counselling service
services which addresses
any urgent personal problems which students may encounter, as well as providing
appropriate follow
llow up and, where necessary, referral to medical professionals
to consider progression and career issues when designing curriculum and assessment and to
advise students sensitively about academic progression, providing referral to relevant
external bodies where necessary
to make information available to all students about learning opportunities and learning
support
to offer tutorial support on a regular basis
to ensure that any students making an academic appeal are supported and rece
receive
appropriate guidance
to facilitate appropriate student social activities, in order to broaden their overall College
experience and social life, in conjunction with the Student Council
to ensure that all staff who provide support to students are appropriately
appro
ly qualified and
competent.

Students will receive information from course administrators and tutors as to deadlines for
the submission of assignments which must be submitted on-line,
on line, other than where involving
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The course administrators and the Student Services team as a whole are responsible for
ensuring students have access to appropriate information about their programme
administrative requirements. The Student Services team are available to guide students to
complete registrations and other programme documentation following an offer from the
admissions team. Some support and guidance will also be provided for payment of fees and
registration
ation for student loans.
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Responsibilities and resources

presentations, role plays, or other practical activities.
ac
Responsibilities of the Personal Tutor
Personal tutors are designated to sustain and act as a first point of reference for individual students
on pastoral or academic matters. The role includes, but is not limited to, the following:





Providing appropriate guidance and general feedback on overall academic performance.
Fostering the development of students’ reflective and independent learning strategies.
Ensuring that tutorial meetings are arranged at appropriate intervals (ILP deadlines).
Encouraging
ging students to aim for higher grade

Responsibilities of Student Support
Student Services and Support are responsible for a range of activities including:
 Planning induction to help students with the transition into their programme of study
study.
 Maintaining a log of contacts with students on the “Personal Tutor Tracking Sheet”
 Reviewing and recording students’ individual academic performance and developing
Individual Learning Plans (ILP) together with students as needed.
 Assisting students in identifying personal development opportunities by allowing them to
reflect upon their current skills and defining future development needs using the Self
SelfAssessment Form.
 Hold one to one student support tutorials
 Checking students’ assignments prior to submission if required
r
 Monitoring and recording individual student progress against the ILP.
 Working with other departments to monitor students who have been identified as “at risk”
of termination
ermination for insufficient progress.
 Being familiar with the College’s policies and procedures, as well as relevant sector
developments in order to help provide appropriate and timely advice to students.
 Offering general advice and guidance to students.
 Assisting students with Harvard Referencing system and paraphrasing.
 Encouraging students
nts to aim for higher grades
 Comparing and contrasting the actual achievement of students with their expected
achievement
 Assisting programme leaders
leader with Academic Offence meetings
 Referring students, as appropriate, to other departments within the College. Such referrals
may relate to disability, health support etc.

Responsibilities of Students
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Attending all arranged meetings or suggesting an alternative time with their personaltutor
Engaging with the nominated personal tutor for assistance or guidance
Notifying their personal tutor if they are having academic, health or personal problems that
are
re affecting any aspect of their work.
Students should seek further support from the Student Support if required
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The College sees students as active partners in their learning journey and this is reflected in their
learning contract. All students are responsible for:
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Student Support Academic Targets
The College has clear performance indicators for student achievement and success. These include:









The Benchmark for each award is a minimum of 75% of the final year enrolment.
The College sets a target of 85% success on all submitted work.
The Benchmark for the Success Rate (i.e.-pass
(i.e. pass rate) on Enrolment (SR:E) = 70% of all
enrolled students
The Benchmark for the progression rate from year 1 to year 2 = 90% of students remain
enrolled at the end of the academic year
The Benchmark on completion of the course = 90% of year 2 enrolment
The Benchmark on the achievement of the awards =75% of students remain enr
enrolled at the
end of the final year’s enrolment
Production of a register for students at risk in collaboration with the Academic Department
Maintenance of ILP records.

Monitoring and Review
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The effectiveness of the implementation of student support and tutoring will be monitored through
Progression Boards, Programme Team Meeting and Academic Board. The College will develop
annual monitoring reports at programme, provision and College level every November which will be
reviewed by the Senior Leadership Team.
Team
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Safeguarding Policy and Procedures including the Prevention of
Extremism
Introduction
At CECOS College we feel that it is our duty to help keep all of our learners/students/students safe
during the time they are training/studying with us, regardless of their age and or how vulnerable or
not they may be. Unlike many safeguarding policies that restrict themselves to cover only
vulnerable adults and those below 18 years of age, as dictated by legislation, the College believes
that all learners/students,
arners/students, not just those classified as vulnerable should be protected. The College
acknowledges that learners/students who are categorised as vulnerable may also be referred to
social services for support. We believe in a ‘duty of care’ for every learner
learner involved in our
programmes, whether studying face-to-face
face face or online with us, or training through one of our
subcontractors. The College Safeguarding Policy includes the need to raise awareness of the risks of
radicalisation and extremism, and to take action where potential dangers are identified.
Although we know that we need to comply to all relevant legislation and keep ourselves updated on
any changes, the main aim of this policy is to make it as clear as possible to our staff and
learners/students
nts what we will do, and what we expect of them, to ensure that we are all as safe as
possible, rather than over-focus
focus on quoting legislation. References to current legislation and how it
came about in response to particular incidents will be made in staff and learner training and as
appendices to this policy. Our main focus is ensuring that all the key aspects of safeguarding are
promoted by us to everyone who comes into contact with CECOS College, at an appropriate level,
and in language that is understandable.
understandable. If there are any changes in legislation within the one
one-year
life of this policy, it will be updated in year as necessary, and staff and learners/students will be
informed of the changes and their importance.
We believe that all our students/learners/students
students/learners/students should be happy and secure in their working and
learning environments. Our safeguards not only protect and promote the welfare of our
learners/students, but helps to improve their confidence both at work and in their everyday life. The
safeguardss also help to protect all CECOS College employees.
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Our approach to safeguarding is the same as our approach to learning and training, based upon
respect for all and a commitment to equality of opportunity. We will work with our staff and any
external employers to provide
ide a safe and secure environment within which all learners/students can
work and learn. We will make every effort to identify any learner at risk of suffering harm during
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We recognise that there could be individuals who may wish to harm our learners/students, and that
it is our duty to put in place safeguards to protect any people that we work with. CECOS College also
wishes
shes to avoid placing our employees in positions where accusations of abuse might be alleged. We
seek to ensure that everyone knows what the reporting structure for safeguarding within CECOS
College is, should any abuse, harm or attempt at radicalisation ever
ever be suspected. We will seek to
protect and to actively promote the welfare of the learners/students that we come in contact with.
As a result, we have drawn up this safeguarding policy that embeds a set of learner
learner-focused
procedures to put what is intended
ded by CECOS College, into practice.

their involvement with our programmes, and once identified we will take appropriate action to keep
them safe. As you read through this policy it will raise your awareness of the different ways people
may be abused, harmed or placed in danger, including while online and through radicalisation.
This policy applies to all CECOS College employees.
employees. We will check that any subcontractors we work
with have similarly comprehensive policies and procedures, as part of our due diligence in selection
as partners, or that they adopt ours. There are four main elements to the policy:
raising awareness of safeguarding, radicalisation and safety issues and
equipping learners/students with the skills needed to keep them safe – this will
include in their working and their everyday lives (including an understanding of British
values and e-safety)
2. developing and then implementing safeguarding procedures thatsupport
support
learners/students who have been, or are in danger of being abused or radicalised
- for identifying and reporting cases, or suspected cases, of abuse or radicalisation so
that we can
n help minimise the negative impact on their lives
3. ensuring that we practice safer recruitmentrecruitment in checking the suitability of staff to work with
our learners/students (this will include any temporary or agency staff)
4. establishing a safe learning environment that meets our legal responsibilities - in which
learners/students can learn and develop and feel confident in being able to raise any
concerns about themselves or others
1.

CECOS College recognises that because of the day-to-day
day
contact with learners/students
rners/students and those
that they work with, our teaching staff, assessors and managers are best placed to observe the
outward signs of possible abuser changes in behaviour that might be signs of radicalisation. We will
also ensure that promoting an understanding
understanding of safeguarding is included in our Employer
Handbook.







ensuree that we have a designated senior staff member to oversee the safeguarding
of our learners/students, leading a safeguarding team and acting as the ‘nominated
person’ to act as Lead Safeguarding Officer (with appropriate initial training, annual
updating and
nd support for the role)
ensure that our safeguarding team will represent both genders so that our learners/students
have a choice of who to talk to, eliminating the potential barrier that any first steps to
reporting a concern are not hindered by any embarrassment
embarrassment of talking to someone of a
different gender
ensure that all members of our staff have appropriate knowledge to carry out their
roles, developed through different forms of training for safeguarding (not just
completing online training, which is not as effective at checking an understanding of
the most important concepts as there is no chance to ask questions to confirm
understanding). Training will cover traditional ‘safeguarding’, online safety, Prevent,
signs of radicalisation and the importance
importanc e of British values, with training updates
every year. Our staff will subsequently be able to raise the awareness of our
learners/students
ensure that CECOS College undertakes an annual review of the policy and procedures, so
that it reflects any changes that
that might impact from changes in legislation, guidance or
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CECOS College will have regard to the procedures and guidance issued by the London Safeguarding
Children Board, the London Safeguarding Adults Board and the Department for Education to:







incidents of abuse or terrorism in England and other countries (but reacting to any urgent
need for change within the lifespan of the policy and procedures)
ensure that CECOS Collegesafeguarding
College
arrangements
angements are widely known amongst
staff, learners/students and subcontracting partners
keep written records of concerns about learners/students, even where there is no
need to refer the matter immediately and ensure that all records are kept securely,
separate
arate from the main learner file and in secure locations
include procedures where an allegation is made against a member of staff
ensure that safer recruitment practices are always followed, including carrying out
appropriate checks on new staff.
staff

1. Raising awareness of safeguarding, radicalisation and safety issues and
equipping learners / students with the skills needed to keep them safe for
identifying and reporting cases, or suspected cases, of abuse or
radicalisation
Learners/students, and in some
me cases staff, could be the subject of abuse, exploitation or
attemptedradicalisation. As a training and higher education provider CECOS College wants our
learners/students and staff to understand the different ways abuse and exploitation are categorised,
and how people might become radicalised. Sadly, these topics are constantly in the news because
they are not spotted at an early enough stage, and are highlighted when harm has been done. By
raising awareness through reading this policy and procedures, together
together with further training and
reinforcement at induction and during reviews, we hope to be able to identify any problems at an
early stage in order to minimise the potential negative impact and to protect our learners/students
and staff. If you are personally
onally subject to anything in this section, or know of anyone else who is,
please tell a member of staff such as your trainer assessor, or go straight to a member of the
safeguarding team.

The main categories of abuse and exploitation
Abuse is defined as any action that intentionally harms or injures another person – here we outline
how different abuse is broken down into different ‘types’ along with indicators it is happening.
Physical abuse. There
here are many different ways that people may be abused physically,
physically, examples
include: hitting, slapping, pushing, kicking, shaking, throwing, rough handling, twisting of limbs,
poisoning, burning or scalding, drowning, suffocating, misuse of medication, inappropriate sanctions
or restraint, unnecessary physical force
force either deliberate or unintentional. Domestic violence by men
or women on their partners is a form of physical abuse.
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Sexual abuse. This is defined asforcing
forcing or enticing a person to take part in sexual activities when
they are under age, frightened or do not understand what is happening. Examples inclu
include: rape and
sexual assault, or sexual acts to which the person has not consented, could not consent or was
pressured into consenting (including penetrative or non-penetrative
non penetrative acts). Our students/learners
who work or have placements in care settings need to
to be aware of the signs of sexual abuse on their
clients. It would be seen as a betrayal of that trust, and therefore abusive, that any member of staff
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Indicators of this abuse include bruising or other injuries for which explanations do not seem to fit,
or recurring injuries. For example,
mple, if a female learner living with a partner has bruises on their face
and says they walked into a door, especially if it happens more than once, you may start to suspect
they are being subjected to physical abuse. Our apprentices who work in care setti
settings need to be
aware of the signs of physical abuse on their clients.

should have a sexual relationship with a person they are caring for. Sexual abuse can also be non
noncontact
ct abuse such as voyeurism, involvement in pornography or sexting (pressuring someone to
send indecent images using phones, but also computers). Sexual abuse can occur between people of
the same sex and it can also occur within marriage or any long term relationship.
relationship. Although such acts
are mainly carried out by men, there have been many examples where women have been involved.
Indicators of this abuse include bruising (particularly to the thighs, buttocks and upper arms and
marks on the neck), unusual difficulty in walking or sitting, changes in sexual behaviour or attitude,
self-harming,
harming, poor concentration and becoming withdrawn. We have included a br
brief description of
child sexual exploitation at the end of this section of the policy and procedures.
Emotional or psychological abuse.
abuse. This covers a range of behaviours including: emotional abuse
involving persistent emotional ill-treatment,
ill
verbal assault
lt or intimidation; psychological abuse
which includes emotional abuse, threats of harm or abandonment, deprivation of contact,
humiliation, blaming, intimidation, coercion, harassment, verbal abuse, cyber bullying (online or by
text), controlling (overriding
ing of consent) of choices or wishes, being made to feel worthless,
frightened or unloved. Please note that psychological or emotional abuse will usually occur in
conjunction with other forms of abuse.
Indicators of this abuse include an air of silence when
en a particular person is present, becoming
withdrawn, having low self-esteem,
esteem, having a change of appetite with weight loss or gain, showing
signs of distress such as tearfulness or anger.
Financial abuse (also referred to as or material abuse).
abuse A range off activities can constitute financial
abuse including theft, fraud, exploitation, and pressure in connection with wills, property, enduring
power of attorney, possessions or benefits. A person may be pressured by someone into handing
over their wages and having
aving none of their own money.
Possible indicators of this abuse include sudden loss of personal possessions, unexplained lack of
money or the inability to maintain a normal lifestyle (in the case of a learner walking everywhere
rather than taking a bus, having no money for drinks or food, ‘giving away’ possessions), unexplained
withdrawal of funds from bank accounts or running up credit card bills that can’t be paid, rent
arrears and eviction notices. Again, our learners and students who work in care set
settings need to be
aware of the signs of financial abuse on their clients.
Neglect (and acts of omission). This form of abuse includes ignoring medical or physical care needs,
failure to provide access to educational services or the withholding of the necessities
necessities of life, such as
medication, adequate food, shelter and heating. This type of abuse is most prevalent in care
situations or with young children by parents. Again, our learners/students who work in care settings
need to be aware of the signs of this abuse on their clients. It is often part of stories that hit our
news headlines combined with physical abuse of children and older people.
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Discriminatory abuse.. This form of abuse is usually motivated by discriminatory and oppressive
attitudes towards people on the basis of their race, gender, culture background, religi
religion, physical or
sensory impairment, sexual orientation or age (the protected characteristics under the 2010 Equality
Act). Verbal discriminatory abuse may include derogatory remarks or inappropriate use of language
related to one of the protected characteristics
characteristics listed above, for example subjecting someone to
racist or sexist remarks, or harassment. It can be carried out in person or online. A 2016 report found
that one in four teenagers is abused online over their sexual orientation, race, religion, gender or
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Signs of this abuse may include weight loss, tiredness, acting as a career for other family members,
scavenging forr food, being dressed in dirty clothes and general signs of ill health.

disability. The abuse may also include denying access to communication aids, not allowing access to
an interpreter, signer or lip-reader
reader or harassment or deliberate exclusion (for example, not being
allowed into a club) on the grounds of someone having a protected characteristic.
Signs of this abuse may include changes in behaviour and a loss of self-esteem.
esteem. Learners/students
may volunteer to being a victim of this, often when they have been on the street or using public
transport. Although there may not be much that can be done after it has happened to stop it, it
should be reported to the police with a description of who did it. They may be aware of other
incidents and can examine CCTV footage from street or traffic cameras, or on public transport, tto
obtain evidence.
Domestic violence and abuse. This form of abuse includes any incident or pattern of incidents of
controlling, coercive or threatening behaviour, violence or abuse between those aged 16 or over
who are or have been, intimate partners or family members regardless of their gender or sexuality.
It also includes so called 'honour’-based
'honour’ based violence, female genital mutilation (FGM) and forced
marriage (incidents are often in the news and all three are discussed below). Although the official
definition
ition uses the age of 16 and that will be the minimum age of our learners/students, there are
many cases of FGM and forced marriage of children younger than this.
Indicators of this abuse include having low self-esteem
esteem or worthlessness, feeling that the abuse is
their fault when it is not, showing signs of physical violence such as cuts or bruises (and blaming it on
‘walking into a door’), or a learner suddenly leaving their training as their partner does not like them
mixing with members of the opposite sex or people who might notice the abuse and advise them to
report it or to leave the relationship.

Honour Based Violence. Honour Based Violence (HBV) is a term used to describe violence
committed by members of extended families, motivated by a perceived need to restore ‘standing’
within the community,, which is presumed to have been lost through the behaviour of the victim
that the violence is carried out on. The behaviour that triggers the violence may seem fairly normal
to those outside of a particular culture and is therefore hard to understand. Most victims of HBV are
usually women or girls, although men can also be at risk, for example, if they are gay. Loss of
‘honour’ is often for showing independence or wanting freedom, over the wishes of the famil
family.
Common triggers for HBV include:









It is important to take learner fears of HBV seriously,
seriously, even when the cause of it seems trivial, and
therefore unlikely. Victims of HBV are more likely to underestimate the risks to their safety than
overstate them. HBV is often a collective crime with several family members involved and someone
outside a family may be paid to kill or harm a victim (for example, acid attacks to disfigure faces).
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not wishing to practice a particular religion anymore
refusing to take part in an arranged marriage (family expectations may be to marry a much
older man who they may never have met, who may live in another country)
having
ing a relationship outside the approved group (having a boyfriend of a different religion
or ethnicity, or for family to find out someone is gay, for either males or females)
loss of virginity or being pregnant outside of marriage (family would expect a gi
girl to be a
virgin on being married)
a married woman having a relationship outside of their marriage
spending time without the supervision of a family member
reporting domestic violence to the police, rather than putting up with it
attempting to divorce a partner
partner or pushing for custody of children after divorce
refusing to divorce when ordered to do so by family members
men may be targeted by the family of a woman who they are believed to have ‘dishonoured’
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Forced or arranged marriage.Forcing a person into a marriage against their will is a crime in
England and Wales. A forced marriage is one entered into without the
the full and free consent of one or
both parties and where violence, threats or any other form of coercion are used to cause a person to
enter into a marriage. Threats can be physical or emotional and psychological. A lack of full and free
consent can be where
ere a person does not consent or where they cannot consent (if they have
learning disabilities, for example). Nevertheless, some communities use religion and culture as a way
to coerce a person into marriage. It is not unusual for families to deny that forced
forced marriage is
intended, and once aware of outside concern, they may move the learner and bring forward both
travel arrangements and the marriage. For this reason, staff should not approach the family or
family friends, or attempt to mediate between the learner
learner and family, as this will alert them to
official involvement.

