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1. The purpose of the Quality Handbook 

 

 
 

1.1 The purpose of the Quality Handbook (QH) is to set out the policies, procedures, 

processes, regulations and guidance that define and assure the academic standards 

and quality of the University’s academic portfolio. 

1.2 The QH is fully updated for the start of each academic session. Changes that have 

been made from the previous edition are shaded and remain shaded for the 

duration of the new edition. 

1.3 The QH explains: 

a. the formal governance and award structures that set academic standards for 

taught courses and research degree programmes (Part A), 

� Section 1: Academic quality governance 

� Section 2: Undergraduate awards 

� Section 3: Postgraduate (taught and research) 

awards 

b. the procedures for assuring academic quality and that of the student learning 

experience (Part B), 

� Section 4: Enabling student development (in 

development 2015/16) 

� Section 5: Course development and approval 

� Section 6: Monitoring, review and reporting 

� Section 7: Periodic School Review 

� Section 8: Student engagement 

� Section 9: External examining 

� Section 10A: Partnerships 

� Section 10B: School-based collaborative provision 

� Section 10C: Validation Service collaborative 

provision 

� Section 10D: Placement and work-based learning 

� Section 11: Research degrees 

c. the processes for the sound design, management and enhancement of the 

University’s courses (Part C). 

 

Nottingham Trent University is an independent and self-governing higher 

education provider, with degree awarding powers to offer academic awards at 

undergraduate, taught postgraduate and research and higher degree levels. 

The University takes responsibility for the academic standards and quality of its 

academic provision, and through the exercise of this responsibility ensures that 

the standards of its awards are comparable to those of other UK Universities. 
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� Section 12: Course design 

� Section 13: Admissions 

� Section 14: Learning and teaching 

� Section 15: Assessment 

d. the regulations that govern the operation of courses (Part D). 

� Section 16A: Common Assessment Regulations: 

Bachelor’s and Integrated Master’s Degrees 

� Section 16B: Common Assessment Regulations: 

Foundation Degrees 

� Section 16C Common Assessment Regulations: 

Taught Postgraduate Degrees 

� Section 16D: Common Assessment Regulations: 

Master’s and Doctor’s in Philosophy 

� Section 16E: Common Assessment Regulations: 

Professional Doctorate Degrees 

� Section 16F: Principles for drafting non-degree 

regulations 

� Section 17A: Notification of Exceptional 

Circumstances (NEC) procedures 

� Section 17B: Academic Appeals procedures 

� Section 17C: Academic Irregularities 

� Section 17D: Procedure for investigating alleged 

research misconduct 

� Section 17E: Complaints procedure for students 

� Section 17F: Research degrees appeals 

 
 

 
 

1.4 All sections of the QH have been drafted and are reviewed against equality and 

diversity considerations, and take into account the needs of diverse groups of 

students. 

1.5 The QH relates to the learning and teaching activities of the University. Among 

areas it does not cover are staff research (beyond the provision of research degree 

programmes), student records and timetabling, Human Resources, Finance and 

Estates Management. 

 

For the most part, each section of the QH contains formal policy statements,  

the requirements associated with the implementation of those policies and 

explanatory notes that provide staff and other users with practical and 

technical advice on the scope of implementation. Some sections do not follow 

this format because they deal solely with regulations or governance structures. 
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2. Key academic quality values 
 

 
 

2.1 The key values are: 

a. Strategic oversight of academic standards and academic quality is undertaken 

at the highest levels of University academic governance. 

b. The provisions set out in the QH are regularly and effectively monitored, 

reviewed and improved (see the Quality Handbook Supplement (QHS0A), 

available on the Academic Development and Quality website). 

c. There is regular, sufficient and appropriate external involvement in the 

maintenance of the University’s academic standards and the quality of its 

learning opportunities. 

d. Students have the opportunity to contribute to the shaping of their learning 

experience, and are properly and actively informed at appropriate times of 

matters relevant to their course or research degree programme. 

e. Equality and diversity considerations are embedded throughout to ensure that 

all students have an equal opportunity to succeed in their studies. 

f. University staff are appropriately supported in implementing the QH, enabling 

them in turn to support the learning experiences of students. 

g. All sections of the QH are written in a manner that is intended to be clear and 

transparent to all staff and students, and other stakeholders including 

external examiners. 
 

3. Articulation with the UK Quality Code for Higher Education 
 

 
 

3.1 Each QH section contains relevant references to the Quality Code as appropriate, 

however the following overarching principles have been established to inform all 

sections (including Section 10 which deals with collaborative provision): 

a. Each of the University’s academic awards is allocated to the appropriate level 

in the Framework for Higher Education Qualifications (FHEQ). 

b. All University courses take account of relevant subject and qualification 

benchmark statements (including the Foundation degree qualification 

benchmark as appropriate). 

 

While each section of the QH has its own policy statements, the overarching 

Handbook is based on a number of key academic quality values, which underpin 

all University’s policies, processes and requirements. 

 

In establishing the QH and the policies it contains, the University subscribes to 

the UK Quality Code for Higher Education and the Expectations and Indicators 

therein. 
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c. The University requires all course teams to present definitive information on 

the aims, intended learning outcomes and expected learner achievements of 

their courses by means of course specifications. 

d. The University has in place effective processes to approve and periodically 

review the validity and relevance of its courses. 

e. The University ensures independent and external participation in the approval 

and moderation of its courses and research degree programmes. 

f. The University ensures that the assessment of students is robust, valid and 

reliable and that the award of qualifications and credit are based on the 

achievement of the intended learning outcomes. 

3.2 The University has also ensured that its QH stipulations align with the Standards 

and Guidelines for Quality Assurance in the European Higher Education Area. 
 

4. Other supporting information 

4.1 The QH is supported by a number of supplements. These Quality Handbook 

Supplements (QHS) contain more specific requirements and guidance notes which 

relate to the operationalisation of overarching policy. Also included as supplements 

are technical and procedural manuals, templates and/or forms.. 
 

5. Contacts 

5.1 The QH is maintained by the Centre for Academic Development and Quality 

(CADQ), with primary support from the Academic Office, the University Graduate 

School, the Equality and Diversity Team, Student Support Services and the 

Admissions Office. 
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1. Overview 
 

 
 

     The University has a mature and clearly articulated quality management 
framework, which resides under the authority of Academic Board. 

     Proportionate powers for aspects of maintaining standards and enhancing quality of 
taught courses are delegated to the Academic Standards and Quality Committee 

(ASQC), Sub-Committees, Schools (and course committees) and to Development 
and Approval Groups (DAGs). 

     Proportionate powers for aspects of maintaining standards and enhancing quality of 

research degrees are delegated to the University Research Committee (URC), 

University Research Degrees Committee (URDC), College Research Degrees 

Committees (CRDCs), course committees and to DAGs. 

     ASQC and URC have an important role in ensuring that the University’s quality 
management procedures are operating in an appropriate manner, and the 

committees also seek to identify the need for, and to nurture, new academic 

development policy and practice. 

     Other important features of the University framework include: 

a. Bespoke task and finish groups that assist in shaping policy (see para. 7); 

b. A Validation Service Sub-Committee (VSSC) that oversees the University’s 

collaborative provision with Validated Centres (see para. 4 and Quality 

Handbook (QH) Section 10C); 
 

 

e. A robust process for the approval of new courses and major changes to 

courses via DAGs. Each DAG membership is tailored to the scale and scope of 

the specific proposal, and includes peers external to the University (see QH 

Section 5); 

f. A cycle of Periodic School Reviews (PSRs) and Periodic Research Degrees 

Review (PRDR), whereby, every five years, a School’s quality assurance and 

enhancement strategies for its course portfolio are scrutinised by a team of 

trained internal reviewers and external peers (including a student 

representative) (see QH Section 7); 

 

The University’s framework, procedures and processes for assuring and 

enhancing the standards and quality of academic provision are designed to 

ensure an integrated system, which has the student learning experience at its 

centre. 

c. A School-based Collaborative Provision Sub-Committee which maintains 

oversight of the University’s collaborations and partnerships other than those 

with Validated Centres (see para. 6 and QH Sections 10A and 10B); 

d. A Cross School Standards and Quality Sub-Committee that maintains 

oversight of the standards and quality of all courses that are designed to work 
across several Schools (see para. 7); 



Section1 

page 4 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

 

Nottingham Trent University Quality Handbook 

Part A Section 1: Academic quality governance 

 

 

 

 

 

g. A cycle of Periodic Course Reviews (PCRs) which ensures the continued 

quality of the student experience by reflecting on stakeholder feedback and 

evaluation of course data in relation to appropriate University and sector 

benchmarks (see QH Section 6); 

h. An annual reporting cycle that derives from critical reflections at course and 

School level, and well as central and local analysis of student data (see QH 

Section 6); 

i. Proportionate delegation of quality management responsibilities to Colleges 

(CRDCs), Schools (School Academic Standards and Quality Committees 

(SASQCs)) and course teams according to clear criteria (see para. 6 and QH 

Supplement 1A); 

j. The inclusion of the student voice throughout the governance framework 

through the inclusion of students on key committees, and via the Student 

Engagement and Academic Representation Steering Group (StEAR) (see QH 

Section 8); 

k. Principles and requirements for learning and teaching (see QH Section 14); 

l. A systematic process for the approval and initial briefing of the University’s 

external examiners, overseen by the External Examiner Appointments Panel 

(see para. 5 and QH Section 9); 

m. School Standards and Quality Managers (SQM) and Learning and Teaching 

Coordinators (LTC), who facilitate standards and quality matters within 

Schools, and who collectively meet to network on a regular basis. 
 

2. Academic Board 
 

     Academic Board has ultimate responsibility for the standards, quality and 
enhancement of academic provision within the University. It is the senior academic 

committee of the University, with a range of responsibilities relating to the 

organisation of learning and teaching, research, scholarship, standards, students 
and courses, and advising the Vice-Chancellor on academic matters. 

     The principal responsibilities of the Academic Board are drawn from the Instrument 

and Articles of Government confirmed by the Privy Council in March 1993. Subject 

to these articles (and to the overall responsibility of the Board of Governors and to 

the responsibilities of the Vice-Chancellor), the Academic Board is responsible for: 

a. policy issues relating to the research, scholarship, learning, teaching and 

courses at the University, including criteria for the admission of students; 

b. the appointment and removal of internal and external examiners; 

c. policies and procedures for assessment and examination of the academic 

performance of students; 

d. the content of the curriculum; 

e. academic standards and the approval, monitoring and review of courses; 
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f. the award of, and the procedures for the award of, qualifications and 

academic titles which, in the case of honorary awards, shall be subject to 

confirmation by the Board of Governors; 

g. agreements with other validating and accrediting bodies, including 

professional institutions and other education providers; 

h. the overview of all collaborative provision entered into by the University; 

i. the procedures for the expulsion of students for academic reasons (such 

responsibilities shall be subject to the requirements of validating and 

accrediting bodies); 

j. considering the development of the academic activities of the University and 

the resources needed to support them, and for advising the Vice-Chancellor 

and Board of Governors thereon; 

k. advising on such other matters as the Board of Governors or the Vice- 

Chancellor may refer to the Academic Board. 

     In accordance with the Instrument and Articles of Government, no more than 34 

members sit on the Academic Board and it shall comprise the Principal (Vice- 

Chancellor) (who shall be chairman) and such other numbers of staff and students 

as may from time to time be determined by the Academic Board subject to 

approval by the Board of Governors. The Vice-Chancellor may nominate a Deputy 

Chair from among the members of the Academic Board to take the chair in his 

place. The period of appointment of members and the selection or election 

arrangements shall be subject to the approval of the Board of Governors. 

 
Academic Board membership 

 

� Ex-officio members: 

The Vice-Chancellor (chair); 

The Pro Vice-Chancellor (Academic); 

Pro Vice-Chancellors and Heads of Colleges; 

Deans of School; 

Head of the Academic Office (Secretary to the 

Board); 

Director of Academic Development; 

Director of Libraries and Learning Resources 

(LLR). 

� Two student representatives. 

� One member of the teaching staff of each School 

elected for three years by the teaching staff of 

that School. 

� Two members of teaching staff elected for three 

years by the teaching staff of the University. 

� One member of the permanent professional 

services staff elected for three years by the 

permanent professional services staff as a whole. 
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� In attendance by invitation: 

Chief Financial and Operations Officer, Head of 

Student Support Services, two further student 

representatives (NTSU nominated). 

� Minute secretary. 

     Academic Board may establish and disestablish such committees as it considers 
necessary to enable it to carry out its responsibilities, provided that the 

establishment of any such committees and their terms of reference are first 

approved by the Vice-Chancellor and the Board of Governors (see table for 

structure). The number and nature of members of any such committee, the method 

by which they are to be elected or appointed, and the terms on which they are to 
hold and vacate office shall be determined by the Academic Board. 

     Boards of Examiners (see QH Section 15 and Quality Handbook Supplement (QHS) 

15B) have delegated authority from the Academic Board for determining academic 

awards and for decisions on the progression of students. 
 

3. The Academic Standards and Quality Committee 
 

 
 

     The powers delegated to ASQC are defined and exercised according to a set of clear 

terms of reference, an appropriate constitution and to regular reporting to the 

Academic Board. The terms of reference are as follows. 

The principal functions of ASQC are:   
 

 

 

Academic Board delegates powers for setting, maintaining and assuring 

standards and quality for taught courses to the Academic standards and Quality 

Committee. 

a. To assure the Academic Board of the quality of learning opportunities and 

standards of awards. 

b. To assure the Academic Board of compliance with the UK Quality Code, 

Framework for Higher Education Qualifications (FHEQ) and other relevant 

external benchmarks. 

c. To advise the Academic Board on the strategic and deliberate steps that need 

to be taken with respect to the enhancement of learning opportunities and 

quality management processes. 

d. To ensure institutional oversight of academic and academic-related functions 

which are governed, at least in part, by the UK Quality Code. 

e. To ensure appropriate quality management mechanisms are in place to 

support good academic practice. 

f. To develop and review academic policy related to student learning 

opportunities and academic standards. 

g. To advise Academic Board on the relevance and appropriateness of evidence 

to support decision-making. 
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Specific functions of ASQC include:   
 

 

 

Operational notes 
 

 

� The Chair and the Director of Academic 

Development will review ASQC membership on an 

annual basis to ensure that it remains appropriate 

for the conduct of its business and to ensure that 

the overall membership is refreshed as necessary. 

 
ASQC membership 

 

     The membership of ASQC is subject to ratification by the Academic Board. 
 

 

h. To advise the Academic Board on the priorities of development work that 
needs to be undertaken for the forthcoming period. 

i. To oversee the approval of new courses and major changes to courses, 

outcomes of Periodic School Review and periodic collaborative reviews. 

j. To oversee the deliberate steps taken at institutional level to enhance the 

quality of student learning opportunities. 

k. To ratify the decisions of sub-committees and working groups. 

l. To support the appropriate function of School Academic Standards and 

Quality Committees. 

m. To oversee data and actions related to student academic satisfaction. 

n. To monitor the standards, quality and ongoing enhancement of courses on an 

annual basis. 

o. To take appropriate actions related to outcomes of interim monitoring of 

quality, standards and enhancement. 

p. To oversee the external examiner system. 

� The ASQC meets nine times per year. One 

meeting will be an annual monitoring meeting and 

will take place in November. 

� Oversight of School quality management is 

achieved through a Centre for Academic 

Development and Quality (CADQ) summary of key 

SASQC outcomes. 

� Where ASQC needs to ensure that any decisions 

made will not compromise quality/standards of a 

particular discipline, the committee will specifically 

ask for confirmation from Schools via SASQC. 

This route will also be used for consultation 
purposes. 

Membership is constituted from the range of colleagues who represent areas of
work and expertise related to the business of the committee. An individual 
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� Pro Vice-Chancellor Academic, Chair. 

� Three Deans (rotating). 

� Three School Standards and Quality Managers 

(rotating). 

� Three nominated academic colleagues with senior 

roles with expertise related to the management of 

quality and enhancement (rotating). 

� Chairs of all ASQC sub-committees. 

� Nottingham Trent Students’ Union (NTSU) 

President. 

� NTSU Vice-President Education. 

� Director of Academic Development (to act as 

Deputy Chair). 

� CADQ Academic Quality Manager. 

� Head of Academic Office (or representative). 

� Head of Admissions (or representative). 

� Head of Centre for Professional Learning and 

Development (CPLD) (or representative). 

� Head of Collaborative Partnerships Office (CPO) 

(or representative). 

� Head of Employability and Enterprise (or 

representative). 

� Head of Estates (or representative). 

� Head of Equality and Diversity (or representative). 

� Head of Graduate School. 

� Head of Information Systems (or representative). 

� Head of Library and Learning Resources (or 

representative). 

� Head of Student Support Services (or 

representative). 

� Executive Officer (CADQ). 

 � Minute Secretary (CADQ).   

member does not represent their discipline or School. Across the full membership,

all Schools commit to at least one member. 

Representation of these areas operates on a rotating basis over a two year cycle. 

Not all members are required to attend all meetings. All members, are however,

expected to read minutes and papers of all meetings. Members who are not

required to attend all meetings are welcome to attend any meetings that they feel

would be useful. CADQ will extend appropriate invitations after agreement of the

agenda. 

Membership of ASQC is as follows: 
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     ASQC has four sub-committees that carry out specific tasks associated with 

standards and quality management – the Validation Service Sub-Committee, the 

School-Based Collaborative Provision Sub-Committee, the Cross School Standards 

and Quality Sub-Committee, and the External Examiner Appointments Panel. 

     ASQC receives regular reports from the Student Engagement and Academic 

Representation Steering Group. 

     ASQC commissions expert working groups to undertake development work as 

necessary. 
 

4. University Research Committee 
 

 
 

 
 

 

 

Academic Board delegates powers for setting, maintaining and assuring 

standards and quality for research degree courses to the University Research 

Committee. 

The powers delegated to the University Research Committee (URC) are defined and

exercised according to a set of clear terms of reference, an appropriate constitution
and to regular reporting to Academic Board. The terms of reference are as follows. 

a. To oversee and support the development high quality sustainable research 

and associated translational activities, in accordance with the NTU Strategic 

Plan. 

b. To monitor and regularly report to Academic Board on research activities and 

achievements associated with the NTU Strategic Plan Valuing Ideas theme. 

c. To oversee the marketing and publicity of NTU research and translational 

activities. 

d. To promote and monitor compliance across NTU with the Research Integrity 

Concordat. 

e. To promote and monitor compliance across NTU with NTU Publication and 

Data Management policies. 

f. To promote and monitor the development and engagement with the NTU 

Researcher Development Framework and to monitor NTU compliance with the 

Concordat to support the development of researchers. 

g. To receive regular reports from the College Research Committees. 

h. To advise Academic Board on policy relating to the management and 

enhancement of academic standards and quality of the University’s research 

degree courses, wherever they may be delivered. 

i. To consider and, when appropriate, ratify the decision of the University 

Research Degrees Committee (URDC) and Development and Approval Groups 
for research awards. 
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Operational notes 
 

 

 

URC membership 
 

  Membership of URC is as follows:   
 

 

 � The Vice-Chancellor (observer).   

j. To ensure that the University Graduate School discharges its responsibility for 

the monitoring of the quality and standards of research degree provision 

according to requirements of the URC and to liaise in this respect with URDC. 

k. To consider the Research Degrees Annual Report and to maintain oversight of 

any actions required relating to academic standards and quality 

enhancement. 

l. To oversee the appeals process for postgraduate research students. 

m. To consider the outcomes of periodic reviews of research degree provision, 

both at NTU and at collaborative partners. 

n. To advise Academic Board on research policy and procedures and trends and 

developments in research. 

o. When appropriate, to receive and consider regular reports on the preparations 

of submissions to the Research Excellence Framework (REF). 

� The URC meets four times per year. 

� The Chair will review URC membership on an 

annual basis to ensure that it remains appropriate 

for the conduct of its business and to ensure that 
the overall membership is refreshed as necessary. 

� Pro Vice-Chancellor Research (PVCR), Chair. 

� Three Associate Deans of Research (ADR). 

� The Head of Graduate School. 

� Three Deans, one per College. 

� Three Postgraduate Research Tutors, one per 

College. 

� Three School Research Coordinators, one per 

College. 

� Three Unit of Assessment Coordinators, one per 

College. 

� Head of CPLD. 

� Head of Business Innovation. 

� Head of the Research Grant Capture Team. 

� Head of Integrated Marketing. 

� Head of Library and Learning Resources Research 

Support Team. 

� Servicing Officer. 
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5. The Validation Service Sub-Committee 
 

     VSSC has responsibility for overseeing the approval, review and monitoring 

processes of Validated Centres and their courses of study. It has the following 

terms of reference: 

a. To advise ASQC, the Pro Vice-Chancellor (Academic) and the Collaborative 

Partnerships Office on the maintenance and enhancement of the standards 

and quality of the Validation Service provision, and to make proposals to 

ASQC for policy or regulatory changes. 

b. To ensure that University policies and approaches are embedded within 

academic provision at Validated Centres and to promote to those partners 

innovative practice in the delivery and support of academic courses and the 

dissemination of good practice in learning and teaching. 

c. To analyse Course Standards and Quality Reports (CSQRs) (and centre-wide) 

reports submitted for courses operating at Validated Centres. 

d. To consider for ASQC the Validation Service aspects of the Collaborative 

Section of the Overview Report on Standards and Quality Management. 

e. To receive and consider the outcomes of approval and review events at 

Validated Centres in order to ensure that the events have been conducted in 

accordance with the QH. 

f. To consider and approve modifications and changes to Validated Centre 

courses, and, where appropriate, new courses not requiring an approval 

panel. 

g. To monitor, in conjunction with CADQ, compliance with conditions of 

approval. 

h. To monitor, in conjunction with CPO, the requirement for a signed agreement 

in respect of each Validation Service, and to ensure that a collaborative 

register of Validated Centre courses is maintained. 

i. To ensure that new or revised Quality Assurance Agency for Higher Education 

(QAA) Subject Benchmarks (and associated documents) are circulated to 

Validated Centres. 

URC has two working groups to support the further development of research and

its translation, these are the School Research Co-ordinators Forum and the Unit of

Assessment Co-ordinators Forum. Additionally it has three Steering Groups

associated with the NTU Strategic Research themes. 

a. The School Research Co-ordinators Forum – primary focus to support the 

development, delivery and reporting on the NTU Schools’ Research Plans. 

b. The Unit of Assessment Coordinators Forum – primary focus on REF related 

activities, supported by PVCR, ADRs and others from the REF2020 Planning 

Group. 

c. The Steering groups associated with the NTU Strategic Research themes – 

Health and Wellbeing, Low Carbon and Sustainability - primary focus on the 
leadership, coordination and development for each of these themes. 



Section1 

page 12 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

Nottingham Trent University Quality Handbook 

Part A Section 1: Academic quality governance 

 

 

 

 

 

j. To report to ASQC on any specific issues of good practice or concern. 

k. To consider and report on matters as may be referred from time to time from 

ASQC. 

 
VSSC membership 

 

� A senior member of the University – who is also a 

member of ASQC (Chair). 

� Nine members drawn from Schools. 

(A School may nominate an alternate to attend 

meetings when its regular member is unable to do 

so; a School may also (via the VSSC Servicing 

Officer) nominate an additional member to attend 

a VSSC meeting (as an observer) for staff 

development purposes). 

� Two members who are, or have recently been, a 

verifier at a Validated Centre (invited by the chair 

of ASQC). 

� Collaborative Partnerships Manager. 

� Academic Quality Manager (CADQ). 

� Senior Standards and Quality Officers (CADQ). 

� Senior Officers of the Collaborative Partnerships 

Office. 

� Executive Officer (CADQ). 

� Minute Secretary (CADQ). 

     The VSSC membership is subject to ASQC ratification. 

 
Operational notes 

 

� The VSSC meets between four and eight times a 

year. 

� CADQ supports the committee in setting agendas, 

preparing covering papers to aide discussion and 

decision-making; CPO communicates decisions to 

Validated Centres. 

� CADQ (in conjunction with CPO) organises 

appropriate induction and staff development for 

new sub-committee members. 

� CADQ collates sections of School Standards and 

Quality Reports (SSQRs) relating to collaborative 

provision and forward these to the Head of CPO. 

The Collaborative Partnerships Manager, in 

consultation with CADQ, drafts a consolidated 

section of the Overview Report on Collaborative 

Provision derived from these SSQRs and Validation 
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Service CSQRs and Validated Centre Standards 

and Quality Reports (VCSQRs). This Overview 

Report is considered by ASQC in November each 

year. 

� VSSC submits all approval decisions to ASQC for 

formal ratification. 
 

6. The School-Based Collaborative Provision Sub-Committee 
 

 

a. To advise ASQC, the Pro Vice-Chancellor (Academic) and Schools on the 

maintenance and enhancement of the standards and quality of School-based 

collaborative provision and partnerships. 

b. To make proposals to ASQC for policy or regulatory changes. 

c. To be cognisant of changes in UK and international policy for collaborations 

and partnerships, and to advise ASQC accordingly. 

d. To contribute to the annual review meeting of ASQC in order to monitor the 

standards and quality of School-based collaborative provision and 

partnerships. 

e. To receive and consider a synopsis of course development and approval 

groups, and periodic collaborative review activities for School-based 

collaborative provision, and to consider any themes or actions arising from 

that synopsis. 

f. To consider and approve modifications and changes to approved collaborative 

frameworks. 

g. To ratify the decisions of approvals and reviews of partnership arrangements 

undertaken by SASQCs. 

h. To monitor, in conjunction with CADQ, compliance with conditions of 

approval. 

i. To approve withdrawal and teach-out arrangements for School-based 

collaborative provision and partnerships, and to monitor standards and the 

quality of student learning opportunities for the duration of the teach-out 

period. 

j. To monitor, in conjunction with CPO, the requirement for a signed agreement 

in respect of each School-based collaboration or partnership. 

k. To approve and monitor the register of School-based collaborations and 

partnerships. 

l. To report to ASQC on any specific issues of good practice or concern. 

m. To consider and report on matters as may be referred from time to time from 

ASQC. 

This committee has responsibility for oversight of the quality and standards of

School-based collaborative provision and partnerships across the University. It has
the following terms of reference: 
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School-Based Collaborative Provision Sub-Committee membership 
 

� A senior member of the University – who is also a 

member of ASQC (Chair). 

� A School Standards and Quality Manager. 

� A current School-based collaborative provision 

course coordinator. 

� An Academic Team Leader (ATL). 

� An Associate Dean. 

� A Course Leader. 

� A member of a School Standards and Quality 

Committee. 

� Executive Officer (CADQ). 

 � Minute Secretary (CADQ).   
 

 

 

Operational notes 
 

 
 

 

7. The Cross-School Standards and Quality Sub-Committee 
 

 
 

 

The above is subject to a rolling (three year) term of office. 

This membership is subject to ASQC ratification 

� The sub-committee meets four times a year. 

� CADQ supports the committee in setting agendas, 

preparing covering papers to aid discussion and 

decision-making and communicating decisions to 

Schools. 

� CADQ organises appropriate induction and staff 

development for new committee members. 

� The sub-committee submits all approval decisions 

to ASQC for formal ratification. 

This committee has responsibility for oversight of the quality and standards of all

courses which are designed to work across several Schools. It has the following

terms of reference: 

Strategy for standards, quality management and enhancement 

a. To advise ASQC on the maintenance and enhancement of the standards and 

the quality of student learning opportunities for courses taught across 

Schools. 

b. To ensure that University policies and approaches are embedded within 

courses that span across Schools. 

c. To assure the University of the currency and health of the provision. 



Section1 

page 15 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

Nottingham Trent University Quality Handbook 

Part A Section 1: Academic quality governance 

 

 

 

 

 

d. To consider and report on matters as may be referred from time to time by 

the PVC Academic, ASQC and relevant SASQCs. 

Course monitoring and annual reporting 

e. To take responsibility for the continuing annual monitoring and enhancement 

of cross-School provision according to the University’s requirements. 

f. To ensure that review processes are informed by qualitative and quantitative 

evidence and have an impact on development and enhancement. 

g. To monitor the mechanisms for student feedback on courses and teaching, 

the analysis of feedback received from students and the action taken upon 

such feedback. 

h. To receive and monitor annual course reports and action plans within them in 

accordance with University requirements. 

i. To provide an annual report to ASQC on the standards and quality of cross- 

School provision. 

j. To receive external examiner reports and ensure that external examiners’ 

action points are appropriately considered. 

k. To oversee the periodic review of cross-School courses in line with the 

University’s requirements. 

l. To receive reports from NTU Professional Services as appropriate. 

Learning, Teaching and Assessment 

m. To ensure that the University’s requirements and expectations around 

learning, teaching and assessment are met for all cross-School provision. 

n. To make recommendations to the University External Examiner Appointments 

Panel on the appointment of external examiners with sole responsibility for 

cross-School courses. 

Course development 

o. To consider and approve proposals for modifications to courses of study. 

p. To approve (on behalf of ASQC) new course titles for the Multi-Disciplinary 

Masters course where modules are currently approved and the proposal 

adheres to the approved framework. 

q. To retain oversight of cumulative changes to courses year-on-year. 

r. To ensure that course development is informed by stakeholder engagement. 

Professional, Statutory and Regulatory Bodies 

s. To monitor the involvement of Professional, Statutory and Regulatory Bodies 

(PSRBs) with courses, ensuring action is taken on the reports and 

recommendations from those bodies, and notifying CADQ of changes to NTU’s 

PSRB register on a quarterly basis. 
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Cross-School Standards and Quality Sub-Committee membership 
 

� A senior member of the University – who is also a 

member of ASQC (Chair). 

� Three academics with cross-School expertise but 

not associated with courses coming under the 

committee’s remit. 

� Course Leaders for cross-School courses. 

� A School Quality Manager. 

� A School Learning and Teaching Coordinator. 

� An Employability Coordinator. 

� Two student representatives. 

� A Professional Service representative with some 

familiarity with courses coming under the 

committee’s remit. 

� A Professional Service representative not 

associated with courses coming under the 

committee’s remit. 

� A School Administrator. 

� Executive Officer (CADQ). 

 � Minute Secretary (CADQ).   

      The above is subject to a rolling (three year) term of office. 

  The membership is subject to ASQC ratification.   

 
Operational notes 

 

 
 

8. External Examiner Appointments Panel 
 

     All external examiner nominations for taught courses and for phase one of  
professional doctorate courses are subject to scrutiny by the External Examiner 

Appointments Panel (EEAP). The panel has the following terms of reference: 

a. To consider and approve external examiner nominations. 

� The sub-committee meets between six and eight 

times each year. 

� CADQ supports the committee in setting agendas, 

preparing covering papers to aid discussion and 

decision-making and communicating decisions to 

Schools. 

� CADQ organises appropriate induction and staff 

development for new committee members. 

� The sub-committee submits all approval decisions 

to ASQC for formal ratification. 
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b. To submit all approval decisions, and recommendations to terminate a 

contract, to ASQC for formal ratification. 

c. To receive and approve an annual External Examiners’ Overview Report for 

consideration by ASQC. 

 
EEAP Membership 

 

� The Chair (who is also a member of ASQC) and 

four members of academic staff with appropriate 

experience. 

� A member of the Validation Service Sub- 

Committee (VSSC). 

� Academic Quality Manager (CADQ). 

� Servicing Officer (CADQ). 
 

     The above is subject to a rolling (three year) term of office. 

 

Operational notes 
 

� The panel normally meets between four and six 

times a year. 

� The Chair may co-opt other members for meetings 

where there are several apologies in advance. 
 

9. Student Engagement and Academic Representation 

Steering Group (StEAR) 
 

     The Student Engagement and Academic Representation Steering Group (StEAR) is 

a joint endeavour between the Students’ Union and the University. The group 

oversees the operation of the student representative system at NTU and the 

engagement of students in activities as described in the Joint Statement on 

Academic Representation (see QHS 8A) and the Quality Handbook Section 8. 

StEAR reports to ASQC and Student Council on the health and continuing 

development of student engagement and academic representation. 

     StEAR is managed by the Nottingham Trent University Students Union. 

 
StEAR Membership 

 

� Students’ Union President (Chair). 

� Students’ Union Vice President Education. 

� Students’ Union Student Voice Manager. 

� Pro Vice-Chancellor Academic. 

� One Associate Dean. 

� Academic Quality Manager. 

� Senior Standards and Quality Officer. 
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� Any other members co-opted for a specific 

purpose and defined term. 

