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Health and Safety Policy

It is our policy to ensure, so far as is reasonably practicable, the health and safety of our
employees, our students and anyone else who may be affected by our work activities. The
minimum standard we will adopt will be compliance with legal requirements and appropriate
codes of practice. However, our aim will be to fulfil the spirit of the law and not just comply
with technical requirements. We will assess the risks from our work activities and will
operate according to the procedures that best promote health and safety at work.

We will ensure that the resources necessary to achieve the objectives of this policy are
made available. We are looking for your cooperation to enable us to fulfil our legal duties
and the objectives of this policy. To promote co-operation, procedures for consulting you are
built into the policy. It is your duty to follow the standards and procedures laid down by us.

Legal responsibilities

The Company recognises it's health and safety duties under the Health and Safety at Work
Act 1974 and the Management of Health & Safety at Work Regulations 1992 together with
all relevant subsidiary legislation. The Company’s duty to ensure so far as is reasonably
practicable the health, safety and welfare of all employees requires that regard is had to:

o The provision and maintenance of plant and systems of work that are, so far as is
reasonably practicable, safe and without risk to health;
o Arrangements for ensuring so far as is reasonably practicable safety and absence of

risk to health in connection with the use, handling, storage and transport of articles
or substances;

o The provision of such information, instruction, training and supervision as is
necessary to ensure so far as is reasonably practicable the Health and safety at work
of all employees;

o So far as is reasonably practicable to ensure that the work place is maintained in
such a condition so that it is safe and without risk to health and that access and exit
points from the work place are safe and without such risks;

o The provision of maintenance of a working environment for employees that is so far
as is reasonably practicable safe and without risks to health and that adequate
facilities and arrangements are made so as to ensure the welfare of employees whilst
at work;

o The Company is also under a duty to ensure, so far as is reasonably practicable, that
persons not employed by it including sub-contractors and visitors to the Company’s
premises are not exposed to risks to their health and safety;

o It will only be possible for the Company to comply with it's legal obligations if both
it's employees and any self employed third parties on the Company’s premises
understand that they are under a duty in the case of employees to take reasonable
care for health and safety of themselves and any of their colleagues who may be
affected by their acts or omissions and that they are required to co-operate with the
Company to enable the Company to perform it’s obligations. In relation to third
parties on the Company’s premises, they are required to conduct their undertakings
in such a way so as not to expose any of the Company’s employees to a health and
safety risk.
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THE ORGANISATION OF HEALTH & SAFETY RESPONSIBILITIES

This part of the Company’s Health and Safety Policy Statement outlines specifically
the duties of all those in managerial positions within the Company as far as possible.
The Centre manager is ultimately responsible for health and safety throughout the
Company, for ensuring that all employees in a managerial position within the
Company understand their responsibilities and the periodic updating of this health
and safety policy. The Centre manager is responsible for producing and for updating
the systems and procedures that are required as a result of this policy.

The Centre manager is responsible for ensuring that the technical expertise is
provided to all sites of the Company on a day-to-day basis so as to ensure that as far
as is reasonably practicable a safe place to work is provided by the Company and the
systems and procedures in this policy are effectively implemented.

All Team Leaders and Managers are responsible for monitoring this policy and for
ensuring that all employees for which they are responsible understand the
obligations both upon the Company and upon themselves as individual employees, as
summarised in this policy. In the event of any Team Leader or Manager requiring
guidance as to their obligations or the obligations of employees for whom they are
responsible, they should contact the Centre manager. To ensure full employee [and
trade union] participation in the health and safety issues the Company will continue
to discuss such issues on a regular basis through it's Health and Safety Committee.
The composition of this Committee will consist of employee Health and Safety
Representatives (elected by staff) and competent Health and Safety Staff appointed
by Management.

CONSULTATION

Where possible, Management will arrange for the election by staff employees to
represent their views on health and safety matters to Management.

Where possible, the Company will consult with employee Health and Safety
Representatives through the Health and Safety Committee about:-

a) the introduction of any measures at the work place which may substantially
affect the health and safety of employees;

b) the employer’s plans for appointing or nominating a competent person or persons
to help comply with health and safety requirements;

c) the arrangements for appointing or nominating competent persons to implement
the procedures to be followed to deal with serious and imminent danger and for
danger areas;

d) the information that must be given to employees on risks to health and safety
and any preventative measures that are put in place;

e) the planning and organisation of any health and safety training;

f) the health and safety consequences for employees of any new technology that is
planned for the work place;

g) sources and levels of stress associated with work, both in the normal course of
events and due to unusual circumstances.

Page 5 of 80



INDIVIDUAL RESPONSIBILITIES

All employees, regardless of their position, have a duty and legal obligation to themselves,
to other colleagues and any self employed third parties on the Company’s premises to take
reasonable care for health and safety, to work in a safe manner and to co-operate fully.
Failure of this may result in disciplinary proceedings being invoked following the Company’s
Disciplinary Procedure/Policy.

In particular all employees must:-

e Abide by all Company health and safety requirements and statutory Health and
Safety at work obligations, and comply with all written and verbal instructions given
to them by management to ensure their safety and the safety of others.

e Report any defective equipment, or potential health and safety hazard, or any
practice likely to cause an incident or accident to their Team Leader/Manager or
Health & Safety Representative, as applicable.

e Reports all accidents/incidents, near misses whether injury is sustained or not or
certain dieses (please refer to your copy of the Company’s Health & Safety Booklet).

¢ Not interfere with or misuse anything provided to protect their health, safety or
welfare.

The Centre manager will oversee an annual review of this policy and associated procedures
to ensure their continued effectiveness. Where necessary to ensure legal compliance and
promote continuous improvement, the policy and associated procedures will be amended.
Any amendments will be brought to the attention of all persons that need to know.

Accident Reporting

It is the responsibility of all students, employees and visitors to report immediately to the
management any accident which occurs on the College premises. Accidents causing damage
or injury will then be investigated according to RIDDOR regulations as published by the
Health and Safety Executive.

Fire Precautions and Evacuation Procedures

The evacuation procedure in the event of fire or related incident is prominently displayed on
notice boards throughout the College. All staff, students and visitors should familiarise
themselves with these. Fire Drills will be held every term in accordance with prevailing
regulations.

First Aid

Designated first aiders will be available during opening hours. In the event of any students,
staff member or visitor requiring first aid, please report to reception.

No Smoking Policy

Smoking is not allowed on the premises. Employees and students are permitted to smoke
only in designated areas outside the premises.
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Staff/Students Welfare

There is provision of filtered drinking water and toilet facilities for students, staff and
visitors. A student relaxation area is provided for use outside class contact times.

Manual Handling

To minimise the risk of injury, employees and students involved in lifting and handling heavy
loads must be trained to comply with Manual Handling Operations Regulations 1992.
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Assessment Policy
Version 2.1: January 2019
Next Review Date:  January 2020

GUIDING PRINCIPLES FROM QAA

1. Assessment methods and criteria are aligned to learning outcomes and teaching
activities.

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.

Assessment is efficient and manageable.

O © N o U A WN

Students are supported and prepared for assessment.

._.
e

Assessment encourages academic integrity.

1. Aims of the Policy:

1.1. This policy aims to outline the guidance around assessment brief, assessment
decisions, internal verification process and breach of academic regulations.

2. Principles of Assessment:
2.1.  All assessments in CECOS are based on the following five principles:

2.1.1. Authenticity: All assessment activity must have processes in place to ensure that the
achievement is the student’s own work.

2.1.2. 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.

2.1.3. Reliability and consistency: The assessment results should be standardised across
levels and provision. Internal verification and standardisation must follow the
College and Pearson’s policy on Internal Verification).

2.1.4. Fitness for purpose: Assessment must be fit for the students and their learning.
3. TERMINOLOGY

Note: these terms apply as they are used in this document.

Page 8 of 80




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: 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

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 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

4.1. Students must be provided with written assessment guidelines describing the nature
of the task, the format for presentation and the assessment 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.
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4.2.
4.2.1.

4.2.2.

4.2.3.
4.2.4.

4.3.

4.4.

4.5.

5.2.

5.3.

6.2.
6.3.

7.

Assessment briefs should include:

Assessment criteria - the basis upon which the quality of a student’s work will be
graded

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-submission.

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

Assessment criteria should be subject to internal/ external scrutiny before publication
to students in order to assure academic standards.

Assessment criteria should be discussed with students in classes, and feedback to
students on their assessments should be informed by assessment criteria.

Guidance on Internal Verification/Moderation

Internal verification, or quality assurance of assessment, is 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 of the internal verification activities for both the assignment and assessment
decisions must be maintained and made available to the Chief Internal Verifiers or
Head of Quality Assurance. See Internal Verification policy for further information.

Assignment Submission:

Assignments are to be submitted on or before stipulated dates. Failure to do so
without prior authorisation will result in non-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,
significantly 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

Feedback to Students and Return of Student Assessments
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7.1,

7.2.

7.3.

8.1.1.

8.1.2.

9.2.
9.3.

10.
10.1.

In normal circumstances, assessment items should be marked and returned to
students with feedback within 4 -6 weeks of the date of submission. Where, for valid
reasons, this cannot be achieved, the member of staff concerned should consult with
the course/programme leader 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 to provide students with feedback in
advance of the return of the assessment item and determination of the provisional
grade.

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 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 guide for further information

Confirmation of assessment decisions

There is a two-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 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 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. See
Progression Board Policy for further information

Publication of Results:

Academic Department is responsible for the publication of official results to students
following the meeting of Academic Assessment Panel. Publication of results will be
made electronically via the secure student portal (VLE)

It is the student’s responsibility to ascertain his or her results.

Examination Officer will provide the student with an official transcript when a student
completes their studies.

Re-assessment

For HND programmes, re assessment links usually open a day after the academic
assessment panel has taken place.
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10.2.

11.
11.1.

11.2.

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 assignment brief
covering the missing criteria during the resubmission time.

Academic Misconduct

Academic misconduct covers a range of offences which collectively can be described
as 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:

. Plagiarism by copying and passing off, as the student’s own, the whole or
part(s) of another person’s work, thereby 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 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

11.2.1. CECOS does not tolerate actions (or attempted actions) of academic misconduct.

12.
12.1.

12.2.

13.
13.1.

14.

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.

Assessment Appeals

A student can appeal 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 Assessment Decision Review Request Policy.

Standardisation and Moderation of Marking.

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 reflect agreed assessment policies and assessment criteria, and
that the assessment outcomes for students are fair and reliable.

Ownership and Archiving of Student’s Assessed Work
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14.1.

14.2.

14.3.

14.4.

The material produced by students for assessment (essays, projects, computer disks,
etc) is the property of the College, and may be retained until confirmation of marks
awarded by Assesment 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 Examination Board, after which time it
may be disposed of.

Extract of the BTEC Centre Guide to Quality Assurance and Assessment 2018-19:
Levels 4 to 7

As per BTEC Centre Guide to Quality Assurance and Assessment 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 collectively allow students opportunities to
develop, and be assessed in, higher level skills, such as analysis, literature searching,
teamwork, management responsibilities, effective communication etc.”

Page 13 of 80



Assessment Decision Review Request Policy

Version 2.1: January 2019

Next Review: January 2020

GUIDING PRINCIPLES FROM QAA

1. Concerns, complaints and appeals are used to improve the student experience.
2. Concerns, complaints and appeals procedures are accessible and inclusive.

3. Information is clear and transparent.
4

People raising concerns or making complaints or appeals are treated with dignity and
respect, and their well-being is properly considered.

5. Concerns, complaints and appeals processes are proportionate and allow for cases to be
resolved as early as possible.

6. Concerns, complaints and appeals procedures are fair and impartial.
7. Confidentiality and anonymity are appropriately assured.

8. Concerns, complaints and appeals are resolved in as timely a way as possible.

External Reference Points: UK Quality Code, BTEC Centre Guide to Quality Assurance and
Assessment 2018-19

Aim of the Policy:

1. The aim of this policy is to provide students with the means to appeal against any
assessment decision that the students feel is unfair or inconsistent. The policy set out
below is designed to ensure that such requests are dealt with appropriately.

2. Policy:

2.1. A student must appeal against the assessment decision(s) within 10 working days of
the assessment result release date.

2.2. A review request received outside of this time limit may be deemed out of time and
may not be considered unless the student can show good cause for the late request.
The Director of Studies shall decide on whether a late appeal will be considered, and
his/her decision shall be final.

2.3.  All academic appeals will be managed in a confidential and sensitive way. Staff
involved in the review process may be asked to provide comment on, or review,
details provided.

Page 14 of 80




2.4.

2.5.

Students are advised to contact the Director of Studies if they have concerns about
disclosure of information within their appeal.

Before initiating an academic appeal, students are advised to discuss any concerns
about results or decisions with an appropriate member of College staff (e.g. relevant
module leader/programme leader) who should give a full explanation of the
assessment process and how the grading was determined. If it has not been possible
to resolve any concerns via this route, then a student may submit an academic
decision review request.