Female genital mutilation (FGM).FGM is the partial or total removal of external female genitalia
for non-medical
medical reasons. It's also known as female circumcision, cutting or sunna. Religious, social or
cultural reasons are sometimes given as reasons for FGM, however, FGM is child abuse. It's
dangerous and a criminal offence. There are no medical reasons to carry out FGM. It doesn't
enhance fertility and it doesn't make childbirth safer.
safer. It is used to control female sexuality and can
cause severe and long-lasting
lasting damage to physical and emotional health.
FGM has been a criminal offence in the UK since 1985. In 2003 it also became a criminal offence for
UK nationals or permanent UK residents
residents to take their child abroad to have FGM. Anyone found guilty
of the offence faces a maximum penalty of 14 years in prison. Although you might think FGM is not
common it is estimated that there are 137,000 women and girls with FGM in England and Wales.
From July 2015, anyone can apply to the court for an FGM Protection Order if they are concerned
that someone is at risk of FGM. Breaching an FGM Protection Order is a criminal offence with a
maximum sentence of five years imprisonment. From October 2015, the FGM Act 2003 was
amended to introduce a mandatory reporting duty for all regulated health and social care
professionals and teachers in England and Wales. We must make a report to the police, if, in the
course of our duties:



we are informed by a girl under the age of 18 that she has undergone an act of FGM
FGMOR
we observe physical signs that an act of FGM may have been carried out on a girl under the
age of 18.
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A girl at immediate risk of FGM may not know what's going to happen to them. She might ttalk about
being taken 'home' to visit family, or that a special occasion is being planned to 'become a woman'
or that an older female relative is visiting the UK. Although FGM is often carried out abroad it is also
performed in the UK. A female learner may ask a trainer or assessor for help if she suspects FGM is
going to happen to her, or a younger sister. She may run away from home and miss work or training
days, often without a reason being given. If FGM happens it can be extremely painful and dangerous,
causing long term effects on health, complications during pregnancy and childbirth as well as
emotional and mental health problems.
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The term FGM covers all harmful procedures to the female genitalia for non-medical
non medical purposes.
There are four types - all are illegal and have serious health risks. FGM ranges from pricking or
cauterizing the genital area, through to partial or total removal of the clitoris, cutting the lips (the
labia) and narrowing the vaginal opening. Even partial
partial removal or 'nipping' can risk serious health
problems for girls and women. It is usually performed by someone with no medical training. Girls are
given no anaesthetic, no antiseptic treatment and are often forcibly restrained. The cutting is made
using instruments
nstruments such as a knife, pair of scissors, scalpel, glass or razor blade. FGM is practised in 28
African countries as well as in parts of the Middle East and Asia.
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If you are worried or suspicious about FGM having happened or that someone is in danger of it
happening, please tell us. The
he NSPCC have a free, 24/7 FGM helpline that can be phoned
anonymously or an email address where concerns can be raised: Freephone 0800 028 3550 or email
fgmhelp@nspcc.org.uk
sexual exploitation (CSE) is a type of sexual abuse partly
Child sexual exploitation. Child sexual
categorised by age, but the same kind of abuse could occur with learners/students of any age. Young
people who find themselves in exploitative situations and relationships receive something such as
gifts,
ts, money or affection as a result of performing sexual activities, or for allowing others to perform
sexual activities on them. Young people may be tricked into believing they're in a loving, consensual
relationship. They might be invited to parties and given
given drugs and alcohol so they are not fully aware
of what is happening to them and what they are asked to be involved in. They may also be groomed
online to do or say sexual things in front of a webcam or on a phone (Skype, Facetime, etc.). Young
people often
ften trust their abuser and don't understand that they're being abused. They may depend
on their abuser or be too scared to tell anyone what's happening. Abusers may threaten to send
images, video or copies of conversations to the young person's friends and
and family unless they take
part in other sexual activity. A significant number of young people who are victims of sexual
exploitation go missing from home, care and education at some point.
Victims can be male or female. Young people who have been in care are often specifically targeted
to be victims of exploitation as their backgrounds can make them more susceptible. Some young
people are ‘trafficked’ into or within the UK (illegally helped into the country and then forced to
work for the traffickers) for the purpose of sexual exploitation. Young people who have been
trafficked may have no access to their parents, have false identity documents and may not be
registered with a GP. Sexual exploitation can also happen to young people who are in gangs. The
majority
ority of sexual exploitation within gangs is committed by teenage boys and men in their
twenties. Girls and young women are frequently forced into sexual activity by gang members.
Initiate young people into the gang. Exert power and control over members.
Indicators of sexual exploitation include young people having unexplained gifts or new possessions,
having older boyfriends or girlfriends, suffering from sexually transmitted infections or becoming
pregnant, having changes in emotional well-being,
well being, misusing drugs and alcohol or going miss
missing
without explanation (to escape the situation that they are in).

Private Fostering.Although this maybe a perfectly safe arrangement we need to be made aware of
any private fostering arrangements for any of our learners/students, to ensure that they are not in
potential danger. Privately fostered learners/students under the age of 18 are cared for by
someone other than a parent or close relative (e.g. step-parents,
parents, siblings, siblings of a parent and
grandparents) for a period of 28 days or more. Staff should
should make a referral to the safeguarding team
if they become aware of such an arrangement and if they feel that the fostering arrangement is not
likely to have been notified to the local authority or if they have doubts about whether a young
learner’s carers
rs are actually their parents, and there is evidence to support these doubts, including
concerns about the young learner’s welfare.

Extremism is the vocal or active opposition to fundamental ‘British’ values,
values, including democracy,
the rule of law, individual liberty and the mutual respect and tolerance of different faiths and beliefs
of others. There are many types of extremists for many
many different causes, including animal rights,
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What are extremism and terrorism?
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2. Safeguarding learners/students from radicalisation and the influences
of extremism

right and left-wing
wing groups, religious groups and several others. Extremists may or may not be violent
(for example hacking computers may not cause physical harm) but often violent action is taken
alongside protests.
sts. For example, in the United States some groups that are anti-abortion
anti abortion simply
protest while others have blown up clinics and attacked those who work there.
Terrorism is defined as action designed to influence the government, intimidate the public, and
done for the purpose of advancing a political, religious or ideological cause, that endangers or
causes serious violence or harm to people, property, or seriously disrupts or interferes with an
electronic system (computer hacking). Sadly there are examples around the world on a very regular
basis of murders including the 9/11 attack on New York, the ‘7/7’ attacks in London and the murder
of Fusilier Lee Rigby in Greenwich. Nearby in France there have been several violent murderous
incidents including the attacks
tacks on journalists of a magazine, a Jewish restaurant, slitting the throat of
a Catholic priest in church, the attack on an audience of a rock concert, attempts to bomb a football
match and the deliberate running over and killing scores of people watching
watching fireworks on a seaside
promenade in Nice.
The groups most commonly in the news when people think about extremism and terrorism have
generally been Islamic ones, but there are groups with many different ideologies that are seen in the
UK, including several
al from the far right, far left and animal rights. We should not stereotype those
who support any one group such as Islamic State as being bearded males (IS) or the National Front
as tattooed skinheads (NF), because they may not be anything like that. Extremists
Extremists come from every
background imaginable, they may be male or female, wealthy or poor, and of any intelligence level.
People who become extremists and terrorists in the UK are not born as such, but become
radicalised.
How do people become radicalised?
As young people grow and become more independent, it is not unusual for them to take risks,
explore new things and push boundaries. Teenage years are often a time when young people will be
searching for answers to questions
questions about their sense of identity, faith and belonging, as well as
looking for adventure and excitement. This can mean that they are particularly vulnerable to
extremist groups,
who may claim to offer answers, as well as giving identity and being part of a strong social network.
Extremist groups often target young people for this very reason, using the internet and social media
to spread their ideology. Although the radicalisation process is unique for each individual, in general
terms, four key elements aree usually present:
1.
2.
3.
4.

a vulnerable person will be introduced to an
extremist ideology by a
radicalising influencer,, who, in the
absence of protective factors (such as a supportive network of family and friends, or a
fulfilling job) draws the individual towards
to
extremism.
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Here is a guide to some possible warning signs of radicalisation that may be noticed by
parents/guardians, friends, employers or our trainers and assessors,
assessors, as changes to a learner’s
attitudes,
ttitudes, opinions, character or behaviour:
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There is no single path to radicalisation, otherwise it would be easier to block and stop. It can occur
quickly in a matter of weeks, or over a much longer period of time. Sometimes there are clear
warning signs, and in other cases the changes
changes in personality or behaviour are less obvious or are
attributed to ‘normal’ teenage behaviour.





















being argumentative or aggressive, with an unwillingness to listen to or consider other
points of view which contradict their own
refusal to engage with, or being abusive to, peers who are different to themselves. These
differences could include race, religion, gender or sexuality
susceptibility to believe conspiracy theories and having a feeling of persecution
changes in behaviour and the peer group and friends associated with
from being a hard-working
working individual who is punctual and has work done on time, to being
late, missing appointments and not handing work in on time (grades suffer)
distancing themselves from friends, both online and offline
having a recent and possibly sudden conversion
c
to a new religion
having a significant change of appearance, clothing and/or behaviour
rejection of activities they previously enjoyed (socialising in pubs, clubs, etc.)
excessive time spent online or on mobile phones, and secretiveness or reluct
reluctance to discuss
what they are doing (more so than previously seen, but typical of many young people)
changes in online identity, including social media profile image or name. Some will even
have two parallel online profiles, one their ‘normal’ or old self, the other for an extremist
identity, often in another name
showing support for extremist ideologies and groups (for example, giving expressions of
sympathy with the ideology of extremist groups or justification of their extreme actions,
perhaps after a major
jor incident)
expressions of sympathy or understanding for young people who have joined or attempted
to join these groups (for example, travelling to Syria via Turkey)
accessing extremist material online, including violent extremist websites (for example,
beheadings), especially those with a social networking element (e.g. Facebook, Twitter)
possessing or accessing other forms of extremist literature
being in contact with extremist recruiters
joining or seeking to join extremist organisations

Whether you are
re a friend or an employer, you will be well placed to recognise when changes to
behaviour feel out of character for someone that you know. You should have confidence in your
judgment and seek advice if something feels wrong. Use our safeguarding contact d
details to raise or
discuss any concerns.

Prevent Duty
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Since July 2015, all further education institutions, including apprenticeship providers, have had a
legal responsibility to have due regard to the need to prevent people from being drawn into
terrorism
m by being radicalised. This government initiative is known as the ‘Prevent Duty’ and is
designed to not only stop people becoming radicalised, but also to avoid them from getting a
criminal record. ‘Channel’ is a programme which focuses on providing support at an early stage to
people who are identified as being vulnerable to being drawn into terrorism. It provides a
mechanism for us to make referrals if we become concerned that a learner might be vulnerable tto
radicalisation. An individual’s engagement with the programme is entirely voluntary at all stages.
Following a referral, a Channel panel will assess the extent to which identified individuals are
vulnerable to being drawn into terrorism, and, where considered
considered appropriate and necessary,
consent is obtained, arrange for support to be provided to those individuals.
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Promoting British values
Most people would be able to express their idea of what they felt British values were if asked,
generally talking about a sense of fairness and democracy. Britain has a long history and some of the
things that we now take for granted, such as ‘one person, one vote’ were hard won equal rights
(only
only women who were householders over the age of 30 [6 million women] got th
the vote in 1918;
women over 21 did not get the vote until 1928 despite all men over the age of 21 getting the right to
vote in 1918).
The four British values and what they represent are discussed below:
 Democracy – this is the belief in freedom and equality between people in which power is held by
elected representatives or directly by people themselves. Everyone has a role in influencing
decision making, at national, local and community level. As a learner it means exercising your
democratic influence
ce through the feedback mechanisms we provide such as surveys. These
could have influence, for example on developing procedures to improve your experience whilst
learning through CECOS College.
 Rule of Law – this is ensuring an understanding of the importance
importance of having laws and the
consequence of breaking laws, accepting that no one is above the law. It is about individuals
having an understanding of their rights and responsibilities, as learners/students, employees,
consumers, service users and citizens in society. This is about encouraging everyone to accept
responsibility for their behaviour; distinguishing right from wrong, and to respect the civil and
criminal law of Great Britain.
 Individual Liberty – this relates to our rights and responsibilities as citizens; the right to act
believe and express oneself in a manner of one’s own choosing. This requires an understanding
of the balance between freedom of speech and expression and the potential negative impact on
others. This is about enabling learners/students
learners/st
to develop their self-knowledge,
knowledge, self
self-esteem
and self-confidence,
confidence, and to encourage you to become a responsible individual who actively
participates in your own learning and development.
 Mutual respect and tolerance for others (such has people who hold
ld different faiths) – this is
about accepting that other people have different faiths or beliefs which should not be the cause
of prejudicial or discriminatory behaviour. This aspect applies to people of all backgrounds,
cultures, ages, sexual orientations,
orientation genders, and abilities. Each person has the right to be
treated with dignity and respect with regard to any aspect of their identity. This is a fundamental
element of The Equalities Act 2010 and one of the reasons why your development of a good
understanding
anding of equality and diversity while with CECOS College as a learner is so important.
A key part of any learning or training programme today is preparing people to live and work in
modern Britain, and the world, as responsible citizens.

3. Developing and
nd then implementing safeguarding procedures that support
learners/students who have been, or are in danger of being abused or
radicalised
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As has already been said in section one of this policy and procedures, CECOS College wants to
actively protect all our
ur learners/students and staff. The key message that we put across to our
learners/students is to tell someone about any concerns they have, either for themselves or others.
This second section looks at what is in place to help provide that protection, while
while meeting our
statutory (legal) duties.
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It is the responsibility of all staff members when a safeguarding issue is disclosed by a
learner, guardian or friend, or is suspected by the member of staff because of changes in
behaviour or appearance to report it.
Any suspicion, allegation or disclosure of harm made by a learner concerning themselves or
another learner(or
(or a suspicion of someone else being radicalised), should be reported immediately
to one of the safeguarding team,
team, with a view to the concerns being passed onto the relevant
statutory agency if necessary, or to seek advice and help, to allow us to protect the learner or other
person if they are in danger.
Clearly if a learner is in imminent danger from being abused or taking part in illegal activity, the
matter should be urgently addressed and not left to a later time. Staff should alert the Lead
Safeguarding Officer as soon as possible (in person or by phone), submitting a written record of their
concern using the Safeguarding Concern Referral Form.
Form This can be handwritten in order to save
time. If a member of staff is at an employer and becomes aware of a safeguarding issue, they should
contact a member of the safeguarding team by phone to confirm the most appropri
appropriate next steps.
When a learner discloses a safeguarding cause for concern,
concern, the member of staff should listen
attentively to the learner and treat them with respect. The learner has a right to expect that their
situation will be dealt with sensitively. Any allegations, disclosures or suspicions must be taken
seriously. Staff who receive a disclosure must make an immediate verbal report in person or by
phone followed as soon as possible by a written report. Staff should be aware that:
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it is not their responsibility
sibility to investigate safeguarding cases but to pass on what they are
made aware of to our safeguarding team, regardless of how well they know a learner (some
online training wrongly makes it sound as if staff should be investigating and taking protectiv
protective
action, when their role is to pass it to the safeguarding team or a manager if a member of the
team were not available)
any attempt to investigate by the member of staff could be construed as unjustified
interference, which could jeopardise any police investigation
investigation and subsequent court case
any questioning should be limited to the minimum necessary to seek clarification, avoiding any
leading questions e.g. ‘Did he do xxxx?’ Instead use non-leading
leading or open questions like ‘tell me
what happened? ‘Do not prompt
prompt what you think they might say if there is a silence, let them talk
in their own time, and use their own language. It is important to not show by your body
language or words that you are shocked by a disclosure, try to remain ‘neutral’ so the person is
not put off talking. Do not ask why someone disclosing abuse did not try to avoid it, or infer they
were somehow to blame, or try and explain to them why it might have happened
the staff member should inform the learner of the role of a Safeguarding Office
Officer, as although
this will have been covered in induction and their handbook, they may have forgotten what they
were told
despite what they may request, the learner must be advised that this information cannot be
kept totally confidential and will be passed on securely to a Safeguarding Officer in the first
instance. Information is only shared on a ‘need to know’ basis and will not be widely known or
gossiped about
if the learner is distressed they should not be left alone, and if necessary staff should call for
further assistance to help support the learner or to look after other learners/students that the
member of staff may have been working with
in the absence of any Safeguarding Officers, details of the suspicions or allegations of
abuse or radicalisation should be reported to a director or any manager.
manager
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Responsibility of the SafeguardingOfficers
At CECOS College we have a Lead and a Deputy Lead Safeguarding Officer, who are there to ensure
that we make the right decisions should there be any safeguarding concerns over a learner or
member of staff. We also have a male Safeguarding Director in case a learner would prefer an
alternative choice of gender to talk to, as both of our leads are female. They will make decisions on
whether a disclosure is a ‘concern’ that might develop into something more serious, or if someone is
in ‘immediate danger’ or ‘at risk of harm’.
harm’. Where someone is in immediate danger, the police
would be the first point of contact to best ensure protection.
On receiving a disclosure, allegation or suspicion of self-harm,
self harm, harm to others or from others, the
Safeguarding Officer willll respond and pass information to the appropriate agency as required by the
London Safeguarding Boards’ Procedures. The Safeguarding Officer must be familiar with these
reporting requirements and contact details of the Safeguarding Boards, including the p
procedures to
be followed outside of normal office hours. We hold contact details for all the London Borough
Boards. Where concerns are for a learner who is 18 years of age or older we have contacts for
various support agencies who can offer expert advice and
and help, as well as police contacts if there is
imminent danger to anyone or a crime has, or might be committed. Where concerns are about
possible radicalisation, we hold details of who to discuss the next steps with, and then deciding
whether entering further
ther stages will be required.
Safeguarding Officers must keep a written record of the date and time of their report and include
the name and position of the person to whom the matter is reported. This should be recorded on
the Safeguarding Concern Referral
Referral Form started by the member of staff to whom an initial concern
or disclosure was made, along with notes attached and referenced of follow up and the progress/
outcomes made.
Initial reporting to external agencies may be over the telephone but must be confirmed in writing
within 24 hours. Some Safeguarding Boards still use faxes in order to have written records of
reports. The Safeguarding Officer will discuss with the relevant agency what action, if any, should be
taken, making notes of the conversation
conversation on or attached to the Safeguarding Concern Referral Form,
acting on their recommendations.
The Safeguarding Officer will provide the fully completed Safeguarding Concern Referral Form to the
Lead Safeguarding Officer (or in their absence the Deputy Lead)
Lead) within 24 hours of the initial concern
arising. A flow chart for the procedures is shown below. The Lead Safeguarding Officer will ensure all
further documents and monitoring updates are added to a log of concerns raised on a Central
Safeguarding Register
er for each academic year.
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The Lead or their Deputy will always be able to make themselves available to staff during centre
opening hours. Both will have the same level of training and will know what actions will best support
learners/students or staff forr whom a safeguarding concern has been made:
 referring cases of suspected abuse to the relevant local Children’s Services team
 referring allegations against professional staff and volunteers to the LADO
 referring cases to the Channel programme where there is a radicalisation concern
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How we will deal with a disclosure from a learner (or someone else
concerned for the welfare of a learner) around a learner’s safety or welfare,
including the possibility of them being radicalised
Learner has a concern about themselves or another person, they tell a
CECOS College (CC) member of staff in category [1] or [2].
Alternatively, a CC staff member, employer or parent/guardian may
become concerned about a learner’s welfare and make contact [1]

May go back to learner or original
contact for further information

[1*] Lead Safeguarding Officer or
member of SG team told. They
gather information to plan the
most appropriate next step or
action depending on urgency,
seeking advice on the best next
steps from specialists
speci
if required

Dealt with ‘in-house’
and monitored if our
support is enough to
support the learner

Referred onto others to support
the learner (internally or
externally) such as a health
professional

[2*] Trainer assessor or
other staff member at CC or
a subcontractor (SC) is told
of concern by learner who
passes it onto our (or SC)
safeguarding team

Referred onto the appropriate outside
agency to best support the learner
depending on the nature of the reas
reason
for referral and age of the person
being referred

* Persons [1] or [2] to record what they are told and pass the records on to the Lead Safeguarding
Officer so that appropriate records are maintained. Depending on the size and experience of a
subcontractor, they may deal with any safeguarding issues that arise themselves, but keep CECOS
College SG team informed inconfidence, so that we can log the circumstances for an annual analysis
of safeguarding at the end of every academic year.