 

10. University Research Degrees Committee 
 

   The University Research Degrees Committee has delegated responsibility from the 

University Research Committee to monitor the academic standards and quality of 

research degrees and oversee the conduct of MPhil/PhD and professional doctorate 

routes. It has the following terms of reference: 

a. To advise the Head of the Graduate School on the development of strategy 

relating to the maintenance and enhancement of the standards and quality of 

research degrees wherever they may be delivered. 

b. To assure the Head of the Graduate School of the continued maintenance and 

enhancement of research degrees. 

c. To take responsibility for the continuing annual monitoring and enhancement 

of research degrees according to the University’s requirements. 

d. To evaluate the success of research degrees, and for the purposes of equality 

and diversity monitoring, consider submission and completion times and 

rates; pass, referral and fail rates; withdrawal rates; appeals and complaints; 

recruitment profiles and subsequent career paths of research degree 

students. 

e. To receive minutes of CRDC meetings and consider annual CRDC reports. 

f. To ratify the decisions of CRDC relating to the quality management and 

enhancement of MPhil/PhD routes. 

g. To receive minutes of professional doctorate course committees and consider 

the annual standards and quality reports. 

h. To monitor the mechanisms for student feedback, the analysis of feedback 

received from students and the action taken upon such feedback. 

i. To produce an annual report for URC on research degrees (including those 

offered with collaborative partners). 

j. To undertake (within the context of the annual report) a thorough analysis of 

feedback provided by students, examiners and any other key stakeholders. 

k. To receive reports from NTU Professional Services as appropriate. 

l. To consider for approval nominations of external examiners for phase 1 of 

professional doctorate courses. 

m. To nominate members of DAGs for the consideration of new professional 

doctorate courses and major changes to existing courses. 

n. To consider the outcome of DAGs and monitor the course team’s responses 

DAG conditions and recommendations. 

o. To consider and approve proposals for modifications to courses of study for 

professional doctorates. 
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p. To assure URC of the maintenance and enhancement of the standards and 

quality of the provision delivered by collaborative partners where the 

University is the awarding body, and the provision offered to students 

studying away from NTU. 

q. To receive and consider the outcomes of approval and review events at 

validated centres, and of courses delivered in partnership and to monitor 

compliance with conditions of approval. 

r. To monitor, in conjunction with CPO, the requirement for a signed agreement 

in respect of collaborative provision. 

s. To monitor the effectiveness, appropriateness and implementation of research 

degree regulations and make recommendations to URC for changes as 

appropriate. 

t. To consider proposals for new research degree award designations and to 

submit recommendations to URC for final approval by Academic Board. 

u. To receive new and revised QAA Subject Benchmark statements and ensure 

the University’s regulations for research degrees are consistent with the 

requirement and guidance issued by QAA and other relevant external bodies. 

v. To monitor the involvement of PSRBs with research degree courses as 

appropriate and ensure action is taken on the reports and recommendations 

from those bodies. 

w. To ensure that changes to NTU’s PSRB register are notified to CADQ on a 

quarterly basis. 

x. To ensure the ongoing currency of the University’s research environment 

statement. 
 

 

 

URDC membership 
 

 

y. To be responsible for the development and implementation of the NTU plan to 

promote and grow the research student cohort across NTU, reflecting the 

ambitions of the academic Schools. 

z. To proactively respond to calls by major funding agencies supporting cohort 

research, and participate in relevant Alliance DTA initiatives. 

aa. Support the work of URC in relation to research student matters. 

� Head of Graduate School (Chair). 

� Pro Vice-Chancellor Research. 

� Chairs of CRDC (Vice-Chair on rotation). 

� Nine Postgraduate Research Tutors (1 per School). 

� Four Professional Doctorate Course Leaders. 

� Four Student Representatives. 

� CADQ link officer. 

� Graduate School Professional Support Team 
Leader. 
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Operational notes 
 

� URDC meets six times per year. 

� Research Student representatives are not to be 

present when the progression, appeal or complaint 

of another research student is being discussed. 
 

11. School Academic Standards and Quality Committees 
 

   The academic standards and quality of courses within a School are monitored and 
regularly reported upon by its SASQC (this includes all courses that a School offers 

in collaboration with an external partner). Each SASQC reports to ASQC. The work 

of a SASQC is supported by representation at its meetings by a CADQ Senior 
Standards and Quality Officer. 

  The main SASQCs have common terms of reference as set out below, these will be 

reviewed in 2015/16: 

Strategy for standards, quality management and enhancement 

a. To advise the Dean on the development of strategy relating to the 

maintenance and enhancement of the standards and quality of the School's 

academic courses, wherever they may be delivered. 

b. To assure the Dean of the currency of the School’s courses and the 

appropriateness of the student learning experience (see para. 1.3k). 

c. To promote and monitor the achievement of the School’s Learning and 

Teaching Enhancement action plan. 

d. To ensure that University policies and approaches are embedded within 

academic provision and to promote innovative practice in the delivery and 

support of academic courses and the dissemination of good practice in 

learning and teaching, and quality management processes. 

e. To evaluate the impact of research, consultancy and professional activities on 

School provision. 

f. To consider and report on matters as may be referred from time to time by 

the Dean, the Head of College and by ASQC. 

Course monitoring and annual reporting 

g. To take responsibility for the continuing annual monitoring and enhancement 

of courses of study according to the University’s requirements. 

h. To review student intake, progression, completion and employment or further 

study data across all courses and ensure that these are analysed and used to 

� The Chair of Southampton Solent University 

Research Degree Committee or nominee. 

� Co-opted members: LLR, CPLD, Employability and 

Marketing. 

� Servicing Officer. 
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inform academic strategic developments, and for the purposes of equality and 

diversity monitoring. 

i. To receive and monitor annual course reports and action plans within them in 

accordance with University and School requirements. To receive reports from 

NTU Professional Services as appropriate. 

j. To produce a SSQR for ASQC on the courses run within the School (including 

those offered with collaborative partners) by 31 January each year. 

Student assessment 

k. To monitor the effectiveness, appropriateness and implementation of 

regulations on student assessment on courses and to make recommendations 

for changes as appropriate. 

Student evaluation of courses and teaching 

l. To monitor the mechanisms for student feedback on courses and teaching, 

the analysis of feedback received from students and the action taken upon 

such feedback. 

m. To prepare for subsequent publication a summary of feedback received from 

students and of the actions taken on that feedback. 

External examining 

n. To make recommendations to the University External Examiner Appointments 

Panel on the appointment of external examiners. 

o. To receive external examiners reports and to establish and monitor 

procedures for analysing in detail external examiners' action points and 

ensuring that they are acted upon and result in quality enhancements. 

p. To undertake (within the context of the SSQR) a thorough analysis of the 

School’s external examiner reports and its overall management of the 

external examining process (from induction onwards). 

Professional, Statutory and Regulatory Bodies 

q. To monitor the involvement of Professional, Statutory and Regulatory Bodies 

(PSRBs) with courses, as appropriate, and ensure action is taken on the 

reports and recommendations from those bodies. 

r. To ensure that changes to NTU’s PSRB register are notified to CADQ on a 

quarterly basis. 

Course development 

s. To nominate a member of Development and Approval Groups (DAGs) for the 

consideration of new courses and major changes to existing courses. 

t. To receive regular feedback and reports on the activities of DAGs and to 

consider – from time to time – matters of principle or policy requiring the 

advice of SASQC as a whole. In addition, to monitor course team responses to 

DAG recommendations. 

u. To receive a regular synopsis from CADQ on the operation of DAGs across the 

University (to include good practice and innovation in course development) 
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and to consider the implications for the School’s policies, practices and 

support for course and academic development. 

v. To consider and approve proposals for modifications to courses of study. 

Collaborative provision (other than at Validated Centres) 

w. To ensure that courses provided in collaboration with external partners are 

monitored and developed according to the same procedures as those which 

apply to internal courses, and to report on these courses within the annual 

SSQR. 

x. To ensure that changes to NTU’s Collaborative Register is notified to CADQ on 

a quarterly basis. 

QAA Subject Benchmarks 

y. To receive new and revised QAA Subject Benchmark statements and ensure 

that they are acted upon by the relevant course team(s). 

 
SASQC Membership 

 

� Dean of School (Chair). 

� School Quality Manager. 

� Learning and Teaching Coordinator. 

� College Academic Administration Manager or 

nominee. 

� Senior Standards and Quality Officer from CADQ 

with responsibility to the School. 

� Four Academic Team Leaders or their nominees. 

� Co-opted members in line with School 

requirements. 

� LLR Academic Liaison Team representative. 

� School Employability Coordinator. 

� Representative(s) of other Professional Services as 

appropriate. 

It is recognised that the attendance of members of Central 
Services at each SASQC throughout the University will be 
potentially difficult to resource but there will be considerable 
benefits for School/Central Services working and 
understanding by representatives attending at least one 
meeting for each SASQC per year. 

� Two student representatives. 

The University has robust and extensive arrangements for 
securing a student voice in course monitoring and 
enhancement e.g. course committees, staff-student 
consultative committees, representation at Academic 
Board/ASQC, PSR, module evaluation etc. Therefore, while 
student representation at SASQC is desirable it is not essential 
and the difficulties in obtaining such representation are 
acknowledged; Schools may develop their own approaches for 
ensuring the student voice is considered at SASQCs. 
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� Servicing Officer. 

 

Operational notes 
 

� The SASQC meets at least four times a year. 

� The SASQC undertakes its business, where 

appropriate, with the help of Sub-Committees and 

working groups and will receive timely and regular 

reports from any such Sub-Committees and 

working groups. In particular, SASQCs may find it 

appropriate to establish a School Learning and 

Teaching Sub-Committee, or equivalent, to pursue 

further the quality enhancement agenda. 

� The SASQC has the ability, when appropriate, to 

hold separate meetings for different categories of 

courses, for example undergraduate and 

postgraduate. 

� A member of another SASQC may be invited to 

attend meetings for staff development or other 

purposes. However, as the University has mature 

and extensive arrangements for ensuring 

externality in course development and broader 

quality management processes, there is no 

requirement for formal cross-membership. 

 

12. Task and finish groups 
 

   ASQC may establish task and finish groups (T&FGs) to take forward particular 

quality management and enhancements themes. Such themes will typically require 

a detailed level of development and drafting that cannot be accommodated within 

the constraints of standard committee business. 

  T&FG themes may be identified at ASQC governance or development meetings, may 

arise from formal monitoring, feedback or reporting processes (at University, School 

or student level), may be prompted by external shifts in policy, or may stem from 
executive University decision making. 

  T&FG themes may be ‘macro’ in scope e.g. a complete review of a particular policy 

(involving consultation and implementation) or may be ‘micro’ in scope e.g. an 

update to an aspect of a procedure or process. 

  ASQC will establish the terms of reference and membership for each T&FG, which 

will include the expected outputs. 

  On occasion, a theme may be allocated to an existing University forum e.g. 
Learning and Teaching Coordinators, School Quality Managers, whereby that forum 

becomes, de facto, a T&FG for the purposes of taking forward that theme. 

  T&FGs will normally have at least one physical meeting, but may, particularly in the 

context of ‘micro’ themes, conduct business via electronic means. 
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  T&FGs will have a fixed life. Those T&FGs with an extended life will report to ASQC 
on a regular basis, while short-term T&FGs may simply report to ASQC at the 
completion of their work. 

  ASQC will retain responsibility for approving, or otherwise, the outputs of T&FGs, 

which will be in the form of recommendations before consideration by ASQC. 

  As indicated above, each T&FG will vary in scope and timescale. Accordingly, the 

constitution and terms of reference for each will be bespoke. The following acts as 

a guide when formulating the constitution and terms of reference for a T&FG. 

 
T&FG constitution 

 

� The chair should be a member of ASQC (Standing 

or Greater Committee) or a CADQ /Professional 

Service manager. 

� There should normally be at least one other 

member of ASQC. 

� For ‘macro’ themes: a representative from each 

School or College (as appropriate to the task), a 

Professional Service representative and a student 

representative(s); 

� For ‘micro’ themes – a suitably qualified and 

experienced member of academic or professional 

staff (as appropriate to the task). 

� CADQ officer – secretary. 

 
Terms of reference 

 

� A T&FG should report to ASQC upon completion of 

the task (the chair would normally present to 

ASQC). 

� A ‘macro’/long term T&FG should establish key 

milestones and provide a short interim report(s) to 

ASQC. 

� A T&FG should consult with relevant stakeholders 

appropriately (including externally if the theme 

necessitates this). 

� A T&FG may request an amendment to its terms 

of reference, or the appointment of additional 

members or experts, or a time extension for 

completion of the task (via the T&FG steering 

group in the first instance). 
 

13. Consultation 
 

   The above committees and agencies conduct regular consultations with staff via 

task groups and other forums in the development of: 
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a. standards and quality enhancement policy and procedures; and 

b. regulations relating to undergraduate and postgraduate awards and the 

assessments undertaken by students. 
 

14. Exceptions 
 

   The University may modify its quality assurance framework in respect of courses 
leading solely to PSRB awards and for non-award bearing short courses (Quality 
Handbook Supplement 5J). 

  The QH contains the policies, procedures and regulations governing all NTU taught 

and research courses (including those offered at collaborative partners). In 
exceptional circumstances, the Vice-Chancellor may – in consultation with the 

University Executive Team (UET) (and acting as Chief Executive and chair of 

Academic Board) – enact policies, procedures and regulations that fall within the 

spirit of the Quality Handbook, but outside the formal letter of the regulations. 

Such policies, procedures and regulations will be designed to ensure that the 

University operates to the best of its ability to maintain the quality of the student 

learning experience in such exceptional circumstances, and to seek to ensure that 

academic awards are conferred on the basis of the most secure data available. 

Effective communication will take place with staff, students, collaborative partners 

and external examiners to ensure that the contingency arrangements are 

understood by all within the University community. The contingency arrangements 

will only cover the period in which the exceptional circumstances prevail and the 

University will return to operate under the full extent of the Quality Handbook 

thereafter. 
 

15. The executive 
 

   The Pro Vice-Chancellor Academic is responsible, in liaison with the Vice-Chancellor 

and other members of UET as appropriate, for executive oversight of the efficient 

and effective development of the University’s academic portfolio and supporting 

systems and frameworks. To achieve this, the Pro Vice-Chancellor (Academic) 

works to ensure the continuing development and provision of efficient and effective 

courses and service, supporting and securing high academic achievement and 

satisfaction amongst students. 

  The key central agency which supports ASQC and the Pro Vice-Chancellor 

(Academic) is CADQ. CADQ is led by the Director of Academic Development 

together with a team of professional officers. CADQ’s core function is to lead and 

support innovation and developments in curriculum design, teaching, assessment 

and learning, and quality assurance. CADQ administers ASQC, VSSC, EEAP, School- 

Based Collaborative Provision Sub-Committee, Cross-School Standards and Quality 

Sub-Committee, and Task and Finish Groups. 

 
Other NTU agencies provide additional support: 

 

� Academic Office 
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focuses on student appeals, awards and titles; 

award ceremonies; timetabling; examination 

organisation; student records; academic calendar 

and Academic Board. 

� Academic Planning 

collates and interrogates national and 

international data and policy developments to 

inform NTU-wide academic direction. Academic 

Planning is also responsible for the coordination 

and further improvement of NTU Schools’ 

academic planning cycle and identifies challenges 

and opportunities both in the external 

environment and within academic plans. 

� Centre for Professional Learning and 

Development 

provides a responsive staff development service to 

the University. This includes: 

• supporting colleagues in identifying learning 

and development needs and considering 
effective means of meeting these; 

• formulating and delivering staff development 

events; 

• creating strategy and policy in support of 

learning and development. 

� Collaborative Partnerships Office 

works with the Pro Vice-Chancellor (Academic) to 

develop and implement a university-wide strategy 

for managing partnerships leading to academic 

awards. It coordinates developments with new 

collaborative provision partners; 

manages the Validation Service provision; 

coordinates Life Long Learning course provision 

and work with Schools to develop opportunities 

for NTU students to take part in Life Long 

Learning Partnerships. 

� Graduate School 

is responsible for students undertaking research 

degrees and taught doctorates. The School 

provides services and support that stimulates and 

secure high quality and successful outcomes (see 

QH Section 11 for full details). 

� Libraries and Learning Resources 

provides and develops the resources that support 

learning: it is also responsible for the co- 

ordination of access to services for students to 

extend their study skills e.g. digital literacy, 
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dyslexia support and in-sessional English language 

support. 
 

16. Features of framework 
 

Features of the University’s framework 

External Higher Education Funding Council for 

England (HEFCE) 

QAA 

PSRBs 

Employers  

External examiners 

European Union standards and guidelines 

University structures and processes Academic Board/ASQC/URDC/VSSC/ 

EEAP/Task and Finish Groups 

Development and Approval Groups 

CADQ/Academic Office/Academic 

Planning/CPO/CPLD/Graduate School/LLR/ 

Student Support Services/Information 

Systems 

External examiners 

Periodic School Review/Periodic 

Collaborative Review 

School structures processes and roles SASQCs 

School Quality Managers 

School Development Plans 

External examiner, PSRB, stakeholder 

inputs 

Analysis of student feedback 

Collaborative provision monitoring 

Learning and Teaching Coordinators 

Course structures and procedures Student evaluation 

Periodic Course Review 

Interim reports and development plans 

Course committee/team meetings 

External examiner input 

Module analysis and evaluation Student evaluation (EvaSys) 

Module leader analysis 

Module team review and development 

Student involvement Trained student representatives 

Staff/student meetings 
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School Forums 

Course committees 

Questionnaires/surveys 

Focus groups 

Student representation on PSR panels (and 

on DAGs) 
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  Introduction 
 

 
 

  Undergraduate award framework 
 

2.1 The following tables locate each University award within a level and state their 

credit tariff. Where an award includes several levels, it is located in the table at its 

highest level. In addition to the credit tariff, each award has an award descriptor 

(as described in paras. 5-23). 

� Each of the University’s academic awards is 

referenced to the appropriate level in the 

Framework for Higher Education Qualifications 

(FHEQ). 
 

 

 

A University undergraduate course will reflect – and be approved, monitored 

and reviewed against – the University's generic level descriptors. 

When determining the level of an award, it is the level at which the outcomes 

are assessed that is the determining factor. 

A University course leading to an award within the undergraduate award 

framework must meet the level and credit criteria set out for that award. 

The distinction between levels is based on progression through courses of 

study. As a student progresses within a course they will face work of increasing 

difficulty, with greater emphasis on independent learning. 

All University awards reflect positive achievements. 

� The Quality Assurance Agency for Higher 

Education (QAA) is currently reviewing its award 

characteristics; this Section will be updated 
following the outcomes of this review. 
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Level 7 
 

Level Award Minimum 

credit volume 

Notional 

learning hours 

Award 

designation 

     7 Integrated 

Master’s 

480 (120 at L7, 

120 at L6, 120 at 

L5 & 120 at L4) 

4800 MChem, MEng, 

MPhys, MSci. 

MMath, MBiol, 

MComp, MGeog 

(Hons available) 

7 Exempting 

Degree (Law) 

440 (60 at L7, 

140 at L6, 120 at 

L5 & 120 at L4) 

4400 LLB (Hons) 

7 Exempting 

Degree 

(Architecture) 

240 (120 at L7, 

120 at L6) 
2400 MArch 

 

Level 6 
 

Level Award Minimum 

credit volume 

Notional 

learning hours 

Award 

designation 

6 Honours Degree 360 (120 at L6, 

120 at L5 & 120 

at L4) 

3600 BA (Hons), BArch 

(Hons), BSc 

(Hons), BEng 

(Hons), LLB 

(Hons) 

6 Graduate 

Honours Degree 

360 (at least 120 

at L6) 

As above (but see 

para 8.1) 

As above 

     6 Ordinary Degree 300 (at least 60 

at L6, 120 at L5 

& 120 at L4) 

3000 BArch, BA, BSc, 

BEng, LLB 

6 Professional 

Graduate 

Certificate in 

Education 

120 (120 at L6) 1200 ProfGCE 

6 Graduate 

Diploma 

120 (90 at L6) 1200 GradDip 

6 Graduate 

Certificate 

60 (30 at L6) 600 GradCert 
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Level 5 or 6 
 

Level Award Minimum 

credit volume 

Notional 

learning hours 

Award 

designation 

5 or 6 Professional 

Diploma 

120 1200 ProfDip 

5 or 6 Professional 

Certificate 

40-60 400-600 ProfCert 

 

Level 5 
 

Level Award Minimum 

credit volume 

Notional 

learning hours 

Award 

designation 

5 Foundation 

Degree 

240 (120 at L5 & 

120 at L4) 
2400 FdA, FdSc, FdEng 

5 Diploma of 

Higher Education 

240 (120 at L5 & 

120 at L4) 

2400 DipHE 

     5 Certificate in 

Education 

120 1200 CertEd 

5 Diploma 40-120 400-1200 Dip 

 

Level 4 
 

Level Award Minimum 

credit volume 

Notional 

learning hours 

Award 

designation 

4 Certificate of 

Higher Education 

120 1200 CertHE 

4 Higher 

Certificate 

120 1200 HigherCert 

4 Certificate 40-120 400-1200 Cert 

 

Level 3 
 

 

Level Award Minimum Notional Award 
credit volume learning hours designation 
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Variant awards 
 

� A Higher Certificate is only available as an interim 

award on a foundation degree. (A foundation or 

diploma award is available under exceptional 

circumstances – see para. 23). 

� Integrated mast er ’s and exempting degree 

courses must include level 7 learning, although 

they are predominantly undergraduate and 

therefore located in this framework. 
 

  Credits from a lower level 
 

3.1 At any given level, a course may include a module(s) from a lower (or 

exceptionally a higher) level provided this fits with the course’s aims, outcomes, 

and specification and is approved accordingly as follows: 

a. Unless otherwise indicated in the Framework Tables, the module(s) from a 

lower level should not normally exceed a total of 20 credits for a full level of 

120 credits, or 10 credits for a 60 credit or 40 credit course. 

b. The module should be drawn from the adjacent level, although a special case 

for an even lower level can be considered (e.g. where the University 

Language Programme (ULP) is incorporated). 

This flexibility applies at each level of a course. For example, an Honours 

Degree incorporating 'lower' level modules at each level may have the 

following composition: level 3: 20 credits; level 4: 120 credits; level 5: 120 
credits; level 6: 100 credits. 

c. This guideline enables courses to provide ancillary and broadening studies (or 

more flexibility in terms of option choice) without needing to design new 

modules or re-specify existing modules to a higher academic level. 

d. A Professional Diploma/Certificate and a Graduate Diploma/Certificate may 

normally include 20 or more level 7 credits because of the special nature of 

these courses. 

Such dispensation cannot apply in the following specific case: Ordinary 

degree – it must contain at least 60 credits at level 6. 

 
Exceeding the dispensation 

 

� This level of dispensation may be exceptionally 

exceeded provided it is justified and approved by 

Fd. Certificate N.A. 
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a Development and Approval Group (DAG) (see 

Quality Handbook (QH) Section 5). 
 

  Generic level descriptors 
 

 
 

4.1 A level is a generic guide to the relative demand, complexity, depth of study and 

degree of learner autonomy which characterises the learning expected, irrespective 

of the subject and context. The descriptors should be used as a template to aid 

course developers in designing courses and modules against standard generic 

descriptors. They will also assist in the process of approval. Schools may 

contextualise the descriptors to particular subjects but must ensure congruence 

with the generic level descriptors. 

4.2 In keeping with the University's commitment to lifelong learning, course teams are 

encouraged to incorporate staged awards within their courses. The descriptors 

provide expected generic learning outcomes for 120 credits at each level. It is 

unlikely that courses with less credits will meet all aspects of the descriptors. 

4.3 The following generic level descriptors are not definitive. Modifications will almost 

certainly be needed as a consequence of institutional experience in specific areas. 

 

 

 Knowledge and Skills Tasks and 

Procedures 

Autonomy and 

Responsibilities 

Level 6 

Learning 

at this 

level will 

reflect the 

ability to: 

utilise research skills; 

demonstrate capacity 

for critical evaluation of 

new knowledge, 

concepts and evidence 

from a range of 

sources; 

use specialised skills 

across an area of 

study; 

critically review, 

consolidate and extend 

a coherent body of 

knowledge in a 

systematic manner; 

apply diagnostic, 

analytical and creative 

skills in a range of 

situations; 

exercise judgement in 

a number of complex 

planning, design, 

technical and 

management functions 

appropriate to the area 

of study. 

apply responsibility in 

determining and 

achieving appropriate 

outcomes, including 

group outcomes; 

demonstrate autonomy 

with reference to 

research and utilisation 

of primary sources of 

information. 

 

The University has defined generic level descriptors for undergraduate levels. 

These describe the generic learning expected at each level and are intended to 

act as a guide in the processes of course development and approval. 
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communicate 

effectively. 

Level 5 

Learning 

at this 

level will 

reflect the 

ability to: 

research, analyse, 

reformat and evaluate 

a wide range of 

information; 

formulate appropriate 

responses to resolve 

unfamiliar and/or 

complex problems; 

command a wide range 

of specialised and 

conceptual skills, 

generate ideas through 

the analysis of 

information and 

concepts; 

communicate 

effectively. 

demonstrate command 

of a range of skills in a 

range of functions; 

exercise appropriate 

judgement in planning, 

carrying out and 

evaluating a range of 

procedures. 

within broad 

guidelines, accept 

responsibility and 

accountability for 

determining and 

achieving outcomes, 

including group 

outcomes where 

appropriate; 

demonstrate a 

progression away from 

the close guidance 

appropriate at level 4 

through developing an 

extended repertoire of 

skills and applying 

them in less familiar 

and more complex 

situations. 

Level 4 

Learning 

at this 

level will 

reflect the 

ability to: 

develop awareness of 

appropriate sources 

and how to locate 

them; 

employ a range of 

specialist foundation 

skills; generate a range 

of appropriate 

responses to unfamiliar 

problems; 

evaluate information 

and use it to plan and 

develop investigation 

strategies and 

responses; 

communicate 

effectively. 

operate in a range of 

contexts involving non- 

routine activities and 

new information; 

show judgements in 

planning and carrying 

out prescribed tasks. 

undertake directed and 

a limited amount of 

self-directed activity. 

Level 3 

Learning 

at this 

level will 

reflect the 

demonstrate 

comprehension of basic 

theories and concepts 

necessary for 

progression; 

operate in a variety of 

mainly familiar 

contexts; 

demonstrate know-how 

in planning and 

undertake directed 

tasks. 
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ability to: employ a limited range 

of specialist foundation 

skills; generate a range 

of responses to well 

defined problems; 

access information and 

begin to evaluate it 

independently; 

demonstrate 

competence in a range 

of basic communication 

and learning skills. 

performing tasks. 

 
 

 

Supplementary note 
 

� For integrated master’s and exempting degree 

awards, the level 7 component is described in the 

generic level descriptor within the Postgraduate 

Taught and Research Awards Section (QH Section 

3). 
 

  Award descriptors 
 

 
 

5.1 For each award there is also an award descriptor (and other requirements where 

appropriate) as set out below. 
 

  Integrated Master’s 
 

6.1 Holders of an Integrated Master’s will have developed the graduate attributes 

associated with an honours graduate (see para. 8.1), but will also have extended 

their knowledge, skills and understanding into outcomes associated with aspects of 

level 7 learning. The specific learning outcomes of an Integrated Master’s will be 

approved by a DAG, applying the level 6 and level 7 descriptors in an appropriate 

manner. 

 

All undergraduate courses will be approved against the relevant level 

descriptors and must contain a minimum number of credits for the award to 

which it leads (as set out in the Framework Table). 
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Supplementary note 
 

 
 

 
 

  Exempting Degree 
 

7.1 Holders of an Exempting Degree will have developed an understanding of a complex 

body of knowledge, a significant amount of which will be at the current boundaries 

of an academic discipline. They will have a systematic, extensive and comparative 

knowledge and a critical understanding of the subject and its theories, principles 

and concepts, and will have the ability to understand, plan and apply appropriate 

research methodologies and techniques. Through this, graduates will                

have well developed analytical techniques and problem-solving skills - with 

evidence of originality in tackling and solving problems, and in applying knowledge. 

Holders will be able to evaluate evidence, arguments and assumptions, to reach 

sound judgements, and to communicate effectively. 

 
Supplementary note 

 

� The Exempting Degree in Law combines an 

academic stage of professional training with a 

post-academic stage of professional qualifying 

requirements (i.e. combining the LLB and Legal 

Practice Course (LPC)). The MArch is designed to 

lead to exemption from the Royal Institute of 

British Architects (RIBA) Part 2 professional 

examination and to conform to the Criteria for the 

Prescription of Qualifications set by the Architects’ 

Integrated Master’s are four year degree courses

which combine 120 credits of level 7 study with

360 credits of undergraduate study. They are

designed to provide students with the opportunity

to study their subject in greater depth than would

ordinarily be achieved during a standard 3 year

undergraduate course. 

Level 7 study takes place over the third and

fourth year. Where a student does not meet the

required threshold for progression to a master’s

award at the end of year 3, the student is

transferred onto the appropriate bachelor’s

degree and awarded a bachelor’s qualification. 

Some courses stipulate progression requirements

for Integrated Master’s at the end of year 2. 

Thresholds are clearly articulated in the course

specification and approval documentation. 

� Fall-back bachelor’s awards are available where 

students do not achieve the requirements for an 
integrated master’s degree. 
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Registration Board (ARB). It is a graduate-level 

course open to applicants who already have a 

first degree in Architecture with exemption from 

RIBA/ARB Part 1 qualifications and who normally 

have had a minimum of a year’s professional 

experience in architecture or related areas of 

design practice. 
 

  Honours Degree/Graduate Honours Degree 
 

8.1 Honours graduates will have developed an understanding of a complex body of 

knowledge, some of it at the current boundaries of an academic discipline. They 

will have a systematic, extensive and comparative knowledge and a critical 

understanding of the subject and its theories, principles and concepts, and will 

have the ability to understand, plan and apply appropriate research methodologies 

and techniques. Through this, graduates will have well developed analytical 

techniques and problem-solving skills. Graduates will be able to evaluate evidence, 

arguments and assumptions, to reach sound judgements, and to communicate 

effectively. 

 
Supplementary note 

 

� The Graduate Honours Degree is reserved for 

courses that have a graduate intake but have 

outcomes at undergraduate level – typically 

known as graduate conversion courses. Holders 

of a Graduate Honours Degree will have achieved 

the award descriptors mentioned above but 

because of their graduate skills on entry will be 

able to achieve the honours degree outcomes at a 

faster pace; the notional study hours may 

therefore be less than the 3600 set for an  

honours degree that has an undergraduate  

intake. 
 

  Ordinary Degree 
 

9.1 Ordinary degree graduates will have developed an understanding of the scope of a 

subject, its different areas and applications. They will have a detailed and 

comparative knowledge of aspects of the subject and an understanding of the 

essential theories, principles and concepts of the subject as a whole. Through this, 

graduates will have developed analytical techniques and problem-solving skills. In 

defined situations, graduates will be able to evaluate evidence, arguments and 

assumptions, to reach sound judgements, and to communicate effectively. 



Nottingham Trent University Quality Handbook 

Section2 

page 11 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

Part A Section 2: Undergraduate awards 

 

 

 

 

 

 

 

 

   Professional Graduate Certificate in Education 
 

10.1 Holders of a Professional Graduate Certificate in Education (ProfGCE) will have 

developed knowledge, understanding and skills in the field of teaching and will  

have met the requirements for entry to, or for endorsement for entry to, the 

teaching profession in relation to those requirements for which the University has 

assessment responsibility. The course specification will determine the precise level 

of academic and professional achievement. Candidates will be able to use 

diagnostic and analytical skills within the teaching context to review and 

consolidate specialist knowledge about learning and teaching. They will exercise 

judgement about the use of subject and professional knowledge within the context 

for which they have been trained. In professional situations, holders will be able to 

critically evaluate evidence, arguments and assumptions, to reach sound 

judgements, and to communicate effectively. 
 

   Graduate Diploma 
 

11.1 Holders of a Graduate Diploma will have developed an understanding of those 

aspects of a subject required for entry into a professional field. In the required 

subject aspects, they will have a systematic and a critical understanding of the 

subject. Through this, holders will have well developed analytical techniques and 

problem-solving skills, as well as specific professional skills. In professional 

situations, holders will be able to evaluate evidence, arguments and assumptions, 

to reach sound judgements, and to communicate effectively. 

 
Supplementary note 

 

� Graduate Diploma awards are associated with 

‘graduate conversion courses’. They enable 

graduates whose first degree is not in the 

recognised subject to ‘convert’ to the subject. 

Through these courses, students gain similar 

subject knowledge/skills to a graduate in the 

subject, not in all aspects but typically in those 

needed for professional recognition or for entry 

into a professional or employment field e.g. 

teaching, law or psychology. The course will 

normally cover the same ground as modules 

available on the first degree, but may incorporate 

M level modules where appropriate. It is likely 

that a limited number of graduate diploma 

courses will be approved. 
 

   Graduate Certificate 
 

12.1 Holders of a Graduate Certificate will have developed an understanding of certain 

aspects of a subject required for entry into a professional field. In these aspects, 
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they will have a systematic and a critical understanding of the subject, well 

developed analytical techniques and problem-solving skills, as well as professional 

skills. In defined professional situations, holders will be able to evaluate evidence, 

arguments and assumptions, to reach sound judgements, and to communicate 

effectively. 

 
Supplementary note 

 

� Graduate Certificates are interim awards within 

graduate diploma courses. 
 

   Advanced Diploma 
 

13.1 Holders of an Advanced Diploma will be able to demonstrate the learning outcomes 

set out in the approved course specification that will have been approved with 

reference to the University's generic level descriptors at level 6. 

 
Supplementary note 

 

� Advanced diploma courses may range in volume 

from 40 to 120 credits and serve a number of 

academic and/or professional purposes. For 

example, it might be an ‘exchange’ course for 

overseas students, a 'niche' course designed to 

meet a funding initiative, a Continuing 

Professional Development (CPD) short course, 

etc. Courses that involve less than the full 120 

credits will not be expected to meet the generic 

level 6 descriptors in full. 
 

   Professional Diploma 
 

14.1 Holders of a Professional Diploma will have developed knowledge, understanding 

and skills in a field of study that is related to professional and work-based practice. 

The course specification will determine the precise level of academic and 

professional achievement. As a minimum, candidates will have gained a systematic 

and a critical understanding of the subject. Through this, holders will have well 

developed analytical techniques and problem-solving skills, as well as specific 

professional and work-based skills. In professional situations, holders will be able 

to evaluate evidence, arguments and assumptions, to reach sound judgements, 

and to communicate effectively. 