3. Grounds for review:

3.1

3.1.1.

3.1.2.

3.1.3.
3.1.4.

A student, following the published outcome of a College Assessment, may appeal on
one or more of the following grounds only:

The assessment was not conducted in accordance with the current regulations for
the programme, or there was a material defect or some other material
irregularity relevant to the assessments which were not known to the
Assessment Board.

For a student with a disability or additional need, the initial needs assessment was
not correctly carried out, or the support identified was not provided, or the
agreed assessment procedures for that student were not implemented.

Sufficient notice of the date, time and place of assessment was not given.

The mark(s) and/or result published by the College contain arithmetical or other
error(s) of fact.

4. Stage 1 Claim:

4.1.

4.2.

4.3.

4.4.

4.5.

Students should complete the Assessment Decision Review Request Form (available
from the Reception and VLE) giving a reason for their request with evidence within
10 working days of the results publication. A student who cannot submit a claim
within this timescale due to a valid reason must contact the Director of Studies to
seek an extension to this deadline.

A separate form must be completed for each unit. The completed form must be
submitted to the reception along with the £40.00 review fee.

On receipt of the application form, a written acknowledgement of receipt will be
issued to the student.

The fee will be returned to the student if the grade is subsequently changed as a
consequence of the review.

Reasons such as illness, or something that the student believes affected their
performance during an assessment, cannot be considered under this policy. If a
student believes that their performance in an assessment has been affected in this
way, they can either email the completed Extenuating Circumstances Form to the
Director of Studies or submit it to the Admin Office.

5. Submission of an Academic Appeal:
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5.1,
5.1.1.
5.1.2.

5.1.3.
5.1.4.
5.1.5.

When completing and submitting the form, students must:
specify which of the permitted grounds the appeal relates to;

state clearly the decision of the Assessment Board against which the appeal relates
to;

state clearly the reasons for the appeal;
provide appropriate evidence to support the appeal;

ensure that all evidence provided is in English; if any evidence is submitted in a
language other than English, an approved certified translation should also be
provided.

6. Consideration of the review

6.2.

6.3.

6.4.

6.5.
6.5.1.

6.5.2.
6.5.3.
6.5.4.

The Director of Studies will undertake an investigation of the review request which
will include:

. Review of the answers against the mark scheme by an assessor not involved
in the original marking.

. Remark of any questions where the second assessor believes the original
marks allocated were incorrect.

If the Director of Studies finds an error in the conduct of the assessment or in the
application of the Assessment Regulations, he/she will determine the solution
accordingly.

If the Director of Studies concludes that there are no grounds for the claim, he/she
must notify the student in writing explaining the reasons for this conclusion and the
right to appeal.

Where possible, the Director of Studies may communicate the outcome via email to
the student within 20 working days of the submission of the form. If this is not
possible, the student should be advised of the reasons for the delay and the
completion date of the investigation.

The Director of Studies will review all appeals submitted and may reject those which:

are clearly out of time without good cause (i.e. submitted after the 14 day deadline
or when notification of intention to appeal is made within the 14 day timescale
but full information is submitted outside the 28 day timescale);

do not state one or more of the specified grounds for appeal;
do not provide evidence to support circumstances outlined in the appeal;

request an outcome that is not possible through the Academic Appeals Procedure

7. Stage 2 Claim

7.1,

If the student is dissatisfied with the outcome reached at stage 1, they have the
right to take the process to Stage 2. Students must request an appeal by writing to
the Programme Manager within 14 days of receiving the review outcome.
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7.2.

7.2.1.
7.2.2.
7.2.3.
7.3.

7.3.1.

7.3.2.

7.3.3.

7.4.

7.5.

7.6.

7.7.

The request for review should be submitted using the Academic Appeals Review
Form (or stage 2 appeal form) and the following information shall be provided:

the ground(s) on which the request is based
explanation of the grounds;

any relevant evidence.

The grounds for review are:

that there was a procedural irregularity at Stage 1 of the Academic Appeals
Procedure which has materially disadvantaged the student;

the emergence of new and relevant evidence which, for good and reasonable cause,
was not available during Stage 1;

that evidence is available to show that the outcome reached at an earlier stage was
unreasonable.

The Programme Manager will convene a Panel to consider the claim. The Panel will
comprise the Programme Manager, Director of Studies, the Investigator and the
student.

The student has the right to be accompanied by a representative who can be a
friend or relative. Where appropriate, the representative may speak in support of the
student.

Meetings will normally be scheduled within 14 days of a request for review. Copies of
relevant documentation will be made available to all parties, normally seven days in
advance of the meeting

The Programme Manager will write to the student to advise of the outcome within 7
days of the Panel meeting and proposed remedy if appropriate.

8. Completion of Procedures

Stage 2 is the final stage of the appeal and a completion of procedures email/letter
will be sent to the student.

If, on receipt of a ‘Completion of Procedures’ letter, a student is still dissatisfied, they
may request a review through the Office of the Independent Adjudicator for Higher
Education.

9. External Review:

9.2.
9.3.

The student has the right to take their case to the Office of the Independent
Adjudicator (OIA) and / or to the awarding body.

OIA: Please visit their website for further information.: www.oiahe.org.uk

Students are advised that the Pearson Enquiries and Appeals Process can also be
followed if they are dissatisfied with the outcome at Stage 2. Students wishing to
take this action should send an email to vocationalstandards@Pearson.com within 14
calendar days of being notified of the outcome of CECOS’s appeals process.
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Code of Practice on Freedom of Speech within CECOS
Version 2.1: January 2019

Next Review Date:  January 2020

External Reference Points:  Guidance issued by the HEFCE

This Code of Practice sets out CECOS’s approach to freedom of speech for the benefit of
students and staff of the College.

1. Background
1.1.  Article 10 of the Human Rights Act

1.1.1. Article 10 of the Human Rights Act states that everyone has the right to freedom of
expression. This right includes freedom to hold opinions and to receive and
impart information and ideas without interference by public authority and
regardless of frontiers.

1.1.2. The exercise of these freedoms, since it carries with it duties and responsibilities,
may be subject to such formalities, conditions, restrictions or penalties as are
prescribed by law and are necessary in a democratic society, in the interests of
national security, territorial integrity or public safety, for the prevention of
disorder or crime, for the protection of health or morals, for the protection of
the reputation or rights of others, for preventing the disclosure of information
received in confidence, or for maintaining the authority and impartiality of the
judiciary.

2. Introduction

2.1.  The College supports the principle of freedom of speech and expression within the
law as one of the fundamental principles upon which an institution of higher
education is founded. It also has regard to the need to ensure that students and
staff have freedom to question, test and to put forward new ideas and controversial
or unpopular opinions, without placing themselves at any risk. Every person
employed by the College and every student enrolling at the College should be aware
that joining the College community involves obligations and responsibilities which are
consistent with the above principle and the law.

2.2.  This Code of Practice sets out the rights and obligations inherent in supporting the
principle of freedom of speech and expression within the law.

The Code's obligations and rights apply to:

2.2.1. the College (which includes all bodies or persons having authority to determine any
matter relevant to this Code);

2.2.2. all governors and staff of the College;
2.2.3. all students of the College;

2.2.4. any visiting or guest lecturers invited by the College;
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2.2.5.

2.3.

2.3.1.

2.3.2.

2.4.

any person or organisation wishing to hire premises controlled by the College for an
event.

In relation to the holding of any events on premises controlled by the College, the
Code’s rights shall also apply to:

persons invited or otherwise lawfully on the premises for the purposes of the event;
and

persons who, if it were not for the provisions of this Code, would have been invited
to the event.

Subject to clause 2.2, those who are under a duty to observe and uphold the
principle of freedom of speech within the College shall do so at all times, irrespective
of whether or not they are on property owned or controlled by the College.

3. Academic freedom

3.2.

3.3.

The principle of freedom of speech set out in this Code shall extend to the
performance by all staff of their duties and responsibilities and to any visiting or
guest lecturer invited by the College. It shall also extend to students presenting or
exhibiting work produced during the course of their studies with the College.

Any person or body to which this Code applies shall not take any action (other than
by reasonable and peaceful persuasion) to prevent the holding or continuation of
any lecture, tutorial, exhibition, or other academic activity because of the views held
or expressed or which are reasonably likely to be expressed, (whether or not within
the College) by the lecturer or tutor or student concerned, except as provided for in
paragraph 4.3.

Any person or body to whom this Code applies shall not take any action (other than
reasonable and peaceful persuasion) to prevent any student or group of students
from attending any academic activity required by, or properly associated with, the
course for which they are enrolled because of the views or beliefs held or lawfully
expressed (whether or not within the College) by that student or because of the
reasonable likelihood that such views will be expressed.

4. Events

4.2.

Where any person or body subject to the obligations of this Code wishes to hold any
event for the expression of any views or beliefs held or lawfully expressed on
premises controlled by the College, consent shall not be unreasonably refused.

Save for the provisions in paragraph 4.3, it shall not be a reasonable ground of
refusal of permission or facilities for any event that the views likely to be expressed
there may be controversial or contrary to any policy of the College, or Central or
Local Government, provided that the expression of such views is lawful. Expression
of opinions which are annoying, offensive, in bad taste, or ill-mannered is not
automatically unlawful and should not be the sole ground for refusal unless this
would result in the College failing in its wider legal duties (for example, to promote
equality of opportunity and good relations between persons of different racial
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4.3.

4.3.1.
4.3.2.

4.3.3.

4.3.4.

4.3.5.

4.3.6.

4.4.

4.4.1.
4.4.2.
4.4.3.
4.5.

4.6.

4.7.

groups). The fact that disorder may result at any event is not of itself a ground for
refusal of permission or facilities unless the creation of such disorder is the intention
of the organisers of, or speakers at, any such event or public safety and order might
be jeopardised.

It shall be accepted as reasonable to refuse consent, or withhold facilities for any
event to which this Code applies where the College reasonably believes (from the
nature of the speakers or from similar events in the past whether held at the College
or otherwise) that:

The views likely to be expressed by any speaker are contrary to the law;

The intention of any speaker is likely to be to incite breaches of the law or is to
intend breaches of the peace to occur;

The views likely to be expressed by any speaker are for the promotion of any illegal
organisation or purpose;

The views likely to be expressed by any speaker are for the promotion of any
organisation subject to the College’s “*No Platform” policy as amended from time
to time;

It is in the interests of public safety, the prevention of disorder or crime or the
protection of those persons lawfully on premises under the control of the
College, that the event does not take place.

By 'speaker' this Code means any organiser or other person invited to address the
meeting other than members of any audience at that meeting.

Subject to paragraphs 6.3 and 6.5, where the College is reasonably satisfied that the
otherwise lawful expression of views at any event is likely to give rise to disorder,
the College shall consider what steps it is necessary to take to ensure:

The safety of all persons,
The maintenance of order; and
The security of premises controlled by the College.

The College may impose such conditions and requirements upon the organisers as
are reasonably necessary in all the circumstances. These may include, but are not
limited to, requirements as to provision of stewards, variation of location and time,
and whether the event shall be open to the public at large.

Where the College concludes that imposing conditions would not be sufficient to
prevent serious disorder within premises subject to their control, it may decline to
permit such events to be held. Before doing so, however, the College will generally
consult the police with a view to establishing whether the serious disorder can be
prevented or otherwise dealt with appropriately by attendance of police officers or
alternative conditions.

Where any person or body to whom this Code applies is engaged in the organisation
of any event on premises controlled by the College at which it is reasonably
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4.8.

4.9.

4.10.

4.11.

4.12.

4.13.

5.

suspected that disorder is likely to occur, the organiser shall normally give the
Programme Manager not less than 28 days’ notice in writing of such a proposed
event. The Programme Manager, following consultation with the Principal, shall
inform the person or body organising the event in writing within seven days of the
date of the notice whether the meeting may go ahead.

If any person or organisation believes that the actions of the Programme Manager in
refusing permission or facilities for the holding of any event, or the actions of the
College in imposing conditions are unreasonable, it shall have a right to make
representations. Any representation shall be made to the Principal within seven days
of the date of the letter confirming the original decision. The Principal shall consider
such representations and within seven days shall confirm in writing to the relevant
person or organisation whether the original decision is to be upheld or varied. If the
event organiser has been unable, for legitimate reasons, to comply with the normal
requirement to provide 28 days’ notice to the Programme Manager, the Principal
shall, at his/her absolute discretion, have the right to vary this procedure in order to
ensure that a final decision is provided to the organiser prior to the date of the
meeting.

Any person or body wishing to hold an event on premises controlled by the College
must complete the relevant booking form which is available from the Programme
Manager. This requirement applies to both internal and external bookings for any
venue controlled by the College. It will be a mandatory requirement that the
organisers of any event indicate they accept the terms of this Code when making a
venue booking.

All event organisers shall ensure proper security and organisation (including
stewarding and chairing) of the event for the purpose of protecting the right of
freedom of speech. Whilst the heckling of speakers is a right not to be disturbed, it
shall be contrary to the Code to seek, by systematic or organised heckling or
disruption of such activity, to prevent the lawful expression of views.