1. Plan the routes you are going to walk somewhere in advance.
advance. Think about where the danger
spots may be along your regular routes, and how you could avoid them (e.g. avoid walking
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This section applies equally to all of our learners/students and staff,
staff, especially as many of us live
and work in London, where just by the number of people and crowding of public transport, there are
more issues around safety than elsewhere. Although everyone should have the right to go about
their lives free from the fear or threat of violence, aggression and intimidation, we often read of
violent incidents in areas that we know and would generally consider
consider safe. London is also more likely
to be subject to terrorist incidents, although these are few and far between and often prevented by
the police and intelligence sources. By taking some simple precautions, you can improve your
chances of staying safe and not being a victim of violence or crime:
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4. Your personal
ersonal physical safety – tips on staying safe

3.

4.
5.
6.

7.
8.
9.

10.
11.
12.
13.

14.
15.

16.

17.
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2.

through wasteland, down dark alley ways,
ways, underpasses, under bridges, or through deserted or
poorly lit areas)
Similarly, plan bus, tram, tube or train journeys so you know where you need to make
changes, and know the times of the last services – carry a little extra money or have your
Oyster card topped up in case you get stranded and need to take another bus, tram, tube or
train, or even a cab
Use all your senses,, don’t limit your ability to see or hear trouble by wearing hoods, listening to
music through headphones, by talking on your mobile
mobile phone or by wearing sunglasses that block
out too much light
Cross roads at crossings, walking rather than running (less likely to trip and fall) if the sign to
cross is about to change
Don’t invite crime by displaying the fact you have an expensive phone,
phone, iPod or headphones that
make you a target for opportunist theft
If you have to stay late at work and are concerned about how you are going to get home safely,
talk to your employer about how they can help you to keep safe – it is better to try and trave
travel
with someone and to plan your route home, and depending on circumstances, to even provide a
taxi
If there is someone at home, let them know that you are on your way and what time to expect
you (it will mean someone can alert help if you are late without an explanation such as a text)
If you live alone you could arrange a buddy system with a friend, where you text them to let
them know you are home safely and they do the same with you if they are out late
Try to ensure you always have enough money or a travel
travel card (contactless payment cards can
be used as a ‘ticket’ by a number of travel companies) to get home (getting money from cash
tills can be especially dangerous in the evenings or early mornings as streets are darker and less
busy)
Have your keys readyy when you approach your home so that you can enter through your
entrance door quickly and not spend time fumbling in bags or pockets to find a key
Remain alert,, until you are safely inside your home
If you are out in the evening or early in the morning tryy and stay safe by being with friends or
stay near a group of people
Although smart phones are great to find where you are going if you don’t know the way
holding them out in front of you while you follow the map impacts on your concentration (more
likely to be unaware of traffic) and makes you vulnerable to crime (theft of your phone). Better
to look at the map app in a safe place, note the route and road names in your head, walk for a
few minutes and then check you are following the route.
Never accept a lift with a stranger or someone you don’t know
Be mindful that alcohol and drugs use will reduce your ability to keep yourself safe and that
some people may deliberately try to ‘spike’ your drink in pubs, bars or clubs (if in a group
someone can keep an eyee on your drinks while others dance or go to the toilet). If you suddenly
feel unwell or dizzy, stay with friends and get them to look after you to get safely home
If you cycle,, wear a protective helmet and use cycle paths whenever possible. Take care when
passing lorries as they are less likely than other vehicles to see you. Be extra cautious at road
junctions as this is where the majority of accidents involving cyclists occur. Wear reflective
clothing and have lights on to make yourself as ‘visible’ as possible.
possible. Obey the rules of the road,
especially at traffic lights.
If you are out in a pub or club remember that thieves will be looking to see if bags are not being
watched by their owners (the busier a venue, the more likely thieves will be operating there
Don’t pick up a cab on the street or from outside bars and clubs unless you can be sure that
they are licensed (black cab) and properly called by yourself or the bar/club (ask the driver who
the cab has been booked for and the destination – if it was for you they should know this); check
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that the photo ID displayed is the person driving the cab and not someone else. It is useful to
know the details of a minicab company (put as a contact on
o your mobile)
If possible, wait for a bus or train in a well-lit
well place,, near other people if possible (use waiting
areas with glass so you can be seen if they are available)
Once on board, take note of where the emergency alarms are and try to sit near to them. There
are alarms on buses, train carriages, tubes, trams and rail platforms. If a bus is empty or it is
after dark, it is safer to stay on the lower deck near the driver.
driver On trains sit with others to avoid
empty carriages or seats where there are few
f people
Consider carrying a personal shriek/ attack alarm to give you extra confidence and to shock and
disorientate potential attackers, giving you time to get away
Online, don’t give away personal information (pictures, address, telephone number, finan
financial
details, passwords, date of birth) or arrange to meet anyone you have not physically met
before by yourself
If you see a suspicious unattended package or bag on public transport, in tube or railway
stations or at an entertainment venue (pub, club, cinema,
cinema, theatre, concert venue, etc.) report it
to someone
If there is any form of incident that may be linked to terrorism, such as a bomb, suspect bomb
or an act of violence, do as you are instructed to by those in authority (the police, transport
officials or security personnel). It is important that you get away from danger but without panic,
which itself can cause potential problems such as people falling or being crushed if too many
people try and get through exits at the same time without being orderly. Use your common
sense and go away rather than towards what you think maybe an incident – put your own safety
above curiosity of what may have happened.

Understanding the reasons for E-safety
E safety and how to stay safe online
‘E’ or online safety refers to the safe use of the internet and other electronic forms of
communication such as e-mail,
mail, text messages or different forms of social media (for example
Facebook), that can be used to put learners/students at risk. The following
following are three key ways in
which these various forms of technology can be used in a harmful way, followed by some awareness
raising safety pointers to keep you safe from possible online crime:
Internet grooming - flattering
lattering someone into talking in a private chat room where they will be
isolated or befriending someone on a social networking web page. Asking someone what
problems they have to create the illusion of being a best friend and building up a sense of
mutual love and trust, suggesting that they can discuss
discuss “anything”. Convincing someone that you
have similar interests with the intention of meeting and then subjecting them to abuse or even
murder. Such grooming can also be used to radicalise people into involvement with extremist
groups by changing their
ir beliefs, leading to criminal activities
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Cyber-bullying - using electronic forms of communication such as e-mail,
e mail, texts and social media
to send malicious or unkind messages to try and intimidate
intimidate or threaten someone. You cannot
just express your opinion of someone without possible repercussions (comeback) from the law.
In October 2016 the Crown Prosecution Service made their intent to prosecute online offenders
clearer in order to discourage online
o
bullying.
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Sexting or sex talk - engaging
ngaging someone in explicit conversations or requesting sexually explicit
pictures from them. Even if pictures were requested from someone you love and trusted there is
no guarantee that in the future you may fallout and they may post pictures of you to hurt you
(often called ‘revenge porn’)
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a. Social networking sites. Many
any learners/students belong to sites such as Facebook, Twitter,
Instagram, LinkedIn, Pinterest, Google Plus+, Tumblr, Flickr, Meetup, Grinder, Tinder or Tagged.
No matter how well established a site is, your information can be accessed
accessed by others, so we all
need to think about what we post and what could be done with it. Read the information below
to keep safer online. A key tip for posting is would you want someone you care about to see
what you have posted or if you are ‘reacting’
‘reacting’ to something, do you think you could regret what
you are about to post in a few days time?
b. Does everyone you meet online represent themselves honestly? Knowing that many young
people meet and make friends through social media, this is often where they ar
are targeted by
fraudsters (to steal money), potential abusers or potential radicalisers (who groom you to gain
your trust but ultimately want to cause you harm or draw you into terrorist causes). If you have
an ‘online friend’ that you have never met, be careful
careful if they request photos of you, personal
information or phone numbers. There are numerous cases of people being ‘groomed’ or conned
out of money by people they considered ‘friends’ and even murdered by someone of a similar
age group when someone met their
t
friend to play console games.
c. ‘My information is only visible to friends and I can delete anything embarrassing’ is a belief
held by many young people–– some companies pay for reports on applicants as part of
recruitment that show deleted and private information. Everything that gets posted on the
internet leaves a ‘footprint’ that can be seen by others who have the right skills to do so.
d. Identity theft.. This is where personal information that is readily available online about you can
be used for building
ing up a profile of you. Be wary of putting too much personal information in
profiles online particularly on social networking sites, such as email addresses, dates of birth
(DOB), employer details, and details of where you are training. For example, altho
although some
people say they would never make their date of birth public, they put messages or pictures on
Facebook or Instagram about their ‘18th birthday party’ – not difficult to know a date of birth
from that!!
e. Why should passwords be kept safe? Letting passwords
sswords become known can let hackers
(someone who accesses other people’s emails or websites) see your emails or even online
banking. Don’t write all your passwords down where you might lose them, or use the same
password for everything or a password such as your date of birth. Losing passwords leaves you
open to online crime. Change them if you think something is odd about anywhere you have used
them (the same applies to PIN numbers on credit or debit cards). Some social networking sites
will let you know if someone has tried to hack into your account but only ever change your
password by going through the main website of a service, not using a link that may have been
provided by a hacker even though it looks real.
f. Should you give information about yourself if requested in an email (or phone call)? The
simple answer is ‘no’. There are many tricksters trying to make themselves look like real sites
that many of us use; for example, PayPal, iTunes or major banks/building societies. If in doubt
always go to your account through the main website and never by any link provided in an email,
otherwise you will sign into the false website and they then have your details to use
fraudulently. Fraudsters set up websites that look just like the real thing. Although this iis about
online safety, the same applies with phone calls that are supposedly from banks or credit card
companies. Phone the numbers on your card or statements to check if there is a real problem
following a call to alert you, but not one given by someone on
on the phone which will not be the
real company (especially if they offer to connect you).
g. Using wireless networks safely – is your home network secured with a password? The same
goes for using a hotspot on mobile phones – otherwise information can be taken from you. The

68

The following safety information is particularly important for learners/students to understand, as
there are dangers in terms of crime and theft, as well as grooming, with the aim of either abuse or
radicalisation.

same can be true for ‘free’ wireless zones where thieves and fraudsters might get into your
email if it is not secure. The same can apply to having your Bluetooth on, on a mobile phone.
People have had all their information copied by people hacking into their phones through
Bluetooth.
h. Opening your email on public computers in hotels/internet cafes and other public places.
Always
ways make sure that you log out, never say ‘yes’ to saving your password, and ensure that you
untick the box that says ‘save
save my details.’ Many of us will have seen a stranger’s emails opened
up on a public computer where the previous user had not logged out properly and had just
walked off and left it. If you use our computers keep this in mind.
The deep web or dark net. Our learners/students (and even possibly some staff) may be attracted to
a hidden part of the internet called the dark web or dark net, which is part of the deep web.
According to researchers, only 4% of the internet is visible to the general public, the o
other 96% being
the deep web. That deep web is used for secure communications networks and also to share or sell
things, often illegally. There are sites that sell drugs, hacking software, counterfeit money and more.
What might attract some people to browse what is there, is the prospect of free but illegal music or
film sharing, or just general curiosity. However it can also be used to share child pornography or to
spread propaganda for the purposes of radicalisation. It is important to remember that you ma
may take
part in criminal activity without even realising it, so beware of Tors and .onion domains that are part
of the dark web. It is extremely easy to access the dark web, but even easier to be detected on it.

5. Ensuring that we practice safer recruitment
recruitme
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Our safer recruitment procedures aim to
t help deter, reject or identify
fy people who are unsuited to
working with young people and other learners/students. Key to this is having appropriate
procedures for appointing staff that are strictly adhered to. We will ensure that when a post is
advertised the advertisement makes clear our commitment to safeguarding and carrying out pre
preemployment checks:
 we will obtain two independent professional and character references, one of whom will be
the last employer, that answer specific questions to help assess an applicant's suitability to
work with young people and follow up any concerns
 we will conduct a face-to
to-face
face panel interview (with at least one panel member who has
completed the safer recruitment training) to explore the candidate's suitability to work with
young people as well ass their suitability for the post
 we will verify that successful applicants have all the academic or vocational qualifications
claimed on their application
 check the previous employment history and experience including the reasons for any
employment gaps
 wee will carry out an identify check including one source of photographic evidence such as a
passport or driving licence
 we will verify the person’s right to work in the UK
 if the person has lived or worked outside the UK, we will carry out any other checks deemed
necessary.
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Safer recruitment of staff
CECOS College undertakes to ensure that its staff are fit to work in an education or training setting
with learners/students of all ages. We also reserve the right to refuse to employ staff whom we have
a reasonable belief mayy pose a risk to our learners/students. We will ensure that at least one
member of staff has completed appropriate safer recruitment training, recognised by the
Department for Education.

We will maintain a single central record on all individuals we employ, or who have access to our
learners / students, which will include and record:
 a mandatory enhanced disclosure criminal record check via the DBS (this includes the tw
two
barred list checks of individuals unsuitable for working with children or vulnerable adults)
with recording of the certificate numbers and issue dates (note: a check is required prior to
the commencement of employment if no valid DBS within 12 months fro
from a previous
employment is available and assuming there has not been a break in service greater than
three months). This checks for spent and unspent convictions, cautions, reprimands and final
warnings and asks local police for any additional information that is reasonably considered
relevant to the work being applied for
 completion of an annual check for any staff whose DBS record has any offences on it (this is
subject to consideration of the type of offence, i.e. driving, etc.)
 ensuring that new staff are familiarised with our safeguarding policy and procedures
 ensuring that new staff undertake safeguarding and Prevent training as part of induction,
along with awareness raising of the importance of British values
 that annual updating around safeguarding and the prevention of radicalisation takes place.
Employees will only be confirmed as being permanently employed following the satisfactory
completion of an agreed probationary period.
Where we use agency staff,, it is now a requirement that we check that
that the person presenting at the
centre, is the same person that the agency has provided us with vetting checks for. This is best done
with an official form of photo ID such as a passport or driving licence. If ID documents are from
another country we will use
se PRADO online to reference the authenticity of the documents.

6. Establishing a safe environment that meets our legal
responsibilities
See section 5 on safer recruitment. Our proceduresensure that we take appropriate
precautions in checking the suitability of all new staff who can come into contact with our
learners/students (established staff will already have undergone the same checks).

Secure premises
CECOS College takes all practical steps to ensure that our education and training premises aare as
secure as circumstances permit. Everyone who enters our part of the building must come through
the reception area where they are either known by the receptionist or they check
check-in who they are,
and the purpose of their visit. Identify badges will be issued
issued for visitors at reception.

Staff training
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The Lead Safeguarding Officer and deputy will undertake appropriate training for their role that is
updated to meet statutory requirements, and will also undertake training on their duties under the
government's anti-radicalisation
radicalisation strategy, Prevent. In addition to this formal training, the Lead
Safeguarding Officer and deputy will refresh their knowledge and skills regularly, via for example eebulletins, meeting other Lead Safeguarding Officers or spending time reading
reading and digesting
safeguarding developments.
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All staff members must undergo safeguarding training at induction and this training will be updated
annually with refresher input. Staff will also receive regular updates on safeguarding as required, via
for example email and during staff meetings.

Online safety
CECOS College have appropriate internet filters and monitoring systems in place, to protect
learners/students from harmful and inappropriate content online. Access to the internet in the
centre is only through CECOS College PCs, which are numbered, so that any misuse can be traced
back to the apprentices who had been using them. We will promote online safety to our
learners/students so that they know how to protect themselves and are aware of bot
both how criminals
and extremist organisations try to use it for their purposes.

Teaching learners/students about safeguarding
Learners/students will be taught about safeguarding, including staying safe online, as part of their
training programme, including at induction, during reviews and in a Work Placement Induction
Handbook issued to our learners/students and their employers.

Code of conduct and acceptable staff behaviour
Staff should seek to keep their personal contact with learners/students profession
professional and seek to
minimise the risk of any situation arising in which misunderstandings can occur. The following are
sensible precautions to avoid potential problems:








if working with one learner try to work in a room where there is a glass panel in the door or
leave the door open
make sure that others visit the room occasionally
never give out personal mobile phone numbers or private e-mail
e mail addresses to your
learners/students, use your work phone for making or receiving texts or calls, and your
CECOS College email address for online contact to do with their training and assessment
do not give learners/students lifts home or to events that need to be attended in your car
(unless this has been specifically agreed by senior management)
do not arrange to meet learners/students
lear
outside of training activities
never ‘befriend’ or chat to your learners/students on social networking sites.

Allegations of abuse against staff
The correct handling of allegations against staff can be a difficult area to get right as allegations must
be treated seriously and learners/students protected until investigations are completed. We may
need to consider suspension of an accused member of staff
staff from duties that involve contact with
learners/students where there are allegations of inappropriate behaviour involving
learners/students. The allegations will be investigated by senior staff in conjunction with the
safeguarding lead so they can then decide on an appropriate course of action.