 
Supplementary note 

 

� The Professional Diploma is an important award 

in the context of CPD. Courses leading to the 

award will involve the development of practice- 
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orientated knowledge and skills, typically 

including work-based learning within professional 

and employment contexts. Such courses may 

prepare candidates for entry into the professional 

and employment field or may serve CPD 

purposes. 

� Given the above, the award is not allocated to a 

specific level. It may comprise outcomes entirely 

at level 5 or level 6, or a mixture of the two levels 

- there may also be a contribution of up to 20 

credits from level 7. The level(s) will need to be 

justified during the approval process, 

demonstrating that the level(s) selected fit with 

professional and employer needs. (See QHS 2E 

on professional diplomas and certificates). 
 

   Professional Certificate 
 

15.1 Holders of a Professional Certificate will have developed knowledge, understanding 

and skills in aspects of a field of study that is related to professional and work- 

based practice. The course specification will determine the precise level of 

academic and professional achievement. As a minimum, candidates will have 

gained a systematic and a critical understanding of aspects of the subject. Through 

this, holders will have well developed analytical techniques and problem-solving 

skills, as well as specific professional and work-based skills. In defined professional 

situations, holders will be able to evaluate evidence, arguments and assumptions, 

to reach sound judgements, and to communicate effectively. 

 
Supplementary note 

 

� The Professional Certificate is an important award 

in the context of Continuing Professional 

Development (CPD). Courses leading to the award 

will involve the development of practice- 

orientated knowledge and skills, typically 

including work-based learning within professional 

and employment contexts. Such courses may 

prepare candidates for entry into the field or may 

serve CPD purposes. Given this, the award is not 

allocated to a specific level. It may comprise 

outcomes entirely at level 5 or level 6, or a 

mixture of the two - there may also be a 

contribution from level 7. The level(s) will need to 

be justified during the approval process, 

demonstrating that the level(s) selected fit with 

professional and employer needs. 
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� A professional certificate may be designed as a 

distinct course or as an interim award within a 

professional diploma. In either case, the 

certificate involves less learning than a diploma 

(i.e. between 40 and 60 credits) and the aims 

and learning outcomes should reflect this. (See 

QHS 2E on professional diplomas and 

certificates). 
 

   Foundation Degree 
 

16.1 Holders of a Foundation Degree will have developed and demonstrated knowledge, 

understanding and skills in a vocational area and undertaken a substantial element 

of work related and competency development. Successful students will demonstrate 

the acquisition of knowledge, competence and understanding of a broad          

range of complex technical/professional activities in a wide variety of contexts    

and with a substantial degree of personal responsibility and autonomy and the 

ability to be responsible for the work of others. 

 
Supplementary note 

 

 
 

   Diploma of Higher Education 
 

17.1 Holders of a Diploma of Higher Education will have developed a sound 

understanding of the principles in their field of study, and will have learned to 

apply those principles more widely. Through this, they will be able to communicate 

effectively and will have learned to evaluate the appropriateness of different 

approaches to problem solving. 
 

   Certificate in Education 
 

18.1 Holders of a Certificate in Education will have developed knowledge, understanding 

and skills in the field of teaching and will have met the requirements of entry, or 

for endorsement for entry to, the teaching profession in relation to those 

requirements for which the University has assessment responsibility. The course 

specification will determine the precise level of academic and professional 

achievement. As a minimum, candidates will have gained a systematic 

understanding of teaching and be familiar with analytical techniques and problem 

solving skills as well as specific professional teaching skills relevant to the context 

in which they have trained. In professional situations the holder will be able to 

differentiate between different forms of evidence, arguments and assumptions, to 

reach sound judgements, and communicate effectively. 

� Please see para. 24 below for foundation degree 
policy. 
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Supplementary note: 
 

� This award is currently available in the field of 

Post Compulsory Education and Training. 
 

   Diploma 
 

19.1 Holders of a Diploma will be able to demonstrate the learning outcomes set out in 

the approved course specification that has been approved with reference to the 

University's generic level descriptors at level 5. 

 
Supplementary note 

 

� A course leading to a Diploma may range in 

volume from 40 to 120 credits and serve a 

number of academic and/or professional 

purposes, for example, an 'exchange' course for 

overseas students, a 'niche' course designed to 

meet a funding initiative, a CPD short course. As 

such, course teams will have significant flexibility 

in course design, provided it can be demonstrated 

that the outcomes are at level 5. Courses 

involving less than the full 120 credits will not be 

expected to meet the generic level descriptors in 

full. 
 

   Certificate of Higher Education 
 

20.1 Holders of a Certificate of Higher Education will have a sound knowledge of the 

basic concepts and principles of a subject. Through this, they will have learned how 

to communicate effectively and will have learned to take different approaches to 

problem solving. 
 

   Higher Certificate 
 

21.1 Holders of a Higher Certificate will have developed and demonstrated knowledge, 

understanding and skills in aspects of a vocational area and undertaken a 

significant element of work related and competency development. A successful 

student will demonstrate the acquisition of knowledge, competence and 

understanding of a range of complex technical/professional activities in a variety of 

contexts and with a degree of personal responsibility and autonomy and the ability 

to be responsible for the work of others. 
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Supplementary note 
 

� A Higher Certificate is an interim award on a 

foundation degree course. Please see QHS 2A on 

foundation degrees for further information. 
 

   Certificate 
 

22.1 Holders of a Certificate will be able to demonstrate the learning outcomes set out 

in the approved course specification that has been approved with reference to the 

University’s generic level descriptors at level 4. 

 
Supplementary note 

 

� A course leading to a Certificate may range in 

volume from 40 to 120 credits and serve a 

number of academic and/or professional 

purposes. For example, it might be an ‘exchange’ 

course for overseas students, a ‘niche’ course 

designed to meet a funding initiative, a CPD short 

course, etc. As such, course teams will have a 

significant amount of flexibility in course design 

provided it can be demonstrated that the 

outcomes are at level 4. Courses that involve less 

than the full 120 credits will not be expected to 

meet the generic level descriptors in full. 
 

   Foundation Certificate 
 

23.1 Holders of a Foundation Certificate will understand the basic theories and concepts 

of a subject field necessary for embarking upon a study of that subject at a higher 

education level. Through this, they will have demonstrated competency in a range 

of basic communication and learning skills. 

 
Supplementary note 

 

� Due to the Professional, Statutory and Regulatory 

Body (PSRB) compliance or because of local 

custom and practice within which overseas 

partners operate, it is possible to offer a 

foundation or a diploma award rather than a 

foundation certificate award (subject to academic 

approval). 



Nottingham Trent University Quality Handbook 

Section2 

page 17 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

Part A Section 2: Undergraduate awards 

 

 

 

 

 

 

 

 

Foundation degree policy 
 

24.1 Foundations degrees (FDs) should equip students with the skills and knowledge 

relevant to their employment, careers aspirations and the needs of employers. 

Course teams should engage with employers at all stages of the development, 

delivery and review of a FD course so it is relevant to employment, work and 

professional needs. 

24.2 Work-based learning should be central to a FD and flexibility of mode and delivery 

should underpin the development of all FD courses. Opportunities for a range of 

work-based and work-related learning should be explored by the course team when 

designing the new FD. Assessment should include elements of work-based  

learning and work-based and work-related learning should be reflected in the 

outcomes for the course. 

24.3 A FD is a stand-alone award; however, they are designed to provide opportunities 

for students to progress to further academic study. 

24.4 All FDs must have an articulated progression route to an Honours degree, typically 

into the final year. 

24.5 Progression routes should be identified at the outline stage of the business 

evaluation process. 

24.6 Unless progression is from an NTU-delivered FD, all agreed progression routes 

should be documented formally in an Advanced Standing Agreement (ASA) signed 

by the Pro Vice-Chancellor (Academic) and the associated college Principal. 

24.7 The progression arrangement should align the courses as closely as possible to 

achieve a single framework of progression. Entry onto an honours degree should 

not be conditional upon either a bridging course or module result. 

24.8 Prior to starting their honours studies, progressing FD student may attend classes 

designed to improve skills such as: 
 

 
 

 
 

 

a. Critical and analytical approaches; 

b. Independent study skills; 

c. Statistical analysis; 

d. Dissertation preparation and writing. 

24.9 The improvement of the future alignment of the two courses should be considered 

during the lifetime of the progression arrangement. The following points of good 
practice should be considered: 

a. Alignment between learning outcomes from the FD to those of levels 4 and 5 

of the honours degree, allowing direct progression to level 6; 

b. Consideration of the differences in learning experiences and study 

approaches; 

c. Consideration of the differences in access to resources. 
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Supplementary note 
 

 
 

 
 

   Generic grading descriptors for the classification of honours 
 

25.1 An honours degree is awarded with one of the following classifications 

a. First Class 

b. Upper Second Class 

c. Lower Second Class 

d. Third Class 

25.2 The University’s grading descriptors set out the characteristics expected for each 

classification (see QHS 15A on Grade Based Assessment). 
 

   Designation of awards 
 

26.1 Courses of study leading to honours and ordinary degrees may have a ‘generic’ 

designation, or a more closely defined award restricted to certain specific areas of 

study. The following ‘generic’ award designations are available: 

a. Bachelor of Arts (BA); 

b. Bachelor of Science (BSc). 

26.2 The following 'specific' award designations are available: 

a. Bachelor of Architecture (BArch). 

� This award is reserved for courses that can 

demonstrate that they are geared towards an 

architecture curriculum that articulates with the 

QAA Subject Benchmarks in Architecture (2010), 

Architectural Technology (2014) and Landscape 

Architecture (2007), and the requirements of Part 

1 of RIBA and ARB. 

b. Bachelor of Engineering (BEng). 

� This designation is reserved for courses which 

provide a technologically broad education with an 

emphasis on engineering applications, primarily 

� Readers should consult additional foundation 

degree QH Supplements: 

QHS 2A Foundation degrees; 

QHS PS4 Requirements for FD progression 

routes; 

QHS 2D FD Further Education College (FEC) Sign 
off diagram. 
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c. Bachelor of Laws (LLB). 

those courses that may lead to registration with 

the Engineering Council. 

 
 

� This award is reserved for courses of specialised 

study in law or where law forms the major 

component in a combined course. Courses where 

legal and other studies are combined on a joint 

basis will lead to a BA or, where appropriate, BSc. 

� Students graduating with a LLB Graduate 

Honours Degree will receive the conventional 

Honours Degree designation but their degree 

certificate will include the words ‘having followed 

a Graduate Honours course’. 

d. A Foundation Degree may have one of the following designations: 

� Foundation Degree in Arts (FdA); 

� Foundation Degree in Science (FdSc); 

� Foundation Degree in Engineering (FdEng). 

 
 

e. Other award designations available are as follows: 

� Master of Architecture (MArch); 

� Master of Chemistry (MChem); 

� Master of Engineering (MEng); 

� Master of Physics (MPhys); 

� Master of Science (MSci); 

� Master of Mathematics (MMath); 

� Master of Biology (MBiol); 

� Master of Computing (MComp); 

� Master of Geography (MGeog); 

� Professional Graduate Certificate in Education 

(ProfGCE); 

� Advanced Diploma (AdvDip); 

� Professional Diploma (ProfDip); 

� Professional Certificate (ProfCert); 

� Graduate Diploma (GradDip); 

� Graduate Certificate (GradCert); 

� Diploma of Higher Education (DipHE); 

� Diploma (Dip); 

� Certificate in Education (CertEd); 

� Certificate of Higher Education (CertHE); 

� Higher Certificate (HigherCert); 



Nottingham Trent University Quality Handbook 

Section2 

page 20 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

Part A Section 2: Undergraduate awards 

 

 

 

 

 

 

 

 

� Certificate (Cert). 

26.3 The University has not adopted standard criteria to distinguish between BA and BSc 

awards (or between FdA, FdSc and FdEng awards). It would be extremely difficult to 

achieve agreement on such criteria given the different traditions and 

epistemological approaches within our academic disciplines. Instead a course team 

will need to present a justification for the award designation as part of the Business 

Evaluation Process, and at the DAG Scrutiny event. 

26.4 In subject fields where there is a sector convention that courses lead to only one 

designation – and the course is following such convention – a simple note to this 

effect is all that is required. 

26.5 In subject fields where a course is veering from the sector convention, a thorough 

justification is required highlighting the special features of the course. 

26.6 In subject fields where courses can conventionally lead to either a BA or BSc, a 

short justification is required for the chosen designation. Where the subject field 

has its own custom on the curriculum differences between a BA and BSc, the 

course team will be expected to agree with this. 

26.7 When drafting a 'justification', any guidance contained in the relevant QAA Subject 

Benchmarking statements should be used. 

26.8 Additionally, in a course in which students can follow two pathways - one leading to 

BA and one to BSc - there should be sufficient difference in the curriculum followed 

by the two groups of students to justify the separate awards (as a guideline, there 

should be 60 credits difference in an honours course). 

26.9 Course titles are subject to the rules set out in QHS 2F on Course Titling. 

 
Supplementary note 

 

� Exempting degrees adopt individually tailored 

classification models, which are subject to 

academic approval. 
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  Introduction 

 

 

 

Level nomenclature 
 

� The University’s award framework is entirely 

congruent with the Framework for Higher 

Education Qualifications (FHEQ). 

� Course teams are also asked to take cognisance 

of Quality Assurance Agency’s (QAA) Master’s 

Characteristics and Doctoral Degree 

Characteristics. 
 

 
 

  Postgraduate taught award framework 
 

     The following table locates each University award within the level and states their 

credit tariff. Where an award includes several levels, it is located in the table at its 

highest level. In addition to the credit tariff, each award has an award descriptor 

(as described in paras. 5-11). 

 

The University distinguishes between postgraduate taught awards (primarily 

master’s courses) and postgraduate research awards (primarily doctorates). 

Postgraduate master’s awards are offered at level 7, while postgraduate 

research doctorates are assessed at level 8. 

All University postgraduate courses will reflect – and be approved, monitored 

and reviewed against – the appropriate University's generic level descriptors. 

When determining the level of an award, it is the level at which the outcomes 

are assessed that is the determining factor. 

All University postgraduate courses must meet the level and credit criteria (if 

applicable) set out for that award in the requirements that follow in this Quality 

Handbook Section. 

All University awards reflect positive achievements. 

QAA is currently reviewing its award

characteristics and this Section will be revised
during 2015/16 once the outcomes are known. 
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Level 7 
 

Level Award Minimum 

credit volume 

Notional 

learning 
hours 

Award 

designation 

7 Professional 

Master’s 

300 

(with at least 270 

at level 7) 

3000 To be resolved 

 Master’s Degree 180 

(with at least 150 

at level 7) 

1800 MA, MBA, MFA, 

MSc, LLM, MPA, 
MRes, MSc (Res) 

 Postgraduate 

Diploma 

120 

(with at least 90 

at level 7) 

1200 PG Dip, DMS 

 Postgraduate 

Diploma in 

Education 

120 

(with at least 90 

at level 7) 

1200 PGDE 

 Postgraduate 

Certificate 

60 

(with at least 40 

at level 7) 

600 PG Cert, CM 

 Postgraduate 

Certificate in 

Education 

120 

(with at least 60 

at level 7, the 

rest at level 6) 

1200 PGCE 

 

Explanatory notes 
 

� The Professional Master’s is an emerging award 

and so far no courses have been approved. 

� A master’s degree may be offered in a sandwich 

mode. The University will award a Placement 

Diploma or Placement Certificate to a student 

who has completed a requisite number of 

placement weeks – these are supplementary 

certificates available to students on sandwich 

courses and are awarded on the basis of ‘P’ 
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credits. 

 

 

 
 

  Credits from a lower level 
 

     For postgraduate awards, a proportion of credits from a lower level may be 

included. This flexibility recognises that some postgraduate courses will commence 

with introductory material that may not itself be at postgraduate level. 
 

  Generic level 7 descriptors 
 

 
 

     A level is a generic guide to the relative demand, complexity, depth of study and 
degree of learner autonomy which characterises the learning expected, irrespective 

of the subject and context. The descriptors should be used as a template to aid 
course developers in designing courses and modules against standard generic 

descriptors. They will also assist in the process of approval. Schools may 

contextualise the descriptors to particular subjects but must ensure congruence 

with the generic level descriptors. 

     In keeping with the University's commitment to lifelong learning and Continuing 
Professional Development (CPD) course teams are encouraged to incorporate the 

Postgraduate Certificate and Postgraduate Diploma as stages within master’s 

courses or as free-standing awards in their own right. It is unlikely that all such 

courses will meet all aspects of the level 7 descriptors to the same extent as a 

complete master’s course. 

     Traditionally throughout UK Higher Education, some courses using the award 

designation 'postgraduate' have been postgraduate 'in time' rather than 'in level'. 

That is, they teach undergraduate material to students who already hold a first 

degree. These courses are demanding because they are intensive and rely upon 

well-developed study skills but if the content and assessment are at undergraduate 

level, the award must also be at that level and not level 7. 

     However, it is anticipated that courses of either a specialist or more general nature 

will continue to achieve level 7. Typically a specialist course will build upon 
knowledge and understanding already demonstrated at honours degree level, while 

a more general course might include substantial elements of study presented 

initially at undergraduate levels, but, following additional work, subsequently 

assessed at level 7. The latter may, for example, be demonstrated by assessment 

of analytical, synoptic or integrative abilities that are higher than those associated 

with undergraduate outcomes and so approved at level 7. 

 

The University has a defined generic level 7 descriptor. This describes the 

generic learning expected at postgraduate level and is intended to act as a 

guide in the processes of course development and approval. 

 International Placement awards are also  
available (see Quality Handbook Supplement  
(QHS) PWBL: Certification of placement or work- 
based learning).  
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     The following generic level descriptors are not definitive. Modifications will almost 

certainly be needed as a consequence of institutional experience in specific areas. 
 

 Knowledge and 

Skills 

Tasks and 

Procedures 

Autonomy and 

Responsibilities 

Level 7 

Learning 

at this 

level will 

reflect 

the ability 

to: 

display a 

comprehensive 

understanding of 

knowledge, and a 

critical awareness of 

current problems 

and/or new insights, 

much of which will be 

at the forefront of an 

academic discipline, 

field of study or field 

of professional 

practice; 

demonstrate expertise 

in highly specialised 

and advanced 

research, technical, 

communication and 

professional skills as 

appropriate. 

conduct advanced 

research or equivalent, 

technical or 

professional enquiry; 

comprehensively 

understand, design 

and apply appropriate 

research 

methodologies and 

techniques; 

communicate results 

of research to peers in 

an appropriate 

manner. 

accept accountability 

and perform 

independently with a 

level of responsibility. 

 

  Taught postgraduate award descriptors 
 

 
 

     For each award there is also an award descriptor (and other requirements where 

appropriate) as set out below. 
 

  Professional Master’s 
 

     Holders of a Professional Master’s will have knowledge that is at the forefront of a 

professional discipline. Students will have shown originality in the application of 

knowledge, and they will understand how the boundaries of knowledge are 

advanced through research. They will be able to deal with complex issues both 

systematically and creatively, and they will show originality in tackling and solving 

problems. Holders will be able to exercise sound judgement, personal responsibility 

and initiative, in complex and unpredictable professional environments. 

 

All postgraduate taught courses will be approved against the level 7 descriptor 

and must contain a minimum number of credits for the award to which it leads 

(as set out in the table at 2.1 above). 
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  Master’s Degree 
 

     Holders of a Master’s Degree will have systematic understanding of knowledge, and 
a critical awareness of current problems and/or new insights, much of which is at, 

or informed by, the forefront of their academic discipline, field of study or area of 

professional practice. They will understand how the boundaries of knowledge are 

advanced through research. Holders will be able to bring their own perspective to 

bear upon an unfamiliar and complex problem and have an ability to apply, refine 

and develop concepts and to interrelate theory and practice. 
 

  Postgraduate Diploma 
 

     Holders of a Postgraduate Diploma will be capable of taking an informed position in 

relation to their academic discipline, field of study or area of professional practice. 

Holders will be able to identify and apply appropriate research methodologies, and 

demonstrate personal skills in critical analysis, reflection and contextual awareness. 
 

  Postgraduate Diploma in Education 
 

     Holders of a Postgraduate Diploma in Education (PGDE) will have developed 

knowledge, understanding and skills in the field of teaching and will have met the 

requirements for entry to, or for endorsement for entry to, the teaching profession 

in relation to those requirements for which the University has assessment 

responsibility. The course specification will determine the precise level of academic 

and professional achievement. Candidates will systematically evaluate theories of 

teaching and learning to develop their practice. They will show critical 

understanding of current issues and specialist fields of study and exercise 

independent judgement and accountability in applying this understanding in a 

range of contexts. In professional situations, they will be able to use advanced 

research methodology to engage with the complexities of the educational process, 

to demonstrate a clear vision for innovation and to communicate and promote their 

values and leadership. 
 

   Postgraduate Certificate 
 

   Holders of a Postgraduate Certificate will be able to engage with advanced levels of 

theories and practice in relation to their academic discipline, field of study or area 

of professional practice. They will be able to explore and test appropriate research 

methodologies. Holders will be able to demonstrate personal skills in critical 

analysis, reflection and contextual awareness. 
 

   Postgraduate Certificate in Education 
 

   Holders of a Postgraduate Certificate in Education (PGCE) will have developed 

knowledge, understanding and skills in the field of teaching and will have met the 

requirements for entry to, or for endorsement for entry to, the teaching profession 

in relation to those requirements for which the University has assessment 

responsibility. The course specification will determine the precise level of academic 

and professional achievement. Candidates will engage in systematic analysis of the 
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theory of learning and teaching in relation to practice. They will display a critical 

awareness of current issues and articulate a comprehensive understanding of the 

field, displaying expertise in the use of subject and professional knowledge within 

the context for which they have been trained. In professional situations, they will 

be able to use appropriate research methodology to critically evaluate evidence, 

arguments and assumptions, to reach sound judgements, and to communicate 

effectively. 
 

   Generic grading descriptors 
 

   Postgraduate awards are available with one of the following classifications: 

a. Distinction 

b. Commendation 

c. Pass 

  The University’s grading descriptors set out the characteristics expected for each 
classification. 

 

   Designation of awards 
 

   Courses of study at master’s level may lead to a Master of Arts (MA) or a Master of 

Science (MSc), or to a more closely defined award restricted to certain specific 

areas of study. A course team will need to present a justification for the award 

designation as part of the approval process (see Section 5 of the Quality 

Handbook). 

 
Supplementary note 

 

� A Professional Master’s should have a designation 

that refers to its professional field of study. 

Currently no Professional Master’s awards have 

been approved. 

  The University has not adopted standard criteria to distinguish between MA and 

MSc awards. It would be extremely difficult to achieve agreement on such criteria 

given the different traditions and epistemological approaches within our academic 

disciplines. Instead a course team will need to present a justification for the award 

designation as part of the planning and approval process: 

a. In subject fields where there is a sector convention that courses lead to only 

one designation - and the course is following such convention - a simple note 

to this effect is all that is required. 

b. In subject fields where a course is veering from the sector convention, a 

thorough justification is required highlighting the special features of the 

course. 

c. In subject fields where courses can conventionally lead to either a MA or MSc, 

a short justification is required for the chosen designation. Where the subject 

field has its own custom on the curriculum differences between a MA and MSc, 

the course team will be expected to agree with this. 
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d. When drafting a 'justification', any guidance contained in the relevant QAA 

Subject Benchmarking statements should be used. 

e. Additionally, in a course in which students can follow two pathways – one 

leading to MA and one to MSc – there should be sufficient difference in the 

curriculum followed by the two groups of students to justify the separate 

awards. 

  The following 'specific' award designations are available at level 7 for courses that 

are geared towards the achievement of outcomes in a specific professional or 

discipline area, both at staged and full master’s level: 

� Postgraduate Certificate in Education (PGCE); 

� Postgraduate Certificate in Management (CM); 

� Postgraduate Diploma in Education (PGDE); 

� Postgraduate Diploma in Management Studies 

(DMS); 

� Master of Business Administration (MBA); 

� Master of Fine Art (MFA); 

� Master of Laws (LLM); 

� Master of Public Administration (MPA); 

� Master of Research (MRes); 

� Master of Science by Research (MSc (Res)). 

  The University will restrict master’s and postgraduate award designations to  

courses where the assessment is predominantly at level 7. Courses that are offered 

to graduates but which do not lead to a majority of assessed outcomes at master’s 

level cannot use master’s or postgraduate in the award designation. 

  Course titles are subject to the rules set out in the QHS 2F on Course Titling. 

  The designations used by the University for Honorary Awards will make clear their 

honorary status. 
 

   Postgraduate research award framework  

 
 

 
 

 
Level 8 

 

            Level  Award  Minimum 
credit volume 

 Notional 
learning 
hours 

 Award 
designation 

 

           
            8  Doctor of 

Philosophy 
 Not typically 

credit rated (540 

credits 

equivalent) 

 5400  PhD  

           

The table below (and that at para. 20) locates each University research award

within a level and states their credit tariff (or its equivalent if not credit rated). In
addition each award has an award descriptor. 
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  Generic level 8 descriptors   
 

 
 

 
 

               Knowledge and 

Skills 
 Tasks and 

Procedures 
  Autonomy and 

Responsibilities 
 

           
            Level 8 

Learning 

at this 

level will 

reflect 

the ability 

to: 

  create and interpret 

new knowledge, 

through original 

research of a quality to 

satisfy peer review, 

extend the forefront of 

an academic discipline, 

field of study or field  

of professional practice 

and merit publication; 

systematically acquire 

and demonstrate 

understanding of a 

substantial body of 

knowledge which is at 

the forefront of an 

academic discipline or 

 conduct pure and/or 

applied research and 

development at an 

advanced level, 

contributing 

substantially to the 

development of 

knowledge, new 

techniques, ideas or 

approaches; 

make informed 

judgements on 

complex issues in 

specialist fields, often 

in the absence of 

complete data; 

conceptualise, design 

and implement a 

project for the 

  Exercise personal 

responsibility and 

autonomy in complex 

and unpredictable 

situations. 

 

Professional 
Doctorate 

540 

(with at least 360 
at level 8) 

5400 DProf, DArch, 

DBA, DDes, DDM, 

DEng, DFA, DFI, 

DLegalPrac, 

DMedSci, DPA, 

DPsych, 

DRealEst, 

DSocPrac, EdD 

 

The University has a defined generic level 8 descriptor. This describes the 

generic learning expected at postgraduate research level. 

A level is a generic guide to the relative demand, complexity, depth of study and

degree of learner autonomy which characterises the learning expected, irrespective

of the subject and context. The descriptors should be used as a template to aid

course developers in designing courses and modules against standard generic

descriptors. They will also assist in the process of approval. Schools may

contextualise the descriptors to particular subjects but must ensure congruence

with the generic level descriptors. 

The following generic level descriptors are not definitive. Modifications will almost

certainly be needed as a consequence of institutional experience in specific areas. 
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number of credits for the award to which it leads (as set out in the table at 

para. 14.1). 

Part A Section 3: Postgraduate (taught and research) awards 

 

 

 

 

 

 

 
 area of professional 

practice; 

demonstrate detailed 

understanding of 

applicable techniques 

for research and 

advanced academic or 

professional enquiry. 

 generation of new 

knowledge, 

applications or 

understanding at the 

forefront of the 

discipline, and to 

adjust the project 

design in the light of 

unforeseen problems; 

communicate ideas 

and conclusions clearly 

and effectively to a 

specialist and non- 

specialist audiences. 

 

 

 
 

  Postgraduate research award descriptors   
 

 
 

 
 

   Doctor of Philosophy (PhD) 
 

 

 

Postgraduate research awards (oth er th an Res earch Ma ste r’s – see para. 20) 

For each award there is also an award descriptor (and other requirements where
appropriate) as set out below. 

Holders of a PhD will have demonstrated the creation and interpretation of new

knowledge, through original research or other advanced scholarship, of a quality to

satisfy peer review, extend the forefront of the discipline, and merit publication. 

The will understand a substantial body of knowledge which is at the forefront of an

academic discipline. Holders will be able to conceptualise, design and implement a

project for the generation of new knowledge, applications or understanding at the

forefront of the discipline, and to adjust the project design in the light of

unforeseen problems. They have a detailed understanding of applicable techniques

for research and advanced academic enquiry. 

Holders of a PhD are able to make informed judgements on complex issues in a

specialist field, often in the absence of complete data. They are able to

communicate ideas and conclusions clearly to specialist and non-specialist
audiences. 
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   Professional Doctorate 
 

 
 

 

 

Supplementary note 
 

 

Holders of a Professional Doctorate award will have demonstrated the creation and

interpretation of new knowledge in a particular professional field, and that will

contribute to the enhancement of professional practice and practitioners, through

original research. They will understand a substantial body of knowledge which is at

the forefront of a professional discipline. Holders will be able to conceptualise,

design and implement a project for the generation of new professional knowledge,

applications or understanding at the forefront of practice, and to adjust the project

design in the light of unforeseen problems. They have a detailed understanding of

applicable techniques for research and advanced academic enquiry. 

Holders of a Professional Doctorate are able to make informed judgements on

complex issues in a professional field, often in the absence of complete data. They

are able to communicate ideas and conclusions clearly to specialist and non-

specialist audiences. They will have undertaken research that has direct relevance

to their own professional interest, working life or that of an organisation. 
 

Designation of Professional Doctorate awards 

The Professional Doctorate designation is (DProf). The following 'specific' award

designations are also available for Professional Doctorates that are geared towards
the achievement of outcomes in a specific professional or discipline area: 

� Doctor of Architecture (DArch); 

� Doctor of Business Administration (DBA); 

� Doctor of Design (DDes); 

� Doctor of Digital Media (DDM); 

� Doctor of Education (EdD); 

� Doctor of Engineering (DEng); 

� Doctor of Fashion Industry (DFI); 

� Doctor of Fine Art (DFA); 

� Doctor of Legal Practice (DLegalPrac); 

� Doctor of Medical Science (DMedSci); 

� Doctor of Psychology (DPsych); 

� Doctor of Public Administration (DPA); 

� Doctor of Real Estate (DRealEst); 

� Doctor of Social Practice (DSocPrac). 

A Professional Doctorate may have a ‘subject’ title 

after the award designation, e.g. Doctor of 

Engineering in Civil Engineering, Doctor of 

Engineering in Construction Management, Doctor of 
Psychology in Forensic Psychology, etc. 
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contain a minimum number of credits for the award to which it leads (as set out 

in the table at para. 20). 

Part A Section 3: Postgraduate (taught and research) awards 

Section3 
Proposed new Professional Doctorate designations are subject to Academic Board 

approval before they can be offered to students. 
 

   Research Master’s award framework 
 

Level 7 
 

Level Award Minimum 
credit volume 

Notional 
learning 

hours 

Award 
designation 

7 Research 

Master’s 

360 (MPhil is not 

typically credit 

rated) 

3600 MPhil, MProf 

 

  Research Master’s award descriptors  
 

 
 

 

Research Mast er’s a r e de sign ated a gain st the lev el 7 d esc ript or s and mu st  
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For each award there is also an award descriptor (and other requirements where

appropriate) as set out below. 

 

Master of Philosophy (MPhil) 

Holders of an MPhil will have in-depth knowledge and understanding of their

discipline informed by current scholarship and research, including a critical

awareness of current issues and developments in the subject. A graduate will have

the ability to study independently and an ability to use a range of techniques and

research methods applicable to advanced scholarship in the subject. In addition, a

graduate will possess a range of generic abilities and skills that include the ability

to use initiative and take responsibility, to solve problems in creative and

innovative ways and to make decisions in challenging situations. Graduates will be

able to communicate effectively, with colleagues and a wider audience, in a variety

of media. 
 

Master of Professional Research (MProf) 

Holders of an MProf will have in-depth knowledge and understanding of their

discipline informed by current scholarship and study, including a critical awareness

of current issues and developments in their professional discipline. A graduate will

have the ability to study independently and an ability to use techniques and

research methods applicable to advanced scholarship and professional practice. In
addition, a graduate will possess a range of generic abilities and skills that include 
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the ability to use initiative and take responsibility, to solve problems in creative 

and innovative ways and to make decisions in challenging situations. Graduates will 

be able to communicate effectively, with colleagues and a wider audience, in a 

variety of media. 

 

Explanatory note 
 

 

� An MProf is not a course in its own right, but is a 
stage within a Professional Doctorate. 
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1. Categories of course approval 
 

 

 

Requirements 

1.1 A new course or a major change to a course is considered and approved by a 

Development and Approval Group (DAG). 

1.2 A modification to a course is considered and approved by a School Academic 

Standards and Quality Committee (SASQC) or by the University Research Degrees 

Committee (URDC) in the case of Professional Doctorate courses. 
 

 

 

Explanatory notes 
 

� Definitions of what constitutes a major change 

and a modification (and the documentary 

requirements) can be found in Quality Handbook 

Supplement (QHS) 5B. 

� If the course is non-award bearing or leads to 

Professional, Statutory and Regulatory Body 

(PSRB) recognition, please refer to QHS 5J. 
 

2. Business Evaluation process 
 

 

 

All University taught courses and Professional Doctorates are subject to 

academic consideration and approval through the University’s course 

development and approval process. 

1.3 Minor changes to modules as part of routine and regular updating to ensure that 

currency is maintained, are the responsibility of the course committee. There is no 

requirement for formal approval unless the course committee considers that the 

changes have a wider impact beyond an individual module and/or affect the course 

as a whole in some substantive way. Where this is the case, the process for 

approving modifications or major changes should be followed. 