It shall be contrary to this Code for any person or body subject to the Code to
organise, engage in or become associated with, any conduct with the intention of
preventing (other than by reasonable and peaceful persuasion) any event subject to
this Code from being held or from continuing.

The organisers of the event shall have a duty so far as is reasonably practicable to
ensure that both the audience and the speaker act in accordance with the law during
the event. In the case of unlawful conduct, the event organiser shall give
appropriate warnings and, in the case of continuing misconduct, the event organiser
shall require the withdrawal or removal by the stewards or if necessary by the police
of the person(s) concerned.

It shall be the responsibility of the organisers of the event to ensure that no articles
or objects shall be taken inside the venue where the event is being held in
circumstances which are likely to lead to injury, damage or breach of the law.

No Platform Policy
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5.1,

5.2.

5.3.

5.4.

5.5.

6.2.

6.3.

6.4.

6.5.

The College will offer no platform to those who are intolerant of the free speech of
others both generally and where it includes the denial of the right to hold or express
an opposing opinion. This also includes those who engage in the active prevention of
permitting others to speak, such as the interruption

e violent or otherwise - of meetings (see 4.3ff). Those who offer no platform to
others, without any reasonable or justifiable basis for doing so, should not
benefit from the freedom to speak at the College.

The College will offer no platform to those who advocate or engage in violence in the
furtherance of their political, religious, philosophical or other beliefs.

The College will offer no platform to those who hold and disseminate views which
are repugnant to the maintenance of liberty under the rule of law in the UK or who
advocate or engage in the violent overthrow of democracy in the UK or elsewhere.

The College reserves to itself the right to debar speakers or organisations from the
College where the College reasonably believes that their presence on College
property is not conducive to the good order of the College, or where it would offend
the principles of scholarly inquiry, or where it would put at risk the safety of
students, staff or the general public. The College further reserves the right to list the
names of individuals or groups which it debars either under this general reserved
right or in accordance with the principles above.

The College will maintain a list of organisations considered by the College to be
within the scope of the provisions in 5.1 — 5.4. Any amendments made to the list
from time to time by the College shall be deemed as included or excluded as
appropriate with effect from the date that the amendment is made.

General

Any breach of the provisions of this Code shall be punishable under the Disciplinary
Procedures of the College where applicable.

It shall be the duty of all those subject to the Code to assist the College in upholding
the rights of freedom of speech set out in this Code.

Where a breach of this Code occurs, it shall be a duty of all to whom this Code
applies to take all reasonable steps to secure the identification of persons involved in
that breach.

Where breaches of the criminal law occur, the College shall, where appropriate,
assist the Police and the Crown Prosecution Service. In respect of any criminal
charges, the College, shall not, unless the Principal determines otherwise, proceed
with any disciplinary proceedings in respect of the same matters, until the conclusion
on any ongoing criminal proceedings.

The operation of the Code shall be monitored by the Office of the Principal.
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Data Protection Policy

Version 2.0:  January 2019

Next Review Date:  January 2020

External Reference Points: Guide to Data Protection issued by the Office of the Information
Commissioner

1.
1.1.

1.2.

2.
2.1,

2.2,

2.3.

3.
3.1

Purpose

CECOS needs to collect certain types of personal information about the people with
whom it deals, such as current, past 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 bodies and the government.

The Data Protection Act 1998 (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 individuals in accordance
with the requirements of the DPA. This document outlines CECOS's policy in relation
to the DPA.

Scope

CECOS's Data Protection Policy applies to all students and staff of CECOS. Any
breach of the 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. 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 the 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, 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 be expected to comply with
this policy and with the DPA.

Policy Statement

CECOS will comply with the DPA and adhere to the Data Protection Principles as
described below.

3.1.1. Personal data shall be processed fairly and lawfully
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3.1.2. CECOS will ensure that data 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.

3.1.3. In order for Processing to be lawful, data (which is not Sensitive Personal Data) will

3.1.3.1.
3.1.3.2.

3.1.3.3.
3.1.3.4.
3.1.3.5.

3.1.3.6.

only be processed by CECOS if at least one of the following conditions, set down
in Schedule 2 of the DPA, has been met:

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.

The Processing is required under a legal obligation other than a contract.
The Processing is necessary to protect the Vital Interests of the Data Subject.

The Processing is necessary for the administration of justice, the exercise of
functions under an enactment, the exercise of functions of the Crown or a
government department, or any other functions of a public nature exercised
in the public interest.

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.

3.1.4. Processing of Sensitive Personal Data is subject to more stringent restrictions under

3.1.4.1.
3.1.4.2.
3.1.4.3.

3.1.4.4.
3.1.4.5.

3.1.4.6.

3.1.4.7.

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, applicable to non-sensitive
data, has been met and one of the following Schedule 3 conditions can also be
met:

The Data Subject has given his/her explicit consent.
The Processing is required by law in connection with employment.

The Processing is necessary to protect the vital interests of the Data Subject
or another person.

The information has been made public by the Data Subject.

The Processing is necessary for legal proceedings, obtaining legal advice, or
establishing or defending legal rights.

The 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.

The Processing is necessary for medical purposes, and is carried out by a
health professional or a person with an equivalent duty of confidentiality.
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3.1.4.8. 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.

3.1.4.9. The Processing is in the substantial public interest; is necessary for the

functions of a confidential counseling, advice, support or other service; and
consent cannot be given by the Data Subject, CECOS cannot reasonably be
expected to 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 counseling, advice, support or other service.

3.1.4.10. The Processing is in the substantial public interest, and is necessary for

3.1.5.

3.2.

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

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.

This list omits some conditions 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.

Sensitive 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 of CECOS's Equality & Diversity Policy.

Information about how CECOS processes data relating to its students is contained in
the HESA Student and Staff Data Collection Notices on the CECOS website. This
explains to students 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
and responsibilities are regarding their data.

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

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 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 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
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3.9.

3.10.

3.11.

3.12.

3.13.

3.14.
3.14.1.
3.14.2.

3.14.3.
3.14.4.
3.14.5.

3.14.6.
3.14.7.

3.15.

3.16.

3.17.

3.18.

CECOS will take reasonable steps to ensure the 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 for 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 securely 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 historical
or statistical purposes) as permitted under the DPA.

Personal data shall be processed in accordance with the rights of data subjects under
the Data Protection Act

These rights are to:
Gain access to their data via a subject access request.

Prevent 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.

Request the rectification, blocking, erasure or destruction of inaccurate data.

Appropriate technical and organisational measures shall be taken to prevent the
unauthorised or unlawful 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 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 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 Data.
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3.19.

3.20.

3.21.

4.

4.2.

4.3.

4.4.

4.5.

CECOS will provide guidance, support and training on safeguarding Personal Data to
all CECQOS 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 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 is required to
notify the 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 of Governance has oversight of planning and policy development
matters in the area of information compliance, including data protection.

The Information Compliance Manager deals with day-to- day data protection
matters, such as subject access requests, and is a point of contact for issues relating
to data protection. The Information Compliance Manager is responsible for producing
guidance on good data protection practice and promoting compliance across CECOS.
Guidance on the procedures necessary to comply with this policy will be available on
the CECOS website and/or intranet site. Each term, the Information Compliance
Manager will present a training session on information compliance, including data
protection. The Information Compliance Manager will also provide tailored training to
smaller groups upon request or where a need has been identified.

When Processing Personal Data, CECOS staff must ensure they 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 staff 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.

Heads of Department and managers of administrative departments 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.
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4.6. Managers must also see that 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.

4.7. CECOS is not responsible for any Processing of 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.

5. Status
5.1.  This policy was originally approved by CECOS’s Director.

5.2.  This policy will be reviewed every two years or sooner if considered appropriate by
the Director.

6. Contacts

6.1. Questions about this policy and data protection issues should be directed to CECOS's
Information Compliance Manager at the following address:

Information Compliance Manager

51A Marlborough Road, London E18 1AR
info@cecos.co.uk

7. Appendix: Definitions

Data Controller: a person or organisation who makes decisions in regard to Personal Data,
including decisions regarding the purposes 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 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 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.

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.

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,

Page 28 of 80



home 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 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 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.

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 the 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 1998: the Act stipulates that personal data must only be used for the
purpose for which it was obtained and kept for no 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, Statutory and Regulatory 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
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 copy should be destroyed as soon as the
need for reference ceases. In order 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
Examinations Office, or on the Student Data System itself before destroying files.

Core Records [as defined in below] must be retained permanently, but Supplementary
Records may be destroyed after a specified period [as outlined below].
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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.

The “Student Record” and the “Curriculum Record”:

The student record relates to individual students. It therefore includes records of admission;
registration & enrolment to modules/courses; 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 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: 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 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: 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.

The supplementary curriculum record: comprising: data held about courses in addition to
the core curriculum record, is maintained according to the timescales agreed 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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Equality and Diversity Policy

Version 2.1:  January 2019

Next Review Date:  January 2020
External Reference Points: UK Quality Code, Equality Act 2010

1.
1.1.

1.2.

2.2,

2.3.

2.4.

2.5.
2.6.

2.7.

2.8.

3.

3.1

Aims of the Policy:

This policy aims to ensure that students and staff are treated with respect and that
the College does not discriminate against individuals regardless of gender, age,
disability, sexuality, religion, race or ethnic group.

Where needed, the College may provide reasonable support, advice and resources to
allow access for students with learning difficulties and physical disabilities.

Students with disabilities:

Students are advised to disclose any disability or learning difficulty as soon as
possible, either on the application form or anytime thereafter preferably prior to
enrolment.

Students must inform the College if they need support during the recruitment
process in order for the College to make reasonable adjustment for the student
during interview or for any prior skills tests.

The Administrative Officer will hold a meeting with the Disability Officer if a student
has complex learning difficulties and disabilities prior to offering a place to the
student in order to ensure the College is able to meet his/her needs.

Students who have declared a disability on their application form will be invited by
the Disability Officer prior to enrolment to discuss support needed and to establish
the facilities that the College can provide which will be made clear to the prospective
student.

Students are required to provide supporting documentation for their disability.

The outcomes of any discussions with the Disability Officer will be recorded in a
Student Learning Support Agreement (SLSA) plan, which will be stored in the
student’s confidential file.

With the student’s prior written consent, the relevant members of staff and/or
external agencies will be informed of the SLSA plan.

The student can request to review the plan at any time during the course.

Examples of Adjustments:

A flexible approach to need can be made by considering one or more of the following
arrangements. Some students may require a combination of provision. The list below
is not exhaustive.

3.1.1. Examination and Assessment arrangements.
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3.1.1.1.

3.1.1.2.

3.1.1.3.

3.1.1.4.

3.1.1.5.

3.1.1.6.

3.1.1.7.
3.1.1.8.

3.1.2.

3.1.3.

25% extra time in an examination or reasonable extension in coursework
submission.

Individual room with a separate invigilator

Identification of scripts or assignments by a coloured sticker, to ensure that
students with specific learning difficulties are not penalised for typical
dyslexic spelling and syntax errors.

Assignment briefs or examination papers provided in alternative formats e.g.
enlarged font, specific typeface.

Provision of rest periods in excess of ten minutes per hour. Rest periods
should be provided in addition to any extra time arrangements.

Provision of an ergonomic chair, height adjustable desk, or other item of
specialist equipment.

Facility to record lectures;
Extended personal tutorial hours.

Physical Access and Facilities: The College operates from premises which may not be
fully accessible to staff and students with physical disabilities.

In the case of non-standard adjustments, the Disability Officer will be involved in any
discussions regarding adjustments to ensure that academic rigor is maintained
and that the necessary resources are available.

4. Disabled Student Allowance:

4.1.
4.2.
4.3.

UK students with a disability may be eligible for Disabled Students’ Allowance.
Disabled Students’ Allowances (DSAs) are paid on top of your other student finance.

Further information on the Disabled Students Allowance can be obtained from:
https://www.gov.uk/disabled-students-allowances-dsas/overview

5. Staff with disabilities:

5.2.

5.3.

5.4.

5.5.

Recruitment and selection decisions are made on the basis of the applicant’s ability
to meet the person specification and other essential criteria for the job role they are
applying for.

Staff will be asked if they have a disability during offer stage. Wherever possible, the

College will make reasonable adjustments as are required for the successful
applicant with a disability.

If an employee becomes disabled during their course of employment, the College will
provide reasonable adjustment and support to help continue in employment.

Training and development opportunities will be available to all staff regardless of any
disability.

With the employee’s consent, the College will take steps to raise the awareness of
disability amongst its staff.
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6. Access to work:

6.1. Access to Work is a Department of Work and Pensions scheme which helps people
with a disability to start or remain in employment.

6.2. Applications must be made by the individual employee.

6.3. Employees can contact their Human Resource Officer or directly Access to work if
they need assistance in completing the application.

7. The effectiveness of the policy:

7.1. A student will be required to meet the Disability Officer during midterm in order for
the College to monitor the performance of the student.