Essential Policies and Procedures Handbook

Version 4

March 2022

Page

We will inform the person accused
accused about the allegation as soon as possible after it has been made,
unless a strategy discussion is needed or other agencies need to be involved, in which the manager
should wait until these parties have been consulted before informing the accused. This als
also applies
to informing guardians if a learner is aged below 18. We will maintain confidentiality throughout the
investigation and have a duty of care to our employees, and will support the accused to manage and
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One of the following terms will always be used when determining the outcome of an investigation of
an allegation:
 substantiated
 malicious
 false
 unsubstantiated (or 'unfounded')

minimise the stress resulting from the allegation,
allegation, for example, by being given access to welfare
counselling or medical advice where available.
If an accused member of staff resigns, this will not prevent an allegation being followed up. We must
refer the accused to the DBS if the member of staff needs
needs to be identified as a risk to
learners/students and it is an offence not to do so. Depending on the particular circumstances, there
may be a criminal investigation or prosecution. Also, on the conclusion of a case, and where a
malicious or unsubstantiated
ted allegation has been made, an accuser may face prosecution.
Reminder that females and younger people can also groom and abuse .
Until recently, the perpetrators of sexual offences have typically been ‘stereotyped’ by being
thought of as men. It is now appreciated that women can also groom and abuse young people
because of such cases being reported (for example, female teachers in schools
schools and childcare workers
taking indecent images of children). It is therefore important to recognise that suspicions about the
behaviour of any member of staff, raised by staff or learners/students, could have foundations
regardless of their gender, or how unlikely you may feel an accusation is. No member of staff should
get too close to their learners/students, but should maintain a professional relationship at all times,
while supporting their learners/students.
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Similarly to this, there is a perception
perception that abusers are generally older men. We should also heighten
the awareness of learners/students that even if someone they meet online is of a similar age to
themselves, it does not mean they are ‘safe’ to meet. Lewis Daynes, a 19 year old, was jailed for life
for murdering 14-year-old
old Breck Bednar who he groomed and met to play computer games in 2014.
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INCIDENT REPORT FORM
Name of young person/vulnerable adult(first
adult
name and surname):
Nature of allegation or concern - What was seen, said or alleged to have taken place:

When was this
alleged to have
happened?
Please record
information as
accurately as
possible.
Names of those
persons alleged
to be involved.
Note how they
were alleged to
be involved next
to their name
i.e. perpetrator,
bystander
Other relevant
information.

Date(s):

Time(s):

Names
1.
2.
3.
4.
5.
6.

Location(s):

How involved

Name of person
(s) reporting the
incident
Signature
Date:
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In England the law states that people who work with children or vulnerable adults have to keep
them safe. This safeguarding legislation is set out in The Children Act (1989) and (2004). It also
features in the United Nations Convention on the Rights
Rights of the Child (to which the UK is a signatory)
and sets out the rights of children to be free from abuse. The Government also provides guidance in
their document Working Together to Safeguard Children 2013 and the Children and Social Work Act
2017.
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Legislation and Guidance
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STUDENT
DENT ADMISSIONS POLICY
Additional procedures may be issued if an identified need for further guidance or clarity emerges.

Introduction
CECOS College London regards the operation of an effective student/learner admissions process as
vital to the success of the College. The College seeks to comply with the guidance and requirements
of set out Supporting Professionalism in Admissions (SPA) and the Principles of Fair Admissions set
out in Swartz Report (2004) and to provide guidance to students, staff and co
collaborative partners.
CECOS College will also comply with the requirements of its partner university and colleges in the
recruitment and admission of students, as well as criteria appropriate to funding bodies.

Terminology
In the context of this policy, ‘admissions’
admissions’ is taken to include all arrangements whereby students are
informed about the College, apply for its programmes, are selected for enrolment and are
introduced to the requirements of their chosen programmes.
Widening access refers to the process by which the College may vary their selection and admissions
processes according to local or national policy guidelines and expectations. The College seeks to
operate an inclusive admission policy which seeks to minimise
minimise unnecessary barrier which may
prevent any students from making a successful application.

Scope
This policy covers arrangements by which students are initially informed about the College and
enabled to select appropriate programmes, together with applications
applications for enrolment, diagnostic
testing, selection, enrolment and the induction of new students to the College.

UK Quality Code reference themes
Admission, Recruitment and Widening Access
Enabling Student Achievement
Partnerships
Work-based Learning

Related procedures
Enrolment and selection procedures
Diagnostic testing procedures
English language testing and support
Recognition of Prior Learning (RPL) policy
Induction Policy
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The overall aim of the policy is to ensure that the College operates a clear, fair and consistent set of
arrangements to select and admit students and to introduce them to their programmes of study in
line with the Guiding Principles of the Quality Code Advice
Advice and Guidance on Admission, Recruitment
and Widening Access. This will include ensuring that all processes that:
 Are transparent (Guiding Principle 1)including
1)
the entry requirements of each course and
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Aims






English Language proficiency levels2
Enable the selection of students who are able to complete the course, as judged by their
achievements and their potential (Guiding Principle 2)
Utilise assessment methods that are reliable and valid (Guiding Principle 5)
Seek to minimise barriers for applicants
appli
(Guiding Principle 3 & 6)
Are professional in every aspect and underpinned by appropriate institutional structures and
processes. (5 Principles of Fair Admissions, Schwartz 2004)

Objectives
The objectives of the Admissions Policy and its related procedures
pr
are:
 to ensure that all promotional materials used to inform prospective students about the
College are accurate, complete and fit for purpose;
 to ensure that any student recruitment activities on a face-to-face
face face basis which are
commissioned or directly
rectly organised by the College are managed efficiently and
professionally and that prospective student enquirers are dealt with in a courteous and
supportive manner;
 if and when recruitment agents are used in the process of student recruitment, to ensure
that they operate to the expected and published standards of the College and that their
activities are regularly monitored;
 to ensure that information for prospective students includes appropriate and accurate
guidance about welfare and pastoral services, as well as specific material to assist students
from outside the UK and those who are returning to learning;
 to ensure that selection criteria are fair, reasonable and clearly stated and that all staff
dealing with student recruitment and admission work with
with prospective students in a
supportive and friendly manner;
 to make arrangements for the efficient and confidential recording of all decisions concerning
selection and to ensure that all communications with prospective students are conducted in
a supportive and non-bureaucratic
bureaucratic manner;
 to manage diagnostic testingwhere required, with efficiency and sensitivity including testing
for English Language proficiency at the required level for the chosen course and key skills
skills;
 to ensure that successful applicants
applicants are fully informed about the College`s enrolment
requirements including where appropriate the need to comply awarding body and with
partners institution requirements,
requirements as appropriate;
 to ensure that applicants who have not been offered a place are informe
informed in a sensitive and
supportive manner;
 to ensure that all complaints and appeals about the student admission process are dealt
with in an efficient, fair and reasonable manner;
 to ensure that induction of new students is provided in a timely, supportive and informative
manner;
 to review on a regular basis the operation, currency and fitness for purpose of all procedures
relating to student admissions.

2

All course information published on the website includes information on entry requirements and the level
English
glish Language proficiency (generally IELTS 5 – 5.5 or equivalent).
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All applicants must provide evidence of their English Language Skills. For
For applicants who have
undertaken education in the United Kingdom (UK) this may include a GCSE in English, copies of
previous qualifications obtained in the UK, or a transcript of credits achieved.
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English Language Proficiency

Where students do not have the required evidence to meet the English Language entry
requirements, they will be offered a College test, and skills will also be further assessed through
interview.

Induction
All students once offered a place on their chosen course will undergo an induction to the College.
The induction
duction process covers information on essential College policies and procedures, information
on attendance requirements, a session on the dangers of radicalisation and extremism, academic
malpractice and the student code of conduct. Attendance at induction is a mandatory requirement
for all students, and late induction sessions are organised for those students unable to attend
induction in the first week.
An introduction to the course of study is also provided, and course handbooks including information
about
bout assessment requirements are available through the virtual learning environment, Moodle.

Transfer between Courses
Student may be able to transfer between courses, particularly in the first 2 -33 weeks of the start of
their course, provided that they meet the requirements of the course they would like to transfer to,
and that there are places available. Where students wish to transfer to another course and carry
credit over, this will need to be mapped against learning outcomes, and the approval of the
awarding body, and/or partner institution, as set out in the Recognition of Prior Learning Policy.

Course cancellation or change
CECOS remains determined to deliver all courses advertised in promotional material. The College
however retains the right in certain circumstances to change/discontinue a course as a result of
circumstances beyond its control/reasonable foresight. In instances where course
changes/discontinuance is unavoidable, the college will use all resources at its disposal to ensure
applicants
ants and affected students are offered an alternative solution with other local providers.

Data Protection
CECOS demonstrates its commitment to adhering to the General Data Protection Regulations and
the Data Protection Act (2018).
(2018) This ensures that information
ormation about all applicants (without
discrimination) is treated as personal and sensitive data and stored securely to maintain
confidentiality. Further,, the College ensures that that data collected from applicants is only collated
to facilitate analysis, trends and monitoring including as required by external authorities and
awarding bodies.
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The Chief Executive Officer (CEO) and the Principal along with senior admission staff are responsible
for monitoring the implementation of the admissions
admissions procedure for all students. Programme
Managers will ensure that any required diagnostic testing is undertaken in a timely manner. Student
Services staff under the direction of the Principal and the CEO will ensure that all admissions comply
with fair
ir and transparent procedures in line with the those set out by the Regulatory and Funding
Authorities and those included in the Quality Code for Higher Education.
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Responsibilities

Admissions Stages
The diagram below sets out the key stages in the Admissions process, to ensure that all applications
are treated in a consistent, transparent and fair manner. Where students do not feel that they have
been given fair consideration, they have the right to Appeal. Where this occurs, the application
documentation will be reviewed
wed by a senior manager who has not been directly involved in the
Admissions process or decisions
In most cases admission decisions are made by the Director of Operations and the Head of
Programme within whose area the programme the applicant has applied
applied for sits
sits. The Director of
Quality or an independent Head of Programme may be asked to consider decisions of a difficult or
sensitive nature.
Where an appeal against an admission decision is made, the
the decision of the independent Reviewer
and any recommendations
ndations will be considered final.

Page

77

Figure 1
CECOS College Admission procedure

If programme is not
suitable for meeting
student needs –
alternatives suggested
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Student Attendance Policy
Introduction
CECOS College London recognises the relationship between good attendance, punctuality and
student success. Persistent lateness and lack of attendance is disruptive to the teaching and learning
activities of all college students, and leads to poor submission rates and success ratios.

The aims of this procedure are:



to enable all absences to be fairly and consistently dealt with across the College.
to monitor and improve the attendance of all students.

In interpreting these procedures the decision of the College is final. The College may amend this
procedure at any time and may also take into consideration additional requirements and demands
of partner institutions in relation to the circumstances of individual cases.
The College seeks to actively encourage student attendance of all students, and
and attendance
monitoring is an important tool in indicating those students at risk of not completing their chosen
course.
External references
The College has developed this policy based on advice and guidance set out in the UK Quality Code
for Higher Education,
ion, and the requirements of partner colleges and university as well as awarding
body regulations.

Definitions
Attendance refers to the expected attendance of all students on every element of their programme.
This refers to all compulsory lectures, seminars,
seminars, workshops, practical sessions, tutorials and any form
of summative or formative assessment. All students should refer to the academic calendar and
timetables.
Attendance requirements are inclusive of all sessions whether completed as a large group in
lectures,
ctures, small group for tutorials, or individual sessions (such as dissertation supervision or work
placement).
Attendance is expected for all sessions whether they are run by College academics, or outside
professional/trainers.
Monitoring refers to all recording
cording of student attendance, whether electronic or paper based.

As part of the terms and conditions of enrolment at the College, students agreed to comply with the
CECOS College Code of Conduct, which specifies that students are expected to attend all lectures,
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Attendance requirements
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Students funded via the Student Loans Company (SLC) are required by the College to have a
minimum attendance record of 80% in each term of study.

seminars and tutorials, and where attendance falls below 80%, actions will be taken including
consideration for withdrawal. Where attendance is unsatisfactory students will be subject to the
Student Disciplinary Procedure, and registration on the programme may be cancelled.
Students are required to arrive punctually and attend all classes, compulsory activities, tutorials and
review sessions. This includes any work experience placements, where applicable. It is not
acceptable for any part-time
time work or external activities to affect students’ ability to attend classes.

Recording Attendance
All students will have their attendance monitored at every lecture, seminar, workshop, or practical
session. These will be monitored through the use of registers. The policy does not dictate how the
registers are to be taken, and this is at the discretion
discretion of the administration team.
Attendance is automatically registered on the College SMS by administrative staff to enable analysis
and overview of each individual student’s attendance. Data will be analysed and monitored by
administrative staff in the College using in-house
in
software.
All authorised and non-authorised
authorised absences are recorded, and action taken where necessary
(further information given below). Where a student misses classes they will be contacted by phone,
email and/or SMS and asked to explain
exp
the reasons for their absence. Students are requiredto
respond to these messages.
Tutors are required to mark attendance as late for any student arriving 30 minutes after the
scheduled start time of the class.

Absence notification (short-term)
term)

During term time students will not be given leave of absence for overseas national holidays
or attendance of family functions etc.



No student will be granted authorised
authorised leave of absence for more than 2 weeks during term
termtime unless there are exceptional circumstances and such leave is agreed with the College
Management (Programme Manager, Head of Provision and Director of Operations).



Any absence due to illness must
must be notified to the course administrator as soon as possible,
preferably before 10.00 am on the day of absence



Students who are absent from classes for more than 5 working days must provide an official
doctor’s certificate



All students must declare any medical
medical condition or disability which is likely to result in their
missing a significant number of classes. All female students must inform the College if they
are pregnant. Any false declaration, or failure to disclose a condition or pregnancy, may
result in
n a students’ enrolment being cancelled
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Where there are valid reasons for absence students must provide proof, including doctor’s notes,
evidence of an accident, or other documentation. Where a student knows in advance that they will
not be able to attend their classes, they must notify the College and
and provide supporting evidence for
their absence. The following rules will apply to absences:
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Instances of illness that affect an assessment must be reported to the College, and where
relevant, with medical evidence (doctor’s or hospital note). The same is applicable for other
extenuating circumstances.

Long-term
term or frequent absence
If students are absent for longer than four weeks without informing their Tutor, Programme
Manager, Course Administrator or other manager, without providing appropriate evidence to
support a legitimate absence (for example major
major illness or operation), they may be withdrawn from
the College. In this circumstance, the College’s Student Disciplinary Procedures will not apply but
their withdrawal will be recorded on SMS for any future applications to the College.
All students are at risk of removal from their programme after consistent and continued periods of
absence are recorded. A student whose attendance rate is below 50% at the mid
mid-point of an
academic term or is below 50% during the entire term, may result in removal of the sstudent from
the programme with no opportunity to re-enrol
re
on any programme.
Students are permitted to apply for temporary leave, suspension of studies, or deferral of their
programme of study for personal or medical reasons.
Authorised absences
4.1 There are
re some absences which can be marked as an authorised absence. These include:









illness;
medical appointments, which could not be made out of college hours;
a Religious Holiday (up to 3 days);
a visit to a university interview, a career-related
career
interview;
a work placement, which is an integral part of the student’s programme of study and for
which the student does not receive payment;
attendance at a probation meeting or a meeting with social worker or UK Border Agency
or Embassy staff;
severe disruption to a student’s method of transport, such as a strike or snowstorm, that
leaves the student with no alternative method of travelling to College;
a College representatives’ meeting or Student Council Meeting.

Unauthorised/unexplained absences
The following reasons
ons for absence are not acceptable and cannot be marked as authorised or
explained absences. They include:

Students should be aware that if they take holidays during term time, unless agreed due to
exceptional circumstances, their coursework may not be eligible for submission, marking and
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holidays
part or full time work which is not part of your programme of study
leisure activities
birthdays or similar celebrations
shopping
driving lessons
Page








verification. They will also be called to a meeting in accordance with
with the Student Disciplinary
Procedure.
Following up on absences
1. Unauthorised absences by students will result in a warning letter being sent by central
administrators.
2. Following the initial letter, if a student’s absence is still of concern, s/he may be invited to
improve the attendance rate and/or is invited to attend a meeting in the College to discuss the
reasons behind such absence.
3. Students will not be allowed to sit
sit examinations or submit assignments where their attendance
is below that specified for their course.
4. In instances where a student does not attend the scheduled meeting in the College and no viable
reason is given for non-attendance
attendance at the meeting, the College
College may withdraw the student from
the programme with no opportunity to re-enrol
re
on any programme.
5. Should the decision be to withdraw a student from a course, the reasons for the decision must
be sent in writing, prior to withdrawal.
6. In cases where students
ts do not attend for the meeting or no communications are received from
the student or indeed in cases where students attended the preliminary attendance meeting but
no improvements in attendance are seen, the student could then be exited from the
programme.
7. Students funded by the SLC whose attendance is below the 50% attendance threshold set by the
College will be required to leave the College and may be reported to the SLC, which may enforce
repayment of loan moneys already advanced.
Deferring units or courses
Any student who expects to be absent from classes for more than one week for any reason (for
example, their own illness, or the illness or death of a close family member) must inform the College
as soon as possible.
Any student who becomes pregnant is advised not to continue with their studies at least 5 weeks
before the expected date for the birth of the child. CECOS College advises all students who are
pregnant to notify the College so that suitable arrangement to interrupt
interrupt studies can be made, and
students enabled to resume studies, having made all the necessary arrangements for the welfare of
their child. The student will be responsible for any associated expenses.
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UK and EU students who may be pregnant by who remain
remain in the UK are expected to attend all
classes until the 35th week of pregnancy. Normal attendance rules will apply. Students will normally
be granted an authorized absence for a maximum of 3 months, from the 35th week of pregnancy,
and to resume 8 weeks
ks after the child is born.
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Appendix 1
Disciplinary actions for breaking the student attendance requirements
Where student contravene the Student Attendance Procedures they will be subject to the Student
Disciplinary Procedures as outlined below:
Stage One: Students will be spoken to by a member of the academic team e.g., Course
Administrator, Tutor, Programme Manager, Student Services Manager or other appropriate senior
manager.. Students will be expected to explain absences and provide/agree
provide/agree an action plan for
improvement (Stage One) Student attendance will be monitored.
Stage Two: If a students’ attendance fails to improve a further meeting will be held with the
students and, if appropriate, a final written warning will be provided (Stage Two) indicating that if
they continue to not attend you may be suspended from their course. Warnings may also include
conditions. The College may decide to:




Not to enter a student for examinations/external assessment
Not to submit their coursework for verification
veri
Not to allow them to progress to the next year/level of their course

Stage Three: Where the attendance of a student continues to be of concern they will be excluded
from the College (Stage Three), either temporarily or as a permanent measure. A lletter explaining
this decision will be sent to the student by a senior manager. Students may also be suspended or
excluded from the College for the non-payment
non
of fees, the non-submission
submission of assignments and
failure to progress academically, failure to abide
abid by the rules of the College.
Where students are excluded, they have the right to appeal against the decision.
Appeals
Students wishing to appeal the decision to exclude them must do so in writing to the Head of
Provision within 5 days of the exclusion. They must state why they are appealing the decision. If
there are no clear grounds for the appeal and the College has followed its’ procedures correctly an
Appeals Panel will not be called. If the Appeal Panel goes ahead it will be dealt with in line with the
College’s Appeals Procedure. The Appeal Panel’s decision is final.
Other related documents
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a. Student Code of Conduct
b. Student Disciplinary Procedure
c. UK Quality Code references: in particular Chapter B2 Indicator 6; Chapter
Chapter B9 Indicators 22-3
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Appendix 2: Student Disciplinary Procedure
A student may be excluded from the College if his/her behaviour is not satisfactory or his/her
attendance falls below that required. After
After his/her case has been properly considered, according to
the disciplinary procedures specifically related attendance as set out in this document
document, procedures
will result in written warnings and ultimately exclusion.
exclusion
Student act of misconduct
(non attendance)

Stage 1
Meeting with Course
Administrator or Tutor

Verbal and/or
written warning

Failure to meet the agreed conditions or
2nd act of misconduct

Stage 2
Meeting with
Programme Manager
or Student Services

Final written
warning and
conditions

Failure to meet agreed conditions or
3rd act of misconduct

Stage 3
Letter of exclusion or
final warning

Letter of
exclusion
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Appeals
The student can appeal
the decision in writing to
the Principal within 5
days with clear grounds
for the appeal.
Version 4

March 2022

Student Complaints Policy and Procedure
1.