1.4 SASQCs have responsibility to maintain a record of all changes to modules, 
regardless of the extent of the change. 

 

All University new course proposals and changes to courses are subject to the 

Business Evaluation process within the home School and College. 
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Requirements 
 

 

 

Explanatory note 
 

� Details of the Business Evaluation process can be 

found on the Centre for Academic Development 

and Quality (CADQ) Business Evaluation 

SharePoint site. 
 

3. Timescales 
 

 

 

Requirements 

3.1 Course teams must commence the course development and approval process in 

sufficient time to allow for the University’s business evaluation and academic 

approval processes to be applied. 

3.2 CADQ must be notified when proposals have completed the Business Evaluation 

process. 

 
Explanatory notes 

 

� The approach to course development and 

academic approval is iterative. This approach 

involves the course team, Academic Team 

Leader, a Senior Standards and Quality Officer at 

CADQ, the School Quality Manager (SQM) and 

DAG members. 

� The format and agenda for the scrutiny stage will 

be bespoke to that event. 

� Timelines may be applied flexibly in the context 

of a specific proposal. 

2.1 All stages of the Business Evaluation process must be completed within Schools and 

Colleges (as appropriate) before a DAG Consultative and Scrutiny event can be set 
up. 

 

All new University courses or major changes to existing courses must be 

planned in sufficient time and according to School academic plans. 
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4. Approval criteria 
 

 

 

Requirements 

4.1 A DAG will exercise a professional academic judgement, at a threshold level, to 

assure itself of the following: 

a. the course is consistent with the University's mission and strategic plan and 

those of the relevant College or School; 

b. the course is at the appropriate standard for the level of the award(s) 

involved and takes account of subject and qualification benchmark 

statements; 

c. the curriculum is current and valid in the light of developing knowledge in the 

subject; 

d. the course prepares students for the world of work and enables them to gain 

the target attributes of an NTU graduate / postgraduate; 

e. the course has been thoroughly thought out and adequately specified; 

f. the course team has a shared understanding of its aims; 

g. the resources (including staff resources) available to support the course are 

(or will be) satisfactory (the Business Evaluation process will sign off the 

physical and financial resources to support the new course or course change 

and due consideration of this sign off will be taken during academic 

approval). 

 
Expanatory notes 

 

� In seeking to apply these criteria, the focus 

should be on outcomes and standards. 

� DAGs should acknowledge the maturity and 

processes of the University and its Schools, and 

hence start from a position of confidence in the 

proposals put forward by colleagues. 

� There are always alternative ways in which a 

course might be designed, but DAGs should resist 

the temptation to re-design the proposal before 

them. 

� Approval is a threshold decision. The focus is on 

whether the proposal is rational and defensible. 

 

Course approval decisions are informed by full consideration of academic 

standards and of the appropriateness of the learning opportunities which will 

be offered to students. 
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5. DAG composition and conduct 
 

 

 

Requirements 

5.1 A DAG comprises academic and professional service staff who collectively have an 

understanding of standard setting, course design and quality enhancement, and 

sufficient knowledge of appropriate University and School policies: 

a. An independent chair with appropriate expertise and experience (from 

another School to that of the course sponsor(s)). 

b. One DAG member from another School to that of the course sponsor (but not 

from the same School as the chair). This individual may be a current or 

former SASQC / URDC member or have appropriate course development and 

management experience. 

c. One DAG member from the School in which the proposal is located (but who 

is not part of the same Academic Team as the course sponsor(s), and who is 

sufficiently removed from the proposal under consideration). This individual 

may be a current or former SASQC member in that School or have 

appropriate course development and management experience. The individual 

will have sufficient understanding of School policies and priorities to enable 

them to act in such a capacity. The SQM may fulfil this role. 

d. A Senior Standards and Quality Officer from CADQ. 
 

 
 

 

5.3 CADQ may vary the scope and operation of a DAG in such a way that the 

requirements of other agencies, such as professional bodies and the Quality 

Assurance Agency for Higher Education (QAA), are satisfied by its approval 

procedures. 

5.4 In consultation with Schools, CADQ takes executive responsibility for agreeing and 

appointing the membership of each DAG based upon the Academic Standards and 

Quality Committee (ASQC) requirements set out in the Quality Handbook. In cases 

 

The consideration of all new University courses and major changes is 

undertaken by academic peers who are not directly involved in the operation of 

the course concerned. 

e. At least one DAG member external to NTU. The course sponsor(s) / School 

will nominate an external (independent) panel member. The external DAG 

member will bring external subject expertise to the development and 

approval of the course. 

f. Where possible, a student representative who is independent from the 

subject area (see explanatory notes below). 

5.2 The composition of a DAG will be proportionate to the scale of the new course or 

major change being considered. The membership for any given DAG will be agreed 
by CADQ (see explanatory notes below). 
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where the membership cannot be agreed, the final decision on the composition and 

form of each DAG will rest with the Pro Vice-Chancellor Academic. 

5.5 The SQM and the School Learning and Teaching Coordinator (LTC) should not be on 

the same DAG. 
 

 

 

Explanatory notes 
 

� Where appropriate, a DAG chair or member may 

be drawn from an NTU professional service. 

� In the case of complex or novel proposals, DAG 

membership categories 5.1b and 5.1c may be 

increased. DAG membership may also be 

extended to include a specialist from, e.g., the 

CADQ eLearning team, LTCs, the CADQ Research 

and Development team, Student Support 

Services (SSS), International Development Office 

(IDO), Collaborative Partnerships Office (CPO), 

Centre for Professional Learning and 

Development (CPLD), the Student Employability 

and Enterprise team, Library and Learning 

Resources (LLR), the Graduate School etc. 

� On occasion, a DAG may be extended to enable 

‘new blood’ to be inducted into the process. A 

‘shadow’ chair may attend for the same purpose. 

� For joint, major / minor and other forms of 

collaboration between Schools, it is sensible for a 

representative from each School to take part in 

the DAG, although one School representative may 

act on behalf of both Schools. In all cases, both 

Schools must be consulted about the level of 

input they wish to have in the process. 

� Where DAGs are considering top-up degrees, it 

may be helpful to include a representative from 

the feeder Further Education course (if 

appropriate). 

� The role and responsibilities of DAG chairs and 

members are set out in QHS 5K. 

5.6 DAG chairs and members will be trained in their role and briefed on a rolling basis 
to ensure their current understanding of University requirements. 



Section5 

page 7 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

 

Nottingham Trent University Quality Handbook 

Part B Section 5: Course development and approval 

 

 

 

 

 

 

 

 

6. DAG consultation and scrutiny 
 

 

 

Requirements 

6.1 A DAG will hold an initial consultation with the course sponsor(s) as soon as the 

proposal has some shape. 

6.2 The DAG consultation will follow completion of all stages of the Business Evaluation 

process. 

6.3 At the consultation, the course sponsor(s) will brief the DAG on its outline plans. 

For its part, the DAG will: 

a. inform the course sponsor(s) about School or NTU policies, and priority 

developmental themes; 

b. offer advice on good practice in course design and sources of expertise and 

support within the School or NTU; 

c. alert the sponsor(s) to any issues it should consider in the design of the 

specific proposal; 

d. confirm a deadline for final submission of the proposal. 

6.4 The course sponsor(s) will be responsible for course planning and must liaise or 

iterate with a CADQ Senior Standards and Quality Officer and the School Standards 

and Quality Manager during this phase. On occasion, these members may refer 

issues to other members of the DAG for reflection or advice. 
 

 

6.6 The consultation can be shaped to the scale and externally imposed timescales 

such that it can be expedited or short-circuited where required. 

6.7 DAG scrutiny will take the form of a ‘traditional’ panel event unless specific aspects 

of the proposal suggest that the scrutiny stage would be more appropriately 

designed in another way. For example, a shorter ‘one or two issue’ meeting, a 

meeting without full DAG membership, or, exceptionally, via email exchange, 

telephone conference, live meeting etc. 

6.8 In respect of collaborations, DAG scrutiny may be conducted, wholly or in part, by 

video conference. In these cases, the shape of the scrutiny stage will be considered 

on a case-by-case basis. The decision to do so will be taken by the Director of 

Academic Development liaising with the School, taking into account the scope of 

 

The University processes will ensure that new and major change course 

proposals are effectively developed, designed and documented according to 

best practice – prior to testing at the scrutiny stage. 

6.5 The course sponsor(s) must seek stakeholder feedback (students, external 

examiners, industry links etc.) to support and enhance the development or review 
of the course. 
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the event and the maturity of the NTU relationship with the collaborative partner 

(see QHS SB5). 

6.9 The Senior Standards and Quality Officer who is the member of the DAG will draft 

an approval report after the scrutiny event. 

 
Explanatory notes 

 

� The consultation phase will focus on course 

development rather than the process of approval. 

A scoping exercise will have already taken place 

involving the School Standards and Quality 

Manger and the Senior Standards and Quality 

Officer (School Liaison Officer) to establish the 

scale of the exercise, explain the formal 

documentation requirements, potential timelines, 

answer queries on the process, etc. 

� A balance is struck when agreeing the timing of 

the DAG consultation stage – if it is too early, the 

consultation can be unproductive; if it is too late, 

course design cannot be influenced, helped or 

shaped. 

� Some major changes can be simple in scope (e.g. 

a market-driven name change, module changes 

beyond the 40 credit limit, advanced standing 

agreements) – in such cases, DAG consultation 

may be conducted through a brief meeting; or 

through email exchange or telephone 

conversation. For such proposals, it is intended 

that the non-School chair will be drawn from a 

more limited pool of members, who will have 

experience of scrutinising such changes. 

� For School-based collaborations – particularly 

overseas – the representatives of the partner are 

unlikely to be able to attend the DAG consultation 

in person; it is expected that the NTU course 

sponsor(s) will brief the partner on the outcomes 

(or it may be possible to use technology to 

include the team from the partner). 

� Members of DAGs may provide verbal reports to 

SASQC on matters of interest to the Committee 

so that each SASQC can maintain an overview of 

its course development schedule. In some cases, 

important School-wide proposals – or particular 

aspects of a proposal – may be referred for 

SASQC consultation. However, such consultation 

will focus on seeking a School perspective on key 

principles; it should not involve detailed 

documentation sign-off by the full committee. 
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This SASQC consideration will take place after 

DAG consultation, but before DAG scrutiny. 

� One ‘milestone’ iterative meeting is built into the 

DAG consultative process, whereby the Senior 

Standards and Quality Officer will typically meet 

with the course sponsors to discuss key issues 

arising from the development and drafting 

process thus far. 

� A SASQC may make in-house arrangements for 

the consideration of final draft documentation 

before submission for DAG scrutiny. However 

such arrangements are not part of the formal 

DAG consultative process and DAG members are 

not required to attend. 
 

7. Externality 
 

 

 

Requirements 
 

 

 

Explanatory notes 
 

� Externality is vital for ensuring that a course is 

designed, developed and approved in the light of 

independent advice, for ensuring a transparent 

process and for the confirmation of standards. 

The use of externality also enables course teams 

to discover, evaluate and implement 

enhancements. 

� External members may join the DAG during the 

consultation stage or during iteration, or may be 

included at the final scrutiny stage. This will be 

agreed with CADQ. 

 

A DAG will make use of external participation at key stages of the process, 

acknowledging that independence and objectivity are essential to provide 

confidence that the standards and quality of our courses are appropriate. 

7.1 A DAG scrutiny will involve at least one member who is external to the University. 

7.2 A course team must consult and take feedback from a range of external and 

internal interested parties and external reference points during course planning, 

and a note on that consultation must be included in the contextual document. 

7.3 Where the proposal constitutes a change to a currently validated course, the 

external examiner(s) must be consulted during the consultative stage. 
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8. Documentation 
 

 
 

8.1 Each proposal for the approval of a new course or major change must be supported 

by: 

a. contextual document; 

b. course specification(s); 

c. module specifications; 

d. Collaborative Framework and Centre document (must be written if the course 

is offered with an external partner; see QH Sections 10A, 10B and 10C for full 

details). 
 

 

 

Explanatory notes 
 

� Further information on course approval 

documentation is available in QHS 5C. 
 

 
 

9. Outcomes 
 

 
 

9.1 The DAG outcomes will be fully documented in a report and constitute one of the 

following: 

a. unconditional and indefinite approval (with or without recommendations); 

b. indefinite approval with conditions; 

c. limited (fixed-term) approval (collaborative courses will always be time- 

limited to a maximum of three years - see QH Sections 10A, 10B and 10C); 

 

All courses put forward for approval or major change will provide clear 

documentation on the aims, intended learning outcomes and expected learner 

achievements. 

8.2 Approval documentation for DAG scrutiny will be sent to the DAG panel by the 

course sponsors(s) / School within the agreed timescale. 

8.3 The Senior Standards and Quality Officer who is a member of the DAG will draft a 
briefing note and outline agenda to support DAG scrutiny. 

� Where the Senior Standards and Quality Officer 

and DAG chair agree that the documentation is 

not sufficient for formal scrutiny, the scrutiny 

meeting will be postponed in order to enable 

further development. 

 

Course approval outcomes will be clear, comprehensive and justified. 
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d. a decision to require further course planning before reconsideration for 

approval; 

e. rejection of the proposal. 

9.2 A DAG does not have the authority to alter the proposed course title or to require a 

change of course title as a condition of approval. However, a DAG may make 

conditions or recommendations on changes to the course content to match the 

proposed course title. 

9.3 An approval decision can be accompanied by any or all of the following (see QHS 

5D): conditions, recommendations, commendations. 

 
Explanatory note 

 

� There are no other formal outcome categories. 

However, the main body of the DAG report can 

contain observations or suggestions that provide 

potential pointers for future enhancements. These 

do not require specific action on the part of the 

course team or SASQC. 

9.4 A condition of approval must be met before a course commences. 

9.5 The report will also articulate a set of standard requirements that apply to all 

approval events and which are used to capture technical conditions such as 

ensuring the course documentation is current and accurate. Standard requirements 

must also be satisfied before the course begins. 

9.6 ASQC will receive notification of all course approvals and an annual synopsis of the 

conduct and outcomes of DAG events. All confirmed DAG reports are available from 

CADQ on request. 

9.7 URDC will receive an overview of Professional Doctorate approvals. 

9.8 ASQC or the University Research Committee (URC) may withdraw academic 

approval from a course at any time if it has evidence that the course is no longer 

meeting the minimum acceptable standards for that award. 

 
Explanatory notes 

 

� A full explanation of the distinction between the 

above outcomes is contained in QHS 5D. 

� The formal decisions of DAGs are circulated to the 

SASQC/URDC chair, the College Academic 

Administration Manager, the School 

Administrative Manager or Graduate School 

Professional Support Team Leader, SASQC/URDC 

Administrator, Marketing, the Academic Office and 

Course Leader; and also to the named contact    

in respect of Collaborative Centres. 
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10. Monitoring the process 
 

 

 

Requirements 

10.1 CADQ will monitor the conduct and outcomes of DAGs through the careful scrutiny 

of DAG reports. Specifically it will: 

a. ensure, from the evidence of the reports, that the events have been 

conducted in accordance with University regulations; 

b. establish that the course information and description is correct and fits with 

University regulations; 

c. consider whether there are any issues regarding policy or regulation, which 

should be brought to the attention of ASQC, particularly in respect of 

standards, quality enhancement and best practice; 

d. ensure that any conditions and recommendations are clearly expressed; 

e. ensure that conditions are met. 
 

 

10.3 CADQ will provide an annual synopsis of developmental trends and good practice to 

inform the work of the ASQC, SASQCs and URDC. 
 

11. Accumulation of change 
 

 
 

11.1 Where proposals affect fewer than 40 credit points but these changes impact on 

other modules which themselves require adjustment (for example, changes to 

assessment weightings or changes to the delivery pattern), a DAG may be deemed 

necessary. 

11.2 In these cases, the Senior Standards and Quality Officer will consult with the 

School Quality Manager or SASQC chair on the most appropriate academic 

approval process. Approval of the final process will lie with the CADQ Academic 

Quality Manager. 

11.3 In operating this procedure, confidence in the maturity of SASQC arrangements is 

such that final consideration by SASQC will be the norm in most cases. 

 

The University will assess the effectiveness of its course development and 

approval practices. 

10.2 In order to execute these tasks, CADQ may refer issues to the Pro Vice-Chancellor 

Academic and or ASQC for consideration, guidance and action as appropriate. All 
outstanding conditions will be reported to ASQC or URC. 

 

The University will monitor the volume and number of proposed changes to 

each course. 



Section5 

page 13 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

Nottingham Trent University Quality Handbook 

Part B Section 5: Course development and approval 

 

 

 

 

 

 

 

 

11.4 It is the responsibility of the SASQC to monitor or track all course changes to 

identify such situations. 

 
Explanatory note 

 

� Over time, the same course may implement 

several packages of changes that individually fall 

firmly into the modification category, but which 

cumulatively may constitute a significant change 

to course philosophy and delivery. Whilst it is 

anticipated that course teams will themselves 

declare that a ‘tipping point’ has been reached, it 

is the responsibility of the SASQC to ensure that 

the appropriate approval process is undertaken. 

 

12. Teach-out 
 

 

 

Requirements 

12.1 When a course ceases to recruit students, a SASQC or URDC has to ensure that 

adequate standards are maintained for any remaining students or those such 

students are enabled to transfer to a suitable alternative course elsewhere. Teach- 

out arrangements are reported to CADQ; where CADQ considers that the 

arrangements do not meet University expectations, it may refer the matter to the 

Pro Vice-Chancellor Academic for resolution. 

 
Explanatory note 

 

� A full description is contained in QHS 5G. 
 

13. Appeals against DAG outcomes 
 

 

 

Requirements 

13.1 A course sponsor(s) must present appeals against DAG outcomes to ASQC or URC 

within 14 days of the receipt of the confirmed report or minute. 

 

The learning experience of students on courses in teach-out will be maintained. 

 

The University will ensure that any appeal against a DAG outcome is fairly 

considered. 
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13.2 If a matter of dispute is not resolved by ASQC or URC, the course sponsor(s) may 

make a direct submission to Academic Board. 

13.3 The Academic Board will consider the matter itself or by means of a working party. 

The appeal body, whether the Academic Board itself or its working party, may 

exclude members involved in the earlier decision. It receives the representation of 

both parties, together or separately, and may: 

a. confirm the decision of the DAG; 

b. refer the case back to the DAG with instructions to consider the proposal de 

nova; 

c. rescind the decision and make recommendations for action toward further 

progress; or 

d. make such other arrangements for the determination of the issue as it deems 

appropriate. 

13.4 The decision of the appeal body will be final. 
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1. Principles of monitoring, review and reporting 
 

 

 

Requirements 

1.1 Monitoring the ongoing health and currency of a course is primarily the 

responsibility of the course committee. 

1.2 Every three years, the School undertakes a periodic review of each course (see 

below). ‘Interim’ course checks of compliance and progress on aspects of 

development take place annually. 

1.3 School quality management is also reviewed on a periodic (five-yearly) basis (see 

Quality Handbook (QH) Section 7). A School Development Plan is considered on an 

annual basis. 

 
Explanatory note 

 

� Monitoring, review and reporting requirements for 

Research Degrees are articulated in Quality 

Handbook Section 11. Requirements for 

Validated Service provision are articulated in 

Section 10C. 

 

Ensuring the quality of student learning opportunities and the standards of 

awards are achieved through the complementary processes of monitoring, 

review and reporting. These activities are based on the following principles: 

(a) An emphasis on planning for the future and development. 

 

(b) Being informed by evidence (qualitative and quantitative data about our 

students and our courses; and by the academic literature). 

(c) Contributing to a genuinely useful reflection on what we do and how we 

might do it better. 

(d) Involving all stakeholders, including those external to the course. 

 

(e) Accommodating different requirements of disciplines and PSRBs. 

 

(f) Involving face-to-face discussion where possible, which is appropriately 

recorded. 
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2. Course monitoring 
 

 
 

Requirements 

2.1 Course monitoring involves reflecting on and evaluating a range of evidence about 

the course. Through this process, course committees evaluate the course 

curriculum, teaching, learning and assessment approaches; ensure that standards 

and quality are being maintained, and outcomes met; and manage the 

enhancement of courses and learning opportunities, in the light of these 

evaluations. 

2.2 Course monitoring involves the full course team (including academic and 

administrative staff), students, external examiners, and, as appropriate, School 

Learning and Teaching Coordinators, School Quality Managers and staff of Central 

Services. 

2.3 Students are key contributors to the process through their ongoing feedback, 

representative participation in course committees and through attendance at staff / 

student liaison groups. 

2.4 Feedback from external examiners during the examination board and their annual 

reports are critical inputs into course monitoring. 

2.5 The inputs and views of Professional, Statutory and Regulatory Bodies (PSRBs) 

may have an important role, depending on the course. 

2.6 Other external reference points may be appropriate, for example subject 

benchmarks, changes to the Quality Assurance Agency for Higher Education (QAA) 

Code of Practice, European or international initiatives, etc. 

2.7 Data relating to student progression and achievement also inform course 

evaluation. 

2.8 Course monitoring informs changes made to courses that will enhance outcomes, 

delivery or operation. 

2.9 Course teams undertake monitoring across the year. This is primarily carried out 

through the course committee. 

 

Course monitoring is a continuous process by which a course team, primarily 

through course committees, keeps under review the effective operation and 

currency of its course. An interim ‘health check’ of the course takes place 

annually. Every three years, Periodic Course Review provides the opportunity 

for course teams and Schools to take stock by considering the full range of 

evidence available. 
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validity, currency, and the academic quality of the provision once every three 

years. This is a face-to-face discussion with external stakeholders and students 

centring on key data sets provided in advance of the meeting to enable 

appropriate consideration of the current and future quality and standards of the 

course. The outcome of the review is a three-year Course Development Plan. 
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Explanatory note 
 

� Quality Handbook Supplement (QHS) 1B provides 

a framework for course committees which  

ensures that appropriate monitoring activity takes 

place throughout the year. 
 

3.Periodic Course Review 
 

 

 

Requirements 
 

 
 

 

3.3   The Review is a face-to-face meeting with key internal and external stakeholders. 
 

 
 

 
 

 
 

 

 

Explanatory notes 
 

 

 

Periodic Course Review is the mechanism by which course teams reflect on the 

SASQCs agree a schedule for Periodic Course Reviews such that each course is

reviewed every three years. This schedule should take into account PSRB

requirements (to avoid duplication of effort). It is the School’s responsibility to
arrange and support course reviews. 

The Periodic Course Review agenda is agreed by the School and should be

informed by specific areas of focus. The organisation of the agenda is flexible, and

as such should be able to accommodate PSRB requirements (see QHS 6B). 

Periodic Course Review meetings can take place at any time of the academic year,

but Schools should be mindful of the availability of data at various points in the

academic year. 

The Review informs the three-year Course Development Plan which is updated on
an annual basis. 

Accuracy of public information / NTU Quality Management compliance should also
be checked at this point. 

If, as a result of the review, changes to the course are required, then the normal
development and approval processes apply. 

Schools may decide to review more than one

course at one meeting if there is significant
overlap of curriculum. Schools must be mindful, 



Section6 

page 5 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

a year. Primarily this activity serves to check everything is appropriately in 

place to assure the quality and standards of the provision for the next cohort of 

students. It also provides an opportunity to assess progress made on the 

Course Development Plan (articulated at the most recent Periodic Course 

Review) and update this where necessary. 
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4.Interim Course Reporting 
 

 

 

Requirements 
 

 

4.2 The role of the Report is to: 

a.Confirm compliance with University requirements. 
 

 

c. Review and update the Course Development Plan. 
 

 

 

Explanatory notes 
 

 

however, of the fact that for review to be

effective, course teams must be fully invested in

the process. This is most likely to be achieved

when the review is dedicated to an individual

course. 

If the Review meeting takes place mid-year,

compliance checking may be more appropriately

carried out at the end of the year in time for the
next academic cycle. 

 

The Interim Course Report provides a n an nual ‘h ealth che ck’ of the cou rse o nce  

Course leaders are responsible for preparing the Interim Course Report at the end

of the academic year (according to the template provided in QHS 6A). This report

covers the out-going academic year (1 August – 31 July each year). 

b. Summarise any changes required immediately before the next cohort of

students, or longer term. 

Interim Course Reports are considered by School Academic Standards and Quality

Committees (SASQCs) on an annual basis and inform the School Development Plan

(see below). SASQCs agree the most appropriate submission dates. 

Where a course runs to a different cycle from the

traditional academic year, the Interim Course

Report is prepared at the end of the equivalent

period of study, in advance of the next cohort of
students. This might mean that Schools agree 
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courses are working effectively and that plans are in place to address identified 

areas of development. 
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5.School oversight and planning 
 

 

 

Requirements 
 

 

a.Interim Course Reports; 

b.Course Development Plans; 

c.Progress on the PSR action plan (where appropriate); 

d.External Examiner feedback that relates to School processes; 

different submission dates for courses with

different structures. 

At the time of writing the report, progression and

final examination boards should have been

completed. The Interim Course Report requires

that course teams consider any key issues arising

from module or course level data at this point,

which requires action in preparation for the

forthcoming year. Course teams will consider the

full picture of student achievement after the

referral boards in the autumn. At this point, the

Course Development Plan may need to be

updated. 

A separate Interim Course Report is required for

each course of study except that courses

clustered together in one course management/

operational framework may be reported on in a

single Report (this will cover, for example,

combined degrees, schemes with pathways or

bracketed awards etc.). An Interim Course

Report cannot cover courses that are not linked in

this way. 

Templates for the Interim Course Report and

Course Development Plan are provided in QHS
6A. 

 

Schools are responsible for providing the University with assurance that 

On an annual basis, SASQCs reflect on the standards and quality of courses. This

reflection is based on a review of Interim Course Reports and Course Development

Plans and consideration of appropriate School-level data related to standards and

quality. Minutes of this review are recorded. The evidence base used to inform this
reflection include: 
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f. Wider stakeholder feedback (where appropriate); 

g. Student outcomes (progression, achievement and employment); 

h. Any other metrics that might inform School-level planning. 

5.2   The SASQC review meeting results in an update of the School Development Plan. 
 

 
 

 

 

Explanatory note 
 

 
 

6. Evaluation of student data 
 

 

 

Requirements 

6.1 Summary data for modules and levels of study for student progression and 

achievement on individual courses are evaluated by courses as part of the Periodic 

Course Review and for Interim Course Reporting. 

6.2 Summary progression and achievement data across clusters of courses are also 

available for School-level evaluation. Schools are required to reflect on outcomes 

of the evaluation of equality and diversity and widening participation and this 

evaluation may inform the School Development Plan. Where Schools identify 

something that needs more detailed investigation, courses may be asked to 

e. Themes arising from student feedback on courses and student feedback
about School-level issues; 

School Development Plans are considered by the Academic Standards and Quality

Committee (ASQC) at its annual review meeting in November. 

School Development Plans should be cognisant of the University Strategic Priorities

and any other current University requirements. 

A template for the School Development Plan is
provided in QHS 6F. 

 

Timely access to high quality data relating to student outcome (progression,

attainment, withdrawals etc.) serves three key purposes: 

To permit the analysis of trends and patterns in student outcome over time

and across courses. 

To provide up-to-date information about how well students in a particular

cohort are doing in order that action planning can happen in a timely

fashion. 

To inform Interim Course Reporting and Periodic Course Review. 
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specifically reflect on this aspect at an appropriate course committee (which might 

then result in an action on the Course Development Plan). 

 
Explanatory notes 

 

� In order to enable the accurate and consistent 

reporting of student achievement across Schools 

and the University, for quality assurance 

purposes, there is a standard ‘window’ in which 

the analysis of data takes place. This ensures 

that comparisons made between courses and 

Schools are appropriate, accurate and consistent. 

In November of each year, data sets on student 

progression and achievement across clusters of 

courses at School level are made available on the 

Annual Monitoring and Reporting SharePoint site. 

� The University’s Strategic Data and Intelligence 

Manager prepares School-level evaluations of 

equality and diversity and widening participation 

(ED&WP) data during the first term of the 

academic year. At the same time, a University- 

level ED&WP report is prepared. 

� For collaborative courses, evaluation of the 

patterns of progression and achievement must 

pay attention to analysis of student data across 

centres. 

� Live data relating to student progression and 

achievement across courses over the last three 

years are available via Cognos on a ‘self-serve’ 

basis. 
 

7. Timeframe 
 

 
 

Course monitoring and Course and School interim reporting and review 

July-September 

(depending on 

School’s agreed 

timeframe) 

SASQCs convene a review meeting which considers a range of 

evidence including Interim Course Reports and Course 

Development Plans. The School Development Plan is reviewed 

and updated. 

September/October 1st term course committee 

November ‘Snapshot’ of aggregated course and School progression and 

achievement data available via Cognos. 

November ASQC convenes an annual review meeting which considers a 

The required time frame for course monitoring and interim reporting and review
(for standard start undergraduate courses) is summarised in the table below: 
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range of evidence including School Development Plans. 

December Schools receive evaluation of student data in relation to equality 

and diversity and widening participation. 

January/February 2nd term course committee 

April/May 3rd term course committee 

June Boards of Examiners’ meetings 

July/August Interim Course Reports and Course Development Plans 

prepared and submitted to SASQC (according to School agreed 

submission date). 

September/October Course and School Development Plans updated to account for 

evidence provided by external examiners in their reports and 

student achievement data post the referral examination boards. 

 

8. Extraordinary review and reporting 
 

 

 

Requirements 

8.1 An extraordinary review or report can be required when there is a need for 

particular enhancement in a course or courses. 

8.2 Where a PSRB requires a course team to produce an annual report that meets the 

minimum requirements set out in this Section of the QH, there will be no need to 

draft a separate Interim Course Report. 

 
Explanatory notes 

 

� When a course is due for PSRB accreditation or 

review, the course team may wish to produce an 

extended or variant Interim Course Report to 

meet the accreditation or review criteria. In such 

cases, an ‘extraordinary’ report can be produced, 

and the course team should consult with SASQC 

to agree on a suitable format. 

 

ASQC has the right to require a course team to be reviewed and/or to produce 

an extraordinary report according to a template devised for that purpose. 
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9. Policy review 
 

 

 

Requirements 

9.1 ASQC charges the Centre for Academic Development and Quality (CADQ) with 

responsibility for reviewing the effectiveness of these procedures on a three-year 

cycle. These three-yearly reviews will focus on: 

a. the effectiveness of the monitoring and reporting procedures in maintaining 

the standards and quality of the educational provision at NTU; 

b. the capacity of the procedures and processes to effect enhancements in 

standards and quality; 

c. the impact of the procedures on the enhancement of student learning 

opportunities; 

d. the fitness for purpose of the procedures in relation to the requirements of 

scrutiny by agencies such as QAA, PSRBs and other external agencies. 

e. CADQ will report back to ASQC on the findings of these regular reviews and 

will be responsible (a) for making any consequent changes to the procedures 

and processes and (b) for liaising with Schools and course staff on 

developments and providing any necessary further briefing and seminars. 

9.2 The next review will be in 2017/18. 

 

The procedures set out in this Section will remain under scrutiny to ensure their 

continuing fitness for purpose. 
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1. Aims 
 

 

 

Requirements 

1.1 Periodic School Review (PSR) covers all taught courses within a School’s portfolio, 

including School-based collaborative arrangements. 

1.2 Schools are reviewed on a five-year cycle as follows: 

 

Periodic School Review Cycle 2014-2020 

2015/16 Autumn Arts and Humanities 

2016/17 Autumn Nottingham Business School 

 Spring Architecture, Design and the Built Environment 

2017/18 tbc Science and Technology 

 tbc Art and Design 

 tbc University Research Degrees 

2018/19 Autumn Education 

 Spring Law 

2019/20 Autumn Social Sciences 

 Spring Animal, Rural and Environmental Sciences 

 

Explanatory note 
 

� The University Research Degrees Periodic Review 

Model is currently under review and will be 

subject to approval in advance of the September 

2016 publication of the Quality Handbook. 

 

Periodic School Review assures the University that Schools are: effectively 

managing quality assurance and enhancement procedures and processes, in  

line with the University quality framework and Institutional Academic Plan; and 

providing high quality, valid, relevant and inclusive learning opportunities that 

enable students to achieve the University’s awards and qualifications. The 

framework also aims to support Schools in the continuing evaluation and 

enhancement of their provision. 
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2. Governance 
 

 

 

Requirements 

2.1 ASQC approves all Periodic School Review Reports on behalf of Academic Board. 

2.2 Any changes to the Periodic School Review process are approved by ASQC and 

ratified by Academic Board. 
 

3. Periodic School Review framework 
 

 

 

Requirements 

3.1 Periodic School Review focuses on two aspects: 

a. Aspect 1: Standards and quality management; 

b. Aspect 2: The quality and enhancement of student learning opportunities. 

3.2 These aspects are assessed through a number of methods: 

a. Consideration of the School Reflective Analysis Document, produced by the 

School in preparation for the review (see Quality Handbook Supplement 

(QHS) 7A); 

b. A compliance check, undertaken by CADQ prior to the event, using evidence 

provided by the School in an Electronic Repository of information relating to 

quality management and enhancement processes (see QHS 7B), which 

determines the School’s compliance with required quality management 

processes; 
 

 

 

Periodic School Review is organised by the Centre for Academic Development 

and Quality (CADQ) on behalf of Academic Board and the Academic Standards 

and Quality Committee (ASQC). 

external examiner reporting) and Periodic Course Review. 