7.2. The Disability Officer will report to the Academic Board about the disability
arrangements and number of SLSA plans.

7.3.  The College will collect feedback from disabled students and staff annually.

7.4. If a student is dissatisfied with the proposed arrangements, he/she may contact the
Principal.

8. Extract from the UK Quality Code:

In devising their policies and procedures institutions will wish to provide for equality of
opportunity for all applicants within the selection criteria established for each programme

Learning and teaching activities and associated resources provide every student with an
equal and effective opportunity to achieve the intended learning outcomes (Chapter B3:
Learning and teaching).

Through inclusive design wherever possible, and through individual reasonable adjustments
wherever required, assessment tasks provide every student with an equal opportunity to
demonstrate their achievement (Chapter B6: Assessment of students and the recognition of
prior learning).

Promoting equality involves treating everyone with equal dignity and worth, irrespective of
the group or groups to which they belong, while also raising aspirations and supporting
achievement for people with diverse requirements, entitlements and backgrounds (Chapter
B6: Assessment of students and the recognition of prior learning).

In designing and implementing procedures for appeals and complaints providers have
regard to: the need to eliminate discrimination; harassment and victimisation; to advance
equality of opportunity; and to foster good relations (Chapter B9: Academic appeals and
student complaints).
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Extenuating Circumstances Policy and Procedures

Version 2.1:  January 2019

Next Review Date:  January 2020

External Reference Points: UK Quality Code

1.
1.1.

1.2.

1.3.

2.2,

2.3.

2.4.

2.5.
2.6.

2.7.

2.8.

3.
3.1

Aims of the Policy:

The aim of this policy is to ensure that students are not disadvantaged by
circumstances beyond their control in relation to assessments.

The policy also aims to make it explicit how applications from students with
extenuating circumstances will be dealt with.

This policy allows a student to claim for an extension if an assessment has been
affected by a serious, uncontrolled and unavoidable matter.

Policy:

Extenuating Circumstances (‘ECs’) are circumstances which are unexpected,
significantly disruptive and beyond control of students that affect their ability to meet
an assessment deadline or affect their performance in assessment.

A student who submits an assessment is normally considered to have proclaimed
extenuating circumstances. Extenuating Circumstances application which is
submitted subsequent to the assessment deadline will be disregarded and the work
will be graded in the usual way unless there were extremely rare cases.

Extenuating circumstances will only be considered to defer assessment(s) based on
Extenuating Circumstances that affect a student’s ability to meet an assessment
deadline or affected their performance in assessment.

Extenuating Circumstances will not be considered as grounds for adjusting the
grade(s) awarded for assessments already completed.

It is the responsibility of a student to claim an EC at the earliest possible opportunity.

Students who are claiming extenuating circumstances for resubmission will not be
awarded Merit and Distinction grade in a subsequent reassessment of that unit.

An assessment may be delayed but cannot be missed altogether because of
extenuating circumstances

Grades cannot be amended as a result of a valid claim for extenuating
circumstances; all improvement to grades can only be achieved by resubmission.

Grounds for Extenuating Circumstances:

Examples of accepted causes are (these examples are not exhaustive):

3.1.1. Serious or significant medical conditions or illness (including both physical and

mental health problems).
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3.1.2.

3.1.3.

3.1.4.

3.1.5.

3.2.

3.2.1.
3.2.2.

3.2.3.

3.2.4.

3.2.5.
3.2.6.

3.2.7.
3.2.8.

Exceptional personal circumstances (e.g. serious illness or death of an immediate
family member or close friend, including participation in funeral and associated
rites; being a victim of significant crime).

Exceptional travel circumstances beyond one’s control.

Hardship/trauma (e.g. victim of crime, family crisis sudden loss of income or
employment, severe disruption to domestic arrangements).

Ailments such as very severe colds, migraines, stomach upsets, etc, ONLY where the
ailment was so severe it was impossible for a student to attend to hand in
his/her work and where medical evidence is provided.

Circumstances that will not normally be considered include:

The following are examples of circumstances NOT normally considered for special
consideration:

Minor ailments such as colds, headaches, hangovers, etc.

Inability to prioritise and schedule the completion of several pieces of work over a
period of time.

Problems caused by English not being a student’s principal language. Students
should seek advice in good time from the personal tutor.

Poor time management or personal organisation (e.g. failure to plan for foreseeable
last-minute emergencies such as computer crashes, printing problems or travel
problems resulting in late submission of coursework).

Circumstances within student’s control (e.g. a holiday; paid employment).

Claims made after the published deadline i.e. by the coursework submission date
except where students were unable to meet the submission date for exceptional
reasons which can be validated.

Claims without independent supporting evidence.

Claims which do not state clearly how students’ inability to hand in an assessment on
time was caused.

4., Submission of the form

4.1. The form must clearly state the date on which the extenuating circumstances
affected the work and must correspond with the evidence provided.

4.2. The form must state clearly the unit and/or item of assessment for which the
extension is requested.

4.3. An application for EC may be rejected if it is incomplete.

4.4. Itis the responsibility of the student to establish the facts.

4.5. The form must be handed into the Admin Office or emailed to the Programme
Manager.

5. Evidence
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5.1,

5.2.

5.3.

5.4.

All applications for Extenuating Circumstances must be submitted with independent
evidence (e.g.- third party evidence) which must show how the reported
circumstances have impacted on the student concerned.

Examples of acceptable independent/third party evidence include:
e Doctor/ Consultant or Hospital certificate or letter;

e Letter from a Solicitor or other authority;

e Death Certificate.

Evidence must be legible and in English. Evidence obtained overseas which is written
in another language must be accompanied by a certified translation (with any costs
incurred in obtaining evidence being borne by the student).

The College will issue a receipt for submissions of evidence

6. Deadline Extenuating Circumstances:

6.1.

6.2.

6.3.

An application should normally be made in advance of the submission deadline or
examination date.

In extremely rare specific cases (e.g. emergency hospitalisation on the day of the
deadline /examination) applications may be accepted after the set deadline, but
these must be submitted as soon as is practicable.

In all cases applications should normally be submitted within three working days
either side of the assessment point.

7. Consideration of Extenuating circumstances

7.1,
7.1.1.

7.1.2.

7.2.

7.3.

Extenuating Circumstances will usually give rise to one of the outcomes listed below.

Coursework Extension: A revised submission deadline will be determined by the
relevant Assessment Board. Extended deadline dates are final and treated in the
same way as a standard deadline. Failure to meet an extended deadline will
result in the application of lateness penalties which may result in the work being
graded as a fail or non-submission.

Examination: A student will be offered an additional examination attempt if the EC
application is accepted. Students will have to wait for the resit period or If you
are offered a resit after the usual resit period you may have to wait until the
following year to take the assessment again. Occasionally the Assessment Panel
may arrange an alternative, equivalent assessment task if it is satisfied that a
further opportunity to take the original assessment is not possible or is wholly
inappropriate (e.g. because of permanent injury).

A student will be notified of the decision within 7 working days from the date of the
submission of Extenuating Circumstances form.

If an extenuating circumstances application is not approved, then the outcome for
the student will be determined in accordance with the College’s Assessment
Regulations.
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Personal Tutoring and Student Support Policy and Procedures

Version 2.1: January 2019

Next Review Date:  January 2020

External Reference Points: UK Quality Code

1. Aims of the Policy:

1.1.

1.2.

The College is committed to providing an excellent learning experience for all
students. This includes high standards of academic and pastoral support.

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

2. Responsibilities of the Personal Tutor

2.1,

2.1.1.

2.1.2.

2.1.3.
2.1.4.

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 students to aim for higher grades

3. Responsibilities of Student Support

3.1.

3.2.
3.3.

3.4.

3.5.

3.6.

3.7.
3.8.

3.9.

Supporting students during induction to help ease the transition into Higher
education.

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 if 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-Assessment Form.

Hold one to one student support tutorials
Checking students’ assignments prior to submission if required
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 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.

Page 38 of 80



3.10.
3.11.
3.12.
3.13.

3.14.
3.15.

4.
4.1.

4.2.
4.3.

4.4.
5.

5.1,
5.2.

5.3.

5.4.

5.5.
5.6.

5.7.
5.8.
6.

6.1.

Offering general advice and guidance to students.
Assisting students with Harvard Referencing system and paraphrasing.
Encouraging students to aim for higher grades

Comparing and contrasting the actual achievement of students with their expected
achievement

Assisting programme 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

Attending all arranged meetings or suggesting an alternative time with their personal
tutor

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 affecting any aspect of their work.

Students should seek further support from the Student Support if required

Student Support Academic Targets

Benchmark for the award rate- (75% of the final year enrolment)

Benchmark for the Success Rate (i.e.-pass rate) on Attempt (SR:A)= 85% of all
attempts

Benchmark for the Success Rate (i.e.-pass rate) on Enrolment (SR:E) = 70% of all
enrolled students

Benchmark for the progression rate from year 1 to year 2 = 90% of students remain
enrolled at the end of the academic year

Benchmark on completion of the course = 90% of year 2 enrolment

Benchmark on the achievement of the awards =75% of students remain enrolled at
the end of the final year’s enrolment

Produce a register for students at risk in collaboration with the Academic Department

Keeping records of ILP

Monitoring and Review:

The effectiveness of the implementation will be monitored through PEG and
Academic Board. The College will publish reports every November which will be
reviewed by the Director
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READING WEEKS POLICY
1. Objectives

The objectives of this policy are to:

Set parameters within which programme teams may wish to schedule reading weeks for
their students;

Help to promote a positive academic experience for students by ensuring that practice on
reading weeks is informed by research on pedagogy and student learning;

Ensure that information regarding reading weeks is communicated effectively to staff and
students;

Contribute to the effective timetabling of teaching activities at the institution.

2. Rationale and Guiding Principles

2.1 Many institutions incorporate reading weeks as a matter of routine in their academic
schedules.

Reasons include:

Allowing students time to read longer academic materials, such as books for discussion,
journal articles etc;

Allowing time to complete preparation for formative or summative assessment without
missing classes;

Allowing time for consolidation of early material in a course and ‘catching up’ with missed
material (‘getting everyone back on the same page”)

Extra-curricular or employability events that students might otherwise be unable or unwilling
to attend;

For level 4 and 5 students, allowing time to reflect on what they’ve learnt at college so far
and regroup for further study.

2.2 However, it must be recognised that if reading weeks are not properly planned, or if no
additional activities are offered, students may feel that they are receiving poor value for
their tuition fees.

2.3 The College offers a broad portfolio of taught programmes, with a wide range of
academic approaches and learning outcomes. It is recognised that some taught programmes
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offered by the College may benefit from scheduling reading weeks, while others may not
need to do so.

2.4 Students registered on different programmes will, therefore, have a different experience
of reading weeks and this should be communicated clearly to them in advance.

2.5 In considering whether to schedule a reading week, Programme Leaders should consider
the following factors:

e Student attainment from previous academic years
e Feedback from student representatives and Faculty Officers
e Views of the programme committee meeting;

e The coherence of the plans made to use the time profitably for the students

2.6 Although no formal teaching is scheduled during a reading week, the period should be
used to contribute to student learning outcomes.

Activities arranged for reading weeks may include:
e Catch-up’ or revision sessions;
e The provision of feedback to students;
e Personal tutor sessions;

e Seminars by outside speakers, or other enrichment activities (These activities should
be shown on a student timetable and therefore need to be considered and scheduled
with the teaching timetable);

e One-to-one sessions with academic tutors to address gaps in knowledge or
understanding of work covered so far;

o Formative or summative assessments;
e Academic skills workshop session;

e Drop in sessions/ workshops with student services, for example;

2.7 When providing information to students about a forthcoming reading week, Programme
Leaders should include mention of likely workload.

2.8 Due to the less structured nature of reading weeks, it is perhaps more likely that
students will require academic advice during reading weeks.

Staff should be mindful of students’ needs when scheduling time away from the office.
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2.9 Programmes would not normally be expected to offer more than one reading week per
teaching term, or two reading weeks per academic year.

2.10 Reading weeks should be scheduled to fit into the 12-week teaching terms specified in
the College’s Academic Calendar.

2.11 Activities are typically less structured during a reading week, with programme teams
responding to students’ needs identified during the term to date. For this reason, the
institution should offer flexibility relating to timetabling requests for activities during reading
weeks. However, this will be dependent on the availability of space, and Programme Leaders
should anticipate and schedule activities wherever possible.

3.Responsibilities of Faculties and Programme Teams

3.1 Reading weeks should be scheduled in advance, and clearly stated in a programme’s
annual timetabling submission.

3.2 Students should be informed of a scheduled reading week well in advance, and ideally at
the beginning of the academic year. Reading weeks should be mentioned in students’
Programme Handbooks and Course Handbooks, along with a rationale and details on
scheduled sessions, and on any work that students will be requested to complete.