Policy Statement

1.1.

CECOS College London (CECOS) is committed to delivering high quality teaching and learning
and we therefore encourage our students to give us feedback. We believe that it is important
for our students to be able to express their concerns and ideas for improvement, complaints
and compliments and voice their opinions as this enables us to improve the quality of our
services and academics. Students may do this
this via a variety of means, including via our
Complaints Procedure. The Procedure is aligned with the Expectations of the UK Quality Code
for Higher Education area covering Concerns, Complaints and Appeals and the associated
principles of fairness and transparency.
tran
The aim of the Student Complaints Policy is to ensure that:
a. Students can raise any concerns, on academic and/or non-academic
non academic matter(s),
excluding review of assessment decisions.
b. The concern is dealt with promptly and effectively by a senior officer
officer of the College
c. Feedback from complaints is an important source which is used in the enhancement of
the quality of learning opportunities.
d. The complaints are considered as opportunities for engaging with students and
obtaining individual and/or collective feedback on academic and non
non-academic matters.
CECOS is committed to managing complaints in a way that:

The Student Complaint Policy and Procedure applies to:
 Students who are registered with CECOS at the time of making
making the complaint.
 Complaints made within 30 working days of ceasing to be a registered student.
 A number of students who have a common complaint. Student may make a collective
complaint provided that one student identifies him/herself to act as a spoke person
 Where a third party makes a complaint on behalf of a student, the student’s consent will be
required in writing. All correspondence will be sent to the student as well as their
representative unless otherwise agreed.
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Is timely and efficient, to facilitate a speedy resolution;
Is fair and transparent to all parties;
Promotes informal conciliation such as mediation,
mediation, where appropriate;
Promotes feedback and best practice to inform academic and administrative teams, and
enhance the student experience.
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 Anonymous complaints may not be considered unless there are evidence
evidence-based reasons to
do so. Raising a concern anonymously could delay investigation and communication of the
outcome.
1.2.

This procedure covers all aspects of a student’s experience at CECOS except for the following,
for which
ich separate procedures exist:






All academic matters relating to examination and assessment performance and
outcomes are managed via an Academic Appeals process (the exact procedure students
must follow may vary depending on the programme’s official awarding body. Students
should therefore consult their
their programme handbooks or administration teams for
further information).
Disciplinary issues are covered by the Disciplinary Procedures for Students.
Racial, sexual and other forms of harassment are covered by the Anti
Anti-Bullying and
Harassment Policy.
The approval and payment of refunds, which is handled by a different procedure; any
persons seeking a refund should contact the administration team at the College.

1.3.

We aim to resolve all formal complaints within 10 working days whenever possible and without
prejudice to the complainant. Where this is not possible, the complainant will receive an
acknowledgement and will be kept up to date.

2.

Definition

2.1.

For the purposes of these procedures, a complaint is defined as a written expression of concern
about the provision of a course or programme of study or a related aspect of service or a
facility, which is provided to students enrolled on, or recently graduated from, programmes
studied at CECOS.

2.2.

Grounds for a complaint might include the following:





Page

85






Dissatisfaction
tion with standards of academic provision, for example, insufficient or ill
illmaintained resources and facilities, arrangements for assessment, academic feedback,
or information provided, or not provided, about a course;
Dissatisfaction with the quality or frequency
frequency of supervision or tuition, compared with
previously advertised levels;
Deficiencies in standards of service, for example, support facilities such as
administrative
dministrative services;
Misinformation about an academic programme;
Dissatisfaction with the level and availability of pastoral support;
Other deficiencies in the quality of your learning experience;
The inappropriate behaviour of a member of staff.
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2.3.

The procedure does not allow for a complaint to be raised about an academic assessment
decision, for
or example an examination or assessment result. All academic appeals are subject to
the appropriate appeals procedure, as specified by the award’s validating partner institution.

2.4.

The procedure does not allow for complaints by one student against another. Such complaints
are the subject of separate disciplinary regulations published in the CECOS Disciplinary
Procedure.
Students who require assistance submitting a formal complaint may seek help from their
programme coordinator or from the student welfare officer.
of
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2.5.
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3.

General Principles

3.1.

It is important that students, prior to engaging with the Complaints Procedure, have a clear
understanding of what the procedure is, what it entails and possible (as well as impossible)
outcomes.

3.2.

All complaints are taken seriously and students will not be penalised for making a genuine
complaint. CECOS expects that students will not engage in frivolous or vexatious complaints.
However, where clear evidence exists that students do submit complaints which are clearly
baseless,
s, frivolous or vexatious, action may be taken under the Student Disciplinary Procedure.

3.3.

CECOS aims to ensure that the procedure to be simple, clear and fair to all parties involved,
with mediation and informal resolution an option at any point. Complaints
Complaints will be handled
sensitively, courteously and confidentially. All complaints will be dealt with as quickly as
possible to avoid issues becoming protracted. However, patience and understanding is urged
from all parties when complex issues or complaints involving
involving multiple parties may require
longer investigating and resolving.

3.4.

The complaints procedure operates on the principles of natural justice:





There are (at least) two sides to every dispute;
All parties are given the opportunity to provide evidence to
to substantiate their version of
the issue / incident;
Full disclosure of any allegations or evidence will be made to those parties involved in
the complaint;
All parties involved in a complaint have the right to be accompanied by a friend or
advocate, or non-legal
legal representative at each stage of the procedure;
It is assumed that all parties operate in good faith and provide information which is
true, complete and not misleading; this includes a duty to disclose all information which
is relevant to the issue at stake, including information which may not support their
position.

All information provided regarding a complaint will remain confidential for use within the
complaints process and is subject to the requirements of the General Data Protection
Regulations
ons (GDPR). Only staff directly involved with the complaint will be given access to
confidential information.

3.6.

Anonymous or third party complaints will not be accepted. No investigation of a complaint
made on behalf of a student will be undertaken without the student’s written agreement to the
concerns raised and their written consent for an investigation to be carried out. This includes
complaints made by the parent or spouse of the student concerned.

3.7.

No student bringing a complaint under this procedure, whether successfully or otherwise will
be treated less favourably by any member of staff than if the complaint had not been brought.
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3.8.

CECOS will endeavour to address and resolve all complaints within 10 working days. Certain
complex cases may however take a longer time to resolve than other cases. In such instances
students will be kept informed of the progression of their case and CECOS will attempt to give
an indication of when the matter will be resolved.

4.

CECOS’s Three-Stage
Stage Complaints Procedure

4.1.

CECOS has a three-stage
stage internal student complaints procedurewith additional recourse to
external review by award validating partners. Some programmes are eligible for review by the
Office of the Independent Adjudicator for Higher Education (Section 5).

4.2.

Any complaints
omplaints that are escalated before the earlier stages of the complaints procedure have
been used will be reverted back to the appropriate stage unless there is a strong reason for the
escalation.

Stage 1 – Informal / Local Resolution
When first making a complaint, students should raise the issue informally with a member of
CECOS staff; this may initially be with an academic member such as the Tutor, Module or
Programme Leader or with a member of the programme administration and support team.
Investigations into complaints will be led by the HE Operation Manager who will attempt to
meet with the involved parties where appropriate, and to find a solution acceptable to all
parties.

4.4.

All complaints should normally be made within 21 days of the alleged
ed incident, matter or
concern but must be within 30 days.
days

4.5.

When a student raises an informal complaint with an administrator or member of the student
services team, Student Liaison Officer, these
the staff may need to refer the complaint to a more
senior
enior member of the team or to the HE Operations Manager.. The student will be informed that
the staff member is raising the issue with Management and made aware that the staff member
will get back to them within a given time frame.

4.6.

Students should keep a record of their action taken to resolve the complaint and keep copies of
any relevant correspondence.

4.7.

A student should normally expect to receive a written or email acknowledgement of their
complaint within 2 working days and a full response, via email orr in writing, within 10 working
days. This timescale may need to be extended during vacations or when the complaint is
complex or involves multiple parties.

4.8.

If it is not possible to resolve a complaint informally, then the student will be advised that they
can submit a complaint under Stage 2 of the Student Complaints procedure.
Page
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4.3.
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Stage 2 - Formal Procedure:
4.9.

Where the complaint has not been resolved or satisfactorily dealt at an informal level
level, then a
student can submit a formal complaint. Students will be expected to provide details of their
attempt to resolve the matter locally,
locally, or a suitable reason as to why local resolution is not
possible.
Submitting a Formal Complaint:

4.10. Formal complaints should be sent via email to the HE Operations Manager.
4.11. Where necessary students should provide appropriate evidence to support any allegations they
make (evidence may include signed witness statements, letters, emails and any other releva
relevant
information). Where a student fails to provide reasonable evidence to substantiate their
allegations, CECOS reserves the right not to progress the complaint further if it is reasonably
believed that a prima facie case was not established.
4.12. If a formal complaint
omplaint is submitted outside the advertised deadlines, without good cause or
reason, then the complaint will be deemed out of time and CECOS reserves the right not to
progress the complaint, unless it would be inequitable to do so.
4.13. A student should normally
ally expect to receive a written or email acknowledgement from the
School/Department within 2 working days and a full response, via email or in writing, within 10
working days. This timescale may need to be extended during vacations or when the complaint
is complex or involves multiple parties.
Resolution of Formal Complaints
4.14. In addition to informing continuous quality enhancement, the aim of this policy is to provide
resolutions. Accordingly, while general expressions of concern are welcome, students are
encouraged to specify the remedy they seek and/or the desired outcome to their complaint.



A meeting with a designated senior officer (often the Principal) to clarify matters of
procedure;



Forwarding the complaint to a named person in the relevant r department who will
investigate the matter locally and provide a written response to the complaint;



Mediation facilitated by a non-involved member of staff.
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4.16. Where the complaint is complex and / or contains serious allegations against staff, the
designated senior officer will either:
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4.15. There are a number of ways in which the complaint may be progressed at this stage, depending
upon the nature of the complaint. Students will be notified of this in writing. Such action may
include:
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Appoint an independent Investigating Officer to investigate the circumstances of the
complaint; or
Arrange a Formal Hearing of the complaint.

4.17. Notwithstanding the above, the student may formally request that the case be taken to
mediation at any point in the proceedings up to the convening of a Student Complaints
Committee (Stage 3, below).
4.18. Wherever possible CECOS will seek to facilitate an early resolution of the complaint. CECOS
aims to provide a resolution within 10 working days of submission of the formal complaint.
Should this not be possible (due to complexity or requests for information
information from other parties),
then students will be kept informed of any likely delay and the reasons for the delay, at the
earliest opportunity.
4.19. Students will receive written notification of the outcome of their complaint from the HE
Operations Manager or other
other designated member of staff. This will include whether the
complaint is upheld or not and any further action to be taken.
4.20. The complaint will be logged in the complaints register with a brief summary of the issue and a
summary of actions taken. The complaints
compla
register will be submitted for consideration to e
Academic Board.

Stage 3 –Review:
4.21. If the response to the complaint following completion of the Stage 2 procedure is not
considered by the student to be acceptable, they may invoke Stage 3 which involves a review of
the case by the Student Complaints Committee. Requests for review must be submitted by the
complainant within 21 days of the date of the outcome notification of the formal complaint.
4.22. The Complaints Committee convenes on a fortnightly basis or as required. This is to ensure that
where a review of a formal complaint outcome is required, this can be provided by the
Committee within the 10 working day target.

There remains,, at the time, a complaint which comes within the scope of this
procedure;



The request for review has been lodged within the set time limit;



The complaint is not of a petty or harassing nature.

4.24. The review will not consider new evidence unless there are good reasons as to why such
evidence was not produced at Stage 1 or 2 of the Complaints Procedure.
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4.23. The grounds for requesting a review of a formal complaint outcome should be clearly stated in
writing and sent with full supporting evidence to the Student Engagement Officer (emails
should be sent to the complaints@CECOS.org.uk
complaints@CECOS.org.u address), who will refer the case to the next
Complaints Committee meeting if:

4.25. In the event of a decision not to uphold a complaint, the Student Complaints Committee will
advise the student of the range of support services that are available such as the Student
Counselling Service, if appropriate.
4.26. The student will be formally notified
notified in writing of the decision normally within 2 working days
of the Student Complaints Committee meeting. If a complaint is not upheld,, the complainant
will be informed of the reasons for its rejection. The letter will be copied to the Academic
Registrar orr other designated senior academic, and/or the Head of Department as appropriate.
4.27. The decision of the Complaints Committee is final and concludes the CECOS Complaints
Procedure.

External Review by Validating Partner

5.1.

A student should take their complaint to the programme’s award validating
validating partner only after
the previous internal stages have been completed. The means of raising a complaint with a
partner institution may vary in accordance with the partner’s specific requirements.

5.2.

In such circumstances CECOS will comply fully with the
the requests and requirements of the
validating partner institution to facilitate the student’s right to external review.

5.3.

Where a complaint is upheld or partially upheld, the programme’s award validating partner will
communicate its findings to CECOS and the
the student. These will be reviewed by the programme’s
academic management and/or the Complaints Committee, and any outstanding actions will be
implemented with the timeframe specified by the award validating partner.

5.4.

Where the outcome of a complaint indicates
indicates that other students’ learning experience may
potentially be compromised by the same issue, CECOS will take appropriate action to protect
the interests of other students and the integrity of its services. In such circumstances an action
plan and general communique will be coordinated by the programme’s academic management.

6.

Completion of Procedures

6.1.

Complaints procedures are considered to be ‘exhausted’ only when all internal review stages
AND external review by the award’s validating partner (if applicable) have taken place, and any
required actions have been implemented.
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4.28. The notification of outcome will advise the student of the opportunity for external review of the
case, if available. In the case of validated degree programmes, students, who are dissatisfied
with the outcome of the review and believe that the CECOS has failed to follow this procedure
correctly, may take their case to the Awarding
Awarding Body. Some programmes may additionally be
eligible for review by the Office of the independent Adjudicator for Higher Education (See next
section).
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6.2.

Once procedures have been exhausted, CECOS will inform the student that a Completion of
Procedures (COP) letter can be requested. The COP letter will be provided within 2 working
days of a request. Such requests should be directed by the student to the Student Engagement
Officer within 1 month of the notification of outcome.

6.3.

If complaint is not upheld or there are found to be insufficient grounds to investigate a
complaint or conduct
nduct a review, a COP letter will be issued to the student automatically by the
Student Engagement Officer.
Contacting the Office of the Independent Adjudicator for Higher Education (OIA)

6.4.

CECOS subscribes to the independent scheme for the review of student
student complaints and appeals.
If a student remains unsatisfied with the outcome of the complaint or appeal following the
completion of procedures, then they may be eligible to request a review by the Office of the
Independent
dent Adjudicator for Higher Education (OIA),
(OIA), for which a COP letter will be required.
Details of how to contact the OIA will be provided on the COP letter.

6.5.

A COP letter cannot be normally be issued before exhausting all procedures as stated above.
However,, in the interest of timely progression, where a student wishes to approach the OIA
without first consulting the programme’s awards validating partner, they may request a COP
from their Administration for the purpose of doing so. In such instances the OIA will make a
decision in accordance with its rules as to whether or not the appellant’s request is eligible for
review.

6.6.

Should a student decide take their case to the OIA, their Scheme Application form must be
received by the OIA within 12 months of the date of the COP letter.

6.7.

The OIA will communicate its findings to the student and to CECOS, who will act on them
accordingly and within the specified timescale.

7.

Training and Awareness

Monitoring,, Evaluation and Review

8.1.

The Academic Development Manager supported by the Student Engagement Officer will
oversee the tracking of complaints submitted at stages 1, 2 & 3 of the process and progressed
through the Procedure, and will ensure that records show the nature of the complaint, the
process employed to deal with the complaint, the time taken for each part of the process to be
completed and the outcome. All data held will be monitored in accordance
accordance with the CECOS’s
Equality and Diversity and Data Protection Policies and will be impact assessed on an annual
basis in line with CECOS procedures.
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The Student Engagement Team and Senior Staff Learning and Development Officer will organise
activities to raise awareness of the Complaints Procedure, and how it is to be used, amongst the
student body. The Student Engagement Team will also provide support and guidance for CECOS
in handling complaints and resolving them as closely as possible to their point of origin.

8.2.

The Complaints Policy and Procedure will be reviewed on an annual basis by the Complaints
Committee to ensure
nsure that it remains fit for purpose, compliant with the requirements of
external regulatory bodies, and reflective of best practice within the industry.

Student Complaint Form
NB. Before filling out this form students are requested to read the Student Complaints Procedure
online or inthe
the Student Handbook.
Formal request to the Programme Manager, Senior Manager or Principal to review a complaint
Student Name

Student id number
Course
Year Group
Request addressed
to (name/position)
Please conduct a formal review of my complaint described below. I have read the CECOS Complaints
Procedure and I confirm that I have already tried to resolve the matter informally.
My complaint is (please describe the nature of the complaint as fully as possible):

This is what happened, and why it did not resolve my complaint:
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In an attempt to resolve my complaint informally I have already spoken to the following people:

This is the evidence supporting my complaint, and I have attached copies of any relevant documents

To resolve my complaint I would like the following to happen3:

Student signature
Date
Receiving officer
signature
Date

If you are asking for some financial redress, you must say what the figure is, and explain in detail, with
supporting evidence, what financial loss you have incurred
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CECOS COMPLAINTS PROCEDURE

Complaintraised
Not
Informal
r
Stage
1

Complaint put in writing resolved
to the Programme
Manager or to student
services.
Resolution found?