 

Periodic School Review assesses the effectiveness of the School’s processes for

the management of quality and standards and of the students’ learning

opportunities. The process enables the University to undertake a broad

periodic review of quality management processes, and the opportunities

afforded to students, beyond the routine monitoring of the effectiveness of

courses, which takes place via the process of interim reporting (including 

c. Review of key quality metrics related to all courses provisioned by the School,
benchmarked against University or sector expectations (where available); 
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d. Discussion with the School’s senior management team, current students, 

academics and other external stakeholders during the two day review event 

(see QHS 7C). 

 
Explanatory notes 

 

� Academic quality represents the effectiveness of 

the learning opportunities provided to the 

students in order for them to achieve their award. 

� We are concerned here with the quality of the 

learning opportunities offered (in terms of, for 

example, teaching, learning resources, 

assessment, academic and personal support). 

� Enhancement of these learning opportunities 

reflects strategic and deliberate steps at School 

level to improve the quality of learning 

opportunities. 

� Enhancement may be illustrated via a range of 

different examples of ‘good practice’ but PSR is 

interested in the School’s approach to planning, 

harnessing, evaluating and sharing such practice. 

� Initial contact between CADQ and the School is 

made 12 months in advance of the planned 

review and Schools are advised to start formal 

preparations six months before the review takes 

place (see QHS 7D). 

� Specific guidance for Schools on each stage of the 

process is provided in QHS 7A-D. 
 

4. Review expectations 
 

 

 

Requirements 

4.1 The review panel is required to make a judgement about both aspects under 

review, and uses the following expectations and indicative factors in order to reach 

this judgement. 

 

Periodic School Review aims to establish whether broad expectations 

associated with both aspects under review have been met. 
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Aspect 1: Standards and quality management 

 

Expectations Factors 

1. The governance and quality 

management strategy and 

processes ensure that academic 

standards are secure, and provide 

a sound framework for course 

development and enhancement 

The approach of the School’s Senior 

Management team to the development, 

implementation and evaluation of quality 

management procedures 

School level implementation and 

monitoring of the University’s quality 

management framework and Institutional 

Academic Plan 

The operation of the School’s strategies, 

policies and processes at course level 

The extent of shared awareness and 

understanding of quality management 

processes across the School 

The use of student representation in School 

quality management and decision-making, 

and the support provided for students for 

this purpose 

Staff development, research and 

scholarship 

Committee structures, and lines of 

communication and decision-making within 

the School 

Mechanisms for sharing good practice 

The extent to which the School is able to 

reflect on and develop quality management 
processes 

The extent to which information about 

courses for prospective and current 

students is fit for purpose, accessible and 

trustworthy 

2. Course design, development and 

approval: enables standards to be 

set; allows students to 

demonstrate learning outcomes; 

and meets University goals and 

strategies 

The way(s) in which the School ensures 

courses are fit for purpose, current, and 

enable students to meet the graduate 

attributes 

The use of benchmarks and PSRB 

requirements to inform the course 

curriculum and level 

The use of externality to inform course 

design and curriculum 

The extent to which course structures and 

curriculum meet the University’s strategic 

aims and School’s goals and initiatives 

The use of student feedback to inform 

course design and development 
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3. Design, approval, monitoring and 

review of assessment is effective 

in ensuring that students have the 

opportunity to demonstrate 

learning outcomes 

How assessment tasks and schedules are 

designed and agreed 

The processes for marking and moderation 

How feedback on assessment is provided to 

students 

How assessment tasks, schedules and 

feedback are monitored and reviewed 

4. The use of external examiners is 

strong and appropriate 

The alignment of the School’s external 

examiner processes and procedures to the 

Quality Handbook 

The external examiners’ contribution to the 

maintenance and enhancement of 

standards 

The use of external examiner comments in 

the development of courses 

The feedback to external examiners 

5. Monitoring and review processes 

are effective and inform 

enhancement activity 

The alignment of interim and periodic 

monitoring , review and reporting (course 

and School level) to the University 

framework 

The clarity and transparency of monitoring 

and reporting processes to all parties 

The use of quantitative and qualitative data 

to inform strategic planning, review and 

understanding of student outcomes 

including external examiner comments, 

student feedback and the NSS, and data 

relating to the student journey 

The School’s processes to assure 

continuing validity and currency of courses 

The School’s mechanisms to ensure on- 

going reflection and enhancement of 

quality management processes 

6. Students are genuinely involved 

in a range of activity related to 

quality management and 

enhancement and understand 

relevant processes and practice 

The range of methods of collection, and the 

impact, of student feedback on modules 

and courses 

The engagement of students with course 

and School-level committees, including 

‘hard to reach’ students (e.g. those 

studying off campus) 

The extent to which feedback from 

students informs decision-making and 

change 

The extent to which students understand 

processes and practices by which they are 
particularly affected, for example student  
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appeals, academic irregularities 
 

 

 

Aspect 2: The quality and enhancement of the student learning opportunities 
 

Expectations Factors 

1. Deliberate steps are taken to 

improve the quality of students’ 

learning opportunities 

The strategic planning of, and evidence 

base for, enhancement initiatives 

The use of quality assurance processes to 

identify opportunities for enhancement 

The extent to which the School expects and 

encourages enhancement of student 

learning opportunities 

The opportunities for the identification, 

support and dissemination of good practice 

2. Professional standards for 

teaching and learning are 

supported 

The extent to which research, scholarship 

and/or professional practice informs 

teaching 

Staff induction, support and development 

strategy and practice 

The extent to which there is a shared 

understanding of the School’s learning and 

teaching strategy 

The extent to which curriculum design, 

content and structure are informed by 

recent pedagogic developments, external 

sources and University goals 

3. The quality of learning resources 

is appropriate 

The collective expertise of staff for effective 

delivery of the curriculum and assessment 

of learning outcomes 

Staff development opportunities 

The facilitation of learning through the 

provision of appropriate resources, 

including academic support and a range of 

7. The management of School-based 

collaborative provision is effective

in ensuring that academic

standards are maintained 

The School’s processes for maintaining 

oversight of the quality of collaborative

provision 

The alignment of the School’s quality

management processes for collaborative

provision to University policy 

The management of specific requirements

for monitoring, reporting and review of

collaborative provision across the School 

Arrangements for the approval of public

information related to collaborative

provision 
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appropriate teaching methods 

4. The quality of learning 

opportunities meets the needs of 

protected groups, international 

students, and ‘hard-to-reach’ 

students 

The arrangements for monitoring the 

effectiveness of the provision for protected 

groups (including disabled students), 

international students and ‘hard-to-reach’ 

students (including, part-time students, 

and students studying from a distance) 

The systems used to evaluate these 

students’ progress and to identify 

opportunities for enhancement 

5. The quality of learning 

opportunities delivered as part of 

collaborative arrangements is 

managed effectively to enable 

students to achieve their awards 

The quality and effectiveness of 

communication with students and 

collaborative partners 

The opportunities for sharing practice 

across collaborative arrangements 

Staff induction, development and support 

for School and partner staff 

6. The quality of learning 

opportunities delivered through 

work-based learning and 

placements is managed effectively 

The extent of opportunities provided for 

work-based learning, placements and 

professional learning 

The management of work-based learning 

and placements 

7. Effective arrangements are in 

place to support students in their 

learning 

Career education, information, advice and 

guidance 

Pastoral support for all students 

Student induction 

 

5. The review panel 
 

 

 

Requirements 

5.1 The review panel comprises seven members: 

a. Review Chair: a Pro Vice-Chancellor of the University; 

b. Review Manager: a Senior Standards and Quality Officer from CADQ; 

c. External Panel Member: a senior academic member of an institution external 

to the University, whose knowledge is based in a similar area, who has 

experience in Higher Education (HE) quality management, and who has had 

no connection with the University in the past three years; 

 

The review panel ensures that externality, seniority, quality management 

expertise and subject specialist knowledge informs the discussion and review 

outcomes. 
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d. Three internal panel members; two academic colleagues from outside the 

School, and the Academic Quality Manager from CADQ; 

e. Student Representative: from the NTU Students’ Union. 

 
Explanatory notes 

 

� Each review panel member undertakes a specific 

role. Two members (usually one internal member 

and the Academic Quality Manager) focus on 

Aspect 1: Standards and Quality Management; 

and two panel members (usually an internal and 

the external member) focus specifically on Aspect 

2: The Quality and Enhancement of the Student 

Learning Opportunities. It is the role of the Chair 

to maintain oversight of both aspects. The 

Student Representative is expected to pursue the 

effectiveness of student engagement and the 

student voice across both aspects and contribute 

to the discussion accordingly. 
 

 

� The School identifies a Periodic School Review 

Lead, who takes primary responsibility for the 

oversight of the PSR process within the School. 

� The detail of the responsibilities associated with 

different roles are provided in QHS 7E. 
 

6. Review outcomes 
 

 

 

Requirements 

6.1 For each aspect, the following four judgements are possible: 

a. Commended; 

b. Meets NTU and UK expectations; 

c. Requires improvement to meet NTU and UK expectations; 

d. Does not meet NTU and UK expectations. 

The Review Manager is supported by a Senior

Standards and Quality Officer from CADQ. The

Manager and Officer prepare the evidence for the

panel in advance of the review event and support

the panel in the use of this evidence during the
event. 

 

The review panel arrives at a judgement about each of the aspects that has 

been considered, based on evidence from the documentation provided in 

advance, and the discussions that take place during the review event itself. 
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6.2 The panel will use the framework provided at the end of this section in order to 

come to the review judgement for each of the two aspects under review. 

6.3 The panel also agrees any recommendations, commendations and affirmations. 

6.4 The School is given feedback on these judgements at the end of the review event. 

6.5 The rationale and evidence base for these judgements, recommendations and 

commendations are articulated in the Periodic School Review Report which is 

approved by ASQC on behalf of Academic Board. 

6.6 A follow-up meeting between the review panel Chair, CADQ and School 

representatives takes place after the School’s receipt of the report, in order to 

agree any action plan related to the recommendations made by the panel. 
 

 

 

Explanatory notes 
 

� The recommendations indicate the timeframe 

within which the review panel considers that the 

recommendations should be acted upon. 

� Commendations describe the practice that the 

panel observes which is considered exemplary, 

innovative and/or transferable. 
 

 
 

7. Appeal against review outcomes 

7.1 If the School wants to appeal the outcome of the Periodic School Review, the Dean 

must present an appeal to ASQC within 14 days of the receipt of the confirmed 

report. 

7.2 If a matter of dispute is not resolved by ASQC, the Dean may make a direct 

submission to Academic Board. 

7.3 Academic Board will consider the matter itself or by means of a working party. The 

appeal body, whether Academic Board itself or its working party, may exclude 

members involved in the earlier decision. It will receive the representation of both 

parties, together or separately, and may: 

a. confirm the decision of the Periodic School Review; 

b. refer the case back to the Periodic School Review Panel with instructions to 

consider the proposal de novo; 

c. rescind the decision and make recommendations for action toward further 

progress; or 

d. make such other arrangements for the determination of the issue as it deems 

appropriate. 

Progress on these actions is reported via the School Development Plan presented

to ASQC annually. All actions should be completed as reported a year after the
Review event. 

Affirmations made by the panel acknowledge

developments already in place, or planned, to
address previously identified issues. 
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7.4 The decision of the appeal body will be final. 
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Framework for Periodic School Review Judgements 

Commended Meets NTU and UK expectations Requires improvement to reach NTU 

and UK expectations 

Does not meet NTU and UK expectations 

The majority of expectations have been fully 

met.  Any expectations that are not fully met 
are mostly met. 

All, or nearly all, expectations have been 

fully or mostly met. 

Most expectations have been fully, mostly 

or partly met. 

Several expectations have not been met, or 

are partly met, or there are serious gaps in 
one or more expectations. 

There may be some minor omissions or 

oversights in some of the evidence provided 
to the panel, but these do not compromise 
the overall quality of the approach and 
provision. 

Any expectations not met are not 

considered to present significant risk. 

Those expectations that have not been 

met, may not present significant risk at 
present, but if unaddressed have the 
potential to compromise quality. 

Those expectations that have not been met, 

or are not sufficiently met, do pose serious 
risks. There is concern about the control 
mechanisms in place to mitigate these risks. 

Likely to be characterised by at least some of 

the following: 

• compelling evidence of the School’s 
commitment to achieving excellence in 
standards and quality management and 
in the quality and enhancement of 
student learning opportunities. 

• numerous and widespread examples of 
good practice. 

• a strategic approach for building on good 
practice. 

• where appropriate, examples of 
developments, planned or in train, which 
seek to address issues previously 
identified. 

Likely to be characterised by at least some 

of the following: 

• evidence that the School is able to 
maintain and promote the quality and 
standards appropriate for its provision. 

• several examples of good practice. 

• the need to give further thought to a 
particular factor(s) which contributes to 
an expectation not being fully met. 

• the need to address details in 
documentation which do not materially 
affect practice. 

• the need to update or amend minor 
omissions or oversights. 

• the need to further develop activity 
already planned, to more fully meet 
expectations. 

Likely to be characterised by at least some 

of the following: 

• significant weakness(es) in some 
School processes, or which have some 
shortcomings. 

• a lack of awareness by the School 

about the potential problem(s) 
identified by the panel. 

• failure to take prompt and appropriate 
action to address a problem previously 
identified. 

Likely to be characterised by at least some 

of the following: 

• ineffective operation of School quality 
management processes. 

• significant gaps in process, structures or 
procedures relating to quality 
management. 

• a lack of compliance with NTU quality 
assurance policy. 

• a lack of awareness by the School about 
the problem(s) identified by the panel. 
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  Contextual statement 
 

 

 

Requirements 

1.1 Student engagement, for the purpose of this section of the Quality Handbook (QH), 

refers to the participation of students in quality enhancement and quality assurance 

activities. At NTU this includes: 

a. the student academic representation structure; 

b. student involvement in quality assurance processes; 

c. student feedback through established mechanisms. 

 
Explanatory notes 

 

� Student engagement with their learning is 

discussed in QH Section 14. 

� The formal structures for representation, 

feedback and quality assurance are 

complemented by informal and ‘one off’ feedback 

opportunities which are not in the scope of this 

section. 
 

  Student academic representation 
 

 

 

Requirements 

2.1 Students are represented in discussions, at all levels of the University, regarding 

the strategic development of any aspect of the student experience. 

 

The University values the important perspective that students have on their 

own learning experience. A range of formal and informal opportunities are 

defined and promoted, by which any student can engage in educational 

enhancement and quality assurance activities. In this way, students and staff 

at the University work together to assure and enhance the quality of the 

student academic experience. 

 

The University and Students’ Union work in partnership to support and 

encourage students to engage in meaningful dialogue about their academic 

experience. The University values the engagement between staff and students 

in all roles and is committed to fostering strong relationships. 
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2.2 Governance committees provide for student membership. Terms of reference for 

the following are available in QH Section 1: 

a. Academic Board; 

b. Academic Standards and Quality Committee (ASQC); 

c. School Academic Standards and Quality Committees (SASQCs); 

2.3 The Executive Student Forum is a sub-committee of the University Executive Team. 

The Students’ Union Executive and members of the University Executive Team meet 

at least bi-monthly. The primary purpose of the forum is communication of, and 

discussion about, student feedback relating to their experience at the University. 

2.4 The University keeps under review, opportunities for the involvement of students in 

decision making, considering for each new committee or task and finish group: 

a. Whether the outcomes of the group will have a direct impact on the student 

experience; 

b. How students already inform the work of the group; 

c. Whether a student member will bring a valuable additional perspective. 

2.5 The University is committed to working with the Nottingham Trent Students’ Union 

(NTSU) in the continuous development of the student academic representative 

system. 

2.6 The Joint Statement on student academic representation sets out the student 

academic representation structure as agreed by the University and the Students’ 

Union. The full Joint Statement is available, see Quality Handbook Supplement 

(QHS) 8A. 

2.7 A Student Engagement and Academic Representation Steering Group (StEAR) 

drives continuous improvement in student engagement and academic 

representation. The group reports annually on the effectiveness of the academic 

representation system with reference to national and University benchmarks. 

Terms of reference are available, see Quality Handbook Section 1. 
 

  School Forums 
 

 

 

Requirements 

3.1 Each School operates a School Forum on at least three occasions, once per term, 

throughout the academic year. Terms of reference are provided in QHS 8B. 

3.2 The purpose of the School Forum is to facilitate dialogue between the Dean of a 

School, and the relevant staff and students within the School, about the student 

academic experience. 

 

The University places value on providing broader opportunities for students to 

provide feedback on their experience beyond the academic representation and 

committee structures. 
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3.3 All dates, times and locations of School Forums, for the coming year, are published 

on the NTU Online Workspace (NOW) at the start of the academic year. 

3.4 Minutes of School Forums are published to all students in the School, to course 

committees and to the School Executive. 

 
Explanatory notes 

 

� Contributions from students at School Forum 

may, for example, relate to matters of teaching 

delivery, marking and assessment, learning 

materials, facilities and equipment, and student 

support. More widely, they may relate to matters 

of academic administration, estates or student 

support services. 
 

  Student involvement in quality assurance processes 
 

 

 

Requirements 

4.1 Student involvement in quality assurance includes: 

a. involvement in the ongoing review and development of a course; 

b. involvement in the University’s centrally managed processes for the 

development, review and approval of courses (Development and Approval 

Groups); 

c. involvement in the University’s centrally managed process for the periodic 

review of Schools (Periodic School Review). 
 

Course development 

4.2 Students are involved, through their representative on course committees, in the 

monitoring, review and development of course operation and delivery. 

4.3 The University course tutorial system also provides an opportunity for staff and 

students to engage in dialogue about the continued development of the course. 

4.4 Course currency and health is reviewed based on the principles set out in Quality 

Handbook Section 6; student feedback in the review process is explicit. 

 

Development and Approval Groups 

4.5 Student panel members on Development and Approval Groups (DAGs) was piloted 

in 2014/15, the scope of the pilot has been extended for the 2015/16 academic 

year. DAGs for collaborative provision are not included in the pilot. 

 

The University seeks to foster an environment within which students and staff 

engage in discussions that bring about demonstrable enhancement of the 

educational experience. 
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4.6 For the appointment of student members to DAGs, the Centre for Academic 

Development and Quality (CADQ) and the NTSU jointly manage the selection 

process. 

4.7 CADQ works with the NTSU to prepare and support students to participate in DAGs. 

4.8 Student members of DAGs: prepare for; attend; constructively present their views; 

and actively participate as full and equal members of panels and meetings. 

 

Periodic School Review 

4.9 Panels for Periodic School Reviews (PSRs) include a student member. 

4.10 The Students’ Union identifies a student panel member for PSR. Training and 

support is given by the CADQ PSR manager. 

4.11 Student members of PSR panels: prepare for; attend; constructively present their 

views; and actively participate as full and equal members of the panel and 

meetings. 

 
Explanatory notes 

� Full details on PSR can be found in QH Section 7 

� Full details on course development and DAGs can 

be found in QH Section 5 

� Full details on course committees can be found in 

QHS 1B 

� Further information about the membership of 

DAGs is available in QHS 5K. 
 

  Student satisfaction surveys 
 

 

 

Requirements 

5.1 The data generated from student surveys is a significant source of feedback to the 

University for the enhancement of student learning opportunities. 

5.2 Student evaluation should be carefully analysed by course staff as part of their 

procedures for maintaining and enhancing academic standards and quality. The 

results of this analysis form part of the courses and Schools monitoring, reporting 

and review processes. 

5.3 The University participates in a number of national surveys, the results of which 

are analysed at University, College and School levels to identify areas of strength 

and areas for development. 

5.4 The purposes of gathering, analysing and using student evaluations are to: 

 

The University is committed to eliciting, monitoring and responding swiftly to 

feedback from all students on their experiences. 
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a. proactively enhance the quality of learning opportunities and the standards 

achieved by students; 

b. facilitate dialogue between students and staff on the quality of student 

learning opportunities; 

c. integrate the significant student perspective within the monitoring, reporting 

and review processes (QH Section 6); 

d. provide information to enable the University to ensure that students are clear 

about their courses and the expectations of the University; 

e. give students an opportunity to contribute to course developments; 

f. demonstrate the University’s commitment to student academic satisfaction by 

ensuring that students are aware that student feedback is valued, promptly 

responded to and appropriately acted upon. 

5.5 For undergraduate module evaluation: 

a. Student evaluation of modules will be conducted using the University EvaSys 

Module Survey for all undergraduate modules for all year levels. 

b. Wherever possible School Administration will provide a two-week timeline for 

conducting surveys and tutors will be given advance warning so that they can 

plan an appropriate session in which to conduct the survey. Exceptions will be 

dealt with on a case by case basis. 

c. It is the Module Leader’s responsibility to review the results, respond to and 

take action in response to the module level surveys. 

d. The aggregated results of module surveys (excluding student text comments) 

accompanied by a response to feedback received and any resulting actions to 

be taken must be published on the NOW Module Learning Room within three 

weeks of the reports being sent out by School Administration. 

e. No other formal module surveys will be conducted for undergraduate courses. 

However staff are encouraged to consider the range of opportunities to 

engage with students both formal and informal and should maintain an 

ongoing dialogue with students about their learning experience. 

5.6 For undergraduate course evaluation 

a. Student evaluation of courses will be conducted using the University EvaSys 

Course Survey for levels 4 and 5. 

b. There will be no University course survey for level 6, only the official external 

National Student Survey (NSS). 

c. The University course survey will be conducted online at the end of the 

teaching year, and will include broadly the same questions as the NSS. 

d. It is the Course Leader’s responsibility to review the results, respond to and 

take action in response to the course level surveys. 

e. The results of the module and course evaluation surveys should be discussed 

at a course committee or alternative course team meeting during May. 

f. A response must be published for students on NOW as a course news item 

and emailed to students within three weeks of the course committee. Further 
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details should be provided in induction or welcome back events the following 

year for that cohort of students. 

5.7 For postgraduate taught, vocational or professional courses 

a. The use of the University standard module and course evaluations is optional. 

b. Staff are encouraged to develop their own methods for collecting student 

evaluation, bearing in mind it is best to adopt a range of evaluation methods. 

 
Explanatory notes 

 

� Operational guidance on the use of the EvaSys 

system for student satisfaction monitoring will be 

provided to Schools. 

� EvaSys is a data collection tool to aid module and 

course improvements and not an improvement 

tool in itself. 
 

  Responding to student feedback 
 

 

 

Requirements 

6.1 Responding to feedback from students and inviting further feedback is a virtuous 

cycle. 

6.2 The University works with NTSU to continually improve the opportunities for 

feedback to students on the impact of their engagement, and to provide 

opportunities for representatives to be rewarded for their contributions and 

recognised for the skills they develop. 

6.3 Students can expect to hear from the University, and from their representatives, 

how their feedback is being considered and changes that may be made as a result. 

6.4 Students are clearly and regularly informed, including through their course 

representatives on the course committee, of: 

a. planned and actual enhancements to the course; 

b. the outcomes of external examiner reports; 

c. course standards and quality evaluation; 

d. information about student outcomes; 

e. module and course evaluation data; 

f. responses to student feedback. 

 

The University recognises the value of the engagement of its students and 

works with NTSU to ensure this engagement is meaningful and appropriately 

recognised. 
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6.5 Course teams provide opportunities for course representatives to feedback to their 

cohort on the outcomes of enhancements made as a result of representative 

activity. 

6.6 Information relating to student academic representation is published in course 

learning rooms on the NTU Online Workspace (NOW). 

6.7 Course teams provide written responses, published on course learning rooms, to 

external examiner reports and EvaSys data. 

 
Note 

 

� The University Student Communications team 

publishes a summary of changes resulting from 

student feedback as part of its ‘You said we did’ 

campaign. 
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  Appointment principles and process 
 

 

 
Requirements 

1.1 The University appoints one or more external examiners to carry out the role 

defined in this Quality Handbook (QH) section for all taught provision that leads to 

an academic award. 
 

 

1.4 The course team is responsible for nominating an external examiner at least six 

months before the intended commencement of their appointment. A replacement 

external examiner should be appointed in time to take up their duties before the 

retirement of the predecessor, in order to provide continuity of external examiner 

activity. 
 

 

1.6 For new Postgraduate, Professional Doctorate, short courses and any course of up 

to one year in length, an external examiner must be in place for the start of the 

course. 

1.7 The course team should ensure that potential external examiners are provided with 

sufficient information to enable them to identify whether they can carry out their 

responsibilities effectively before commencing the nomination process. As part of 

this, the proposed external examiner should be advised to consult the external 

examiners’ area of the Centre for Academic Development and Quality (CADQ) 

website. 

1.8 Each nomination for standard NTU and School-based collaborative provision should 

be initially scrutinised and approved by the appropriate School Academic Standards 

and Quality Committee (SASQC) or University Research Degrees Committee 

(URDC) for Professional Doctorate Courses. 

The University has internal quality assurance procedures that are subject to 

external input and scrutiny; as part of this, the University makes scrupulous 

use of external examiners, who are independent of the University and 

appropriately qualified. 

1.2 The University also appoints one or more external examiners to carry out the role 

defined in this QH Section for phase one of all Professional Doctorate courses. 

1.3 External examining in relation to PhD/MPhil awards and for phase two of 

Professional Doctorate courses is covered in QH Sections 16D and 16E. 

1.5 For new Foundation Degree and Undergraduate courses, an external examiner 

must be in place by the start of level 5 of the course (or level 4 where this 
contributes to the final award classification). 
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1.9 For Validation Service collaborative provision, scrutiny of the nomination should be 

by the External Examiner Appointments Panel (EEAP), following approval by the 

Validated Centre's Academic Board (or equivalent). 

1.10 School-approved external examiner nomination forms, signed by the Chair of 

SASQC or URDC, should be forwarded to CADQ. Schools and Validated Centres 

must use the standard University nomination forms (which can be downloaded 

from the external examiners’ area of the CADQ website). 

1.11 CADQ ensures that the University's EEAP considers the nomination. Nominations 

are approved by the Panel and ratified by the Academic Standards and Quality 

Committee (ASQC). 

1.12 The name, position and institution or employer of the approved external 

examiner(s), along with the most recent external examiner report(s) for the course 

and the teaching team’s response, are published on the relevant course pages of 

the NTU Online Workspace (NOW). For Validated Centres this information is 

published on their own webpages. Students are cautioned against attempting to 

contact the external examiner, and external examiners are requested to refer any 

such correspondence to the Course Leader. 

 
Explanatory notes 

 

� The same external examiner may have 

responsibilities for a group or cluster of courses. 

� For new Foundation Degree and Undergraduate 

courses, course teams are encouraged to 

consider having an external examiner in place for 

the start of the course. Whilst they are primarily 

concerned with the award-bearing stages of a 

course, e.g. level 5 and/or 6 for Undergraduate 

courses, external examiners appointed to a new 

course where only Level 4 is running would be 

expected to familiarise themselves with the 

course and undertake appropriate duties 

associated with the role. 
 

  Appointment criteria 
 

 

 

The University applies a UK-wide set of criteria for appointing external 

examiners to ensure that the individuals are competent to fulfil their 

responsibilities. The criteria are also designed to ensure that potential conflicts 

of interest are identified and resolved prior to appointment. 
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Requirements 

2.1 Course teams, SASQCs, URDC and the EEAP are guided by the following criteria 

when considering external examiner nominations: 

a. An external examiner’s academic and/or professional qualifications, standing, 

expertise and experience should be appropriate to the course in terms of both 

level and subject. Academic or professional qualifications must equate to at 

least the level of the qualification being examined. Retirees may be considered 

if evidence of their continued involvement in the academic or professional 

area can be demonstrated. 
 

 

c. An external examiner should have sufficient recent external examining or 

comparable related experience to indicate competence in assessing students 

in the subject. An external examiner may be appointed with no previous 

external examining experience provided they have sufficient internal 

examining experience or other relevant, recent experience or training. Where 

appropriate, the external examiner should join an experienced team or work 

initially alongside the current external examiner, or be subject to other 

special induction arrangements, for example, mentoring by an existing 

external examiner from a cognate course. The nomination form should 

include an appropriate supporting statement clarifying how inexperienced 

external examiners will be supported and/or mentored. 

d. An external examiner must be fluent in English, and where appointed to 

courses delivered and/or assessed in languages other than English, they must 

also be fluent in the relevant language(s). 

e. The appointment should secure an appropriately balanced team with 

complimentary expertise and experience that is able to cover the academic 

and/or professional subject content. The Dean of School or Head of the 

Validated Centre has a duty to ensure that the appropriate number of 

external examiners is appointed to ensure adequate expertise is available to 

cover the major areas of the course and cope with the volume of student 

work. 

 
Explanatory notes 

 

� Where a course is delivered and/or assessed in a 

language other than English and an external 

examiner with fluency in the relevant language(s) 

cannot be appointed, secured arrangements must 

be put in place to ensure that the appointed 

external examiner is provided with all necessary 

b. An external examiner must have knowledge and understanding of UK sector

agreed reference points for the maintenance of academic standards and the

assurance and enhancement of student learning opportunities, e.g. the

framework for higher education qualifications in England, Wales and Northern

Ireland (FHEQ), Quality Assurance Agency for Higher Education (QAA)

Subject Benchmark Statements etc. 
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information in order to enable them to make their 

judgements. 

� It is advantageous to phase appointments within 
an external examining team. The induction of  
new external examiners and the effective liaison  
between outgoing and incoming external  
examiners should be regarded as complementary 

to the principle of phasing. 

 
2.2 The following restrictions on appointments apply: 

a. An external examiner must not be over-extended by the duties they are 

nominated to undertake. They should not concurrently hold more than the 

equivalent of two substantial external examiner appointments of taught 

provision, which includes the one they are being nominated to undertake. If 

the proposed external examiner appears to exceed this norm, the course 

team must provide a supporting statement explaining how the effects of this 

are to be mitigated. 

b. An external examiner is expected to be impartial in judgment and should not 

have any direct current ties with the School, including any close professional, 

contractual or personal relationships with its staff or students, or have had 

any in the last three years. This includes substantive collaborative research 

activities with any member of staff within the School and external examining 

of PhD/MPhil awards and phase 2 of Professional Doctorate courses located 

within the School. This applies also to external examiners for Validation 

Service collaborative provision. 

c. A member of the Board of Governors or a committee of the University (or one 

of its collaborative partners) cannot be appointed as an external examiner. 

Additionally a current employee of the University or one of its collaborative 

partners cannot be appointed as an external examiner. 

d. A former NTU student or member of staff cannot be appointed as an external 

examiner unless a minimum of five years has elapsed before the intended 

date of appointment and all students taught with or by the nominee have 

completed their course(s). 
 

 

f. An external examiner should not have acted as a consultant to the course 

team within the last three years. Prior to their appointment an external 

examiner may have been a member of a Development and Approval Group or 

Validation panel established to approve the course, however following their 

appointment they may not be a member of a panel established to review the 

course. 

g. No external examiner may be appointed if by doing so a reciprocal 

arrangement for external examining would arise involving cognate 

programmes of study at another institution. 

e. An external examiner cannot be appointed if they will be required to assess 
colleagues who are recruited as students to the course. 
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h. An external examiner should not be replaced by an individual from the same 

institution. 

i. Except in very large examining teams, there should be no more than one 

external from the same institution. 

j. Where a course team wishes to appoint an external examiner from business, 

industry or the professions but the nominee does not have the necessary 

academic qualifications and experience to fulfil the criteria of appointment, an 

academic external examiner should also be appointed to the course. 

Depending on the nature of the course and the size of the cohort this might 

be an existing external examiner from a cognate course. 

 
Explanatory notes 

 

� CADQ maintains a register of external examiner 

appointments held by NTU staff which Schools are 

required to formally update once per academic 

year. It is the responsibility of the nominating 

School to ensure that a reciprocal arrangement is 

not created by the nomination of an external 

examiner to one of their courses. 

� In the exceptional case of examiners to be 

reappointed, five years must have elapsed since 

the end of their previous tenure. 

� The detailed statement of criteria for the 

appointment of external examiners can be found 

on the external examiner nomination forms 

available on the external examiners’ area of the 

CADQ website. 

� Exceptions to the criteria are only approved 

where there are compelling reasons set out in the 

nomination form. 
 

  Period of appointment 
 

 

 

Requirements 

3.1 An external examiner's period of appointment is four annual reporting cycles. 

 

The University places a limit on the duration of an external examiner 

appointment in order to ensure that objectivity is not compromised and that 

fresh external insights and expertise is brought to bear upon the course of 

study. 
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3.2 For courses operating to the standard academic year, appointments run from the 

September of the first year to December of the fourth year, e.g. from September 

2015 to December 2019. For other courses, appointments should run from the 

standard intake date and cover any referral period. 

3.3 An application for an extension of the period of appointment or to add or reallocate 

duties is considered according to the standard procedures using the separate 

nomination forms (copies available from external examiners’ area of the CADQ 

website). 
 

 

 

Explanatory note 
 

� Only in exceptional circumstances may the total 

period of appointment for an external exceed four 

annual reporting cycles. 
 

  Induction and briefing 
 

 

 

Requirements 

4.1 For all NTU standard and School-based collaborative provision courses, CADQ 

sends a set of general briefing materials to each newly appointed external 

examiner via email as follows: 

a. a letter of appointment; 

b. a link to the external examining section of the Quality Handbook; 

c. a link to the relevant Common Assessment Regulations; 

d. a link to the assessment section of the Quality Handbook; 

e. a username and password to allow access to the online reporting system. 