3.6 While activities during reading weeks may be less structured and more flexible when
requesting rooms programme teams should observe the principles set out in the Teaching
Timetabling

3.7 Any change to advertised office hours for academic staff should be communicated to
students well in advance, wherever possible.
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Prevent Strategy

Version 2.1: January 2019

Next Review Date:  January 2020

External Reference Points:  Guidance issued by the HEFCE

1. Introduction

1.1.

1.2.

1.2.1.

1.2.2.

1.2.3.

1.3.

1.4.

1.5.

The Government’s Prevent Agenda is one of four elements of CONTEST, the
government’s counter-terrorism strategy. It aims to stop people becoming terrorists
or supporting terrorism.

The Government’s Prevent strategy:

Responds to the ideological challenge we face from terrorism and aspects of
extremism, and the threat we face from those who promote these views.

Provides practical help to prevent people from being drawn into terrorism and ensure
they are given appropriate advice and support.

Works with a wide range of sectors (including education, health, criminal justice and
faith groups) where there are perceived risks of radicalisation.

The strategy covers all forms of terrorism, including far right extremism and some
aspects of non-violent extremism.

The Counter-Terrorism and Security Act (2015) places a duty on specified authorities
including colleges and universities to ‘have due regard ... to the need to prevent
people from being drawn into terrorism’.

CECOS has developed a culture of safety and respect for its student, staff, and
visitors. As part of this ethos the College has considered the Prevent Duty and the
importance of collaborative working between college staff, local authorities, police,
other educational institutions, policy makers and health providers to identify, detect
and safeguard vulnerable people throughout the organisation.

2. The Prevent Duty

2.1,
2.1.1.

2.1.2.

The Prevent Duty requires further and higher education institutions to:

Work in partnership with, and actively engage with members of governing boards,
principals, managers, community leaders and other partners including the
police, local support agencies, college staff and liaison officers. They will need to
make sure that all have undertaken appropriate training or development and
share information across relevant curriculum areas.

Have clear and visible policies in place for both staff and learners with regard to risk
assessment. This should also include policies for events that may take place
involving staff, student, visitors, external bodies and community organisations.
They will also need to be aware of places or areas of learning, where
learners/staff may be in contact with, or possibility become involved with
terrorism.
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2.1.3.

2.1.4.

Have sufficient support available for welfare and pastoral care according to the
individual requirements of each institution. There will also have to be clear
guidance and policies available to all on the use of prayer room and other faith-
related facilities, and any issues that may occur from the use of these facilities.

Have policies in place for the use of information technology on the premises and for
the use of research in curriculum areas.

3. Objectives

3.1

3.2.

3.3.
3.4.
3.5.

3.6.
3.7.

3.8.

3.9.

To promote, implement and monitor the College’s responsibilities under the Prevent
Duty.

To promote and embed British Values into the organisation’s procedures and
curriculum.

To set a strategy, objectives and an action plan to achieve the Prevent Duty
To promote the College’s ethos and values

To break down segregation among different student groups and to engage all
students in having a full and active role with respect to wider engagement in society

To ensure student and staff safety

To ensure that the College promotes a culture of non-bullying, non-harassment and
non-discrimination.

To provide support for students who may be at risk and develop appropriate sources
of advice and guidance.

To ensure that students and staff are aware of their roles and responsibilities in
preventing violent extremism and radicalisation.

4, British Values

4.1.

4.1.1.
4.1.2.
4.1.3.
4.1.4.
4.1.5.
4.2.

The Prevent Duty states the British Values that are expected to be embedded into
the curriculum and into the ethos of the College. These Values are:

Democracy

The rule of law

Individual liberty

Mutual respect

Tolerance of those with different faiths and beliefs

The College’s Principal, assisted by the Senior Management Team, will lead on the
embedding of British Values. The Executive Group will propose guidelines and
actions to be taken throughout the College’s operations to ensure that British Values
are understood by all and are integral to the College’s culture.

5. Safeguarding Ethos
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5.1,

5.2.

5.3.

The College is passionate about safeguarding its learners and staff and aims to
protect adults at risk from all types of abuse and harm.

The College’s ethos is to ensure the welfare and safety of staff, students, Governors
and visitors to the College.

CECOS has a statutory and moral duty to ensure that the College functions with a
view to safeguarding and promoting the welfare of adults at risk whilst receiving
education and training at the College.

6. Students

6.1.

6.2.

6.2.1.
6.2.2.
6.2.3.
6.2.4.
6.2.5.

Student will receive training and information in order to inform them of, and raise
their awareness of, the Prevent agenda as part of their safeguarding training.

Information of the Prevent Agenda and Duty will be promoted to students by
inclusion in:

Curriculum offerings

Safeguarding posters

Safeguarding policy and procedures
Online induction information

Training and development sessions

7. Staff

7.1,

7.1.1.
7.1.2.
7.1.3.
7.1.4.
7.1.5.
7.1.6.
7.2.

Staff will receive awareness training and guidance on how to deal with:
Inappropriate material and behaviours

Disclosures by learners about their exposure to extremist actions, views or materials
Accessing extremist material on line

Parental or peer concerns

Intolerance of difference

Anti-Western or Anti-British views

The College will ensure that all staff are familiar with the Prevent agenda, be able to
promote British Values, understand how they can recognise practice and behaviours
in students and colleagues and are aware of the course of action to take if they are
concerned.

8. Governors

8.1.

Members of the College’s Board of Governance receive updates on safeguarding
which include the Prevent agenda. They take a proactive role in the Prevent Strategy
and receive reports from the Principal as necessary.

9. Referral Procedure
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9.1.

College staff should be aware of signs of radicalisation and have the confidence to
report their concerns to their line manager. The line manager should then inform the

Principal, who will discuss the matter with other Senior Managers and external
agencies (including the police) as necessary.
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STUDENT SUPPORT AND WELFARE POLICY

Student Support & Welfare is located within CECOS'’ facility which provides the central focus
for student support, with drop-in facilities and referrals to other areas of support, as
required.

10.

11.

Student Support & Welfare (SSW) is promoted to all students at all stages of their
engagement with the College eg. Student Handbook, Student Intranet, Core leaflets, and
College Induction and Welcome Packs.

The Welfare Officer is a member of the Strategic Planning Group.

Identification of support concerns is the responsibility of all staff members and these are
recorded through the Student Welfare Form (SWF) that can be found on the company
Drive.

All records on the SWF are categorised by type, level of concern; Risk Factor and the
degree of confidentiality required.

Links from the Student Welfare Form to individual -ILPs provide a coherent approach to
support.

SWF management reports are produced regularly for the Academic Board.

Regular meetings between academic, support staff and CECOS’ Managerial staff occur to
review the SWF's and ensure students’ progress and effectiveness of interventions, and
escalation of risk is monitored.

Students have access to Support Officers, available through CECOS’, who will directly
support concerns on health and well-being, equality, diversion and inclusion, multi-faith,
careers/progression, information, advice and guidance, mechanisms e.g. counsellors,
finance concerns.

Peer support mechanisms are encouraged, and a student mentoring scheme is co-
ordinated through CECOS'.

Students are actively encouraged to participate in enrichment, social events and
community initiatives.

Support is provided for all staff through access to services and CPD events.
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Recruitment, Selection and Admission Policy

Version 2.1: January 2019

Next Review Date:  January 2020

External Reference Points: UK Quality Code, Pearson Programme Specification, BTEC
Recognition of Prior Learning Policy

1.
1.1.

1.2.
1.3.

1.4.

1.5.

2.2.

3.2.

3.3.

3.4.

Introduction

CECOS believes that a diverse community is an essential part of its core values, and
that diversity amongst its student body enriches learning and teaching. This
Admissions Policy sets out the means by which the College will encourage and
welcome applicants with different educational and social backgrounds.

The Policy relates to all programmes offered by the College.

The College is committed to ensuring that no student with potential to meet its entry
requirements is deterred from applying. All applications are considered and
evaluated on the basis of individual potential.

This policy is consistent with good admissions practice in higher education, as
defined in the Quality Assurance Agency’s Quality Code.

Responsibility for oversight of and changes to this Admissions policy rests with the
Academic Board.

Aims:

The admission policy is guided by the College’s Strategic Plan, Development
Objectives and Operating Plan, which states “the mission of CECOS is to offer access
to higher education to people from the widest possible range of backgrounds,
enabling them to transform their lives through the acquisition of the knowledge and
skills that they need to succeed in their chosen careers”.

The admission policy is designed to secure a good match between the abilities and
aptitudes of the applicant and the demands of the College programmes, thus leading
to the selection of students who can reasonably be expected to complete their
studies successfully.

Policy:

All prospective students (i.e. - candidate) must complete a College application form
(electronic or hardcopy) and supply all relevant documents.

All admission decisions are made by the admission team which are represented by
persons nominated from academic and administration departments.

All admission tutors/admission officers are trained, so that they can make a sound
admission decision which is underpinned by reference to transparent and justifiable
criteria.

Admission decisions made by the admission officers of the College are fair, clear,
explicit and are implemented consistently.
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3.5.

3.6.

3.7.

3.8.

3.9.

To make the College admission policy and procedures clear and are followed fairly
and consistently, the College will explicitly inform all potential students of entry
requirements which are used in making the admission decision.

All admission decisions will be made and communicated to students within
reasonable time (e.g. - 2-4 weeks).

Any potential student, who is unhappy about a decision made by the admission
officer, can make an appeal to the College which should be reviewed by an
independent admission officer.

All admission policy and procedures to be reviewed every year and any changes to
be consulted with those who are involved in making decisions, and who are
responsible for delivering the programmes.

To support the College’s mission, it is the College’s policy not to create unnecessary
barriers for students to pursue higher education qualifications. The overarching
principle of the College is to assess whether a student is able and intend to complete
the course.

4. Widening Participation

4.2.

CECOS is committed to widening participation and to promoting wider access to
Higher Education. There are no admissions requirements which advantage or
disadvantage any group of applicants and the college is fully committed to treating
all applicants within the admissions cycle fairly.

Applications are welcomed from students irrespective of background. Policies and
practices for the recruitment and admission of students are designed to secure a
good match between the abilities and aptitudes of the student and the demands of
the programme. The diversity and wealth of experience that its students contribute
to the life of the college is highly valued. The College seeks to broaden the pool of
candidates at undergraduate level by raising awareness and expectations of
prospective applicants in line with its Widening Participation Strategy.

5. Admission Criteria and Selection:

5.1.
5.1.1.

5.1.2.

5.2.

5.2.1.
5.2.2.

General academic entry requirements

The College welcomes applications from appropriately qualified students offering a
wide range of qualifications.

The College does not discriminate against applicants who have re-taken part or all of
a qualification and will treat an achieved or predicted qualification grade in the
same way irrespective of whether or not re-takes are involved.

Awarding bodies are responsible for setting the entry criteria for their programmes.
Decisions on applications are made by admission officers on behalf of the
programme leaders. For all programmes, the selection process will take into account:

the student’s potential to succeed in his or her chosen programme of study;

actual or expected academic or professional qualifications and grades
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5.2.3.
5.2.4.

5.2.5.
5.2.6.
5.2.7.
5.3.

5.4.

5.5.

relevant work or other experience;

references (usually academic, but also professional where relevant to the proposed
programme);

where appropriate an interview;
qualifications in the use of the English language;
Evidence of availability of finance.

The College is committed to providing accurate and appropriate pre-entry
information to support prospective students in order to ensure that they are able to
make an informed decision about whether to apply. The College’s website and
printed publications provide clear information and guidance on all entry requirements
and grades (UK QC Chapter B2).

The College welcomes applications from those with vocational qualifications, who are
returning to education, who do not have the specified formal qualifications and those
who are not applying directly from or within a year of leaving school or College, who
have non-standard qualifications or who request work or life experience to be taken
into account as part of their application.

In addition to academic qualifications the College will consider whether the applicant
is suitably motivated to successfully complete their chosen course. The College
considers the personal statement and reference as additional supporting information.

6. Confirmation:

6.2.

6.3.

6.4.

On receiving an application, the candidate will be issued with an acknowledgement
within 10 working days, however, during busy periods, particularly during Christmas
closure, the turnaround time may be extended.

Applicant will be invited for interview within 5-10 days, provided the College has
received full documentation.

Where possible decisions will normally be made within 2 to 3 weeks and offers
dispatched either electronically via online application system and/or directly through
the post. The final admission decision for the BTEC programmes rests with the
College.

The College reserves the right to correct errors where they have been made in the
communication of decisions and offers. However, an offer made in error where all
conditions have been satisfied will only be withdrawn with the applicant’s consent.

7. Admission to APL/RPL:

Applicants may be considered through the accreditation of prior learning (APL),
which may be certificated or experiential. Applicants must make an application for
the APL to the admission officer. The Admissions Officer for the relevant course is
responsible for advising the student on whether their previous learning might be
used to replace part of their proposed course of study.

8. Applicants with Disabilities and Additional Needs:
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8.1.

8.2.