Complaint raised
with CECOS staff or
via course reps
Resolution found?

NO

YesYes

Invokes Formal Stage

No further
action
needed

NO

---------------------------------------------------------------------------------------------------------------------------

Yes

NO
Complaint submitted in writing
and passed to tutor or
Programme Manager.
Written response in 5 days
Resolution reached?

No
further
action
needed

Yes

Recommendations as appropriate

Formal Mediation
Stage 2

Head of Programme or Senior
Manager attempts mediation by
correspondence on a meeting
between the parties
Satisfactory resolution reached?

…………………………………………………………………………………………… ………………………………………………….
……………………………………………………………………………………………NO………………………………………………….

Formal Stage 3
Yes

Complaint is reviewed by the Principal and
Director of Quality or other senior
manager along with any additional
evidence presented.
Written response within 5 days
Is the complaint upheld?

Yes

Appropriate
remedial
action taken
by CECOS

NO
Completion of Procedures Letter issued
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Complainant may appeal to the
Independent Adjudicator
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Student Code of Conduct and associated disciplinary procedures
Introduction
CECOS College London (CECOS) encourages and promotes a community of respect, trust and
discipline. The College’s Code
ode of Conduct
onduct has been written to support its policy of establishing
students’ good behaviour,, including in respect of academic conduct.
conduct
CECOS recognises that students attend
attend College to gain qualifications which will help them to
enhance their career options. To ensure that all students can benefit from the learning experiences
offered, it is important that everyone behaves in a way that is appropriate, polite and profess
professional.
We therefore have the same expectations of students that any professional organisation would have
of its employees.
All students are expected to be familiar with this Code and to conduct themselves with due regard to
the College’s good name and reputation;
reputation; and the rights of others. The Student Code of Conduct
provides a framework, underpinned by and linked to the College’s Disciplinary Regulations including
Anti-bullying and Harassment. The Code sets out expectations for behaviour to ensure that all staff
and students can work together to create a positive environment in which learning and personal
development can take place.
The Code of Conduct
onduct applies to all personsundertaking a course or programme offered by CECOS.
The policy is effective from the day that students accept an offer of a place on their chosen course
and will remain in force whilst students are attending CECOS or taking any part in any associated
programmes or events (on the premises or otherwise) on behalf of CECOS.
UK Quality Code Themes
Admissions, Recruitment and Widening Access
Concerns, Complaints and Appeals
Learning and Teaching
Key Principles and Expectations.
The Student Code of Conduct sets out expectations as to what constitutes appropriate behaviour for
students enrolled at CECOS.. It is important that all students understand that by enrolling for a
course, they are agreeing to comply with the Code of Conduct.
Conduct
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1. All students are expected to be considerate to the needs of other students, staff and any visitors
to the College
2. All students are expected not to engage in any form of misconduct, which is intended or likely to
disrupt
upt teaching, learning, study, meetings, examinations, administration or other activities
undertaken by or within the College. This also applies to activities held by CECOS outside its
premises.. Where students misbehave, a ‘Behaviour Incident Form’ (Annex 1) will be completed
and disciplinary action may follow.
3. All students must comply with and respect the rules of programmes including those relating to
intellectual property, completion of assignments and attendance
4. All students are expected to respect the property of the College and not use it for any
unapproved purposes.
5. All students are expected to only use social media responsibly. Any use of social media to make
statements which would reasonably be considered offensive, discriminatory, defamatory or
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A. Student behavioural expectations

personally
rsonally damaging will be followed up and the author subject to the College’s disciplinary
procedures. Further, legal action may also be taken as required.
General Behaviour in College.
Students are required to:














treat members of the College’s
College diverse community and the College environment with
respect and consideration;
work hard to achieve their targets for aspiration, attitude, attendance and achievement;
attend, on time, all timetabled classes, activities and individual/group tutorials/learning
support;
be equipped for all lessons or practical sessions with relevant materials and stationery;
meet deadlines set for handing in work;
actively
ctively engage with any work experience opportunity within their programme;
respect the rights of others to freedom of belief or religion, orientation or practices, and
freedom of speech;
utilise online and media sites responsibly;
observe appropriate dress codes;
code
contribute
ontribute to College life and the wider community;
report any absence by phone or email no later than 9.30am on the day of absence;
report unsafe, discriminatory or bullying behaviour;
visibly wear college ID badge at all times whilst in College.

Behaviour in lectures,, workshops or online and face-to-face
face
sessions.
Students are expected to act in a respectful and
and appropriate manner at all times. Students should
ensure that they:









arrive in time for the start of a lecture/session
lecture
as late arrival is extremely disruptive to other
students;
when arriving after the start of a class, enter quietly so as
a not to disturb
b other students.
Students who arrive more than 30 minutes after the start of a classmay
classmay be excluded and
only admitted after the mid-class
mid
break, and will be marked as absent;
do not disrupt a lecture or training session or interfere with other students’ aability to benefit
from it;
do not use mobile phones to take or make calls, to send or receive text messages, or to
record or send images during teaching sessions.. Special permission may be requested in
exceptional circumstances;
do not consume food or drink
drin in class, other than bottled water;
ask permission if they wish to tape lectures.
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All students must act in accordance with the law, and College regulations. The College does not
allow:
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Compliance with regulations and legal requirements.
requirements









use foul or abusive language or disruptive behaviour;
bullying of any kind and any evidence of bullying, including cyber bullying, will result in
immediate disciplinary action;
posting of insulting, defamatory, obscene, extremist or threating content onto social media
and online communications including texts and emails;
smoking in any part of the College. Smoking is only allowed outside in designated areas;
spitting on College premises;
carrying of knives, guns or any other offensive weapon on college premises. Any sstudent
found to be in possession of any such weapon may be permanently excluded;
any non-prescription
prescription drugs or alcohol onto college premises and any student who is under
the influence of any drugs or alcohol may be required to leave the premises.

Behaviour
ur in the College Neighbourhood.
The College seeks to build good relationships with its surrounding neighbours. Students are expected
to:





help us build on these relationships by the way they conduct themselves in the surrounding
area;
be considerate to their
eir neighbours, especially regarding noise levels and rubbish;
act within the law and not engage in activity or behaviour that is likely to bring the College
into disrepute
be aware that incidents involving local residents may lead to police action.

Off Campus Activities.
There are opportunities for students to undertake activities that will take them off campus. These
include external trips and visits as well as work-related
work related learning activities. Any student engaged in a
course-related
related activity is seen as representing CECOS,, even if not formally doing so. During these
activities students should adhere to the rules of the venue, of the transport companies and where
appropriate any other outside organisations involved in the activity.
B. Definition of misconduct
At CECOS,, misconduct is improper interference with the proper functions, services or activities of
the College,, or those who work or study at CECOS,, or action that may otherwise damage the College.
The following are examples of misconduct at CECOS:
1. Disruption of, or improper interference with, the academic, administrative, social or other
activities of the College,, whether on the premises or elsewhere
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3. Violent, indecent, disorderly, threatening or offensive behaviour or language whilst engaged
in any activity or on the College premises

98

2. Obstruction of, or improper interference with, the functions, duties or activities of any
student, member of staff or other employee of the College or any visitor to the College
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4. Fraud, deceit, deception or dishonesty in relation to the other students, or member of staff
staff,
submitted work or the College
5. Engage in vocal or active opposition to the fundamental British values, including democracy,
the rule of law, individual liberty and the mutual respect and tolerance of different faiths
and beliefs. [Prevent Duty linked to Section 29 of the Counter-Terrorism
Counter Terrorism & Security Act
2015]
6. Posting offensive, inflammatory or defamatory statements about individual staff or students
on to social media sites and online communications
7. Action likely to cause injury or risk health
health and safety on our premises or when engaged in
work placement
8. Contravention of College policies and procedures
9. Harassment
arassment or any hostile behaviour towards any student, visitors or member of staff of the
College or employer’s staff when on work placement
10. Examination offences which constitute academic irregularities
11. Damage to, misappropriation or defacement of CECOS’’ property or that of other members
of the College staff or students
12. Misuse or unauthorised use of the College premises or items of property, including
computer misuse
13. Conduct which constitutes a criminal offence by law
14. Behaviour that may bring CECOS or its name into disrepute.
Disciplinary procedure
In instances where a breach of the CECOS Student Code of Conduct
onduct takes place, any member of staff
or supervisor, or any student who recognises that such a breach has taken place should notify a
member off the teaching staff (normally their personal tutor), the Programme Manager, Head of
Provision or the Director of Quality or other senior manager as soon as possible. The Behaviour
Incident Form should be completed. Senior staff will assist students and others
others with guidance as
needed.
Informal resolution
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It is primarily the responsibility
esponsibility of the student’s tutor to ensure that a student understands and
follows the above Code of Conduct. The College expects that this approach will mi
minimise all such
breaches of the College rules. Tutors
T
are encouraged to discuss potential behavioural difficulties
with any student thought to be in a position where s/he may commit a minor or major disciplinary
offence. CECOS advises all students to talk to
to their tutor informally to resolve issues.
Page

Minor disciplinary Offences
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a) Minor disciplinary offences will be considered by Programme Manager or authorised senior
staff member (as appropriate) of the area in which the disciplinary action against the
student would be taken.
The disciplinary action imposed may be:
1. An oral warning (not recorded on the Student’s file)
2. A formal written warning (recorded on the Student’s file for such period as is
determined by the Programme Manager or authorised senior staff mem
member)
3. A fine for each breach of discipline. The amount of the fine will be determined by
the Programme Manager or authorised senior member of staff
4. Requirement that the student pay the cost of the damage caused in relation to loss
of or damage to the College’s
College’s property, or any additional expense incurred by the
College or parties involved as a result of the student's action
b) The student who caused the offence shall be called to a meeting to discuss the (alleged)
offence, and given 5 days to respond fully to the accusation.
The student will be informed in writing within 10 days of the meeting of the outcome
including any penalty imposed.
c) Where a student fails to comply with a disciplinary penalty set by a Programme Manager or
authorised senior member of staff,
staff, action may be taken for serious disciplinary offences.

Serious disciplinary offences
a) A serious disciplinary offence is considered by the Principal and the Managing Director or
authorised senior member of staff. Repeated occurrences of a minor disciplinary offence
may be deemed to constitute a serious disciplinary offence,
offence, and treated accordingly.
b) The penalties for serious disciplinary offences may be as follows:
a. A requirement for a verbal or written apology to any affected person
b. A formal written
ten warning (recorded on the student’s
tudent’s file for such period as is
determined by the Managing Director or authorised senior staff member)
c. A fine for each breach of discipline. The amount of the fine will be determined by
the Managing Director or authorised senior member of staff
d. Requirement that the student pay the cost of the damage caused in relation to loss
of or damage to College property, or any additional expense incurred by the College
or parties involved as a result of the student's action
e. Suspension or exclusion from specified facilities within the College
f. Any other resolution by the College that may be reasonable in the circumstances of
the offence committed leading to a serious disciplinary action by CECOS
g. Suspension or exclusion (permanent
(permanent or temporary) of the student from the College
h. Notification of the offence to the police.

e) The team will similarly provide the student with the names of witnesses and written
evidence of the alleged offence
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d) A letter will be written to the student informing him/her of the behaviour
behaviour which has led to
the disciplinary hearing and to invite him/her to provide names of witnesses and written
evidence which may include substantiated mitigating circumstances prior to the hearing.
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c) When a serious offence is committed by student, a disciplinary hearing will take place at
which all parties involved should be present. The hearing shall convene
convene an investigating
team comprising a staff member, a student, and the Director of Quality or other Director
and/or the Managing Director or authorised senior member of teaching staff.

f)

The hearing shall be conducted in private. In conducting the hearing, the team shall ensure
that the student has the opportunity to see all the evidence and that he/she is provided with
an opportunity
pportunity of making a statement in respect
respect of any evidence presented

g) At the conclusion of the hearing, the student and the team shall retire from the meeting
meeting.
The student will be informed in writing of the hearing’s
hearing’s decision within 7 days
h) If the studentt is unable to attend the hearing with good reason, the student should notify
the Programme Manager or authorised senior member of staff prior to the hearing. For
instance, in the case of ill health, the student is to submit a medical certificate and the tteam
will rearrange
ge the hearing for a later date
i)

Where the students fails to attend the hearing or provide sufficient justification for his/her
absence, the team may hold the hearing in the student's absence.
absence

j)

Where an offence under the Protect Duty is identified, the evidence will be made available
to the police and other identified external authorities.

Pevent Duty.
In line with the Government’ss Prevent Duty,introduced by the Counter-Terrorism
Counter Terrorism and Security Act
2015,, the College has a clear duty to take disciplinary action against any form of suspected
extremism. The Prevent Duty places responsibility on Higher Education Institutions to prevent
students becoming involved in extremism and also to challenge extremist
extremist ideas where they are used
to legitimise terrorism.
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In response to the statutory requirement, the College has developed robust procedures for dealing
with extremism. Any student found engaging with extremist organisations or trying to expose others
to
o extremist views will be suspended pending further investigation into allegations. To do this the
College has robust policies, procedures and arrangements in place to mitigate the risks that people
might be drawn into terrorism.. Incidents may be reported to the police and local authority
representatives.
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Annex 1

Behaviour Incident Form
This form is to be completed by CECOSstudent or member of staff where a student or students have
been involved in a possible disciplinary incident.
Student/s Details (please complete a separate form for each student) :
Surname

Forename

Student Number

Incident Details:
Date incident took place

Location incident took place

Please give details of
incident – please give as
much information as
possible (continue on
additional sheet if needed)

Please give details of any
action taken by yourself in
regards to this incident

FOR OFFICE USE ONLY
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Actions Taken :
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DECLARATION
I confirm that the information provided on this form is true and correct.
Name
Signature
Date

Student Engagement and Enhancement Policy
Introduction
As a provider of further and higher education CECOS College London is committed to engaging with
its students in the pursuit of activities to support quality assurance and enhancement. The College
views positive engagement with students as critically important and takes action to engage students
as partners.
This policy sets out the principles that define
define the participation of students in institutional quality
assurance and enhancement systems. Expectations reflect the Advice and Guidance and core
principles set out in the UK Quality Code for Higher Education - Student Engagement.
The policy’s primary aim is to describe the opportunities that students studying with the College
have opportunities to engage with formal and informal quality assurance and enhancement systems,
both individually and collectively. The policy does not set out to describe in detail
detail the operation of
the various processes. However, it is important to emphasise that the College is at all times aware of
its responsibility to promote the range of opportunities which exist for any student to engage in
educational enhancement and quality
qualit assurance.
In addition, the Student Charter includes rights and responsibilities in relation to course programme
representation and provision of feedback.
In committing to engaging with students, the College that the overwhelming majority of students are
non-traditional
traditional learners who are also working or seeking to raise a family and only spend a few
hours a week in College, and must be realistic in terms of their availability and time. Simultaneously,
however, the College recognises the personal and professional
professional maturity and insight that the
students will bring to such processes.

Terminology
In the context of this policy, ‘student engagement’ is taken to include arrangements for student
representation, the Student Council and the involvement of students in formal College structures.
This policy also covers the College`s approach to all types of student surveys of opinion, the analysis
of data from such surveys and the ways in which the findings are used.

Principles of our policy
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1. Students are invited to provide feedback at module and course level via the completion of
the student feedback questionnaires which include post induction, end of module and end
of programme
amme questionnaires. The outcomes of each survey are received and responded to
at both course and institutional level. Student representatives are invited to the end of term
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The principles of student engagement in quality assurance and enhancement activities encompass:

course meetings where there feedback informs priorities for development and
enhancement.
2. Students are invited to provide feedback at institutional level via surveys, as well as though
feedback to tutors and student services and also in
n an unstructured and anonymous way
through access to a suggestions box.
3. The College provides feedback
feedback to students via a range of methods. These include course
committees, Course/Programme Moodle pages, social media and newsletters available on
the website. Information is also posted on Moodle setting out a summary of feedback
received and the College’s response in ‘You Said/We Did’ communications. Students are
also represented on key committees within the College’s deliberative structures, including
the Academic Board and the Student Council.
4. Students provide feedback on the course and its constituent units (modules), and on student
related resources, via end of module surveys, representation on course committees, End of
Year Course meetings and on some courses through more informal mechanisms including
meetings with course tutors and student support. This facilitates open and transparent
communication between students and the College.
5. The College supports the informal resolution of concerns and students are welcome to
contact staff at any time
me to discuss concerns relating to their course programme. Further
details of informal and conciliation stages can be found in the Student Complaints
Procedure. This procedure and other relevant policies can be accessed through the College
website and VLE.
6. Students participate in formal quality assurance processes as members of the College
Academic Board and Programme Team meetings.
7. Students representative of all disciplines taught at the College are represented on the
Student Council, which is intended to act as a mechanism for providing student feedback
and to make recommendations to enhance the student experience.
8. External examiner reports are available to all students via the virtual learning environment.
The reports are discussed in course committees
committees and in other course grouping meetings.
Monitoring of policy
Monitoring of our student engagement is undertaken annually in the following ways:
The annual monitoring and review process, where reports are produced at course, provision
type and institution
ion level, and which confirm where systems are operating effectively and where
enhancement is needed.
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Performance Indicators
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The College recognises the need to benchmark the effectiveness of student engagement as part
of the quality assurance processes. The
The College is able to review its position against NUS
benchmarks and the NUS Course Reps system benchmarking tool.

Responsibilities
The Principal, Heads of Programme and Programme Managers are responsible for ensuring that
students are informed of the opportunities for feedback and participation as student
representatives and as members of the Student Council. Day to day responsibility is delegated to
the Student Services Manager and to Course Managers and Administrators

Teaching
eaching and Learning Policy
(Teaching and learning quality monitoring and standards maintenance strategy)
Introduction
The management of standards and quality of the teaching and learning is essential to ensuring a
viable, consistent and good quality learning experience. This aim is reflected in the CECOS mission
statement: ‘to
to work together to create a better future for all through education, enterprise and
employment’’. To achieve this, it is essential that teaching and training help students to de
develop the
knowledge and skills that can help them build a successful future. This procedure relates to the staff
at CECOS and in particular establishes a point of reference for those employed to deliver or
contribute to the delivery of Learning and Teaching.
Teachin The procedure sets out how CECOS manages
the quality of students’ opportunities to learn, and is central to the organisation and its management
of teaching and training. The procedure is part of the broader Teaching and Learning Policy and sits
alongsidee other policies including:







Academic Regulations Policy
Academic Standards Policy
Assessment Policy
Learning Resources Policy
Student Support Policy
Student Engagement Policy.