4.2 In order to comply with the Immigration, Asylum and Nationality Act 2006 each 

newly appointed external examiner is issued with a Casual Worker contract which 

they are required to sign and return to the University with a photocopy of 

appropriate documentation proving their eligibility to work in the UK. Additionally  

on their first day of attendance at the University (normally the centrally organised 

induction event) an external examiner is required to present the University with the 

original documentation which demonstrates their eligibility to work in the UK. 

3.4 Extensions to the standard period of appointment are considered exceptional and 

any such requests must provide a strong rationale for doing so, for example to 
cover the period of teach out of a course. 

 

The University ensures that all external examiners are informed about relevant 

institutional procedures, practices and academic regulations, about their role, 

and about the courses and modules to which they are appointed. 
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4.3 Induction events organised jointly by CADQ and Schools are held for newly 

appointed external examiners of standard NTU and School-based collaborative 

provision courses. 

4.4 The School is expected to brief and induct external examiners fully on all relevant 

aspects of the operation of the course as part of the induction event. If an external 

examiner is unable to attend a University induction event, the School should make 

alternative arrangements to brief the external examiner as soon as possible. The 

briefing should cover: 

a. the external examiner's responsibilities in relation to the course and, if 

relevant, the overall external examining team; 

b. details of any mentoring arrangements put in place; 

c. the conduct of the Board of Examiners meetings; 

d. the confirmed or anticipated dates for on-site visits to undertake the review 

of assessment samples; 

e. the confirmed or anticipated dates of the Board of Examiners meetings; 

f. School policies in relation to notification of exceptional circumstances, 

academic misconduct and decision making at the borderline; 

g. the requirements of any professional, statutory and regulatory bodies 

(PSRBs) or approved deviations from the Common Assessment Regulations 

which impact on the decision-making process; 

h. moderation procedures; 

i. course aims and learning outcomes, and those of the modules; 

j. assessment and teaching and learning strategies; 

k. assessment methods and marking scheme; 

l. assessment regulations including those for compensation; 

m. opportunities for reassessment; 

n. the extent of external examiners' discretion; 

o. standards and quality reporting arrangements; 

p. the University's requirements and conditions for awards as set out in the 

Quality Handbook. 

4.5 Additionally, the following should be made clear: 

a. University policy on equal opportunities; 

b. the contractual arrangements - including fees and expenses, term of 

appointment etc. 

4.6 As a minimum the external examiner should be provided with the following 

documentation: 

a. the course and module specifications; 

b. the course handbook; 
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c. external examiner reports for the past three years; 

d. a copy (or relevant parts) of the most recent Course Standards and Quality 

Report (CSQR) or Interim Course Report and Development Plan. 

4.7 CADQ periodically contacts existing external examiners to inform or consult with 

them about developments, as appropriate, in the University's academic standards 

and quality arrangements. The CADQ website also acts as a source of guidance to 

external examiners. 

4.8 The course team keeps the external examiner informed about appropriate 

developments to the course and module specifications. 

 
Explanatory note 

 

� For Validation Service collaborative 

arrangements, letters of appointment are sent by 

the Collaborative Partnerships Office (CPO) but 

induction is the prime responsibility of the 

Validated Centre. The Validated Centre should 

ensure that the external examiner receives a 

comparable induction to that offered by the 

University. The University Verifier may assist in 

the induction of new external examiners. 
 

  Role and responsibilities of an external examiner 
 

 

 

Requirements 

5.1 The role of the external examiner is to consider: 

a. whether the standards set for the course are appropriate for its awards, 

award elements or subjects, by reference to published subject benchmark 

statements, the national qualifications frameworks, institutional course 

specifications and other relevant information; 

b. the comparability of the standards with those of similar courses or parts of 

courses in other UK higher education institutions; 

c. the standards of student performance in the assessments for those courses or 

parts of courses to which they have been appointed to examine; 

d. the extent to which the processes for assessment and the determination of 

awards are sound, have been fairly conducted and have supported the 

intended learning outcomes; 

 

The principal role of an external examiner is to monitor the academic standards 

of the University course(s) to which they are appointed, as well as the internal 

moderation and assessment processes. 



Section9 
Nottingham Trent University Quality Handbook 

Part B Section 9: External examining 

page 10 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

 

e. whether the action points in previous external examiner reports have been 

acted upon, and standards and quality thereby enhanced; 

f. strengths and distinctive innovative features in relation to academic 

standards, the operation of the assessment process and the quality of 

learning opportunities. 

5.2 In order to perform these roles, the external examiner is party to the internal 

moderation process, normally sampling work that contributes to the final award, 

through: 

a. consideration, as requested, of the form and content of the assessment tasks 

that are used to assess students; 

b. reviewing data related to student achievement at module and course level; 

c. discussions with staff; 

d. reviewing a sample of assessed work (the size of the sample should be 

agreed at the start of the course or module). The review of hard copy 

materials is undertaken on site; 

e. participation at the Board of Examiners meeting(s). 

 
Explanatory notes 

 

� Exceptionally, alternative arrangements to on-site 

inspection requires notification by the Academic 

Team Leader to the SASQC or URDC for approval. 

The circumstances that may justify alternative 

arrangements will vary case-by-case. Schools 

may wish to draw a distinction between the 

unexpected ‘one-off’ event relating to the 

unforeseen personal circumstances of an external 

examiner and other situations relating to the 

particular nature of the provision. 

� Assessment samples remain the property of the 

University and if taken off site should be returned 

in a timely manner. 

� The University's moderation policy provides 

indicative sample sizes (see Section 15 of the 

Quality Handbook). 

f. occasionally, and at the request of the Course Leader or the Chair of Board of 

Examiners, advising internal assessors on cases where they cannot agree 

marks (but not to arbitrate on differences). 

 
Explanatory note 

 

� External examiners do not act as second markers 

and should not be used to reconcile differences 

between internal markers. 
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5.3 Additionally, the external examiner is required to: 

a. attend the NTU induction event for newly appointed external examiners. This 

excludes external examiners for Validation Service collaborative provision, 

where the Validated Centre conducts an appropriate induction, and non-UK 

based external examiners where Schools conduct an appropriate induction. 
 

 

d. be present at a Board of Examiners meeting that agrees final awards (an 

external examiner need not attend progression boards). If exceptional 

circumstances result in the external examiner being absent from such a 

meeting, the external examiner should subsequently indicate by written 

notification – via the Course Leader – that s/he has been involved in the 

assessment process and agrees with the decisions made at the Board. In the 

case of Referral Boards, at least one external examiner should be involved in 

the process but not necessarily through attendance. 

e. sign the conferment statement to confirm that they have been involved in the 

assessment of students and agree with the final recommendations reached. 

f. submit an annual report in the format prescribed by the University on the 

standards and quality of the course(s) and awards for which they are 

responsible. This report is used in the production of the Interim Course 

Report and Development Plan and for course monitoring and enhancement 

generally. 

 
Explanatory note 

 

� At the conclusion of a Board of Examiners 

meeting, an external examiner should raise 

verbally any concerns or good practice that are 

likely to lead to action points in their annual 

report. 

5.4 In order to carry out the preceding responsibilities an external examiner may, by 

prior arrangement with the appropriate School or Validated Centre, meet groups of 

students to assist him/her to judge the overall quality and standards of the 

course(s). This does not give them the right to carry out viva voce examination of 

individual students. 

b. provide feedback to SASQC, where requested, on the mapping exercise 

undertaken for proposed articulation agreements, including Advanced 

Standing Agreements, to confirm the match between the course at the 

partner institution and the University at the point of entry. 

c. assume the role of a mentor, if required, for new external examiners who join 

the external examining team (or that of a cognate course) and who have no 

or limited previous external examining experience. This may involve allowing 

the new external examiner to contact them should they require any guidance 

or advice concerning their role. 
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  Rights and entitlements of an external examiner 
 

 

 

Requirements 

6.1 The external examiner has a right to: 

a. be informed of major changes to course(s) and should be consulted in 

advance about proposed changes, particularly where they affect the course 

award(s), title(s), outcomes or the assessment scheme, major changes to 

modules or course closure. This allows the external examiner to comment on 

the changes from the perspective of his or her responsibilities. 

b. contribute to discussions on the moderation of marks and on decisions 

concerning marks and awards to individual students. However the 

responsibility for moderation and for agreeing marks and awards rests with 

the Board of Examiners. 

 
Explanatory note 

 

� For some courses there are subject and award 

external examiners. Subject external examiners 

exercise the above rights and responsibilities in 

relation to a number of modules in a subject 

area, and are expected to attend Subject Boards 

to consider the results for all students taking the 

modules for which they have responsibility. 

Award external examiners exercise these 

responsibilities in relation to a named course or 

award. They are expected to attend the Award 

Board. 

6.2 Under specific circumstances, an external examiner also has the following 

entitlements: 

a. The external examiner may report directly to the Vice-Chancellor on matters 

of major concern that pose a serious risk to the quality and standards of a 

University award, if serious issues are not satisfactorily addressed by the 

Dean of School or Head of the Validated Centre (or nominee). 

b. If an external examiner continues to have serious concerns relating to the 

quality and standards of a University award and they have utilised all internal 

procedures, including reporting those concerns directly to the Vice- 

Chancellor, they have the right to invoke the QAA’s concerns scheme and/or 

inform the relevant Professional, Statutory and Regulatory Body (PSRB). 

 

In order to carry out their role effectively the University recognises a set of 

rights and entitlements for external examiners. 
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c. In the event of an external examiner disagreeing with a recommendation for 

conferment, the matter should be decided by a vote of the Board of 

Examiners. If, following a vote, an external examiner does not support the 

majority decision the matter should be referred to Academic Board before the 

results are ratified. In such cases, the external examiner may withhold their 

signature from the conferment statement. 

d. If the external examiner has major concerns about the internal moderation of 

marks from the samples they receive, they have right of access to all student 

work that is assessed in their area of responsibility for the purposes of further 

monitoring and checking. 

e. The external examiner does not have the authority to alter individual marks. 

However, it may be appropriate for the external examiner to recommend a 

review of marks in a particular grade band. 
 

  External Examiner Reports 
 

 

 

Requirements 

7.1 The external examiner report covers academic standards, the operation of the 

assessment processes, the quality of learning, reflection on action taken on points 

raised in previous reports, and the operation of the external examining process, 

and within it the examiner is: 

a. required to reflect on the level and appropriateness of the assessment 

procedures and standards of student attainment in the light of his/her 

experience of the subject provision nationally; 

b. invited to comment on strengths and distinctive or innovative features; 

c. invited to include comments and observations, which the team may wish to 

respond to outside the rubric of the Interim Course Report and Development 

Plan and within a reasonable timeframe. 

7.2 The report must be submitted via the University’s online reporting system within 

four weeks of the Board of Examiners meeting. The report is automatically received 

by CADQ, the relevant School or CPO (who forward Validation Service reports to the 

Validated Centre contacts) and the Vice-Chancellor. 

 
Explanatory note 

 

� The reporting system can be accessed using the 

login and password details sent to each external 

examiner by CADQ (or CPO for Validated Centres) 

at the time of appointment. 

 

External examiners (including those for Validated Centres) submit an annual 

report, using the University’s online reporting system. 
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7.3 External examiners’ reports are published on the relevant course pages of NOW 

alongside the course team’s response to the report(s). Validated Centres publish 

the reports and the course team’s response on their own webpages. 

7.4 For courses that have multiple intakes and Board of Examiners meetings, the 

external examiner is only required to submit one annual report, unless agreed 

otherwise by the Course Leader and the external examiner. Where an external 

examiner is responsible for more than one course, the course team(s) should 

inform them of the number of reports they are required to submit at the 

commencement of their appointment. 

7.5 External examiners are free to comment on any issues affecting student 

performance on which they see fit, however the report must not refer to individual 

students or staff members by name, nor should it contain any quantitative or 

qualitative data which could be used to identify individuals or groups of students 

within the cohort. 

7.6 A copy of the final Interim Course Report and Development Plan (or relevant 

sections of it) is sent to the external examiner and this contains responses to the 

action points and recommendations raised in external examiner reports. Comments 

relating to institutional issues and areas of good practice arising from external 

examiners’ reports are considered in the annual Academic Quality Management 

Overview Report which is submitted to ASQC and where appropriate, CADQ 

responds to the external examiner on behalf of ASQC. Comments related to 

Professional Doctorate courses are considered in the URDC Annual Report which is 

submitted to the University Research Committee (URC). 

7.7 CADQ prepares an annual report on the operation of the external examining 

processes at the University. This report includes a summary of any negative 

responses to identified key quality indicator questions and the actions which have 

been taken by the course team or institution in response to those comments. This 

report is considered by the EEAP and forms part of the annual Academic Quality 

Management Overview Report which is submitted to ASQC. 

 
Explanatory notes 

 

� In some cases, the Course Committee may wish 

to have more time to fully consider the action 

points, in which case those outcomes are 

reported in the next Interim Course Report and 

Development Plan. However, the current Interim 

Course Report and Development Plan always 

contains an initial response to any pressing action 

points. 
 

 

� Schools are responsible for informing relevant 

external professional bodies of action taken in 

response to external examiner reports. 



Section9 
Nottingham Trent University Quality Handbook 

Part B Section 9: External examining 

page 15 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

 

  Chief external examiners 
 

 

 

Requirements 

8.1 The additional responsibilities of a chief external examiner are decided in 

conjunction with the Course Leader but are expected to include the following: 

a. to confirm - by negotiation with other external examiners in the team - that a 

consistent and acceptable standard is being maintained across the course(s); 

b. to coordinate the work of the team of external examiners and to liaise as 

appropriate with the course team(s); 

c. to act as mentor for new and/or inexperienced external examiners; 

d. to produce a summary report on behalf of the external examining team for 

the course. 
 

  External examining of collaborative courses 
 

 

 

Requirements 

9.1 The University recognises that other countries have equivalent means by which to 

assure the standards and quality of their higher education courses and awards and 

as part of the academic approval process the collaborating School should identify 

the quality assurance mechanisms in place and, in line with established NTU 

practice, determine the appropriate level and type of scrutiny of that provision. 
 

 

 

A chief external examiner may be appointed from within the external 

examining team. The approval of the appointment of a chief external examiner 

is subject to the normal criteria set out above and the nominee is expected to 

have subject responsibilities within the team. 

 

The external examining arrangements for all courses offered in collaboration 

with a partner institution(s) (see Sections 10B and 10C of the Quality 

Handbook) are equivalent to those that apply to courses offered internally. This 

includes the criteria for selection and appointment, the roles, responsibilities 

and powers of external examiners, and annual reporting. 

9.2 For joint degrees external examining arrangements which satisfy UK requirements 

need to be agreed during the approval process. The University’s standard external 

examining arrangements apply to the joint award. A joint external examiner may 
be appointed. 
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9.4 Schools have responsibility for ensuring that the University's procedures and policy 

on external examining are clearly communicated to their collaborative partners. 

CPO have the responsibility for ensuring that the University’s procedures and policy 

on external examining are clearly communicated to Validated Centres. 

9.5 In some forms of collaboration the precise external examining arrangement may be 

varied to meet the needs of the partnership, e.g. the requirement for on-site  

review of assessment samples can be more flexible, the partner institution may 

scrutinise external examiner nominations and reports before submission to the 

University or the partner institution might provide payments or induction. Any such 

variations need to be clearly specified in the course documentation for approval and 

subsequently monitored and reviewed by the course team and School through 

annual reporting and by CADQ through periodic collaborative review. 

9.6 Where courses are delivered with an overseas partner, the course team must 

ensure that the external examiner has the necessary language skills where 

instruction and/or assessment is not in English or must ensure that translation 

arrangements are sufficiently robust. In addition, it is expected that the external 

examiner team includes at least one external examiner with experience of UK 

higher education, including the knowledge and understanding of UK sector agreed 

reference points for the maintenance of academic standards and the assurance and 

enhancement of student learning opportunities. 

9.7 For all collaborative arrangements the University's EEAP is responsible for the 

approval of external examiner nominations. The nominated external examiner must 

be independent of both the partner and the School and appropriate checks must be 

carried out by both partners to ensure against reciprocal arrangements being put in 

place. 

9.8 In order to ensure the consistent application of standards, where a course is 

delivered at more than one delivery site the same external examiner should be 

appointed to cover all locations. 

9.9 An external examiner based outside of the UK must have appropriate knowledge 

and understanding of the requirements and standards of the UK higher education 

system. Where an external examiner does not have this experience then they must 

be appointed as part of a team which includes an external examiner who fulfils this 

criteria. 
 

   Premature termination of an external examiner 

appointment and resignations 
 

 

9.3 For dual degrees the University’s standard external examining arrangements apply 

to its own award. The NTU external examiner must review the assessment 

undertaken by students from both institutions that contributes to the NTU award. 

 

ASQC may terminate the appointment of an external examiner not considered 

to be fulfilling their responsibilities, on the basis of a recommendation from the 

Dean of School to which the external was appointed. 
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Requirements 

10.1 Grounds for the termination of appointment include: 

a. failure to carry out properly the duties and responsibilities of an external 

examiner; 

b. failure to produce an adequate annual report; 

c. conduct contrary to that required and expected of an external examiner of 

the University. 

10.2 The EEAP will consider the recommendation and the evidence provided by the 

School on these grounds. Termination of the tenure will not be considered where 

the recommendation is based on a difference of opinion about how the course 

should be run, on any perception that an external examiner is unreasonable in his 

or her professional opinions, or where the examiner has been thought to be overly 

critical of the course or the course team. 

10.3 Where the EEAP approves the recommendation, the external examiner will be 

provided with an opportunity to address the School’s concerns within 10 working 

days. The EEAP will consider the external examiner’s response, but if this response 

fails to satisfy the panel, it will recommend to ASQC that the external examiner’s 

tenure be terminated. 

10.4 An unresolvable conflict of interest may arise during the external examiner’s period 

of tenure. In this case normal practice would be for the external examiner to resign 

but as a last resort the University can terminate the appointment in line with the 

processes outlined above. 

10.5 Other than in exceptional circumstances (e.g. serious illness) an external examiner 

is normally required to give six months’ notice of resignation in order to protect 

students on the course and the quality assurance arrangements associated with it. 

 
Explanatory note 

 

� A resignation should normally take effect at the 

end of an academic year. 
 

   Fees and expenses 
 

 

 

Requirements 

11.1 Payment of the fee is contingent on receipt of a satisfactorily completed external 

examiner report. Payment of the fee is processed by the relevant School or 

Validated Centre. 

 

The School or Validated Centre determines the amount of the fee payable to an 

external examiner. 
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11.2 Claims for expenses should be submitted to the School or Validated Centre. 
 

      NTU staff undertaking external examining roles 
 

 

 

Requirements 

12.1 The University recognises and supports the external examining activity undertaken 

by its own staff. 

12.2 Schools are required to maintain a record of the external examiner appointments of 

their staff and any changes to this record are formally communicated to CADQ on 

an annual basis. 

 

The University recognises the contribution of, and mutual benefits gained from, 

the work of its staff undertaking external examiner appointments at other 

institutions. 
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Section 10A: Partnerships 

 
 

 

 

 

 
1. Contextual statement 

 

 

 

Requirements 

        Overall, Sections 10a-10d of the Quality Handbook (QH) cover all the University’s 

awards offered through its collaborative provision and partnerships, and therefore 
applies to any University provisions that involve the delivery of assessment of 

University credits or awards offsite, and/or involving staff not employed at the 

University. 

        Section 10 is divided into sub-sections. Partnership arrangements (the subject of 

this QH Section 10A) generally do not involve a collaborative partner in the 
delivery and/or assessment of a University award. Instead partnerships provide 

developmental opportunities for staff and students, for example through distance 

delivery or articulation. 

 
Explanatory notes 

 

� The University’s definition of collaborations and 

partnerships is based on that used by the Quality 

Assurance Agency for Higher Education (QAA) 

and is: Educational provision leading to a 

University award, or to specific credit towards a 

University award, delivered and/or supported 

and/or assessed through an arrangement with a 

partner organisation. 

� This sub-section covers research degrees. 
 

2. Categories of partnership 
 

 
 

        There are three broad categories of collaboration and partnership at the 

University. These are: 

a. Validation Service collaborative provision. This is the highest risk 

provision. 

 

The University retains ultimate responsibility for academic standards and the 

quality of learning opportunities of all awards made in its name, including 

through partnership arrangements. 

 

Each partnership arrangement is specified according to a set of University- 

defined categories. 
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b. School-based collaborative provision, of which there are six sub-categories, 

which vary in risk. 

c. Partnerships of which there are four sub-categories as follows, which vary 

in risk. 

� Category A: Distance Delivery 

� Category B: Articulation 

� Category C: Foundation Degree Progression 

� Category D: School-Centred Initial Teacher Training 

 
Explanatory notes 

 

� Each category of collaborative and partnership 

provision has proportionate approval, quality 

management and review processes which are set 

out in QH Section 10. 

� This section is divided into four parts. This 

Section, 10A refers to partnership 

arrangements. 

� Quality Handbook Supplement (QHS) PS1 

provides definitions of each partnership 

arrangement. 
 

3. Strategy for School-based collaborative provision 
 

 

 

Requirements 

        Partnership provision should align to the following University strategies: 

a. University Strategic Plan; 

b. University Internationalisation Strategy; 

c. University Collaborative Strategy. 

        Colleges and Schools may develop their own strategy for partnerships in line with 

University strategy. 
 

4. Governance 
 

 

 

Partnership provision aligns to the University’s overarching strategy. 

 

The Academic Standards and Quality Committee (ASQC) maintains overall

academic oversight of partnership arrangements, on behalf of Academic Board. 
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Requirements 

        College Management Teams maintain business oversight of partnership 
arrangements on behalf of the University Executive Team. 

        The committees and departments which contribute to academic oversight of 
partnership arrangements, on behalf of ASQC, are: 

a. School-Based Collaborative Provision Sub-committee (SBCPSC); 

b. School Academic Standards and Quality Committees (SASQCs); 

c. Centre for Academic Development and Quality (CADQ); 

d. Collaborative Partnerships Office (CPO). 

        The University also requires that each approved partnership arrangement is 

considered by the relevant course committee, which is responsible for the 

management, operation and monitoring of the course. The committee comprises 

representatives of key constituencies of staff and students associated with the 

course. 

 
Explanatory notes 

 

� The terms of reference for the SBCPSC and 

SASQCs are set out in QH Section 1. 

        The committees and departments which contribute to academic oversight 

arrangements of research degrees partnerships, on behalf of URC, are: 

a. SBCPSC; 

b. URDC; 

c. CADQ; 

d. CPO; 

e. The Graduate School. 

        The University also requires that each approved partnership arrangement is 

considered by the relevant course committee, which is responsible for the 

management, operation and monitoring of the course. The committee comprises 

representatives of key constituencies of staff and students associated with the 

course. 

Oversight is delegated from ASQC to the School-Based Collaborative Provision

Sub-Committee. The University Research Committee (URC) maintains overall

academic oversight of research degree partnerships. Oversight is delegated

from URC to the University Research Degrees Committee (URDC). 
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5. Collaborative register 
 

 

 

Requirements 

        The University maintains formal records of all partnership arrangements. 

        All categories of partnership are recorded on the collaborative register. 

        Oversight of the accuracy of the register is undertaken by SBCPSC, URDC and 

SASQCs on behalf of ASQC. 
 

6. Business evaluation and due diligence 
 

 

 

Requirements 

        All partnership arrangements are subject to business evaluation. 

        Proportionate due diligence is undertaken alongside business evaluation by 

College Finance and Planning Managers, in consultation with CPO. 

        Business evaluation and due diligence is completed before academic approval or 

review takes place. 

 
Explanatory notes 

 

� Guidance on due diligence is available from 

College Finance and Planning Managers. 

� CPO manages the business evaluation process in 

consultation with Schools/Colleges. 
 

7. Academic approval 
 

 

 

Partnership arrangements are recorded on the University’s collaborative 

register. 

 

New partnership provision, or provision which is due for review, is subject to 

proportionate business evaluation and approval, and due diligence processes. 

 

Academic approval takes place separately from, and only after, due diligence 

and business approval has been agreed. 
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Requirements 

        Partnership arrangements are subject to approval processes which are 
proportionate to the level of risk involved. 

        Initial approval of provision is normally undertaken by SASQC or URDC. Approvals 

undertaken by SASQC or URDC are monitored by the SBCPSC. 

        Where a new course is being proposed as part of a partnership arrangement, 

approval takes place through the University’s Development and Approval Group 

(DAG) process, as set out in QH Section 5. 

        Academic approval may result in conditions, recommendations, and 

commendations. 

 
Explanatory notes 

 

� QHS PS2-6 outline the approval process and 

documentation required for different partnership 

arrangements. 
 

8. Period of academic approval 
 

 

 

Requirements 

        Approval of partnership arrangements is for a maximum fixed period of three 

years, and a review takes place before approval is renewed. 

        Following satisfactory review, arrangements are re-approved for a maximum fixed 

period of three years. 
 

9. Partnership agreements 
 

 

 

Requirement 

        Partnership agreements are drawn up by the School/College using a standard 

template, in liaison with Legal Services. 

 

Partnership arrangements are initially approved for a period of three years. 

 

Partnership arrangements are subject to a signed agreement between the 

partner and the University. 

Partnership agreements are signed after academic approval, and before the 

arrangement commences. 
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        Partnership agreements cover all aspects of the arrangement, and are informed 

by the approval documentation. 

        Agreements have a defined lifespan in line with the period of approval. 

        Partnership agreements may not be signed until after academic approval is 

complete, however they should be negotiated beforehand to ensure that 

commencement of the arrangement is not delayed. 

        Partnership agreements are signed by the University approved signatories as set 

out in the University’s Authorities Manual. 
 

10. Admissions 
 

 

 

Requirements 

     For most categories of partnership, the University takes operational responsibility 

for the admission and recruitment of students. 

     In some cases, operational responsibility may be undertaken jointly with the 

partner. 

     Ultimately, all decisions on the admission of students rests with the University in 

cases of disagreement between the University and its partners, or if concerns 

about partner processes are revealed through monitoring or review. 
 

11. Monitoring, review and reporting 
 

 

 

Requirements 

     Partnership arrangements are subject to the University’s standard course 

monitoring and reporting processes as set out in QH Section 6. 

     Monitoring of the ongoing health and currency of a course, including those 
delivered through a partnership arrangement, is primarily the responsibility of the 
course committee. 

 

University Schools normally take operational responsibility for admission and 

recruitment to courses delivered through a partnership arrangement (including 

making formal offers to students) according to specified criteria. 

 

Partnership provision is subject to on-going monitoring to ensure that the 

course operates satisfactorily between reviews, that academic standards and 

quality are maintained and that enhancements are made as appropriate. 
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     Research degree partnerships are monitored in accordance with the research 

degree monitoring framework as set out in QH Section 11. 
 

 

 

Requirements 

     SASQCs agree a schedule for Periodic Course Reviews such that each course is 

reviewed every three years. Where there is a partnership arrangement, the 
Periodic Course Review should be aligned to, and take place prior to, the end of 
the approval period. 

     The processes for Periodic Course Review are set out in QH Section 6. 

     Periodic School Review (PSR) will assess the effectiveness of the School’s 

management of partnership arrangements as part of the PSR framework. 
 

 

 

Requirements 

     The periodic review of research degree partnerships is undertaken by URDC prior 

to the end of the academic approval period. 

     Review is undertaken according to the principles of Periodic Course Review as set 

out in QH Section 6. 

 

 

 

 

Requirements 

     Course leaders for taught courses are responsible for preparing the Interim 

Course Report at the end of the academic year (according to the template 

provided in QHS 6A). All partnership arrangements are included within this 

process. 

   The requirements for interim course reporting are set out in QH Section 6. 

   Course leaders for research degrees are responsible for producing an annual 
Course Standards and Quality Report (according to the template provided in QHS 
6C). Partnership arrangements are reflected upon in this report. 

 

Partnership arrangements for taught courses are subject to the Periodic Course 

Review process once every three years, prior to the end of the approval period. 

 

Research degree partnerships are reviewed by URDC on behalf of URC. 

 

Partnership arrangements are included in the Interim Course Report or Course 

Standards and Quality Report. 
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   The requirements for research degree reporting are set out in QH Section 11. 
 

12. Changes to partnership arrangements 
 

 

 

Requirements 

     The University’s standard processes for changes to courses apply where a change 
to the University course is being proposed (QH Section 5). 

     Changes to partnership arrangements are approved by SASQC, and are notified 
to the SBCPSC. 

     Where a change to a NTU course impacts upon a partnership arrangement, the 

partner must be informed at the earliest opportunity. 

     Where a partner makes a change to a course that forms part of a partnership 

arrangement, the University must be informed at the earliest opportunity. In 
such cases, SASQC should take appropriate action. 

 

13. Awards and certificates 
 

 

 

Requirements 

     Award certificates and transcripts are produced by the University. 

     Award certificates and/or transcripts state the location of delivery where this is 

not the UK. 
 

14. Withdrawal and teach-out 
 

 

 

Changes to approved partnership arrangements may be proposed at any time in 

the academic year. 

 

Award certificates are produced by the University. 

 

When a partnership is being withdrawn from, or terminated, appropriate teach- 

out processes are put into place to ensure that the interests of the students are 

protected. 
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Requirements 

     Conditions for withdrawal from partnerships and the negotiated exit strategy are 
set out in the Partnership Agreement. This includes where courses are no longer 
meeting the University’s requirements for quality and standards of its awards. 

     Partnership arrangements are subject to the University’s standard withdrawal and 
teach-out processes as set out in QHS 5G. 

     Where a University course is being withdrawn, the SASQC should consider the 

impact of withdrawal on any partnership arrangement, e.g. where the course is 

an approved foundation degree progression route. 

 

15. Academic appeals, irregularities and student complaints 
 

 

 

Requirements 

     Students on courses that involve a partnership arrangement are registered as 

University students, and are therefore subject to the University’s academic 

appeals, irregularities and student complaints procedures as set out in QH Section 

17. 
 

16. Public information 
 

 

 

Requirements 

     The School is responsible for monitoring all sources of information produced by a 

partner, this includes marketing and promotional materials. 

 

Partnership arrangements are subject to the University’s standard academic 

appeals, irregularities and student complaints procedures. 

 

That the University is the awarding body should be made clear on all public 

information related to courses delivered through a partnership arrangement. 

All sources of information provided by a partner are regularly monitored by the 

University to ensure they remain fit for purpose and trustworthy. 
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1. Contextual statement 

 

 

 

Requirements 

     Overall, Sections 10a-10d of the Quality Handbook (QH) cover all the University’s 
awards offered through its collaborative provision and partnerships, and therefore 

applies to any University provisions that involve the delivery of assessment of 

University credits or awards offsite, and/or involving staff not employed at the 

University. 

 
Explanatory notes 

 

� The University’s definition of collaborations and 

partnerships is based on that used by the Quality 

Assurance Agency for Higher Education (QAA) 

and is: Educational provision leading to a 

University award, or to specific credit towards a 

University award, delivered and/or supported 

and/or assessed through an arrangement with a 

partner organisation. 

� This sub-section covers research degrees. 
 

2. Categories of collaborative provision 
 

 
 

     There are three broad categories of collaboration and partnership at the University. 

These are: 

a. Validation Service collaborative provision (category A). This is the highest 

risk provision. 

b. School-based collaborative provision, of which there are six sub-categories, 

as follows, which vary in risk. 

� Category B: Franchise 

� Category C: Joint Delivery 

� Category D: Consortium 

 

The University retains ultimate responsibility for academic standards and the 

quality of learning opportunities of all awards made in its name, including 

collaborative provision. 

 

Each collaborative arrangement is specified according to the set of University- 

defined categories of collaborative provision. 
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� Category E: Joint Degree 

� Category F: Dual Degree 

� Category G: Joint/double PhD/MPhil 

c. Partnerships of which there are four sub-categories, which vary in risk.   

 
Explanatory notes 

 

� Each category of collaborative and partnership 

provision has proportionate approval, quality 

management and review processes which are set 

out in QH Section 10. 

� This section is divided into four parts. This 

Section, 10B refers to School-based 

collaborative provision. 

� Quality Handbook Supplement (QHS) SB1 

provides definitions of each category of 

collaborative provision. 
 

3. Strategy for School-based collaborative provision 
 

 

 

Requirements 

     School-based collaborative provision should align to the following University 

strategies: 

a. University Strategic Plan; 

b. University Internationalisation Strategy; 

c. University Collaborative Strategy. 

     Colleges and Schools may develop their own collaborative strategy in line with 

University strategy. 
 

4. Governance 
 

 

 

School-based collaborative provision aligns to the University’s overarching 

strategy. 

 

The Academic Standards and Quality Committee (ASQC) maintains overall

academic oversight of School-based collaborative provision for taught courses,

on behalf of Academic Board. Oversight is delegated from ASQC to the School-

Based Collaborative Provision Sub-Committee (SBCPSC). The University

Research Committee (URC) maintains overall academic oversight of research 
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Requirements 

     The University Executive Team maintains business oversight of School-based 
collaborative provision. Business oversight for international partnerships is 
delegated to the University Internationalisation Committee (UIC). 

     The committees and departments which contribute to academic oversight of 
School-based collaborative provision for taught courses, on behalf of ASQC, are: 

a. SBCPSC; 

b. School Academic Standards and Quality Committees (SASQCs); 

c. Centre for Academic Development and Quality (CADQ); 

d. Collaborative Partnerships Office (CPO). 