The College is committed to achieving equal opportunities for all of its students and
actively encourages potential students who may be disabled or who may have an
additional need to make an application to study here. The College continues to
ensure that disabled students meet their full academic potential and are not
discriminated against either during the admissions process or in their subsequent
time as students at the College by reason of being disabled or having an additional
need.

Students should ensure that they have sufficient information on which to base
decisions about programme acceptance and necessary support. Whilst every effort
will be made to accommodate an individual’s needs for support, in exceptional
circumstances it may not be possible to make reasonable adjustments to enable a
programme to be accessed.

9. Entry requirements of BTEC Higher National Qualification:

9.1.

9.1.1.

9.1.2.

9.1.3.

9.14.

9.1.5.

9.1.6.
9.1.7.

For learners who have recently been in education, the entry profile is likely to include
one of the following:

An AVCE/GNVQ in an appropriate vocational area (e.g.Business, Hospitality and
Catering, Travel and Tourism);

A BTEC National Certificate or Diploma in Business Studies, Hospitality Supervision,
or a similar discipline;

A GCE Advanced level profile which demonstrates strong performance in a relevant
subject or an adequate performance in more than one GCE subject. This profile
is likely to be supported by GCSE grades at A* to C;

Other related level 3 qualifications;

An Access to Higher Education Certificate awarded by an approved further education
institution;

Related work experience;

Mature learners may present a more varied profile of achievement that is likely to

include extensive work experience (paid and/or unpaid) and/or achievement of
a range of professional qualifications in their work sector.

10. Specific requirements

10.1.

In addition to the above, individual programmes within the College may set minimum
entry requirements for levels of attainment, particularly in English Language and/or
Mathematics. This information will be clearly stated within entry requirements for
specific programmes.

11. Other criteria

11.1.

In addition to academic qualifications, when selecting candidates the College will also
take into account information provided within the personal statement and reference,
particularly where this reveals extenuating or mitigating circumstances which may
have affected academic performance.
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11.2.

11.3.

11.4.

12.
12.1

13.

13.1.

13.2.

13.3.

13.4.

The College recognises that applicants may have gained experience which in some
cases may be deemed equivalent to formal qualifications and may take this into
account when considering applications. Applicants should supply full details of any
such relevant experience as part of their application.

The College reserves the right not to consider an applicant for entry if the entrant
has previously been withdrawn from the College on academic grounds or due to
submission of fraudulent documentation.

Any declaration of extenuating circumstance should be referred to the College’s
Programme Manager for initial consideration.

Restrictions on Learner Entry for BTEC HND programmes:

. The majority of BTEC Higher National qualifications are accredited on the NQF for

learners aged 18 years and over. Learners aged 15 and under cannot be registered
for a BTEC Higher National qualification.

English Language Requirement for BTEC HND Programmes: Source: “FAQs on English
expectations”, site:  http://qualifications.pearson.com/en/qualifications/btec-higher-
nationals/about.html Students are expected to be able to demonstrate English language
comprehension at a level equivalent to IELTS (International English Language Testing
System) 5.5 to be able to study BTEC Higher Nationals.

The Pearson expectation of IELTS 5.5 applies to all students recruited to BTEC level 4
and level 5 qualifications after 1st January 2015 (a higher expectation applies for level 6
and level 7). The College is required to satisfy itself that the students have been
recruited with integrity and that they will be able to cope with the rigour of the
programme.

A centre can adopt its own internal English test. It is for the Centre to satisfy itself that
the student’s score is commensurate with IELTS 5.5, but the expectation is not limited
to the use of IELTS.

All students seeking admission to CECOS (including EU and Overseas) are asked one of
the following:

To provide recent evidence that their command of spoken and written English is at
IELTS 5.5 (or equivalent) adequate for the programme of study for which they have
applied. The expectation can be met using other English language tests such as
Pearson PTE, City & Guilds, Cambridge and ESOL etc.

Evidence of English language proficiency is not needed for students who have
studied in English for the final two years of school (e.g. GCSE).

Completed a school leaving qualification containing English, which CECOS considers
to meet the CEFR B2 level in all four skills prior to the proposed date of enrolment.

The College is permitted to adopt its own internal English language test to judge
whether students meet this standard. It is for the College to satisfy itself that the
student’s score is commensurate with IELTS 5.5, but the expectation is not limited to
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the use of IELTS. The College reserves the right, in individual circumstances, to
specify an additional language requirement for an applicant.

14. Functional Skills Test

14.1. All students seeking admission may be required to go through the following tests and
interview. The objectives of the functional skills test is to assess students ability and
the objectives of the interview is to assess the candidate’s intention to study the
programme.

14.2. The functional skills test consists of a number of questions Maths, English and IT.
This is followed by the College Admission Interview by Academic Team.

15. Commitment to Fairness, Transparency and Consistency

15.1. To ensure a fair and consistent admissions process, the College will ensure that the
following principles are adhered to:

15.1.1. All programmes will clearly state their entry criteria, including academic
qualifications, along with appropriate experience and skills required for entry

15.1.2. Entry criteria will be easily accessible through our prospectus

15.1.3. Applicants will be informed in general terms how they can demonstrate their
achievements (both academic and experiential) and motivation to study

15.1.4. The College will provide clear information on required entry grades or grade ranges.

15.1.5. When assessing the merit and potential of applicants, selectors may also take into
account the context of academic achievements by reference to data on school
performance.

15.2. Where programmes include interviews or tests as part of their selection criteria the
College will make this explicit to candidates and provide details on how the
interviews will be conducted and the criteria used to select successful candidates.
The College does not normally require candidates to provide additional written work
to supplement an application, although in individual cases the College may request
this and will explain the reasons for such a request.

15.3. Feedback to applicants

Entry to the College is competitive and for many programmes the College receives
more applications than there are places so not every applicant will receive an offer of
a place. Where candidates are unsuccessful, feedback will be available upon request.

15.4. Late applications

Later applications will be considered on an individual basis if there are still places
available on the relevant programme

15.5. The application in context

Evidence of contextual factors will not necessarily mean that preference will be given
to candidates, as each case will be considered on its individual merits. However, in
cases where it there is clear evidence that contextual factors have affected
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15.6.

15.7.

15.8.

15.9.

performance and achievement, and where the applicant is able to demonstrate
motivation and potential to achieve, the College will consider this as part of its
holistic assessment of the application, and take it into account in deciding whether to
make an offer, and the level of offer to be made.

The College recognises that non-academic excellence adds value and that students
who excel in non-academic areas (such as sport or music) can make a specific
additional contribution to the College. We may therefore take into account non-
academic excellence in our offer-making process.

Applicants declaring a disability

The College would usually expect reasonable adjustments to have been made to
assessments to allow it to consider academic achievement against the same criteria
used for applicants not declaring a disability. However, if an applicant or referee feels
that reasonable adjustments made during assessments were not sufficient to allow
fair consideration of an applicant declaring a disability, this should be made clear as
part of the application with supporting evidence provided if appropriate. The College
will then consider this information when making a decision on the application.

Responsibility of applicants in the application process

It is the responsibility of applicants to provide full and accurate information in an
application and to notify the College of any changes or corrections to the original
application.

By accepting an offer of admission, the applicant agrees to abide by the Rules and
Regulations of the College.

In the light of additional information which was not available at the time of selection,
an offer may be amended or, in exceptional circumstances, withdrawn. The College
also reserves the right to correct errors where they have been made in the
communication of decisions and offers. However, an offer made in error where all
conditions have been satisfied will only be withdrawn with the applicant’s consent.

The College reserves the right to exclude a candidate who is considered on justifiable
grounds to be unsuitable for a place on a particular programme according to
individual circumstances.

The offer-making process

Where a candidate has applied for one programme and is not successful, an
alternative programme may be offered.

An offer, whether conditional or unconditional, will be made in good faith taking into
account information as supplied by the applicant and/or referee at the time of the
application. In some circumstances, an offer may be conditional upon non-academic
requirements e.g. Police checks which are deemed satisfactory.

Record keeping duties
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The College will keep admissions documentation for all students who enrol/register
at the College for the duration of their studies and for six years after.

16. Appeal against Admission Decision

16.1.

16.2.

16.3.

16.4.

16.5.

Any applicant who wishes to obtain feedback regarding the decision made in respect
of his or her application for admission should contact the Programme Manager for all
programmes/courses.

The College will accept an appeal against an admission decision only in
circumstances where an applicant alleges and can provide evidence that prejudice or
bias has influenced an outcome, or where it is alleged that procedural irregularities
may have occurred during the admissions process. An appeal relating to academic
judgment will not be entertained.

Applicants seeking to make an appeal must do it in writing within ten working days
of receiving confirmation of the application decision.

Appeals should be addressed to the Head of Programme Delivery, with
accompanying evidence supporting the grounds of the appeal, in order that the case
may be systematically reviewed. The relevant circumstances will then be investigated
in full. An appeal hearing may be arranged if necessary. This will normally take place
within ten working days of receiving the appeal.

Should a mutually acceptable resolution not be reached through this process, the
applicant can request for a final review of appeal by the Principal of the College, who
will normally within ten working days issue a formal written judgment to the
applicant.

17. Disclaimer

17.1.

17.2.

17.2.1.

17.2.2.
17.3.

The College reserves the right to make variations to programme contents, entry
requirements and methods of delivery, and to discontinue, merge or combine
programmes, both before and after a student’s admission to the College, if such
action is reasonably considered necessary by the College.

In the event that, prior to the student commencing the first term of study, the
College discontinues the programme, the student may either:

Transfer to such other programme (if any) as may be offered by the College, which
the student is qualified subject to Principals approval.

Withdraw from the College without any liability for fees.

If in these circumstances the student wishes to withdraw from the College and to
enrol in a course at a different College, the College shall use its reasonable
endeavours to assist the student.
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Student Attendance, Re-Registration and Progression Policy

Version 2.1:  January 2019

Next Review Date:  January 2020

External Reference Points:  UKQuality Code

1.
1.1.

1.2.

2.2,

2.3.

2.4,

2.5.

3.2.

3.3.

Introduction

This policy and the procedures annexed to it set out the regulations and processes
employed by the College to monitor student attendance on all programmes of study.
It needs to be read within the context of the College’s efforts to enhance student
success and retention, and the strategic initiatives deployed across the whole
breadth of the student experience, both within and beyond the curriculum.

The College aims to improve the attendance of all students. It is in the interest of all
students to attend their scheduled sessions. Attendance monitoring is valued for its
potential to indicate those students at risk of leaving their course early

Definitions

Attendance refers to the expected attendance of all students on every element of
their programme. This refers to all compulsory lectures, 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, 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 of student attendance, whether electronic or paper-
based.

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.

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 of the administration team.

The registers are to be fed into the College SMS by administrative staff to enable an
analysis and overview of each individual student’s attendance. Data will be analysed
and monitored by administrative staff in the College using in-house software.

All authorised and non-authorised absences are recorded, and action taken where
necessary (further information given below).
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3.4.

4.2.

4.3.

5.2.

5.3.

5.4.

5.5.

5.6.

5.7.

5.8.

Tutors are required to mark late any student arriving 30 minutes late after the start
the scheduled start time.

Authorised Absence

Short-term absences (up to one week) due to illness may be authorised without any
documentary evidence, but it is advised that the student contacts a member of staff
to inform the student is able to attend a fixed seminar/tutorial/practical/clinical
session, or individual supervision meeting that has been pre-arranged.

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.

Students are permitted to apply for temporary leave, suspension of studies, or
deferral of their programme of study for personal or medical reasons.

Unauthorised Absences

Unauthorised absences over one week, such as non-attendance due to
undocumented medical, personal or other extenuating circumstances are not
permitted if no evidence is presented, or the absence is not agreed in advance.

Students are not permitted to be absent from scheduled classes or practical sessions
due to employment, unless agreed with the tutor or module leader.

Unless otherwise agreed with the tutor, students are expected to be in attendance
for every scheduled session, whether a group, or individual meeting.

All examinations and assessments must be attended and completed on time (and
within any pre- agreed extensions already granted), unless approved by the Principal
or another officer of the College acting on his/her behalf.

Unauthorised absences by students will result in a warning letter being sent by
central administrators.

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.

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-point of an academic term or is below 50% during the entire
term, may result in removal of the student from the programme with no opportunity
to re-enrol on any programme.

No extended period of absence is permitted unless authorised through application for
temporary leave, suspension of study or deferral.

Non-attendance

As detailed above, students demonstrating non-attendance on a programme of study
will be asked to attend a meeting in the College with the programme leader or tutor
or administrator. Should a student choose at that point to suspend or defer their
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6.2.

6.3.

6.4.

6.5.

6.6.

6.7.

studies, documentation must be completed to confirm this, and this would become
effective as soon as the information is received centrally.

Students also have the option to leave the course prematurely and take an exit
award, if sufficient credits have been obtained and the exit award is a viable award
route for their programme of study.

In instances where a student does not attend the scheduled meeting in the College
and no viable reason is given for non-attendance at the meeting, the College may
withdraw the student from the programme with no opportunity to re-enrol on any
programme.