UK Quality Code references
The policy draws on the expectations and principles under
u
the Themes of:
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The UK Quality guiding principles for learning and teaching act as a framework and an expression of
the fundamental practices.
1. Effective learning and teaching is underpinned by a shared understanding of the provider’s
learning and teaching strategy.
2. Effective learning and teaching is underpinned by a focus on student achievement and
outcomes.
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Assessment
Enabling student achievement
External expertise
Learning and teaching
Student engagement

3. Effective learning and teaching provides
provides students with an equivalent high
high-quality learning
experience irrespective of where, how or by whom it is delivered.
4. Effective learning and teaching is informed through reflective practice and providers enable
staff to engage in relevant, timely and appropriate
appropriate professional development that supports
students’ learning and high quality teaching.
5. Effective learning and teaching is underpinned by routine evaluation of provision to manage
and enhance their learning and teaching activities, including achievement
achievement of qualification
and award outcomes.
6. Effective learning and teaching activities, facilities and resources make the learning
environment accessible, relevant and engaging to all students.
7. Effective learning and teaching ensures that information about, and
and support for, learning
and teaching is clear and accessible to all students and stakeholders.
8. Effective learning and teaching encourages and enables student to take an active role in
their studies.
9. Providers encourage and enable students to evaluate and manage
manage their own learning
development, supported by opportunities for ongoing dialogue with staff.

1 Aims and purpose of the procedure
This procedure aims to set out the need for a sustained commitment to the development of the
learning environment and thee ongoing building of good practices in teaching and learning. This will
cover a diverse range of factors including:








the empowerment of students to learn,
the need for individual monitoring and tracking of progress,
raising standards through monitoring and responses to external reports,
innovation in learning and teaching,
consideration and response to the learner voice and
the professionalism and support of staff
support development and sharing of best practice, including
including through observations.

2 Scope and defined responsibilities
This policy relates to the staff at CECOS and in particular establishes requirements for staff whose
primary role is to deliver or contribute to the delivery of Learning and Teaching. The procedure sets
out obligations and expected actions and responsibilities. In all cases, Course Managers are
responsible for ensuring that teaching meets the Course and Module requirements. This covers the
strategies needed to support students to learn and successfully complete their assessments. Reports
of observations of teaching are sent to the Heads of Programme and Programme Managers and, as
appropriate made available to HR (for inclusion in individual staff files) and to the Principal and
Director of Quality as appropriate. Overarching monitoring is undertaken through annual monitoring
reports and course action plans, which are expected to reflect and take forward comments and
recommendations from external reports and reviews.
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All Course/Programme Managers are allocated time to manage the quality of teaching and learning
as part of their course administration time. Course Managers undertake teaching observations along
with the Director of Quality, the Principal and other
other nominated staff. Course Managers are also
responsible for monitoring the quality of assessment, feedback which are a key part of the internal
verification processes. This assessment aspect is more clearly set out in the Assessment Policy and
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3 Resource allocation

procedures.
s. The engagement of students with teaching learning and assessment is also monitored
by the course coordinators. The Director of Quality with the Heads of HE and FE provision are
responsible for the overview and management of strategies to support the further
further development and
enhancement of teaching and learning
All classes are time-tabled
tabled termly in advance, and students are made aware of the content and focus
of teach and learning through handbooks, Schemes of Work and other module information made
available
able online and through handouts.

4 Operational description (Guiding principles 1, 3 & 4)
CECOS aims to provide a high quality learning environment which is welcoming, safe, supportive,
accessible and motivating. Teaching areas must be appropriate to the subject requirements and
accommodate student needs and promote active learning. Classrooms will be suitably equipped and
resourced including new technology to support innovative and participative student learning. The
learning environment and teaching delivery
delivery strategies must also clearly promote equality and
diversity, widen participation and celebrate learner success.
All students and staff are provided with IT access along with training and support on the use of
systems. Teaching is expected to make effective use of new technologies to compliment, enhance
and/or replace traditional didactic methods. CECOS is committed to providing additional facilities for
students which support individuals to access equipment, resources, information and support, and to
continue to study and learn beyond the classroom. This includes use of resources such as online
libraries, Google Docs platforms and other online resources.
All students are given the opportunity to nurture and develop their capacity to learn. This cap
capacity
also supports the development of lifelong learning skills, as part of the development of the
independent learner, including the development of the abilities to:










enquire
solve problems
seek information, knowledge and understanding
be analytical
be critical
tical yet responsive to the social contexts of learning
be reflective about own learning experience and that of others
develop good organisational skills
prepare for learning and assessment
be an independent learner.

Essential Policies and Procedures Handbook

Version 4

March 2022

Page

Students have access
ccess to advice and guidance from point of application to point of graduation or
course completion. Individual student needs are identified as far as possible in advance of
enrolment, and then through initial course induction. The needs and progress of ind
individual students
are recorded in the Individual Tutorial or Training Records (ITRs) as set out in the Tutorial Procedure,
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The development of these abilities/competencies
ties/competencies is supported through the delivery of the Study
Skills and academic writing for students studying on higher level programmes at CECOS. Further
support is provided through tutorial workshops (see Tutorial Support Handbook).

targets and strategies agreed and student feedback recorded. CECOS is also utilises Individual
Learning Plans (ILPs) to further document
document individual requirements, support and achievement and as
a mechanism for reviewing learner progress, as required, and particularly in cases where additional
support needs have been identified. The information drawn from ITRs and ILPs allows managers to
review the quality of the student learning and informs the quality review and enhancement cycle as
set out in the Quality Handbook.
Leadership and management are central to raising the standards of Teaching and Learning and
reflecting and embedding the overarching
overarching professional standards for teachers, tutors and trainers in
the lifelong learning sector and Higher Education. Where possible, all lecturers will be encouraged
and supported to achieve a teaching award or qualification, including PGCert/Dip, DET o
or other
recognised teaching qualifications. Raising standards and enhancement of learning is a central
feature of staff development. This is linked with objectives for supporting and improving summative
assessment success rates, and monitored alongside other
other performance indicators including student
surveys, teaching observations, performance reviews, and attendance and submission data. CECOS
also seeks to develop excellence in teaching and to exchange of ideas and examples of identified
good practice and innovation
novation with partner institutions and through broader access to sector advice
and guidance, including through associate membership of Advance HE.
Students are at the centre of the CECOS Teaching and Learning philosophy and associated
management strategies,
s, and student views and feedback fully contribute to the monitoring of
teaching and inform future developments. The Student Engagement Policy and procedures require
regular consultation with students, and ensure that there is on-going
on going dialogue between co
course
managers, lecturers/trainers and students, and that information is reported to senior staff. CECOS
views the responsibility for improving the quality of Teaching and Learning as a being shared with
the student body.
To enable students to receive high quality Teaching and Learning, and to assure teaching standards,
CECOS employs highly qualified lecturers with appropriate teaching experience. Staffing
qualifications and experience also meet the requirements of the validating partners and awarding
organisations.
sations. The quality of Teaching and Learning is further support by procedures of Lesson Plans,
Learning Outcomes and Schemes of Work and externally assured assessment strategies.

5. Monitoring and review
The monitoring of Teaching and Learning procedures is formalised through Annual Monitoring
Reports and the Annual Institution Monitoring and Evaluation Report. The procedures will be
reviewed annually, or more frequently based on partnership and quality assurance requirements.

6. Teaching Observations (guidance)
(gui
The criteria for the observation of teaching and learning in higher education reflect the levels of the
RQF and FHEQ, and help determine the extent to which the depth, breadth and challenge of
teaching and learning reflects the programme and/or module
modu level.

An up-to-date
date register (paper or electronic) for the module/unit being delivered
A completed lesson plan
The relevant Scheme of Work
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A lecturer may provide a number of documents for the observer to use during the observation
process, but as a minimum the lecturer must provide:



Copies of any learning resources

The teaching and learning observation provides the opportunity for the observer to make a
qualitative judgement based on:
 The quality of the teaching and learning experience (including engagement,
engagement, resources and
teaching materials and activities)
 The appropriateness of teaching and learning methods used
 Use of subject knowledge which supports delivery
 Teaching of practical and/or transferable skills
 Engagement with and participation by students
studen
 The links to learning outcomes and assessment, where appropriate
 Testing of students understanding and learning
All observations will be followed by feedback from the observer. These should include the lecturer’s
own reflections on their performance and consideration of actions to improve performance, as
appropriate. Feedback should be provided within 48 hours of the observation and the observer
should ensure that feedback is delivered in private.
Good quality constructive feedback should be provided to the lecturer, which will serve to:
a.
b.
c.
d.
e.
f.
g.

Encourage reflection and discussion
Focus on performance and practice and not personal characteristics
Promote objective discussion based on fair observation
Avoid over-generalisation
generalisation and offer specific examples
Focus on key messages drawing out strengths and areas for improvement
Promote the sharing of ideas, sources and other relevant information
Ensure the grades and commentary support the language used in the verbal and written
feedback provided.

Where an observed session
ion has not gone well, feedback should be clear, but not punitive. The
feedback should:

vi.

Avoid use of ambiguous statements and remain fair and focused on performance
Cite examples of where performance should be improved
Focus on how the factors identified impact on the students’ learning experience
Remain objective, and the observer calm if challenged
Provide the lecturer with the opportunity to put forward their point of view even where
there is disagreement
Support the identification of realistic and supportive
supportive strategies to improve the delivery of
teaching and learning.

All feedback should finish with a re-cap
re cap of the main points to support clarity and understanding. The
summary should support the agreement of relevant action points which should be noted o
on the
observation form. The planned actions should be specific, measurable, achievable, realistic and
timely (SMART). These outcomes and actions may be linked to performance reviews, as appropriate.
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Peer drop-in observations.
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i.
ii.
iii.
iv.
v.
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Separate documentation is in place to support peer observations. Peer drop-in
drop in observations can
provide valuable insights into enhancement of teaching and learning through the active sharing of
practices and delivery and assessment strategies (formative and summative). Whilst observat
observations
are recorded, both the observer and the lecturer are encouraged to identify areas of focus for
feedback and development. The process includes reflection and discussion and is seen as formative
and developmental, supporting the more formal teaching and learning observation procedure.

Appendix 1. – Criteria underpinning some identified good practices in
teaching and learning.
Please note the scale applied below runs for Strong (4) to Weak (1)
a. Planning of the assessment process
2.
An assessment brief
evident but could be
more transparent in
terms of its
relationship
to the module learning
out-comes/ level.
There is some evidence
that planning for
assessment has
occurred as a result
of moderator/ tutor/
student’s feedback.
There is some
relationship between
the assessment
process and the
programme
specification and good
practice as set out in
the Assessment theme
of the UK.

1.
An unclear assessment
brief with an
insufficient
relationship to the
module learning
outcomes/ level. There
is no evidence of
planning for
assessment as a result
of moderator/ tutor/
student’s feedback.
There is very little
relationship between
the assessment
process and the
programme
specification and good
practice as set out in
the Assessment theme
of the UK.

Notes:
The internal verifier (IV) should consider the accuracy and completeness of the assessment brief
including formative and summative deadlines
The extent to which the assessment
sessment is appropriately designed and measures the module learning
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3.
A clear assessment
brief in which the
relationship to the
module learning
out-comes/
comes/ level,
however
improvements
could be made. There
is clear evidence that
that planning for
assessment has
occurred as a result
of moderator/ tutor/
student’s feedback.
There is a good
relationship between
the assessment
process and the
programme
specificatio and good
specification
practice as set out in
the Assessment theme
of the UK.
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4.
A strong assessment
brief with a clear
relationship to the
module learning
out-comes/ level.
The assessment brief is
exemplary; significant
evidence that planning
for assessment has
occurred as a result of
moderator/ tutor/
student’s feedback. A
strong relationship
exists between the
assessment process
and the programme
specification and good
practice as set out in
the Assessment theme
of the UK.

outcomes.

b. Accuracy and completeness of published information (teaching and learning plans)
4.
A strong plan provided
for the delivery of the
teaching and learning
over the duration of
the module/ unit and
session and in line with
the module/ unit
handbook and tutor
planning document.
Information
provided is complete
and accurate; there is
evidence that detailed/
exemplary planning
has occurred.

3.
Clear evidence
evidenc of
planning for the
delivery of the
teaching and
learning strategy over
the duration of the
module/unit and
session and in line with
a module/ unit
handbook/tutor
planning document.
Information provided
is largely complete and
accurate; there is
evidence
dence that good
planning has occurred.

2.
Some evidence of
planning for the
delivery of the
teaching and learning
strategy over the
duration of the
module/ unit and
session which might
not be in line with a
module/ unit
handbook/tutor
planning document.
Information provided
is incomplete and/or
inaccurate; planning
could be more
transparent.

1.
No module/ unit
handbook with no
evidence of planning
for the delivery of
teaching and learning
over the duration of
the module/
unit and session.

Notes:
The IV should consider the accuracy and completeness of the teaching and learning plans / schedule
over the duration of the module
The plan/schedule should aid students in pre-preparing
pre preparing for sessions over the duration of the module

c. Appropriateness of Teaching and Learning Methods
2.
Teaching methods are
partially effective and
suitable for the
achievement of the
planned learning
outcomes; curriculum
alignment is evident
however significant
improvements could
be made.

1.
Methods adopted are
largely unsuitable for
the achievement of
the planned learning
outcomes. The
alignment of the
methods to the
curriculum is
extremely wea
weak.

Notes:
IVs and observers must consider the teaching methods used and their appropriateness to the
learning outcomes planned for the session.
How effective is the choice of teaching methods utilised i.e. Interactive lecture, group
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3.
Teaching methods are
effective and suitable
for the achievement of
the planned learning
outcomes and
curriculum alignment
is evident with some
scope for
improvement
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4.
Teaching methods are
extremely effective
and suitable for the
achievement of the
planned learning
outcomes; curriculum
alignment is evident
with evidence of
excellent practice

work, practical, etc.

d. Teaching of subject knowledge
4.
Evidence of thorough
tutor subject
knowledge and the
teaching of subject
knowledge makes a full
contribution
to the achievement of
the planned learning
outcomes. Evidence of
excellent practice
exists.

3.
Evidence that the level
of tutor subject
knowledge and the
teaching of subject
knowledge makes a
good contribution to
the achievement of the
planned learning
outcomes, although
there is still some
scope for
improvement.

2.
Evidence that the level
of tutor subject
knowledge and
teaching of subject
knowledge makes an
acceptable
contribution to the
planned learning
outcomes, however
there are some
significant
shortcomings.

1.
Very little if any
subject knowledge
evident such
that the teaching of
the planned learning
outcomes is severely
impaired.

Notes:
Observers must consider the extent of the tutor’s knowledge and understanding of the
subject material.
To what extent does the tutor’s subject knowledge make contribute
contribute to the achievement of the
learning outcomes planned for the session?
Observers must consider the extent to which tutor knowledge engenders trust amongst learners

e. Teaching of professional, practical and/or transferable skills
4.
Teaching methods are
extremely effective
and suitable for the
achievement of the
planned learning
outcomes; curriculum
alignment is evident
with evidence of
excellent practice

3.
Teaching methods are
effective and suitable
for the achievement of
the planned learning
outcomes and
curriculum alignment
is evident with some
scope for
improvement

2.
Teaching methods are
partially effective and
suitable for the
achievement of the
planned learning
outcomes; curriculum
alignment is evident
however significant
improvements could
be made.

1.
Methods adopted are
largely unsuitable for
the achievement of
the planned learning
outcomes. The
alignment of the
methods to the
curriculum is
extremely weak.
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Observers may consider how these
these specific skills are delivered through teaching, for example:
•Confidence in verbal communication and testing out new ideas
• Respect for others’ points of view
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Notes:
Observers must consider the extent to which teaching contributes towards achievement of planned
learning outcomes and professional, practical and/or transferable skills as identified in the
programme specification.

• Capacity to critique peers’ responses in a supportive and collegial environment
• Openness to
o new ideas or critical analysis and interpretation skills

f. Engagement with and participation by students
4.
Students are
thoroughly
engaged with the
learning experience
throughout; their
participation fully
contributes to the
achievement of the
planned learning
outcomes.
Encouragement of
participation and equal
opportunities is to a
very good standard
with evidence of
excellent practice.

3.
Students are actively
engaged with the
learning experience
throughout .
Encourag
Encouragement
of
participation and equal
opportunities is good
although some
improvements could
be made.

2.
Students are actively
engaged in the
learning experience to
some extent;
encouragement
of participation and
equal opportunities is
evident although
significant
improvements could
be made.

1.
Very little or no
engagement between
tutor and students.
Two way
communication is
largely coincidental
such that achievement
of the planned learning
outcomes is severely
hampered and the
encouragement of
participation and equal
opportunities is of
concern.

Notes:
Observers should consider the level of students participation/engagement with learning
Observers should remain mindful that student participation can manifest itself in a
number of ways i.e. from relatively informal contributions to a class discussion, to more formally
assessed and carefully structured contributions
Observers should note the extent to which the tutor creates an expectation of participation
Observers will look to ensure practice
prac
does not inhibit participation such as:
• Appropriateness of the learning environment - room size etc
• Racing through problems at break-neck
break neck speed; students passively copying from the
board
• Asking a question and then giving them the answer yourself
• Making a student feel stupid
• Lack of control of dominant students that limit wider participation

3.
Materials and/or
learning technologies
make a good
contribution to the
learning experience
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2.
Materials and/or
learning technologies
make some
contributions to the
learning experience
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1.
No materials and/or
learning technologies
provided to support
learning or materials/
technologies provided
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4.
Materials and/or
learning technologies
make a sound
contribution to
teaching, learning and
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g. Quality of materials to support learning

assessment and are
carefully interwoven
into the learning
experience with
evidence of innovative
practice.

and achievement
achievem
of
the planned learning
outcomes.
Improvements could
be made.

and the achievement
of the planned learning
outcomes, but are
significantly lacking in
some areas.

largely ineffective or
irrelevant in
supporting
the achievement
of the planned learning
outcomes

Notes:
Observers should consider the extent to which materials and/or learning technologies used
contribute to the learning experience and achievement of the planned learning outcomes to the
session.
Materials/sources must be adequately referenced, of publishable standard and appropriate level of
programme
h. Quality of the teaching experience (depth, breadth and challenge)
4.
Teaching is strongly
aligned to the FHEQ.
The challenge of the
session ensures
students can engage
with the general flow
of the session such
that there is a
significant
contribution to the
achievement of the
planned learning
out-comes. Evidence of
excellent practice
exists.

3.
Teaching is in the main
aligned to the level as
defined by the FHEQ.
In the main the
challenge of the
session ensures
students can engage
with the general flow
of session such that a
good contribution of
the planned learning
out-comes
comes is made.
However there is some
scope for improvement.

2.
Teaching bears
some relationship to
the FHEQ. The
challenge of the
session is partially
aligned to the level.
Students can mostly
engage with the
general flow of the
session but some
significant
improvements could
be made.