     The University also requires that each approved collaborative course has a course 

committee or equivalent body which is responsible for the management, operation 

and monitoring of the course. The committee comprises representatives of key 

constituencies of staff and students associated with the course. 

 
Explanatory note 

 

� The terms of reference for SBCPSC and SASQCs 

are set out in QH Section 1. 
 

 
 

 
 

 
 

5. Collaborative register 
 

 

degree collaborations. Oversight is delegated from URC to the University

Research Degrees Committee (URDC). 

The committees and departments which contribute to academic oversight
arrangements of research degrees collaborations, on behalf of URC, are: 

a. SBCPSC; 

b. URDC; 

c. CADQ; 

d. CPO; 

e. The Graduate School. 

The University also requires that each approved collaboration is considered by the

relevant Professional Doctorate course committee or College Research Degrees

Committee (CRDC) that is responsible for the management, operation and

monitoring of the course. The committee comprises representatives of key
constituencies of staff and students associated with the provision. 

 

School-based collaborative provision is recorded on the appropriate register. 
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Requirements 

     The University maintains formal records of all School-based collaborative provision. 

     All categories of School-based collaborative provision are recorded on the 

collaborative register which is maintained by CPO. 

     Oversight of the accuracy of the register is undertaken by SBCPSC, and SASQCs on 

behalf of ASQC or by URDC on behalf of URC. 
 

6. Business evaluation and due diligence 
 

 

 

Requirements 

     School-based collaborations for taught courses are subject to the collaborative 

provision business evaluation process. 
 

 

 

     Proportionate due diligence is undertaken alongside business evaluation by College 

Finance and Planning Managers, in consultation with CPO. 

     Business evaluation and due diligence is completed before academic approval or 

periodic collaborative review takes place. 

 
Explanatory notes 

 

� Guidance on due diligence is available from 

College Finance and Planning Managers. 

� CPO manages the business evaluation process in 

consultation with Schools/Colleges. 
 

7. Academic approval 
 

 

 

Requirements 

     School-based collaborative provision is subject to approval processes which are 
comparable to, and at least as rigorous as, the University’s own provision. 

 

New School-based collaborative provision, or provision which is due for review, 

is subject to proportionate business evaluation and approval, and due diligence 

processes. 

Research degree collaborations are subject to bespoke business planning that is
proportionate to the type of arrangement, for example cotutelle. 

 

Academic approval takes place separately from, and only after, due diligence 

and business approval has been agreed. 
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     Initial approval of provision for taught courses and Professional Doctorate courses 
follows the University’s Development and Approval Group (DAG) process. 

  Initial approval of PhD/MPhil collaborations is undertaken by URDC.   

     The form of initial academic approval may vary according to the level of risk, which 
is determined jointly by the School and CADQ, and is based on a set of standard 
risk indicators. 

     Academic approval of School-based collaborative provision is always in two parts: 

a. Institutional approval; 

b. Approval of the course and/or collaboration. 

     An academic approval event may result in conditions, recommendations, and 

commendations. No collaborative course can be delivered unless conditions of 

approval have been satisfied. 

     Where an established school-based partner proposes to add new courses to its 
portfolio then the form of event may vary. 

 
Explanatory notes 

 

� The roles and responsibilities associated with the 

University and the partner are set out in the 

Collaborative Framework Document which is 

agreed at approval. 

� QHS SB7 outlines the approval criteria and 

process for School-based collaborative provision 

for taught courses and Professional Doctorates. 
 

 
 

8. Period of academic approval 
 

 

 

Requirements 

     Approval of school-based collaborative provision is for a maximum fixed period of 

three years, and a form of periodic collaborative review takes place before approval 

is renewed. 

     Following satisfactory review, provision is re-approved for a maximum fixed period 

of three years. 

� QHS SB17 outlines the approval process for 
PhD/MPhil collaborations. 

 

School-based collaborative provision is initially approved for a period of three 

years. 
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9. Serial franchising or sub-contracting 
 

 

 

Requirement 

     The University does not permit any collaborative partner to approve another 

partner to deliver or assess its University approved provision without express 

written permission. 

 
Explanatory note 

 

� This requirement is set out in the written legal 

agreement between the University and the 

partner. 
 

10. Collaborative agreements 
 

 

 

Requirement 

   School-based collaborative agreements are drawn up by the School/College using a 

standard template, in liaison with Legal Services. 

  Collaborative agreements for School-based collaborative provision cover all aspects 

of the relationship, and are informed by the approved Collaborative Framework 

Document. 

  Agreements have a defined lifespan in line with the period of approval. 

  Collaborative agreements may not be signed until after academic approval is 

complete, however they should be negotiated beforehand to ensure that 

commencement of delivery is not delayed. 

  Collaborative agreements for School-based collaborative provision are only signed 

by the University approved signatories as set out in the University’s Authorities 

Manual. 

 

Serial franchising or sub-contracting is not permitted. 

of PhD/MPhil collaborations). 

School-based collaborative provision is subject to a signed collaborative 

agreement between the partner and the University (and the student in the case 

Collaborative Agreements are signed after academic approval, and before the 

course(s) commences. 
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11. Collaborative framework 
 

 

 

Requirements 

   The Collaborative Framework Document represents a shared understanding by the 
University and the partner of the mechanisms through which the collaboration will 
operate, and the roles and responsibilities of each party. 

  The Collaborative Framework Document is considered and agreed at the DAG event 
or by URDC in the case of PhD/MPhil collaborations. 

  School-based collaborative provision is managed by the relevant School in 

accordance with the Collaborative Framework. 

  SASQCs are responsible for ensuring that the partnership is functioning in line with 
the approved Collaborative Framework in the period between approval and review. 

 
Explanatory notes 

 

� QHS SB9-11 set out the requirements for 

different types of School-based Collaborative 

Frameworks. 
 

 
 

12. Admissions 
 

 

 

Requirements 

   The decision about operational responsibility for admission and recruitment will be 
agreed between the University and the partner, and set out in the Collaborative 

Framework Document. 

  Ultimately, all decisions on the admission of students rests with the University in 

cases of disagreement between the University and its collaborative partners, or if 

 

School-based collaborative provision is managed according to the Collaborative 

Framework agreed during the approval process. 

� QHS 18 sets out the requirements of a 

Collaborative Framework for PhD/MPhil 
collaborations. 

 

Either University Schools or collaborative partners may take operational

responsibility for admission and recruitment to courses (including making

formal offers to students) according to specified criteria approved at the DAG

(or URDC) and set out in the collaborative framework. 
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concerns about partner processes are revealed through annual monitoring or 

review. 
 

13. Monitoring quality and standards 
 

 

 

Requirements 

   Monitoring and reporting principles for School-based collaborative provision for 

taught courses align to QH Section 6. 
 

 

  Monitoring ensures that: 

a. Academic standards continue to be appropriate for the award; 

b. The quality of student learning opportunities is maintained; 

c. The health of the collaborative arrangement is upheld. 
 

14. Annual reporting 
 

 

 

Requirements 
 

 

 

School-based collaborative provision is subject to ongoing monitoring to ensure 

that the course(s) operates satisfactorily between periodic collaborative 

reviews, that academic standards and quality are maintained and that 

enhancements are made as appropriate. 

Monitoring and reporting principles for research degree collaborations align to QH
Section 11. 

 

Annual reporting is the process by which the University is assured of the on- 

going currency and health of its provision at Collaborative Partners. 

In 2015/16, Schools may determine the most appropriate form of monitoring of

School-based collaborations for taught courses during the transition period to

interim course reporting and period course review. 

For research degrees, the Course Standards and Quality Report (Professional

Doctorates) or CRDC annual report (PhD/MPhil) should reflect on any collaborative
arrangements. 
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15. Changes to School-based collaborative provision 
 

 

 

Requirements 

   The mechanisms for approval of changes to courses are the same as if the course 

was a University home course (QH Section 5). 

  Changes to Collaborative Frameworks are approved by SBCPSC. 
 

16. Awards and certificates 
 

 

 

Requirements 

   Award certificates and transcripts are produced by the University. 

  Joint degree certificates will include the crest and signatures of all awarding bodies. 

The maximum number of partners that can be included on the Certificate is three. 

  For dual/double degrees, students will receive two certificates, one from each 

awarding body. The transcript produced by the University will indicate where credit 

has been dual counted towards both awards. 

  In some contexts it may be inappropriate for the location and language of study to 

be included on the certificate, in such cases the transcript will contain this 

information and the certificate will refer to the existence of the transcript. 
 

17. Periodic collaborative review 
 

 

 

Changes to approved collaborative provision, either to the Collaborative 

Framework or to a course(s), may be proposed at any time in the academic 

year. The formal mechanisms for approving such changes depend on the scale 

and type of change proposed. 

 

Award certificates are produced by the University. Certificates include 

University standard text. The certificate and/or transcript/diploma supplement 

states the location and language of study where this is not English. 

 

School-based collaborative provision is periodically reviewed by the University. 
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Requirements 

   Periodic collaborative review aims to satisfy the University that the arrangement 
continues to fulfil the requirements for quality, that the academic standards of the 
awards are appropriate, and that there are comparable student learning 

opportunities to those of the University’s home students. 

  Periodic review of collaborative provision is designed to review the operation of the 

Collaborative Framework and is both developmental and judgemental. 

  All School-based collaborative provision is also considered at Periodic School 

Review or Periodic Research Degrees Review. 

  School-based collaborative provision for taught courses or Professional Doctorates 

is reviewed by a Development and Approval Group. A form of review takes place 
every three years. 

  PhD/MPhil collaborations are approved for the duration of the registration period of  
the student and are subject to ongoing annual monitoring. 

  After the initial three year approval period, there will be a periodic collaborative 

review which may involve a Centre visit (depending on the type of arrangement) 

leading to an extension of the collaborative agreement for a further three years. 
 

 
 

Approval period Type of review 

Initial period: 

2015 - 2018 

Periodic Collaborative Review in 2017/18 

Second period: 

2018 - 2021 

Interim Review in 2020/2021 

Third period: 

2021 – 2024 

Periodic Collaborative Review in 2023/24 

Fourth period: 

2024 – 2027 

Interim Review in 2026/27 

 

  The University reserves the right to bring a review date forward if there are 

significant concerns about the standards and quality of provision at a collaborative 

partner. 

After the second three year approval period (and every 6 years thereafter) there

will be an interim review which takes the form of a paper-based exercise and an

internal review panel. Successful interim review leads to an extension of the

collaborative agreement for the further three year period. 

The cycle of periodic and interim review is as follows: 
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Explanatory note 
 

� QHS SB12 sets out the requirements for School- 

based periodic collaborative review. 
 

18. Appeals of approval/review decisions 
 

 

 

Requirements 

   If a matter of dispute is not resolved by ASQC or URC, the partner may make a 

direct submission to the University’s Academic Board through the Vice-Chancellor. 

Academic Board will consider the matter itself or by means of a working party, 

which would not include any member of staff involved in the earlier decision. 

  Once representation is received from both parties, a decision will be made which 

would either: 

a. Confirm the decision of the DAG/URDC; 

b. Refer the case back to the DAG/URDC with instructions to consider the 

proposals de novo; 

c. Rescind the decision and make recommendations for action towards further 

progress; 

d. Make such other arrangements for the determination of the issues as it 

deems appropriate. 

  The decision of the appeal body is final. 
 

19. Withdrawal and teach-out 
 

 

 

Requirements 

   Conditions for withdrawal from School-based collaborative provision and the 

negotiated exit strategy are set out in the Collaborative Agreement between the 

 

Appeals of decisions relating to collaborative approval or review must be

presented by the collaborative partner to the Chair of ASQC or URC within 14

days of receipt of the confirmed report or minute of the meeting, depending on

the approval procedure. 

 

When School-based collaborative provision is being withdrawn from, or 

terminated, appropriate teach-out processes are put into place to ensure that 

the interests of the students are protected. 
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University and the Centre. This includes where courses are no longer meeting the 

University’s requirements for quality and standards of its awards. 

  School-based collaborations follow the collaborative provision withdrawal and teach 

out processes, which are aligned to the University’s withdrawal and teach-out 

processes for its home provision. 

 
Explanatory note 

 

� QHS SP14-16 detail the withdrawal and teach-out 

process for School-based collaborative provision. 
 

20. Academic appeals and irregularities 
 

 

 

Requirements 

   All School-based collaborative provision is governed by the University’s procedures 

for academic appeals, irregularities and student complaints (QH Section 17). 

  The processes to be undertaken are specified in the Collaborative Framework 

Document, and agreed at approval. 

  Where a partner is using its own appeals, complaints and irregularities processes, 

these need to be considered as part of the approval process. 
 

Franchise and consortium 

  Appeals, irregularities and complaints will be undertaken by the partner in the first 

instance using either the partners own approved processes, or the NTU processes 

as specified in QH Section 17. 

  The student has the right of appeal to the centre where they are unhappy with the 

outcome. 

  Students have the right to appeal to the University only when the process 

undertaken by the Centre has been completed, and where they believe that the 

Centre has materially failed to follow, or correctly apply its own procedures. In 

such cases the University will investigate the accuracy with which the Centre has 

followed its procedures, to establish whether there has been any material error or 

failing in the application of the procedures and, if so, whether the outcome to the 

student may have been adversely affected. 

  Should this appeal be upheld, the University may request that the Centre discards 

the original outcome and revisits the matter or reconsiders the procedure afresh to 

ensure that the procedure is correctly applied. 

 

Students on School-based collaborative courses have ultimate right of appeal to 

the University when they make a complaint or appeal about academic matters. 
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Joint delivery 

  The process undertaken will depend upon the level of responsibility that is 

delegated to the partner. 

  Where the course is delivered mostly by the University, with minimal input from 

the University will investigate using the processes set out in QH Section 17. 

   Where the partner delivers the majority of the course and the processes are 

undertaken by the Centre in the first instance, the statements made in 

paragraphs 19.4-19.7 above apply. 
 

Joint and dual degrees 

   The procedures of the institution at which the student is studying at the time will 

apply. 

 

PhD/MPhil collaborations 

   PhD/MPhil appeals, complaints and irregularities will be investigated using the 

research degree processes. 
 

 

   Students on School-based collaborative provision have the right of appeal to the 

Office of the Independent Adjudicator following completion of any University 

procedure. 
 

21. Assuring quality 
 

 

 

Requirements 

   Quality assurance processes for collaborative provision are set out in the course 

documentation which is approved at approval. These processes are aligned to 

University processes as set out in the QH Section 5. 

  Where school-based collaborative provision is delivered in a language other than 

English, appropriate arrangements must be made for moderation. Wherever 
possible this should be undertaken by speakers of the language of assessment, 

who are subject specialists working at the University or in UK higher education. 

Where it is a joint or double PhD/MPhil, the procedures of the institution at which
the student is studying at the time will apply. 

 

School-based collaborative provision is subject to the equivalent quality 

assurance processes as are in place for University-based provision. 
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22. Roles and responsibilities 
 

 

 

Requirements 

   A course co-ordinator is appointed by the School for each course delivered as part 
of a School-based collaboration. 

 
Explanatory note 

 

� QHS SB1 details the role of the course 

coordinator. 
 

 
 
 

 
 

23. Board of Examiners 
 

 

 

Requirements 

   For franchise arrangements, the Board of Examiners will be arranged by the 

partner. The course co-ordinator will represent the University at the board, either 

in person or via video conferencing, and will report to the University on the fitness 

of the process. Boards in these categories may be chaired by a University 

representative. 

 

A University course co-ordinator is appointed for all School-based 

collaborations for taught courses. Their primary role is one of quality 

assurance. 

 

The Director of Studies is responsible for monitoring the quality of joint or 

double PhD/MPhil awards. 

Requirements 

The Director of Studies monitors student progression and the learning opportunities

for a student undertaking a joint or double PhD/MPhil as part of a cotutelle
agreement. 

 

School-based collaborative provision for taught courses and Professional 

Doctorates is required to have a formally constituted Board of Examiners. The 

conduct of the board is specified at approval and aligns to the terms of 

reference, membership and procedures set out in the QH. 
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Section 10B: School-based collaborative provision 

 

 

 

 

 

 

 
 

  For joint delivery and consortium arrangements, the Board of Examiners will be 

arranged either by the partner or the University, depending upon the nature of the 

relationship. There will be attendance at the Board by representatives of both the 

University and the Centre. 

  For joint degrees, the Board will be arranged and attended jointly by both partners. 

  For dual degrees, students will be considered at two boards, one at the University 

and one at the partner institution. A representative of the University may attend 

the partner’s board, and vice versa. 
 

 
 

24. External examiners 
 

 

 

Requirements 

   External examiner nominations for all School-based collaborative provision are 

considered and approved by the University’s External Examiner Appointments 

Panel. Appointments are subject to the same requirements as external examiners 

appointed to University home provision as detailed in the QH Section 9. 

  The University is responsible for the induction and payment of external examiners. 

Joint and dual degrees may have a jointly appointed external examiner. 

In all cases, the NTU external examiner should review the assessment of students 

undertaken at the University for dual-awards. 

Where the same course is delivered at more than one location, the same external 

examiner should consider the provision at all locations, wherever possible, to 

ensure comparability of standards. 
 

 
 

25. Public information 
 

 

PhD/MPhil collaborations are subject to research degree examination processes as

specified in QH Section 16D. Joint viva voce examinations may be held where a
joint PhD/MPhil is undertaken. 

 

External examiners are appointed for all award-bearing School-based 

collaborative provision taught courses. 

Joint PhD/MPhil awards may require joint external examiners to be appointed for
the viva voce examination. 

 

Responsibilities for the provision of information to students are set out in the 

Collaborative Framework which is agreed at approval. 
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Section 10B: School-based collaborative provision 

 

 

 

 

 

 

 

Requirements 

   Information in respect of student’s entitlements to University services, relationship 

with the University, membership of student representative bodies and processes 

for academic appeals, irregularities is provided by the partner or by the University 

as set out in the Collaborative Framework. 
 

 

 

Requirements 

  The School is responsible for monitoring all sources of information produced by the 

Centre. 
 

 
 

 

 

 

Requirements 

  Any changes to University policies and procedures, and QAA benchmarks, are 

communicated to the partner by the relevant party. 

  Changes to the University home courses which are delivered at collaborative 

partners or articulate to other courses delivered by partners are communicated by 

the School. The School should consider an action plan for the roll out of changes 

to courses through SASQC. 

 

It should be make clear on all public information related to the collaborative 

courses that NTU is the awarding body. All sources of information provided by 

the collaborative partner are regularly monitored by the University to ensure 

that it remains fit for purpose and trustworthy. 

 

Marketing and recruitment procedures are agreed between the University and 

the collaborative partner and are set out in the collaborative agreement. 

 

The University ensures that collaborative partners have current and 

appropriate information about courses and modules which they deliver. 
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Section 10C: Validation Service collaborative provision 
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Section 10C: Validation Service collaborative provision 

 
 

 

 

 

  Contextual statement 
 

 

 

Requirements 

     Overall, Sections 10a-10d of the Quality Handbook (QH) cover all the University’s 
awards offered through working with others. 

     NTU’s definition of collaborative provision is based on that used by the Quality 

Assurance Agency for Higher Education (QAA): 

Educational provision leading to a University award, or to specific credit 

towards a University award, delivered and/or supported and/or assessed 

through a collaboration with a partner organisation. 
 

  Categories of collaborative provision 
 

 
 

     There are three broad categories of collaboration and partnership at the University. 

These are: 

a. Validation Service (VS) collaborative provision. This is the highest risk 

provision; 

b. School-based collaborative provision, of which there are six sub-categories, 

which vary in risk. 

c. Partnerships, of which there are four sub-categories, which vary in risk. 

     Validation Service collaborative provision is defined as: 

a. The partner delivers its own courses to its own students at its own centre. 

The courses are validated and awarded by NTU. 

 
Explanatory notes 

 

� Each category of collaborative and partnership 

provision has proportionate approval, quality 

management and review processes which are set 

out in QH Section 10. 

 

The University retains ultimate responsibility for the academic standards and 

the quality of learning opportunities of all awards made in its name, including 

collaborative provision. 

 

Each collaborative arrangement is specified according to the set of University- 

defined categories of collaborative provision. 
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Section 10C: Validation Service collaborative provision 

 

 

 

 

 

 

 
 

� This section is divided into four parts. This 

Section, 10C refers to Validation Service 

collaborative provision. 

� Quality Handbook Supplement (QHS) VS1 

provides a summary of the requirements of 

Validation Service provision. 
 

  Strategy for Validation Service collaborative provision 
 

 

 

Requirements 

     Validation Service collaborative provision should align to the following University 

strategies: 

a. University Strategic Plan; 

b. University Internationalisation Strategy; 

c. University Collaborative Strategy. 
 

  Governance 
 

 

 

Requirements 

     The University Executive Team maintains business oversight of Validation Service 

collaborative provision. Business oversight for international partnerships is 

delegated to the University Internationalisation Committee (UIC). 

     The committees and departments which contribute to academic oversight of 

Validation Service collaborative provision, on behalf of ASQC, are: 

a. Validation Service Sub-Committee; 

b. Centre for Academic Development and Quality (CADQ); 

c. Collaborative Partnerships Office (CPO). 

     A Validated Centre has its own equivalent of Academic Board. 

 

Validation Service collaborative provision aligns to the University’s overarching 

strategy. 

 

The Academic Standards and Quality Committee (ASQC) maintains academic 

oversight of Validation Service collaborative provision, on behalf of Academic 

Board. Oversight of quality management is delegated from ASQC to the 

Validation Service Sub-Committee (VSSC). 
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Section 10C: Validation Service collaborative provision 

 

 

 

 

 

 

 
 

     The University also requires that each approved course at a Validated Centre has a 
course committee or equivalent body, which is responsible for the management, 

operation and monitoring of the course. The committee comprises representatives 
of key constituencies of staff and students associated with the course. 

 
Explanatory note 

 

� The terms of reference for VSSC are set out in QH 

Section 1. 
 

  Collaborative register 
 

 

 

Requirements 

     CADQ produces collaborative specifications for each NTU validated course at a 

Validated Centre. These inform the collaborative register. 

     CPO has responsibility for maintaining the collaborative register. 

     Oversight of the accuracy of the register is undertaken by VSSC on behalf of ASQC. 
 

  Business evaluation and due diligence 
 

 

 

Requirements 

     All Validation Service collaborative provision is subject to the collaborative business 

evaluation process. 

     Due diligence is undertaken alongside business evaluation, by College Finance and 

Planning Managers, in consultation with CPO. 

     Business evaluation and due diligence is completed before academic approval or 

review takes place. 

 
Explanatory notes 

 

� Information about the business evaluation 

process is available from CPO. 

 

Validation Service provision is recorded centrally on the collaborative register. 

 

New Validation Service collaborative provision, or provision which is due for 

periodic collaborative review, is subject to business evaluation, and due 

diligence processes. 
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Section 10C: Validation Service collaborative provision 

 

 

 

 

 

 

 
 

� Guidance on due diligence is available from 

College Finance and Planning Managers. 
 

  Academic approval 
 

 

 

Requirements 

     Where a partner is applying to become a Validated Centre, the partner designs, 

delivers and assesses its own course(s) and submits this to the University for 

consideration and potential approval. 

     Initial approval takes the form of an approval panel and will involve approval of the 

partner as a Validated Centre of NTU. The approval event will take place at the 

partner’s premises and will involve a tour of facilities. 

     The University needs to be assured that the partner has the necessary 

infrastructure and culture to attain and maintain appropriate standards and a 

quality student learning experience from the outset. 

     The approval process also considers whether the planned provision is consonant 
with the University’s regulations, policies and practices as set out in the QH. 

     The proposed course(s) that the Validated Centre wishes to offer is scrutinised to 

ensure that it meets the standards and expectations for the NTU award sought (as 

set out in QH Sections 2 and 3). 

     An academic approval event may result in conditions, recommendations, and 

commendations. No course at a Validated Centre can be delivered unless the 

conditions of approval have been satisfied. 

     Each location of delivery is subject to separate approval. 

     Where an established Validated Centre proposes to add new courses to its portfolio 

then the form of event may vary. 

 
Explanatory notes 

 

� The roles and responsibilities associated with the 

University and the Validated Centre are set out in 

the Collaborative Framework (QHS VS4) which is 

agreed at approval. 

� QHS VS2 outlines the approval criteria and 

process for Validation Service collaborations. 

 

Academic approval takes place separately from, and only after, due diligence 

and business approval has been agreed. 

Validated Centres are only approved where the University has broad confidence 

that the partner has sufficiently robust systems for quality management that 

incorporate the principles of UK Higher Education. 
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Section 10C: Validation Service collaborative provision 

 

 

 

 

 

 

 

  Period of academic approval 
 

 

 

Requirements 

     Approval of Validation Service collaborative provision is for a fixed period of three 

years and a periodic collaborative review takes place before approval is renewed. 

     Following satisfactory collaborative review, provision is re-approved for a maximum 

of three years. 
 

  Serial franchising or sub-contracting 
 

 

 

Requirements 

     The University does not permit any collaborative partner to approve another 

partner to deliver or assess its NTU approved provision without express written 

permission. 

 
Explanatory note 

 

� This requirement is set out in the written legal 

agreement between the University and the 

partner. 
 

   Collaborative agreements 
 

 

 

Validation Service collaborative provision is initially approved for a maximum 

period of three years. 

 

Serial franchising or sub-contracting is not permitted. 

 

Validation Service collaborative provision is subject to a signed Collaborative 

Agreement between the Centre and the University. 

Collaborative Agreements are signed after academic approval, and before the 

course commences. 
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Section 10C: Validation Service collaborative provision 

 

 

 

 

 

 

 

Requirements 

   Validation Service collaborative agreements are drawn up by CPO, using a standard 

template, in liaison with Legal Services. The financial schedule is drawn up by 

College Finance and Planning Managers. 

  Collaborative Agreements cover all aspects of the relationship, and are informed by 

the approved collaborative framework document. 

  Agreements have a defined lifespan in line with the period of approval. 

  Collaborative Agreements may not be signed until after academic approval is 

complete. Financial schedules are negotiated beforehand to ensure that 

commencement of delivery is not delayed. 

  The agreement is initiated by CPO and the financial schedule is sent to CPO for 

signatures to be obtained. 

  Collaborative Agreements for Validation Service must be signed by the Vice- 

Chancellor or Pro Vice-Chancellor Academic. 
 

   Collaborative framework 
 

 

 

Requirements 

   The Validation Service Collaborative Framework represents a shared understanding 

by the University and the Centre of the mechanisms through which the 
collaboration will operate, and the roles and responsibilities of each party. 

  The Collaborative Framework document is considered and approved at the approval 

event. 

 
Explanatory note 

 

� QHS VS4 sets out the requirements for a 

Validation Service collaborative framework. 
 

   Admissions 
 

 

 

Validation Service collaborative provision is managed according to the 

Collaborative Framework agreed at validation. 

 

Validated Centres always take operational responsibility for admission and 

recruitment to courses according to specified criteria approved at validation. 
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Requirements 

   Validated Centres always take operational responsibility for admissions and 

recruitment, but must function within the principles set out in the University’s 

admissions policy (QH Section 13). 

  Ultimately, in cases of disagreement between the University and its Validated 

Centres, or if concerns about partner processes are revealed through annual 
monitoring or review, all decisions on the admission of students rest with the 

University. 
 

   Monitoring quality and standards, and annual reporting 
 

 

 

Requirements 
 

 

  Monitoring ensures that: 

a. academic standards continue to be appropriate for the award; 

b. the quality of student learning opportunities is maintained; 

c. the health of the collaborative arrangement is upheld. 

  A Course Standards and Quality Report (CSQR) must be produced annually for 

each course operating at a Validated Centre, using the University template. 

  A Validated Centre Standards and Quality Report (VCSQR) must be compiled by a 

Validated Centre if the partner has several NTU approved courses or delivers 

courses at more than one location, using the University template. 

  CSQRs/VCSQR must be signed off by the Centre’s Course Committees (or 

equivalent) and Academic Board (or equivalent) prior to submission to the 

University. 

  CSQRs/VCSQR are considered by the Validation Service Sub-Committee, supported 

by the verifier, and feedback is provided to the Centre. 

 

Validation Service collaborative provision is subject to ongoing monitoring to 

ensure that NTU approved courses operate satisfactorily between periodic 

collaborative reviews, that academic standards and quality are maintained and 

that enhancements are made as appropriate. Annual reporting is the process 

by which the University is assured of the on-going currency and health of its 

provision at Validated Centres. 

The principles of course monitoring at Validated Centres align to QH Section 6.

However bespoke mechanisms are in place for annual reporting. 
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Explanatory notes 
 

� Given that monitoring is an ongoing process, the 

CSQR is compiled and considered over the year. 

� VSSC sets the submission date for CSQRs. 

� CSQRs do not need to report on routine or minor 

issues identified by staff, students and others. 

� A separate CSQR is required for each course of 

study except that courses clustered together in 

one course management/operational framework 

may be reported on in a single CSQR. 

� QHS VS6, VS7 and VS8 are the annual monitoring 

templates for Validated Centres. 

� A separate template is available for courses that 

are in teach-out (QHS VS13). 
 

   Changes to Validation Service collaborative provision 
 

 

 

Requirements 

   The mechanisms for the approval of changes to Validation Service collaborative 

provision are set out in the table below: 

 

Type of change Nature of approval 

Major Change Validated Centre’s Academic Board or equivalent and Validation 

Service Sub-Committee or validation panel as appropriate 

Modification Validated Centre’s Academic Board or equivalent and Validation 

Service Sub-Committee 

Minor Modification Validated Centre’s course committee/Academic Board with 

notification to the Validation Service Sub-Committee 

 

Explanatory notes 
 

� The types of changes to courses align to the 

principles set out in QHS 5B. 

� All proposals for changes to courses must be 

recorded on a course change form which is 

 

Changes to approved collaborative provision may be proposed at any time in 

the academic year. The formal mechanisms for approving such changes depend 

on the scale and type of change proposed. 
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submitted alongside the revised course 

documentation. 
 

   Awards and certificates 
 

 

 

Requirements 

   For Validation Service provision, the certificate always contains the partner’s name, 

and will be signed by the University’s Vice-Chancellor. Inclusion of the Centre’s 
logo and a signature from the Head of the Centre is optional. 

  Transcripts are produced by the Centre, using the minimum requirements for 

transcripts prescribed by NTU, and are approved by the University. 

  In some contexts it may be inappropriate for the location and language of study to 

be included on the certificate, in such cases the transcript will contain this 

information and the certificate will refer to the existence of the transcript. 
 

   Periodic collaborative review and interim review 
 

 

 

Requirements 

   Periodic collaborative review aims to satisfy the University that the arrangement 

continues to fulfil the requirements for quality, that the academic standards of the 

awards are appropriate, and that there are comparable student learning 

opportunities to those of NTU home students. 

  Periodic review of Validation Service collaborative provision includes a review of 

both the Centre, and its courses, and is both developmental and judgemental. 

  Periodic collaborative review of a Validated Centre takes the form of a review 

panel. 

  Periodic review takes place every six years. After the initial three year approval 

period, there will be a periodic collaborative review which involves a Centre visit 

leading to an extension of the collaborative agreement for a further three years. 
 

 

 

Award certificates are produced by the University. Certificates include 

University standard text, and state the location and language of study where 

this is not English. 

 

Validation Service collaborative provision is periodically reviewed. 

After the second three-year approval period (and every 6 years thereafter) there

will be an interim review which takes the form of a paper-based exercise and an

internal review panel. Successful interim review leads to an extension of the
collaborative agreement for the further three-year period. 
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  NTU reserves the right to bring a review date forward if there are significant 

concerns about the standards and quality of provision at a Validated Centre. 

  The cycle of periodic and interim review is as follows:   
 

Approval period Type of review 

Initial period: 

2015 - 2018 

Periodic Collaborative Review in 2017/2018 

Second period: 

2018 - 2021 

Interim Review in 2020/2021 

Third period: 

2021 – 2024 

Periodic Collaborative Review in 2023/2024 

Fourth period: 

2024 – 2027 

Interim Review in 2026/2027 

 

Explanatory notes 
 

� QHS VS9 sets out the requirements for Validation 

Service periodic collaborative review. 

� QHS VS15 sets out the requirements for 

Validation Service interim review. 
 

   Appeals of approval /review decisions 
 

 

 

Requirements 

   If a matter of dispute is not resolved by ASQC, the partner may make a direct 

submission to the University’s Academic Board through the Vice-Chancellor. 

Academic Board will consider the matter itself or by means of a working party, 
which would not include any member of staff involved in the earlier decision. 

  Once representation is received from both parties, a decision will be made which 

would either: 

a. confirm the decision of the validation or review panel; 

 

Appeals of decisions relating to Validation Service approval or review must be 

presented by the collaborative partner to the Chair of ASQC within 14 days of 

receipt of the confirmed report or minute of the meeting, depending on the 

approval procedure. 
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b. refer the case back to the validation or review panel with instructions to 

consider the proposals de novo; 

c. rescind the decision and make recommendations for action towards further 

progress; 

d. make such other arrangements for the determination of the issues as it 

deems appropriate. 

  The decision of the appeal body is final. 
 

   Withdrawal and teach-out 
 

 

 

Requirements 

   Conditions for withdrawal from Validation Service collaborative provision (by either 

partner) and the negotiated exit strategy are set out in the Collaborative 

Agreement between NTU and the Centre. This includes where courses are no 

longer meeting the University’s requirements for the quality and standards of its 

awards. 