Should the decision be to withdraw a student from a course, the reasons for the
decision must be sent in writing, prior to withdrawal.

In all instances of non-attendance, a warning will be sent to students to require
them to attend a meeting in the College where their attendance, academic
progression and any other personal circumstances can be discussed.

In cases where students 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.

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.

7. Re-Registration and Progression

Termly Re-Registration

7.1.

7.1.1.

7.1.2.

7.2.

7.3.

To continue studying at the College, all students are required to 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 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.

The College must be satisfied that the student is able and intend to study in the next
term.

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

Progression
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7.4.

7.5.

7.6.

7.7.

7.8.

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 FdAs 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

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 over the duration of the programme to review their academic
performance.

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.

Progression from Level 4 to Level 5 (FdA)

Where a student has completed 120 credits, they will receive a Progression Decision
of PP — Pass, 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 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 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 Board) — HNDs

A Pre-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 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.

Regulations for HND Programmes

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.
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Expected Actual number of Progression Status Action Required
number of HND HND units
units to be completed by the
completed student
6 6 Unconditional Offer Issue Unconditional
Offer Letter for
second
year
6 5 Conditional Offer Issue Conditional
Offer
Letter for second year
6 4 Conditional Offer Issue Conditional
Offer
Letter for second year
6 3 Conditional Offer Issue Conditional
Offer
Letter for second year
6 0-2 Not Meet Removal Letter
(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 from year
one to year two.

Regulations for HND Programmes

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.

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.

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 | Actual number of | Progression Status Action Required
units to be | units completed by

completed the student

8 6-8 Met None

8 4-5 Conditional Registration with SLC

not confirmed until
deadline met. Agree
individual  learning
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Expected number of | Actual number of | Progression Status Action Required
units to be | units completed by
completed the student
plan
8 0-3 Not Met Immediate Removal
(Termination)

Stage: 1 (Pre-Progression Board)- FdA

A Pre-Progression Board meeting 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 student’s eligibility for registration into the second
year.

Stage: 2 (Progression Board) — FdA

A Progression Board meeting 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 review the students’ academic performance in order to make
progression decisions from year one to year 2.

Stage: 3 (Post Progression Board) - HND

A follow-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 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 units may not be
allowed to proceed to the second term of the second year. The student may be
withdrawn from the programme.
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Student Complaints Policy & Procedures
Version 2.1:  January 2019
Next Review: January 2020

External Reference Points: UK Quality Code; OIA Good practice framework for complaints
and academic appeals

1. Aims of the policy:
1.1.  The aim of this policy is to ensure that:

1.1.1. Students can raise any concerns, on academic and/or non-academic matter(s),
excluding review of assessment decisions.

1.1.2. The concern is dealt with promptly and effectively by a senior officer of the College
(e.g. Head of Marketing or Director of Studies).

1.1.3. Feedback from complaints is an important source which is used in the enhancement
of the quality of learning opportunities.

1.1.4. The complaints are considered as opportunities for engaging with students and
obtaining individual and/or collective feedback on academic and non-academic
matters.

2. Who may use the Student Complaint Procedure?
2.1.  Students of CECOS may use this procedure.

2.2.  This procedure may only be used by a student who is registered with CECOS at the
time of making a complaint.

2.3. Complaint must be made within 30 working days of ceasing to be a registered
student.

2.4.  Should several students have a common complaint, they may make a collective
complaint provided that one student identifies him/herself to act as a spoke person

2.5. 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.

2.6.  This procedure does not include academic appeals as they are dealt separately
under the assessment decision request review policy.

2.7. Anonymous complaints may not be considered unless there are evidence-based
reasons to do so. Raising a concern anonymously could delay investigation and
communication of the outcome.
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3.

Stages

Initial complaint or academic appeal

Informal resolution

Formal complaint

Mediation

Review of complaint

Referral to Pearson

Office of the Independent Adjudicator
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4.

4.2.

4.3.

4.4.

4.5.

4.6.

4.7.

4.8.

4.9.

4.10.

4.11.

Procedures:

A complaint can be raised for any specific concern about the College, including
matters relating to facilities, customer services, student support, and/or academic
matters.

If a student wishes to lodge a complaint about any concern, it should be first raised
informally and immediately with the responsible person concerned.

If a student is not satisfied with the informal resolution, he/she may request a formal
investigation within 10 working days of the date of occurrence other than where the
student can show a good cause for the delay. The complaint form (available at the
College reception) must be completed and submitted to the Director of Studies along
with the evidence.

Upon receipt of the form, the Director of Studies will lodge the complaint and a
photocopy of the completed form will be given to the student for his/her record.

The Director of Studies will carry out the investigation of all formal complaints
including face to face interviews with involved parties where necessary, and will
organise a hearing, reach a conclusion and communicate the outcome, normally
within 20 working days. If the nature of the complaints should warrant more time, the
Director of Studies should seek guidance from the Programme Manager. If the
complaints are made against the Director of Studies or any other senior official, an
independent member of the Principal’s Executive Group will carry out the
investigation, conduct a hearing where necessary and reach a conclusion.

Where a complaint is upheld, the Director of Studies will take appropriate remedial
action and the complainant will be informed of the action taken.

If the student is not satisfied with the outcome of the formal investigation, he/she can
request mediation within 10 working days through the Student Welfare Manager who
will seek to mediate between the parties.

If the student is not satisfied with the outcome of the formal mediation, he/she can
request a formal review with the Principal, within 10 working days from the date of
the outcome of mediation. The Principal (or any other nominated person responsible
for the service concerned) will conduct the review and communicate the outcome
within 20 working days with a Completion of Procedures letter which will confirm that
the College’s internal procedures have been exhausted

If the student still feels that their concern has not been adequately addressed, he/she
has the right to take the complaint to their respective awarding bodies (e.g. Pearson).

Following the completion of internal procedures and those of the awarding body, if
the student remains dissatisfied, he/she has the right to take the matter up with the
Office of the Independent Adjudicator (www.oiahe.org.uk).

If the student is unable to attend meetings, this will not invalidate the proceedings
and the meeting may be held in student’s absence unless there is a valid reason for
postponement.
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4.12. Complaints submitted outside of the timescales stipulated in the procedure will only
be considered in the most exceptional circumstances and where there is good
reason, supported by evidence, for the late submission.

4.13. All formal complaints are recorded and the Principal as Chair of the Academic Board
(AB) is briefed.

4.14. It should be noted that if staff disciplinary action is taken whether informal or formal
the outcome will be confidential.

5. Extract from the UK Quality Code:

5.1.  Expectation of Chapter B9: “Academic appeals and student complaints: Higher
education providers have procedures for handling academic appeals and student
complaints about the quality of learning opportunities; these procedures are fair,
accessible and timely, and enable enhancement”.

6. Office of the Independent Adjudicator (OIA)

6.1. CECOS endeavours to give its students a worthwhile educational experience but
recognises that things can occasionally go wrong. As such the College has a student
complaints policy and procedure which explains how students can raise an issue and
the various routes that are available for the student to seek resolution. This includes
giving the students the opportunity to raise matters with the external awarding body,
currently Pearson.

6.2. From 1 May 2015, students also have the right to take their case to the Office of the
Independent Adjudicator (OIA) if they continue to be dissatisfied having exhausted all
other options. The OIA is an independent body, external to the College. It looks at
whether the College has followed its procedures and whether those procedures were
reasonable, and whether the College's final decision on a case was reasonable in all
the circumstances.
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Suspension of Students for Disciplinary Reasons

Version 2.1:  January 2019

Next Review Date:  January 2020

1.1.
1.2.

1.3.
1.4.

The College reserves the right to suspend or terminate the enrolment of any of its
students on one or more of the following discipline-related grounds:

Academic Misconduct as defined in the College Policy on Academic Misconduct.

Failure to meet the expectations and requirements set out in the College’s policy on
Student Attendance & Progression Monitoring.

Failure to adhere to the College’s Code of Practice on Freedom of Speech.
Misbehaviour as defined in the Student Handbook.

Where the Head of Programme Delivery believes that there are grounds for Suspension
or Termination for Disciplinary Reasons, he or his nominee will issue a formal written
warning to the student concerned that Suspension or Termination is being considered.
This formal written warning will normally set out the grounds on which Suspension or
Termination is being considered, the action that the student could take to avoid
Suspension or Termination, and the time-frame within which such action is expected to
be taken.

Where, in the view of the Head of Programme Delivery, the expectations set out in the
formal written warning have not been fully met, the Head will, by written communication,
inform the Student that a Suspension or Termination for Disciplinary Reasons is being
imposed, the reason(s) for such impaosition, and (in the case of Suspension) the period
during which the Suspension for Disciplinary Reasons will operate.

A student whom the Head of Programme Delivery suspends or terminates may appeal
to the College Principal, whose decision shall be final.

Where a Suspension or Termination for Disciplinary Reasons is imposed, the relevant
funding bodies shall be informed as necessary.

This Policy should be differentiated from that on Intermission, which is normally student-
initiated.
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Teaching and Learning Policy

Version 2.1: January 2019

Next Review Date: January 2020

GUIDING PRINCIPLES FROM QAA

1.

Effective learning and teaching is underpinned by a shared understanding of the
provider’s learning and teaching strategy.

Effective learning and teaching is underpinned by a focus on student achievement and
outcomes.

Effective learning and teaching provides students with an equivalent high-quality
learning experience irrespective of where, how or by whom it is delivered.

Effective learning and teaching is informed through reflective practice and providers
enable staff to engage in relevant, timely and appropriate professional development
that supports students’ learning and high-quality teaching.

Effective learning and teaching is underpinned by routine evaluation of provision to
manage and enhance their learning and teaching activities, including achievement of
qualification and award outcomes.

Effective learning and teaching activities, facilities and resources make the learning
environment accessible, relevant and engaging to all students.

Effective learning and teaching ensures that information about, and support for,
learning and teaching is clear and accessible to all students and stakeholders.

Effective learning and teaching encourages and enables students to take an active role
in their studies.

Providers encourage and enable students to evaluate and manage their own learning
development, supported by opportunities for ongoing dialogue with staff.

External Reference Points: UK Quality Code

1.
1.1.

Aims of the policy:
Accordingly, the College will:

1.1.1. Ensure the provision of inclusive learning through promoting equality, diversity and

equal opportunity.

1.1.2. Maintain physical, virtual and social learning environments that are safe, accessible

and reliable for every student, promoting dignity, courtesy and respect in their
use.

1.1.3. Ensure that all those who are involved in teaching or supporting student learning at

the College are appropriately qualified, supported and developed.

1.1.4. Ensure that every student is provided with clear and current information that specifies

programme aims, programme structure, learning opportunities and support
available to them.
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1.1.5. Ensure that the College systematically engages with students and provides an
atmosphere and culture which facilitates learning and meets expectations of the
students.

1.1.6. Ensure that students are given opportunities to consolidate and apply their learning in
a range of ways through written, visual, physical, auditory and/or oral responses.

1.1.7. Facilitate the design of learning and teaching activities by ensuring that appropriate
resources are in place so that every student is given an effective opportunity to
achieve the intended learning outcomes of the programme.

1.1.8. Ensure that teaching is directed towards the goal of attainment of the learning
outcomes as well as assessment criteria and that lecturers calibrate the
progress of students against the assessment criteria and learning outcomes.

1.1.9. Ensure that learning and teaching practices are critically reviewed at appropriate
committees and that improvements are noted by reflection and evaluation of
practices on the various academic reports produced by the College.

1.1.10. Develop and implement a strategic approach to learning and teaching by collecting,
analysing and reporting information to ensure enhancement of learning
opportunities and teaching practices.

1.1.11. Ensure that summative assessment is carried out for each unit and that written
feedback is provided for each summative assessment with comments which are
sensitive and constructive, making appropriate recommendations for
improvement.

2. Underlying Themes of this Policy
2.1. A Student-Centred Approach

2.1.1. The College is a teaching-led institution of higher education committed to a student-
centred approach to learning and teaching.

This commitment is manifest in a number of ways:

2.1.2. Students come to the College from a range of backgrounds and with a range of
experiences. We believe that diversity makes a positive contribution to the
learning environment and are therefore seeking to widen participation further.
The provision of a relevant portfolio of programmes is an important element of
meeting the needs of a wide range of entrants, as is the provision of more
flexible modes of study where appropriate.

2.1.3. Despite having to manage often competing demands, students remain highly
motivated and are keen to make the most of the opportunities provided by a
College education. In this context there is a need to be explicit about our
expectations of students and to ensure that teaching, learning and assessment
are clearly focused and meeting students’ needs.

2.1.4. The College seeks to create a learning environment which provides the necessary
support for students to achieve their potential. Its approach places considerable
emphasis on individual attention to students, often through small-group learning
and teaching methods. This can take many forms: for example, traditional
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seminars and tutorials, project work and team-working. A strong sense of
engagement with the subject matter is promoted through individual interactions
between staff and students.

2.1.5. In addition, independent and autonomous learning is a characteristic feature of the
student experience. Students are encouraged to manage their own learning
experience in a variety of ways, for example, through the provision of
opportunities for student choice and self-directed study.