1.
Teaching bears no
relationship to the
level as defined by the
FHEQ. The challenge of
the session is not
aligned to the level.
Students have
difficulty engaging with
the general flow of the
session such that
achievement of the
planned learning
outcomes is severely
impaired.
mpaired.

Notes:
Where appropriate there may be reference to use of subject/sector knowlege statements and
qualification descriptors.

3.
Student feedback
demonstrated a good
level of challenge;
interested and
students have a good
overview of the way in
which the sessions
inform personal and
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2.
Student feedback
demonstrated
satisfactory challenge
and interest in the
sessions. Students are
able to see how the
sessions inform
personal and
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1.
Student feedback
demonstrated limited
challenge, and interest
in the sessions.
Students are unable to
see how the sessions
inform personal and
professional

March 2022

Page

4.
Student feedback
demonstrated
appropriate challenge,
interested and
students can clearly
see the way in which
the sessions inform
personal and
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i. Student feedback, learning and support

professional
development. Students
are thoroughly
supported through the
learning journey; and
learning is a positive
experience.

professional
development. Students
are well supported
through the learning
journey;
ey; and the
learning experience is
good.

professional
development.
Satisfactory support is
provided to students
through the learning
journey; and learning is
a satisfactory
experience

development. Students
are inadequately
supported through the
learning journey.

Notes:
The observer should ensure that this section is complete as a joint process between the observer
and lecturer.
The feedback from the student learning journey must inform
inform the overall assessment; but not be the
only information source.
The observer must discuss how the students are supported throughout the module; and how
student feedback is utilised as an enhancement tool.
j. Research, scholarly or professional and development activity to support teaching
4.
Strong evidence of
research, scholarly or
professional activity
having a significant
impact on teaching,
learning and
assessment. Evidence
to suggest that
teaching is strongly
supported and
enhanced as a
result of scholarly or
professional activity
and is fully aligned
with the development
of the discipline.

3.
Clear evidence of
research, scholarly or
professional activity
having an impact on
teaching, learning and
assessment. Evidence
to suggest that content
is largely informed as a
result of research,
scholarly or
professional activity,
however there is scope
for improvement.

2.
Some evidence of
research, scholarly or
professional activity
having an impact on
teaching, learning and
assessment. Some
evidence to suggest
hat content is partially
informed as a result of
research, scholarly or
professional activity
but some significant
improvements could
be made.

1.
No evidence of
research, scholarly or
professional activity
having an impact on
teaching, learning and
assessment. Evidence
to suggest that
teaching is
insufficiently informed
by research, scholarly
or professional activity.

Notes:
Observers should consider the HE teaching and learning requirements to support currency and
scope of information
Observers must also be mindful of the Descriptors that are applicable to the individual programme
and module/unit being delivered.
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N.B. This should only be considered where the programme may clearly benefit or demands a
research based delivery, and should not be applied where
where staff have not been able to undertake
scholarly activity beyond accessing subject updates.
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Observers should in discussion with the lecturer consider how any
any scholarly, research or
development activity undertaken may impact teaching, learning and assessment practice
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Appendix 2:
OBSERVATION OF TEACHING AND LEARNING – PLANNED OBSERVATION
This observation has two purposes:
To confirm that your teaching meets CECOS College Quality Standards
To offer advice and support to help you recognise your current skills as a teacher and to clarify what
the focus of future development might be.
Teacher

Room No
Date, time, &
Duration
Lesson Plan in place and
available
Copies of activities and
materials

Observer
Group /
Class level
Scheme of work seen

Observer’s assessment (Please tick one option)
The lesson …
□ Meets CECOS College’s Quality standards
□ Does not meet CECOS College’s Quality standards (Reasons to be stated below)
Module Name:
Aims of the session: (Topic to be covered, LO and Assessment Criteria)
Observer’s overall comments and suggestions

Note: The observer should follow the CECOS College Classroom Observation Strategy

Criteria
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The comments on the individual criteria is given below:
Comments
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Engagement/participation
Materials and resources
Clarity of presentation
Activities set up clearly with focussed
outcomes and tasks completed successfully
Classroom management
Rapport/classroom environment
Intellectual skills and attributes:
Teachers’ procedures and techniques
Professionalism
Valuing students as individuals and
differentiation
Learning

STUDENT PARTICIPATION: (please delete yes or no against each question adding any comments)
The students’ interest is engaged:

Yes/No

The students complete tasks successfully:

Yes /No.

Good level of participation from students:

Yes/No

Page
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Future Developmental Needs (if any)
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Discussion with Teacher: Feedback

Teacher: _________________

Observer: ____________

Drop in Observations of Teaching/learning walks
As part of the ongoing monitoring of the quality of learning and teaching, drop in observations are
undertaken by peers and senior staff. Results are used to inform the quality monitoring of provision.
Name of Programme/
Module
Name of lecturer
Date & time
Observer
Criteria
Are materials appropriate to
the course content?

Yes

No

Comment

Are materials and activities
at an appropriate level?
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Is there evidence of
assessment of student
learning taking place?
Is there evidence of students
being provided with
opportunities to test their
understanding of content?
Are students given clear
information on how to meet
the required learning
standards/outcomes?
Is there evidence of good
dialogue between the
teacher and students?
Is there evidence monitoring
and promotion of student
engagement?
Is there evidence of poor
work or lack of engagement
being challenged?
Version 4

March 2022

Areas of good/effective
practice
Areas for development.

N.B. Observations should last for no more than 10 to 15 minutes. Please note that observations are not graded and,
unless specifically requested, feedback is not normally provided to the lecturers.

Re-registration
registration and Progression Policy
Termly Re-registration
To continue studying at the College, all students are required to re-register
re register every term, for which
both of the following criteria must be met:





An attendance record of at least 50% must have been achieved over the previous term,
failing
ling which a valid reason must have been submitted explaining why attendance was below
this threshold.
All relevant assignments must have been submitted, failing which a valid reason must have
been submitted explaining why this threshold has not been reached.
reach
The College must be satisfied that the student is able and intends to study in the next term.

Any student who does not meet the above criteria may not be permitted to re-register
re register for the
following term, in which case the College reserves the right to withdraw
withdraw the student from the
programme with no opportunity to re-enrol
re
on any programme.

Progression
The purpose of progression monitoring is to ensure that the College has fair, transparent and
effective processes to monitor students’ academic progression and to identify students with poor
academic performance who may require additional support.
The progression policy is only applicable to HNDs and Foundation Year and Degree programmes as
they are of more than one year duration. No progression is policy is applicable for the BA (Hons.) top
up programmes.

Progression Regulations for HNDs
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In the HND programmes, students are required to pass not less than 6 units (90 credits) in the first
year in order to progress to the second year.

120

The HND programmes are delivered over two year period and each academic year has 3 academic
terms. Students studying this course of study will be monitored in three stages o
over the duration of
the programme to review their academic performance.
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Where a student has completed 120 credits,
credits, they will receive a Progression Decision of ‘PP’ – Pass
and Progress and will be permitted to enrol at the next level. Where a student has passed at least 90
credits and can complete the full requirements of the level through registering and completi
completing
/passing one further module, they will receive a Progression Decision ‘PC1’ – Conditional
Progression, One Module Outstanding. They will then be permitted to re-enrol
re enrol at the higher level,
provided an agreed programme of modules is recorded allowing them to redeem the outstanding
module at the lower level.

Stage: 1 (Pre-Progression
Progression Board) – HNDs
A Pre-Progression
Progression Board meeting must be held in the final term of the first year and after the
Academic Assessment Panel meeting date of the previous term. The aim
aim of this meeting is to assess
a student’s academic performance for the purpose of early intervention and to assess a student’s
eligibility for the registration into the second year.
At this stage, a student enrolled on a HND programme will be expected to have successfully
completed a minimum of 3 units of the first two terms to meet the eligibility criteria for a conditional
offer of a place for the second year. Any student who has completed less than 3 units must be
warned of poor academic performance and must not be issued to a conditional or unconditional
offer of a place for the second year unless a minimum of 3 units has been passed by the end of term
3 of year one. The student could be asked to sign up to Individual Learning Plan (ILP), if deemed
necessary.
The following table could be used as a reference for proposed action.
action
Expected number of
HND units to be
completed
6

Actual number of
HND units completed
by student
6

Progression Status

Action Required

Unconditional offer

6

5

Conditional offer

6

4

Conditional offer

6

3

Conditional offer

6

0-2

Not Met

Issue Unconditional
Offer Letter for 2nd year.
Issue Conditional Offer
Letter for 2nd year
Issue Conditional Offer
Letter for 2nd year
Issue Conditional Offer
Letter for 2nd year
Termination Letter

Stage 2: Progression Board – HNDs
A Progression Board meeting must be held prior to the commencement of teaching for the academic
year two. The aim of the Progression Board is to review the students’ academic performance in
order to make progression decisions
sions from year one to year two.

Page

At this stage, a HND student will be expected to have successfully completed a minimum of 6 units
out of 8 to meet the eligibility criteria to be enrolled into term 4 (first term of the second year). Any
student who has completed less than 6 units may be allowed to meet the condition within 6 weeks
of the commencement of the second year unless there are valid extenuating circumstances.
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Regulations for HND Programmes
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A student with less than 6 units will not be allowed to continue their study in the second year and
will be withdrawn from the programme. For not meeting the condition of progression to the second
year, they will not be deemed to have registered for the second year, thus their attendance and
registration for the second year will not be confirmed to the SLC.
Following table could be used as a reference for proposed action
Expected number of
units to be completed
8
8

Actual number of
units completed by
student
6-8
4-5

Progression Status

Action Required

Met
Conditional

None
Registration with SLC
not confirmed until
deadline met. Agreed
ILP to be put in place.
8
0-3
Not Met
Termination Letter
Stage: 1 (Pre-Progression
Progression Board)Board) Foundation Year to Year 2 of Four-Year
Year Degree Programme
A Pre-Progression Board meeting
ing must be held at the end of the final semester of the first academic
year, after the Academic Assessment Panel has been held. The aim of this meeting is to assess a
student’s academic performance for the purpose of early intervention and to assess the sstudent’s
eligibility for registration into the second year.
Stage: 3 (Post Progression Board) - HND
A follow-up
up meeting of the Progression Board may be held prior to the commencement of teaching
of the second term of the second year. The aim of the follow-up
follow up Progression Board meeting is to
review the students’ academic performance in order to identify any need for additional student
support to ensure timely completion of the programme.
At this stage, a student will be expected to have successfully completed all units of the first year. Any
student who has not completed all first-year
first year units may not be allowed to proceed to the second
term of the second year. The student may be withdrawn from the programme.
programme
Progression Board for Year 2 to Year 3 and Year 4 of Bachelor’s Programme
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Academic Assessment Panels will be held and individual student progress reviewed. For students to
progress from Year 2 to Year 3 and Year 4, they will be subject to consideration by the partner
university Examination or Assessment Board to confirm that minimum criteria for progression have
been met.
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Refund and Compensation Policy
The purpose of this policy is to set out the arrangements for the refund of tuition fees that apply to
students. This policy also outlines the circumstances when the college may consider the payment of
compensation to students. This policy is not intended, in the first instance, to be used to resolve
academic disputes relating to student success. It aims to provide a clear and simple framework, so
that students can understand when they may be entitled to compensation or a refund of tuition fees
or another type
ype of remedy and how to make a claim. Students and students are interchangeable
terms within this policy as the former tends to apply in the further education sector and the latter in
higher education.
The funding and regulation of higher education in England
England changed in April 2018 when the Office for
Students (OFS) became fully operational. The OFS has a remit to create and oversee a regulatory
environment in higher education which puts the interests of students at the heart of the system,
focusing on choice
hoice and competition. The OFS requires a Student Protection Plan incorporating an
assessment of the range of risks to the continuation of study for the college’s students and risk
mitigation measures and information about the policy in place to refund tuition
tuition fees and other
relevant costs to the college’s students and to provide compensation where necessary in the event
that the college is no longer able to preserve continuation of study.
CECOs does not offer bursaries to students.

Refunds
The College aims
ims to deliver a high quality further and higher education provision, in line with the
requirements of students, employers, awarding bodies and, for HE programmes, the validating
partner universities.
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This policy applies to all college students, irrespective of the funding arrangements for their further
or higher education programme, including:
 Students who pay their own tuition fees;
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The College will provide students with as much clarity as possible about the content of their further
or higher education programme, location of their studies and timetable prior to the commencement
of each academic year and will aim to minimise changes to programmes of study which result in
disruption to students
dents during the academic year.





Students whose fees are paid through a fee loan from the Student Loans Company. Please
note that fees are not directly received by the College. Student loans are managed by the
College’s partners, namely 4Staffordshire University and two partner colleges, 5North
Hertfordshire College and 6New Swindon College whose refund policy will apply, particularly
with respect to compensation for maintenance costs;
Students whose tuition fees are paid by an employer or another sponsor.

Refunds will be made where it is necessary to close a class due to insufficient numbers or where the
attendance of students is made impossible or inappropriate by some action of the College. Should
this action prove necessary, the refund will be processed as part of standard procedures; there
should be no need for students to contact the College.
In the event of a course closure, refunds will not be paid to those students who have:
 Voluntarily left the course;
 Not attended for a period of four weeks prior to closure without previously agreeing a
period of planned absence with their course tutor.
The College will honour requests for a refund made in writing within 14 days of enrolment, where a
student or their sponsor changes their mind and they withdraw from their programme of study, w
with
the exclusion of short courses of less than one month. These requests should be made to the
administration department.
Fees will not be refunded where course closure is temporary or due to circumstances beyond our
control, including but not exclusive to fire, flood or other force majeure, adverse weather conditions,
failure of public utilities or transport systems/networks, restrictions imposed by the government,
terrorist attack or threat of, epidemic or pandemic disease, temporary staff absences or cchanges
including those due to industrial action.
For a refund request in response to an issue or problem with your course the Complaints Policy and
Procedures document found on the student virtual learning environment (Moodle) should be
followed. Initial contact should be made in writing to the Principal. In each case, the student should
explain in detail the issue/problem experienced and why the student believes that they are entitled
to a refund. If the claim is not substantiated the student can appeal referring back to the Complaints
policy and procedures.
Financial compensation/refund will not always be the appropriate response to a complaint and it is
unlikely that most issues will be resolved in this way. Alternatives to financial compensation might
include an apology or goodwill gesture, an offer of alternative learning methods if the course cannot
be delivered in the way it was originally intended or repeat delivery of the relevant course element
may be offered where possible.
Refund requests of a personal nature should be addressed to the Principal giving full explanation as
to why the student believes a refund should be considered. Whilst it is unlikely that the College will
be able to accommodate these after the 14 day enrolment period, a credit note may be issued in
4

North Hertfordshire College Refund Policy: www.nhc.ac.uk/wp-content/uploads/2020/09/NHC
content/uploads/2020/09/NHC-HE-StudentCompensation-and-Refund-Policy-1920
1920-R.pdf
6
Swindon College Refund Policy: www.newcollege.ac.uk/adults/terms-fees-andwww.newcollege.ac.uk/adults/terms
onditions#:~:text=Cancellations%20and%20refunds&tex
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Staffordshire University
ersity Fees Refund & Compensation Policy: www.staffs.ac.uk/students/course
www.staffs.ac.uk/students/courseadministration/academic-policies-and
and-regulations/refund-and-compensation-policy

exceptional circumstances as a goodwill gesture. The credit note will be restricted to the named
student/ employer, has a time limit of twelve months for redemption and does not have a cash
equivalent.
Where a refund or credit note is agreed, an administration fee may be charged. This does not apply
to course closures.

Refund Process
If a refund is agreed through either course closure, within the 14 day enrolment period, or as a result
of an investigation through the Complaints Policy
Policy and Procedures, the following refund process will
apply:
 Where the original payment method was by cheque, refunds will be by cheque.
 Where the original method was by cash, refunds will be made by cheque (the College does
not hold large cash sums and adheres to the money laundering regulations covering the
handling of cash.
 Where the original payment was by credit/debit card, a refund will
will be made back to the
same credit/debit card, unless the card has expired and we are unable to contact the payer
for a new expiry date, in which case the refund will be by cheque.
 Where the original payment was made directly into the bank, a refund will be returned to
the account from which the original payment was received.

Transfers
The following rules apply to transfers where a student:
 Transfers from a course the college has closed to an alternative course, the difference will be
paid by the college.
 Transfers to a course with a similar tuition fee, no charge will be made.
 Decides to transfer to a course with a higher tuition fee the student will pay the difference
between the course tuition fees.

Compensation
In the event that it is not possible to preserve continuation of study necessitating a transfer to an
alternative course, the arrangements outlined in transfers will apply. Where it is necessary as a
result of action by the College (such as course closure) for students to transfer to an alte
alternative
provider or there is a change in the location of the course (which was not notified to the student
prior to the commencement of the academic year) the College will consider appropriate
compensation for additional travel or other costs directly attributable
attributable to the non
non-preservation of
continuation of study.
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The College is cognisant of OIA guidance on considering
considering whether it is appropriate to recommend
compensation payments to higher education students for distress and inconvenience and the
following guidelines will apply in such cases:

125

The College’s priority will always be to ensure that students receive the education experience
outlined in college course information (whether on-line
on line or in hard copy format) and their learning
agreement.
greement. Where as a result of an investigation through the Complaints Policy and Procedures it is
concluded that this has not been the case appropriate financial or other compensation may be
offered.

Level of Stress and Inconvenience
Moderate
Substantial
Severe

Indicative Compensation
Up to 10%
Up to 50%
Up to 90%

Moderate:
 An act or omission of the College which has caused some distress and inconvenience in the
short term (e.g. less than 6 months).
 Moderate delays (i.e. less than 6 months) or other procedural irregularities on the part of
the College where there is evidence to suggest the student suffered material disadvantage.
Substantial:
 An act or omission of the College which has caused some distress and inconvenience in the
long term (e.g. more than 6 months).
mon
 Substantial mishandling of the complaint by the College which has resulted in or caused
unreasonable or avoidable substantial delay (e.g. over 6 months) where there is evidence to
suggest the student suffered material disadvantage.
Severe:
 Cogent and contemporaneous evidence to suggest that as a result of the college’s acts or
omissions the student has suffered from ill health.
 Major maladministration, procedural flaws, delays or other breaches of natural justice in the
College’s internal process resulting in material disadvantage to the student.
 Where there has been a clear material disadvantage to a student as a result of the College’s
acts or omissions, but a practical remedy is inappropriate or impossible.

Financial Implications of Refunds and
an Compensation Policy
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The College will incorporate provisions within its annual budget for the potential payment of tuition
fee and other refunds and compensation payments to students. A combination of cash reserves and
(where appropriate) insurance policies
policies will be designated for those students where an increased risk
of non-continuation
continuation of study has been identified.
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