2.1.6. A distinctive feature of the student experience is the strong welfare network. We also
believe in the importance of providing opportunities for participation in activities
beyond the curriculum.

2.1.7. A student- centred approach to learning has also been adopted in relation to skills.
Skills acquisition is placed within a framework of personal and professional
development, of which the student has individual ownership, supported by
central services and academic departments. All students are provided with clear
pathways to personal and professional development in order that they may
realise their career ambitions and also contribute positively to their communities.

2.1.8. The College is committed to maintaining and developing its student-centred
approach and meeting the challenges facing it through:

2.1.8.1. maintaining the characteristic learning environment, it provides for students,
specifically its emphasis on personal attention to individual students, a
strong welfare network and the provision of a range of extra-curricular
opportunities;

2.1.8.2. responding to the changing needs of students, valuing the diversity of
backgrounds and experiences that students bring and providing the support
necessary to enable all students to achieve their potential.

2.1.8.3. exploring the possibility of developing more flexible programme structures
and learning and teaching methods, to meet the needs of a more diverse
and changing student body.

2.1.8.4. providing a range of programmes which have an intellectual coherence and
are informed, where appropriate, by scholarship and professional practice;

2.1.8.5. providing opportunities that will equip students to lead successful lives and
contribute effectively to society, and meet the needs of employers and
society more generally.

2.2.  Valuing Faculty and Staff

2.2.1. The College values the range of faculty and staff that support learning and teaching.
Faculty and staff bring a diversity of backgrounds, experiences and expertise to
the learning and teaching environment, including scholarship, technical skills
and a commitment to providing a high quality experience for students, both
collectively and individually.

2.2.2. Inrelation to learning and teaching, the College is particularly conscious of faculty
and staff workloads and the tensions that can sometimes arise for academic
staff between teaching, scholarship, professional practice and administrative
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commitments. It is therefore seeking to make more transparent, and to further
enhance, the links between teaching, scholarship and professional practice, and
to reduce the administrative burden on faculty. The College is also conscious of
a need to demonstrate the value it places on teaching and is exploring ways in
which excellence in teaching can be better rewarded.

2.2.3. There is a great deal of good practice to be recognised in the approach of individual
staff and different departments to learning and teaching. The College wishes to
recognise, and improve mechanisms to share, good practice. It is also
conscious of the need to share its experiences with and learn from, others
regionally, nationally and internationally. As well as promoting better learning
and teaching practices, the College believes that recognising existing good
practice is important in acknowledging faculty and staff achievements.

2.2.4. Increasingly, a wide range of individuals are involved in supporting the learning
experience, including technical, service and administrative staff. The College is
committed to ensuring that these staff are also valued and provided with
training, support and development opportunities that enable them to make a
continuing and effective contribution to students’ experiences.

2.2.5. The College’s learning and teaching commitments relating to valuing faculty and staff
include:

2.2.5.1. providing opportunities for all faculty and staff in support of their commitment
to learning and teaching, including development, training and reward;

2.25.2. making more transparent and seeking to promote, the links between teaching
and scholarship and professional practice, which inform the everyday
practices of individual faculty and staff.

2.2.53. demonstrating its commitment to valuing faculty and staff, by exploring ways
to reduce the workload of staff (for example through reducing the burden of
bureaucracy, without compromising quality assurance) and exploring
schemes to reward teaching excellence;

2.2.5.4. maintaining and enhancing its mechanisms for the identification and
dissemination of good practice.

2.3. A Supportive Learning and Teaching Environment

2.3.1. Appropriate resources and structures are crucial in providing students, faculty and
staff with the support they need to learn and to teach. Such structures also need
to be sufficiently flexible to meet future needs, cope with changing patterns of
learning and teaching, and facilitate improvements in the learning experience of
students and the working environment for faculty and staff. In this context, it is
important that learning and teaching are recognised as the primary processes of
the institution.

2.3.2. High-quality, well-managed teaching accommodation and study space are essential
to student learning and also in enabling faculty to deliver teaching effectively.
This is an area where, although improvements have been made in recent years,
further improvement is essential. The communication and information
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technology infrastructure, in relation to learning and teaching, also needs further
development and investment.

2.3.3. The College’s commitments relating to the provision of a supportive learning and
teaching environment include:

2.3.3.1. improving structures to facilitate easier interdisciplinary working between
departments and further to promote the dissemination of good practice;

2.3.3.2. developing structures and systems that have the flexibility and capacity to
respond to changing external and internal needs and which recognise
teaching as the core activity of the College. Such structures and systems
should build on existing strengths, while safeguarding the quality and
distinctiveness of the learning experience;

2.3.3.3. maintaining and improving the quality of its learning and teaching facilities;

2.3.3.4. maintaining and refining mechanisms to assure the quality of teaching and of
the learning experience, and also to facilitate improvements to the quality of
the student experience;

2.3.3.5. exploring when and whether collaborations with other organisations could
make a positive contribution to the College’s aspirations in relation to
learning and teaching;

2.3.3.6. promoting an environment with a sense of community, which values the
contributions of all those who participate in and support the learning
environment, with good working relationships between students and all
categories of faculty and staff across academic, administrative and service
departments.
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Malpractice

1.

1.1.

1.2.

1.3.

1.4.

1.5.

Introduction:

Academic misconduct occurs when a student attempts to gain an unfair advantage in
any assessment. Academic misconduct covers a range of offences. The following is not
an exhaustive list and the College reserves the right to include any other type of
cheating under the terms of this policy:

Plagiarism by copying and passing off, as the student’s own, the whole or part(s) of
another person’s work, thereby 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 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.

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.

Assessors can recognise plagiarism through changes in writing style, language, spelling
or they may already know the source material/work that is being presented as their own.
Plagiarism and collusion can also be detected through Turnitin which is an electronic
software tool. Assessments are submitted on Turnitin which generates a report
indicating the percentage of the work that may have been plagiarised and shows text
that matches other sources.

The originality report is NOT a plagiarism report

The matching text found is not an assessment of whether work has or has not been
plagiarised. Originality Reports can help tutors to locate potential sources of plagiarism.
The decision to deem any work plagiarised should be made only after careful
examination of both the submitted paper and the suspect sources. As the originality
report is not a plagiarism report, a low percentage on the originality report does not
guarantee that the tutors will not detect plagiarism.

What percentages are safe?

This is not clear cut as all work will probably contain some words from other sources. As
a guide a returned percentage of 25% or below would probably indicate that plagiarism
has not occurred. However, if the matching text is one continuous block this could still
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be considered plagiarism. A high percentage would be anything over 30%. This will
depend on the students work and the requirements of the report or essay.

Reporting and Investigation

Where a lecturer suspects that academic misconduct has taken place, he/she will report
the matter to the Head of Academic Service or the relevant Programme Leader.

The Programme Manager/Programme Leader will consider the evidence and carry out
the investigation if necessary.

As part of the investigation, the student will be invited to attend a meeting in writing. If
the student does not respond to the invitation to attend the meeting, the Programme
Manager may continue with the meeting without the student’s involvement and make a
provisional decision to send it to the Academic Assessment Panel for a final decision.

Penalties

The Academic Assessment Panel will decide the penalty which can range from
awarding the assessment as referred to failing the unit in very serious cases.

If the Panel is satisfied that the academic misconduct has not taken place, no further
action will be taken in relation to the case. The student will be informed of this outcome
in writing.

If the Panel is satisfied, on the balance of probabilities, that serious academic
misconduct has occurred, a suitable penalty will be applied and the student will be
notified to Pearson by emailing a JCQ Form M1 with supporting documentation to
pgsmalpractice@pearson.com

The form can be downloaded via:

https://qualifications.pearson.com/en/support/support-topics/exams/examination-
guidance/malpractice-and-plagiarism.html
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Certification
Task 1
Entering the marks on Pearson BTEC online system

1. Exam officer must follow the EOL User Guide —Reporting Results & Claiming
Certificates to enter the grades and claiming certificate

2. Exam Officer must check the student details (Name, HNC/HND student ID, DOB,
Course name and Level) on Pearson BTEC website

3. Exam Officer must enter the grades of each module agreed by exam board and
external verifier

4. Exam Officer and an authorised member of academic staff must recheck the student
details and grades before requesting the final certificate in order to avoid any
discrepancies in the final certificate

Task 2

External Standard Verifier to approve all student grades
Task 3

Informing student to collect the certificate

1. Exam Officer and an authorised member of academic staff must check if the details
on certificate are same as the details held in our records and on the Pearson BTEC
online system.

2. Send emails for collection( should use templates)
e Should check Fee for HNC/HND before we sent emails for collection
e Ifitis outstanding fee, the student should be contacted.
3. When issuing the Certificate and transcript need to check CECOS/ photo ID card.

4. If student comes on behalf of their friend they must send you e — mail with the
collectors name and that person must provide their own ID.
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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 learners. 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 learner success. It aims to provide a
clear and simple framework, so that learners can understand when they may be entitled to
compensation or a refund of tuition fees or another type of remedy and how to make a
claim. Learners 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 changed in April 2018 when the
Office for Students (OFS) became fully operational. The OFS will combine the existing
regulatory functions of the Higher Education Funding Council for England (HEFCE) and the
Office for Fair Access (OFFA). 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 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 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.

Refunds

The college aims to deliver a high quality further and higher education provision, in line with
the requirements of learners, employers, awarding bodies and, for HE programmes, the
validating partner universities.

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 learners during the academic year.

This policy applies to all college students, irrespective of the funding arrangements for their
further or higher education programme, including:

e Students who pay their own tuition fees.
e 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 learners 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 to contact the college.

In the event of a course closure, refunds will not be paid to those learners who have:
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e 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, with the exclusion of short courses of less than one month. These
requests should be made to the Registrar.

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 changes including those due to industrial action.

For a refund request in response to an issue or problem with your college course the
Complaints Policy and Procedures document found on the learner virtual learning
environment (Moodle) should be followed. Initial contact should be made in writing to the
Director of Studies. In each case, the learner should explain in detail the issue/problem
experienced and why the learner believes that they are entitled to a refund. If the claim is
not substantiated the learner 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 Director of Studies giving
full explanation as to why the learner 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 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
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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 and Procedures, the following
refund process will apply:

e 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 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.

e 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:

e Transfers from a course the college has closed to an alternative course, the
difference will be paid by the college.

e Transfers to a course with a similar tuition fee, no charge will be made.

e 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 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 to the non-preservation of continuation of study.

The college’s priority will always be to ensure that students receive the education experience
outlined in college course information (whether on-line or in hard copy format) and their
learning agreement. 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.

The college is cognisant of OIA guidance on 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:
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Level of Stress and Inconvenience Indicative Compensation
Moderate Up to 10%

Substantial Up to 50%

Severe 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).

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 Compensation Policy

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 will be designated for those
students where an increased risk of non-continuation of study has been identified.
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Listening to the views of students

GUIDING PRINCIPLES FROM QAA

1.

Student engagement through partnership working is integral to the culture of higher
education, however and wherever provision is delivered - student engagement is led
strategically, but widely owned.

Higher education providers, in partnership with their student body, define, promote,
monitor and evaluate the range of opportunities to enable all students to engage in
quality assurance and enhancement processes.

Effective student engagement supports enhancements, innovation and transformation
in the community within and outside the provider, driving improvements to the
experience of students.

Arrangements exist for effective representation of the collective student voice at all
organisational levels including decision-making bodies.

Providers recognise and respond to the diversity of their student body in the design and
delivery of student engagement, partnership working and representation processes.
Student engagement and representation processes are adequately resourced and
supported.

Providers work in partnership with the student body to close the feedback loop

The following methods for gaining your feedback are used:

e Student feedback (every semester)

e Meeting of Student Council (every semester)

e Programme Committee Meeting (every semester)

e Focus group interviews conducted with random sample of students.
e Student Complaints form

e Communication with Student Representative on a daily basis via WhatsApp and
Trello

Academic Feedback

You will receive accurate and useful feedback of your assessments within four to six
weeks of assessments deadline about your academic performance. You need to keep
track of your academic progress, and therefore you must look at feedback and use it to
see where you went wrong/ right, for improvement, which will become an automatic
process.

Administration Office
The Administration office opening times are:

Monday to Friday 0900 Hrs — 1730 Hrs
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Letters

Student request letters (e.g. - council tax letter) will normally be dealt within 2 working
days from receipt of request however staff will endeavor to prepare letters as quickly as
possible. Student request form can be obtained from main College Reception. During
busy times, please be patient as the staff handles enquiries.

ID Cards:

Student ID cards will be issued within seven working days from the receipt of ID
request. Student ID Card Request form can be available from main College Reception.
There will be a charge of £5 for each lost/ stolen Student ID Card.

Reclaiming Student Certificates

If you wish to reclaim a Pearson HNC or HND certificate please follow the instructions
at: http://qualifications.pearson.com/en/support/Services/replacement-certificates.html
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