  Validation Service collaborative provision will follow the Validation Service 

withdrawal and teach-out processes, which are aligned to the University’s 

withdrawal and teach-out processes for its home provision. 

 
Explanatory notes 

 

� QHS VS10 details the withdrawal and teach-out 

process for Validation Service collaborative 

provision. 

� QHS VS11 provides the NTU withdrawal and 

teach-out form. 
 

   Academic appeals and irregularities 
 

 

 

When Validation Service collaborative provision is being withdrawn from, or 

terminated, appropriate teach-out processes are put into place to ensure that 

the interests of the students are protected. 

 

Students on courses at Validated Centre have right of appeal to the University 

when they make a complaint or appeal about academic matters only when the 

Centre has failed to follow or correctly apply its own procedures. 
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Requirements 

   Validated Centres are required to develop their own policies and procedures for 

dealing with academic appeals and irregularities. These policies and procedures are 

reviewed by the University’s Student Support Services team prior to academic 

approval. 

  The policies and processes for appeals and irregularities are considered and agreed 

at approval. 

  Should a student believe that the Centre has materially failed to follow or correctly 

apply its own procedures, the University will investigate this. It will consider the 

accuracy with which the Validated Centre has followed its procedures to establish 

whether there has been any material error or failing in the application of the 

procedures and, if so, whether the outcome to the student may have been 

adversely affected. Should this appeal be upheld, the University may request that 

the Validated Centre discards the original outcome and revisits the matter or 

reconsiders the procedure afresh to ensure that the procedure is correctly applied. 

  Students on Validation Service collaborative provision have the right of appeal to 

the Office of the Independent Adjudicator following completion of the University 

procedure. 
 

   Assuring quality 
 

 

 

Requirements 

   Quality assurance processes for collaborative provision are set out in the Centre 

and course documentation which are approved at validation. These processes are 

aligned to University processes as set out in the QH Section 5. 
 

   Language of delivery 
 

 

 

Requirements 
 

 

 

Validation Service collaborative provision is subject to the equivalent quality 

assurance processes as are in place for NTU-based provision. 

 

All courses delivered in a language other than English are subject to 

appropriate moderation processes. 

Where a Validation Service course is to be delivered in a language other than

English, appropriate arrangements must be made by the University for the
moderation of assessment. 
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   Roles and responsibilities 
 

 

 

Requirements 

   A verifier is appointed by the University for each course at a Validated Centre. 

  The verifier is a subject specialist from within the appropriate University School, 
and where appropriate, a native speaker of the language of assessment. 

  Large and complex Validation Service arrangements will have a separate exam 

board verifier who monitors the exam board processes at the Centre. 

 
Explanatory note 

 

� QHS VS12 details the role of the verifier. 
 

   Board of Examiners 
 

 

 

Requirements 

   The University verifier will represent the University at the board, either in person or 

in exceptional circumstances via video conferencing, and will report to the 

University on the fitness of the process. 
 

   External examiners 
 

 

University verifiers are either native speakers of the language of assessment, or

are able to view work in the English language. 

Arrangements for moderation where assessment is in a language other than
English are considered and agreed at the academic approval event. 

 

A University verifier is appointed for all Validation Service arrangements. Their 

primary role is one of quality assurance. 

 

Validation Service collaborative provision is required to have a formally 

constituted Board of Examiners. The conduct of the board is specified at 

approval and aligns to the terms of reference, membership and procedures set 

out in the QH. 

 

External examiners are appointed for all courses at Validated Centres. 
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Requirements 

   External examiner nominations for Validation Service collaborative provision are 

considered and approved by the University’s External Examiner Appointments 

Panel. Appointments are subject to the same requirements as external examiners 

appointed to NTU home provision as detailed in QH Section 9. 

External examiners are contracted to the University, and responsibility for the 

induction and payment of external examiners is retained by the University. 

Where the same course is delivered at more than one location, the same external 

examiner should consider the provision at all locations, wherever possible, to 

ensure comparability of standards. 
 

   Public information 
 

 

 

Requirements 

   Information is provided to students by the Centre. Student’s access to NTU library 

services is negotiated and agreed and made clear to the students. 

  All sources of information provided by the collaborative partner will be regularly 

monitored by the University to ensure that it remains fit for purpose and 

trustworthy. CPO has responsibility for monitoring all sources of information 

produced by the Centre. They are aided in this by the verifier and by CADQ. 

 

Responsibilities for the provision of information to students at Validated 

Centres are set out in the centre document which is agreed at approval. That 

NTU is the awarding body should be made clear on all public information 

related to validated courses at Validated Centres. 
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Section 10D: Placement and work-based learning 

 
 

 

 

 

 
  Contextual statement 

 

 
 

     Section 10 of the Quality Handbook (QH) covers all the University’s awards offered 

through provision delivered with others, and therefore applies to any University 
provisions that involve the delivery or assessment of University credits offsite, 
and/or involving staff not employed at the University. 

 
Explanatory note 

 

� This section is divided into four parts. This 

Section 10D refers to Placement and Work- 

Based Learning (PWBL). 
 

  Definitions 
 

     Placement learning is learning where a student, as part of a University course, 

undertakes a negotiated and agreed period of work or research based/study 

experience, normally outside the University, and where the learning from that 

experience is monitored and assessed according to a set of validated outcomes. 

 
Explanatory notes 

 

� The policy is not intended to cover learning 

outside the University that is not a planned (and 

approved) part of a course, such as part-time, 

term-time and vacation work that students have 

arranged for themselves. In addition, it does not 

apply to professional or vocational practice 

courses designed for individuals already in 

employment. 

� Examples of placement learning include sandwich 

placements (36 weeks + in total, sometimes 

made up of a number of shorter and/or different 

learning experiences), short placements (1-35 

weeks in total) and study abroad. 

 

This section provides a generic framework within which all placement and 

work-based activity should be based. Irrespective of what form learning takes 

place, placement or work-based learning activity must be consistent with 

University academic regulations, subject benchmark statements, other relevant 

reference points and Professional, Regulatory or Statutory Body (PSRB) 

requirements (where these apply). 
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Section 10D: Placement and work-based learning 

 

 

 

 

 

 

 

 

     Work-based learning is learning that is usually achieved and demonstrated 
through engagement with a workplace environment, the assessment of reflective 
practice and the designation of appropriate learning outcomes, and is either 

integral to a University course or can be stand-alone. 

 
Explanatory notes 

 

� The definition covers a broad range of learning 

opportunities and experiences providing a 

learning process which focuses critical thinking 

upon work (paid or unpaid) in order to facilitate 

the recognition, acquisition and application of 

individual and collective knowledge, skills and 

abilities, to achieve specific outcomes of 

significance to the learner, their work and the 

university. 

� Examples include Foundation Degrees, work 

based learning modules (either core, optional or 

standalone) where the student does not go out on 

placement but reflects on a volunteering or 

employment experience. Other examples include 

Professional Diploma and Certificate short courses 

normally for students already within employment 

and other types of CPD courses attracting NTU 

awards or credits. 
 

     Employer-responsive courses are courses that contain learning through work 

that meets the needs of a specific employer and group of learners. Such courses 

are designed specifically to meet a set of work or practice-related outcomes, may 

lead to an award in their own right and can lead to a higher education qualification. 

In such courses, the assessment and learning normally take place (or are 

practiced) within the workplace or a comparable simulated environment under the 

supervision of NTU staff working with colleagues from the workplace. Students 

undertaking employer-responsive work-based learning will normally already be in 

employment. Learning may or may not require attendance at the University. 

 
Explanatory note 

 

� This policy is not directly applicable to employer- 

responsive courses (typically short courses) 

leading to neither awards nor credits. The guiding 

principles contained in this policy should, 

however, be considered when developing such 

provision. 
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  Minimum requirements for sandwich and short placements 
 

 

 

Requirements 

     A sandwich placement must include one or more learning experiences, totalling a 

minimum of 36 weeks duration. 

 
Explanatory note 

 

� Sandwich placements should meet the 

expectations of the sandwich placement providers 

and students, and in most cases will be 46.5 

weeks in length where placement is undertaken 

over a full year. 
 

     Short placements may have variable length of between 1 and 35 weeks, but the 

anticipated duration of the placement should be clearly specified in the course 

documentation. 
 

  Contact with students on placement 
 

 

 

Requirements 

     The following minimum contact arrangements apply to all sandwich placements: 

a. There must be at least one key contact made per academic term. A key 

contact can be undertaken by visit, video-phone, call-back, telephone call or 

other appropriate mechanism and should be of reasonable and proportionate 

duration. 

b. There must be a minimum of one visit per sandwich placement. This should 

take place within the first term or within the first three months of the 

placement. 

c. One key contact should be a call back event which supports students to 

integrate themselves back into the University following their placement. 

 

In order to achieve a placement experience of consistently high quality, for 

students, staff and placement providers, placement learning and WBL should 

function to a set of minimum requirements. 

 

While on placement, students must receive proportionate contact and visit 

arrangements, to be provided by the course team in conjunction with Student 

Employability and Enterprise, to support and optimise their learning. 
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Students on overseas placements should be invited to attend if they are back 

in the UK otherwise another form of key contact should be made. 

d. If a student undertakes more than one placement during their sandwich year 

then there should be at least one key contact per placement opportunity. 

e. Additional contact or visits can be made as determined by the course team in 

conjunction with Student Employability and Enterprise; or as required by the 

needs or expectations of a Professional, Statutory or Regulatory Body (PSRB). 

f. For overseas sandwich placements, visits to students may vary according to 

School policy. 

 
Explanatory notes 

 

� In the case of short placements the minimum 

contact standards for sandwich placements 

should be modified according to the length of the 

placement opportunity to ensure that 

appropriate, but proportionate, contact and visit 

arrangements are in place. 

� For placements lasting longer than twelve weeks 

the student should normally be visited at least 

once. 

� The arrangements for contact during all 

placements must be specified in the course 

documentation. 
 

  Assessment of placements and work-based learning 
 

 
 

     Schools and course teams must ensure there is a process in place for the receipt, 

marking and moderation of, and feedback on, placement or work-based learning 

related assessments. 

     All sandwich placement, and other credit rated placement/work-based learning, 

assessment marks should be submitted to the final year Board of Examiners or 

progression board, as appropriate, in order for them to be ratified. 

     Sandwich placements may also be required to meet the minimum standards of any 

relevant PSRB; 

     Students can receive additional ‘certification’ in respect of the additional outcomes 

they have received through placement or study abroad, in the form of a Placement 

Diploma or Certificate (see QH Supplement PWBL1). 

 

The assessment requirements for all sandwich, short placements and work- 

based learning should meet the underlying policies, practices and regulations 

detailed in QH Section 15 and must be clearly outlined to students prior to their 

learning commencing. 
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  Key responsibilities of the University 
 

 
 

     Where PWBL is an intended part of a course, a course team, working in conjunction 

with the Student Employability and Enterprise Co-ordinator must ensure at all times 

that: 

a. the individual responsibilities for managing, supporting and monitoring PWBL 

are clearly defined; 

b. the intended learning outcomes contribute to the overall aims of the course 

(and are consistent with any appropriate UK Subject Benchmarks); 

c. any assessment of PWBL is part of a coherent assessment strategy - this 

should include appropriate arrangements for moderation and feedback within 

the course’s Assessment and Feedback Plan – see Quality Handbook 

Supplement (QHS) 15D; 

d. consideration is given to equality and disability policy regulations. 

     In addition the course team, working in conjunction with Student Employability and 

Enterprise, must: 

a. define their procedures for securing, approving and allocating placements, 

including information on the consequences for students of a failure to secure 

or complete a placement; 

b. define their procedures and criteria for the approval of individual PWBL 

opportunities; 

c. consider what provision is made for students exempt from PWBL, or unable to 

find a suitable opportunity; 

d. have clearly defined policies and procedures for terminating PWBL 

agreements, should that eventuality arise and these should be referred to in 

any employment contract; 

e. have appropriate regulations to cover failure/non-completion and procedures 

to manage re-assessment opportunities; 

f. consider grievance and disciplinary procedures for the student as student and 

recognising that an employer will have comparable procedures for the student 

as employee; 

g. ensure that PWBL comply with NTU’s Health and Safety Policy; 

 

Key responsibilities are identified as ‘broad’ statements on which all placement 

and work-based activity should be based. Irrespective of what form the 

learning takes place, it is expected that Schools, course teams and the Student 

Employability and Enterprise Department will interpret the requirements in a 

way that ensures the placement or work-based learning activity, as 

appropriate, is consistent with these statements. 
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h. consider the requirements of relevant statutory regulatory, professional or 

funding bodies; 

i. ensure there is clear information available about the allocation of PWBL 

where these involve collaborative agreements with employers and placement 

providers or students from another Higher Education Institution (HEI); 

j. take reasonable steps to help all students regardless of relevant equality 

characteristics; 

k. work to optimise PWBL opportunity. 

     The criteria to be used when approving PWBL opportunities should address the 

providers' ability to: 

a. provide learning opportunities that enable the intended learning outcomes to 

be achieved; 

b. support students; 

c. fulfil their responsibilities under health and safety legislation in the workplace, 

having regard to the level of skill and experience of the student; and 

d. clarify the provider’s role (if any) in the assessment of the student. 

 
Explanatory note 

 

� It may be appropriate to obtain a written 

agreement from the provider to confirm their 

commitment and ability to provide the student 

with the specified learning opportunities. 
 

     The course team, working in conjunction with Student Employability and Enterprise 

must assure the University that PWBL providers will be made fully aware of these 

criteria. These aspects should be outlined in the contextual document (for initial 

academic approval) and in subsequent supporting documents. 

     Course teams, working in conjunction with Student Employability and Enterprise, 

must ensure that prior to PWBL, students are made aware of their responsibilities: 

a. as ambassadors of the University; 

b. towards the PWBL provider and its customers, clients, patients, and 

employees; 

c. for completing all appropriate enrolment processes relevant to the PWBL 

period; 

d. for managing their learning and professional relationships; 

e. for recording their progress and achievements (i.e. the use of portfolio/e- 

portfolios, the certification of placement learning/WBL); 

f. for alerting the PWBL provider and University to problems with the PWBL that 

might prevent progress or satisfactory completion; 

g. for providing and maintaining up-to-date contact details. 
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     The course team, in conjunction with Student Employability and Enterprise, should 

make students aware of the following: 

a. that they can expect appropriate support from the University in order to 

enable them to meet the required learning outcomes; 

b. that they should be provided with information in advance of their PWBL 

opportunity; 

c. that they will be made aware of any financial implications associated with the 

PWBL opportunity; 

d. that they should be treated in accordance with applicable legislation; 

e. that they should be provided with a safe placement environment; 

f. that depending on the nature and duration of the placement/work-based 

opportunity students should expect contact and visits; 

g. can expect a re-orientation and de-briefing session. 

     The course team, working in conjunction with Student Employability and 

Enterprise, will need to ensure that students are provided with appropriate 

guidance and support in preparation for, during, and after their PWBL to optimise 

their learning opportunity. Guidance should be provided to students, developed 

whenever possible in consultation with PWBL providers, on such matters as: 

a. the support they provide to students where the responsibility for securing a 

placement rests with the student; 

b. appropriate induction to the PWBL environment, including health and safety 

information; 

c. occupational health considerations or requirements, including immunization 

(for example for health service or some international placements); 

d. any legal or ethical considerations (e.g. client or patient confidentiality); 

e. the means of recording the achievement of specific learning outcomes and 

progress, e.g. using a Personal Development Portfolio (PDP); 

f. availability of additional language or skills preparation; 

g. the need for personal insurance cover particularly when on placement 

abroad; 

h. cultural orientation and work expectations; 

i. the University's support services that will remain available to students during 

placements; and appropriate re-orientation (with provision for reflection, 

consolidation and dissemination) on students' return to the University. 

     Course teams and Schools, working in conjunction with Student Employability and 

Enterprise, should monitor and review the effectiveness of their placement/work- 

based learning opportunities. Any action points (including potential enhancements) 

should be reported on an annual basis via the Course Standards and Quality 

Reports (CSQRs) or School Standards and Quality Reports (SSQRs) (the University 

will also consider PWBL as an item during Periodic School Review). The monitoring 

process is expected to consider: 
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a. encouraging PWBL supervisors and students to provide feedback on progress, 

the sharing of feedback between students, placement providers and the 

University and the communication of any concerns in a timely way to the 

Institution; 

b. periodically reviewing the progress of students; 

c. using feedback from PWBL staff, supervisors/mentors, external examiners 

and students; 

d. the procedures within which feedback on the quality and standards of the 

PWBL is received and that appropriate action is taken where necessary, 

ensuring that there is equality of opportunity in access to PWBL and that 

PWBL providers are aware of their responsibilities to provide fair treatment in 

this respect – any salient measures (or good practice) should be reported in 

CSQRs/SSQRs; 

e. formal and informal means of gathering feedback from PWBL providers about 

the relevant arrangement. 

 
Explanatory note 

 

� In the case of short placements/work-based 

learning the responsibilities set out in para. 6 

above should be modified according to the length 

and nature of the PWBL opportunity to ensure 

that appropriate but proportionate arrangements 

are in place. 
 

  Key responsibilities of the PWBL provider 
 

 
 

     The course team and Student Employability and Enterprise must ensure that PWBL 
providers: 

a. are aware of the requirements and expectations of the student and the 

University; 

b. recognise that recruitment will follow a natural cycle related to an academic 

year; 

c. have appropriate procedures in place for the recruitment of PWBL students; 

d. liaise with the University at appropriate and regular points; 

e. have realistic expectations of what induction and training will be required and 

what students can then deliver; 

f. co-operate with the University in all procedural matters, including relevant 

legal and health and safety provision; 

 

It is the expectation of the University that the PWBL provider will provide the 

students with appropriate learning opportunities. 
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g. consider appointing a mentor for each student to oversee the training, 

development and general learning of the student; 

h. make appropriate provision for the student to be visited; 

i. co-operate with the university in all course requirements; 

j. attend any briefing events organised by the University; 

k. inform and involve the University should any issue of serious concern arise; 

l. provide, on request, an appropriate statement on the student’s conduct and 

performance; 

m. provide the student with a debrief session; 

n. provide the student with an appropriate testimonial or reference, as 

appropriate; 

o. considers equality and disability legislation; 

p. provides students with opportunities to review their progress, identify 

strengths and weaknesses and to plan and agree any necessary remedial 

action. 

 
Explanatory note 

 

� In the case of short placements/work-based 

learning the responsibilities set out in para. 7 

should be modified according to the length and 

nature of the PWBL opportunity to ensure that 

appropriate but proportionate arrangements are 

in place. 
 

  Key responsibilities of the student 
 

 
 

     Course teams and Student Employability and Enterprise should provide adequate 

briefings for students, so that they should be in a position to: 

a. acknowledge the commitment and preparation required when enrolling on a 

course of study incorporating PWBL; 

b. familiarise themselves with the course requirements relating to PWBL; 

c. the seeking of PWBL opportunities is a co-operative activity and that it is the 

student’s individual responsibility to secure and deliver a satisfactory 

placement/work-based learning experience; 

d. make full use of the support offered by the University in connection with the 

PWBL opportunity; 

 

Students’ entitlements and responsibilities should be clearly stated at the 

outset of the work-based/placement learning opportunity. 
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e. research and apply for an appropriate range and number of PWBL 

opportunities; 

f. acknowledge interview appointments that have been made by the University, 

and inform the University and the provider if these appointments cannot be 

met; 

g. recognise and comply with reasonable binding arrangements for the offer and 

acceptance of PWBL opportunities; 

h. provide the University with details of any positions accepted; 

i. attend appropriate briefing sessions, including those on health and safety; 

j. take every opportunity to optimise the learning experience; 

k. co-operate with the placement contact tutor; and make appropriate visit 

arrangements; 

l. reflect on the learning experience and the integration of PWBL with academic 

modules; 

m. share experiences with fellow students and staff; 

n. utilise the experience as a basis for directing and focusing career plans. 

     All parties to PWBL should be made aware of the University's Complaints Procedure 

as set out in QH Section 17E. 

 
Explanatory notes 

 

� In the case of short placements/work-based 

learning the responsibilities set out in para. 8 

should be modified according to the length and 

nature of the PWBL opportunity to ensure that 

appropriate but proportionate arrangements are 

in place. 
 

  Approval of placement and work-based learning 
 

 
 

     All courses containing placement/work-based learning are subject to the approval 

procedures of the University as set out in QH Section 5. 

     Following approval, placement and where applicable work-based learning, should 

be monitored within the normal course management process as set out in QH 

Section 6. 

     PWBL will be considered as an item at Periodic School Review as set out in QH 

Section 7. 

 

The University will ensure that the academic standards and quality of any PWBL 

opportunities are consistent with normal University practices. 
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1. The postgraduate research environment 
 

 

 

Requirements 

1.1 The University has a postgraduate research environment statement that provides 

details about the environment in which students do and learn about research. 

1.2 The postgraduate research environment statement is readily available to both staff 

and students on the Graduate School website. 

1.3 The postgraduate research environment statement is reviewed and updated on an 

annual basis to ensure it remains both current and fit for purpose. 

 
Explanatory note 

 

� The postgraduate research environment 

statement is available on the Graduate School 

website. 
 

2. Course monitoring and reporting 
 

 

 

Requirements 

2.1 Monitoring is one of the main ways by which the University assures itself of the 

standards and quality of research degrees, and begins to identify areas for 

improvement and enhancement. 

2.2 Monitoring and reporting involves reflecting on and evaluating a range of evidence 

about the provision. Through this process, College Research Degrees Committees 

(CRDCs), professional doctorate course committees and the University Research 

Degrees Committee (URDC) evaluate the research environment, learning and 

assessment approaches, student progression and achievement, health and 

currency of provision and research training in order to ensure that standards and 

 

The University recognises the importance of the postgraduate community in the 

pursuit of research excellence and impact, and as such is committed to ensuring 

a high quality environment for research students. 

 

Research degree provision is subject to ongoing monitoring. Monitoring is a 

continuous process by which relevant stakeholders keep under review the 

effective operation and currency of the provision. Annual reporting is the 

process by which the University is assured of the ongoing currency and health 

of its research degrees provision. 
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quality are being maintained, and outcomes met. The monitoring process leads to 

enhancement of provision and student learning opportunities, in the light of these 

evaluations. 

2.3 Supervisory teams undertake monitoring across the year, the outcomes of which 

are monitored and reviewed by the CRDC or professional doctorate course 

committee. 

2.4 Research degree monitoring involves all those involved in the student journey, 

including Postgraduate Research Tutors, professional doctorate Course Leaders, 

members of relevant committees, supervisors, students, external examiners, and, 

as appropriate, Central Services including the Graduate School. 

2.5 Students are key contributors to the process through their ongoing feedback, and 

representative participation in committees. 

2.6 Feedback from external examiners via their annual reports, and viva voce reports 

are critical inputs into research degrees monitoring. 

2.7 Data relating to student progression and achievement also inform this evaluation. 

Internal data and external reference points are used to monitor and benchmark 

research degrees provision. 

2.8 An outcome of course monitoring is the development of a Course Standards and 

Quality Report (CSQR) (for professional doctorate courses) or a College Research 

Degrees Committee Annual Report (for MPhil/PhD provision). The report covers the 

outgoing academic year (1 August – 31 July each year) and articulates the range of 

reflections and evaluations that have taken place throughout the year. Its 

emphasis is on evaluation and quality enhancement. 

2.9 The Course Standards and Quality Report (CSQR) is produced by the professional 

doctorate Course Leader(s) with input from all relevant stakeholders. Course 

Leaders take responsibility for engaging all contributors to the delivery and 

development of their courses in evaluating the provision. They are also responsible 

for the oversight of the CSQR (see below) and ensure that action is taken and 

enhancements achieved. 

2.10 The CRDC Annual Report is produced by the Chair of the CRDC. The Chair is 

responsible for engaging all contributors to the delivery of research training, and 

management of the MPhil/PhD process in evaluating the provision. They are also 

responsible for oversight of the report (see below) and to ensure that action is 

taken and enhancement is achieved. 

2.11 Given that monitoring is an ongoing process, the CSQR/Annual Report is compiled 

and considered over the year. Reports do not need to include routine or minor 

issues identified by staff, students and others. 

2.12 CSQRs and Annual Reports are produced using the University’s templates and are 

submitted to the University Research Degrees Committee by September/October 

each year. 

2.13 Reports are reviewed and signed off at CRDC or professional doctorate course 

committee prior to submission to URDC. 

2.14 URDC receives and considers all CRDC and professional doctorate annual 

monitoring reports. 
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2.15 Reports are considered at bespoke annual monitoring meetings of URDC. Reports 

are allocated to readers, who consider the reports in small groups at the annual 

monitoring meeting. 

2.16 URDC provides feedback to CRDCs and professional doctorate course committees. 

Feedback is developed by each group using a standard template, and considers 

both the quality of the provision and the quality of the report. 

2.17 Consideration of reports may result in conditions which require either re- 

submission of the report, or that remedial action is taken to address concerns 

about the quality of provision. Consideration may also result in recommendations 

and commendations. 

2.18 The outcomes of annual reporting may result in the University needing to take 

further action to address concerns about the standards and quality of its research 

degree awards. This may include the need for a full review of the provision. 

 
Explanatory notes 

 

� Course Standards and Quality Reports for 

professional doctorate courses follow a different 

format than reports for undergraduate and 

master’s courses. 

� Report templates are provided in Quality 

Handbook Supplement (QHS) 6D and QHS 6E. 
 

3. University level annual reporting 
 

 

 

Requirements 

3.1 The University Research Degrees Committee Annual Report is produced by the 

Chair of the Committee and is based on an analysis of: 

a. CSQRs/CRDC Annual Reports across the full range of provision; 

b. additional University level data and evidence; 

c. external benchmarking data; 

d. analysis of information supplied by other sources such as Academic Planning, 

Academic Office, Centre for Academic Development and Quality (CADQ), 

Centre for Professional Learning and Development (CPLD), and Libraries and 

Learning Resources (LLR). 

3.2 The URDC Annual Report allows the University to reflect on the full range of 

research degree provision, and to identify strengths and areas for development. 

The emphasis is on evaluation and enhancement. 

 

University monitoring of the quality and standards of the full range of research 

degrees provision is reflected in the annual University Research Degrees 

Committee Annual Report 
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3.3 The Annual Report should be cognisant of the University Strategic Plan, and 

University and Schools’ Research plans and strategies. 

3.4 The Annual Report is produced using the University’s template (see QHS 6F) and is 

submitted to URDC by December each academic year. 

3.5 The URDC Annual Report is considered at a designated URDC meeting. All 

members are required to read the report and to provide feedback on the quality of 

provision. 

3.6 The report is considered by the University Research Committee at its meeting in 

December of each year. 

 
Explanatory notes 

 

� All reports should be clearly structured and 

predominantly evaluative rather than descriptive 

in content and style: the focus should be on an 

evaluation of the strengths and areas for 

improvement in each aspect of the report 

addressed. 

� The best reports are written in a direct style, 

addressing members of research degrees teams 

as the prime audience. 

� Whilst the production of reports is designated to 

one writer to organise and produce the report, to 

ensure consistency, coherence and clarity; the 

report is the product of an exercise conducted by 

each committee as a whole. 
 

4. Evaluation of internal and external data 
 

 

 

Requirements 

4.1 The following sets of data should be used to ensure that evidence about the quality 

and standards of research degrees is appropriately evaluated and benchmarked. 

4.2 Data is analysed primarily by the designated lead identified in the table below. 

4.3 The outcomes of data analysis are provided to the relevant committee or report 

author to ensure inclusion within the annual monitoring process. 

 

Internal and external data is used on an annual basis to support evaluation of 

the quality and standards of the research degrees provision. 



Section11 

page 6 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

 

Nottingham Trent University Quality Handbook 

Section 11: Research degrees 

 

 

 

 

 

 
 

Source Collated by Disseminated to (for 

analysis) 

Internal enrolment, 

progression and 

achievement data 

Head of the Graduate 

School 

CRDC Chairs, Professional 

Doctorate Course Leaders, 

Chair of URDC 

Equality and Diversity 

widening participation 

reports 

Head of the Graduate 

School 

CRDC Chairs, Professional 

Doctorate Course Leaders, 

Chair of URDC 

PRES survey results Graduate School, Supported 

by Marketing 

CRDC Chairs, Professional 

Doctorate Course Leaders, 

Chair of URDC 

HEFCE rates of 

qualification 

Head of the Graduate 

School 

Chair of URDC 

Research Council data Postgraduate Research 

(PGR) Tutors 

CRDC Chairs, URDC Chair, 

Professional Doctorate 

Course Leaders 

Funding bodies PGR Tutors, assisted by 

Head of Graduate School 

CRDC Chairs, URDC Chair, 

Professional Doctorate 

Course Leaders 

Competitors (where 

available) 

Professional Doctorate 

Course Leaders, Head of 

Graduate School 

Chairs of CRDC 

Professional doctorate 

Phase One external 

examiner Reports 

Online reporting system Professional doctorate 

course committees 

Professional doctorate 

module evaluations 

Professional doctorate 

Course Leaders 

Professional doctorate 

course committees 

Professional Research 

Practice module 

evaluation 

Postgraduate Research 

Tutors 

PRP Course Leader 

Viva and conferment 

outcomes 

Graduate School PGR Tutors 

Professional Doctorate 

Course Leaders 

 

5. Admissions 
 

 

 

The University has criteria for admission to research degrees that are clear, and 

consistently applied. 
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Requirements for PhD/MPhil 

5.1 An applicant for admission to read for a PhD/MPhil should normally hold a first or 

second class honours degree of a UK University or an equivalent qualification. 

5.2 An applicant not meeting the certificated requirement may be considered on merit 

and in relation to the nature and scope of the proposed programme of study. 

Applicants are considered against evidence of ability and background knowledge in 

relation to the proposed research. Professional experience, publications, written 

reports or other appropriate evidence of accomplishment are taken into 

consideration. 

5.3 Admission may be dependent upon additional prior qualifications that must be 

published in advance. 

5.4 The application sets out the form of the intended submission and the proposed 

methods of assessment. 

5.5 Once admission has been approved, a student will be registered and enrolled for 

one of the following: 

a. Master of Philosophy; or 

b. Master of Philosophy with intention of transfer to Doctor of Philosophy; or 

c. Doctor of Philosophy. 

5.6 All admission decisions rest with the Head of Graduate School. 

 
Explanatory note 

 

� English language requirements for admission are 

available on the NTU website and further 

information is included in QHS 13B. 

 
Requirements for professional doctorates 

5.7 Applicants will be well-qualified in their chosen field and will normally have already 

gained a related master’s degree or equivalent qualification, together with 

sufficient professional experience in the relevant field. Typically, an applicant will 

have a minimum of 5-7 years relevant professional experience. 

5.8 Exceptionally, an applicant may be accepted with a good honours degree in their 

field or a master’s degree in an unrelated field. Such applicants must have 

sufficient professional experience in the field appropriate to the course being 

undertaken. 

5.9 In order to meet the learning outcomes of their professional doctorate course, it is 

anticipated that candidates may need to carry out detailed learning activities with 

one or more participating organisations. In such circumstances, access to and 

support from the appropriate organisation(s) is considered essential in terms of the 

initial selection of candidates. 

5.10 During the admission process, prospective candidates are expected to develop an 

initial short proposal for subsequent research or equivalent enquiry. Evidence of 
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sufficiency of problem definition, initial research, personal capability and 

appropriate professional experience are factors to be looked for. 

5.11 Prospective candidates will be invited to interview prior to admission. 

5.12 Specific entry criteria are set out in the course documentation. 

5.13 All admission decisions rest with the Head of Graduate School. 

 
Explanatory note 

 

� English language requirements for admission are 

available on the NTU website and further 

information is included in QHS 13B. 

 
Requirements for Higher Doctorates 

5.14 Applicants for a Higher Doctorate award will normally be one of the following: 

a. a holder of at least seven years’ standing of a first degree awarded by a 

university in the United Kingdom or of a qualification of equivalent standard; 

b. a holder of at least four years’ standing of a higher degree awarded by a 

university in the United Kingdom. 

5.15 In addition, applicants are required to further satisfy one of the following criteria: 

a. a graduate of Nottingham Trent University; 

b. a member of the academic staff at Nottingham Trent University; 

c. a person who although not a member of the University academic staff can 

demonstrate their research is clearly and demonstrably focused within the 

University and/or through a collaborative partnership with the University. 

5.16 The application process involves an initial application, which if accepted will lead to 

a period of 12 months in which a full submission of works for consideration is 

permitted. 

5.17 To support the application process, the applicant submits the following: 

a. a completed application form, including a list of the published works on which 

the application is based; 

b. a curriculum vitae; 

c. a statement of between 1000 and 2000 words setting out the applicant's view 

of the nature and significance of the work submitted and explaining the 

relevance of the works to the advancement of knowledge in the field or fields 

concerned; 

d. a statement specifying whether any of the supporting works have been 

submitted for any other degree awarded to the applicant; 

e. a full statement of the extent of the applicant's contribution to work 

submitted, involving joint authorship or other types of collaboration. This 

should indicate the nature of any collaboration, the role and position of the 

collaborator at the time the work was prepared; 
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f. the appropriate application fee. 

5.18 All admission decisions rest with the Head of Graduate School. 

 
Requirements for PhD by Published or Creative Work 

5.19 Full-time and part-time members of staff on a 0.2 contract or above of the 

University or its Collaborative Centres may be candidates for a degree of PhD on 

the basis of published or creative work, provided that: 

a. the applicant has been a member of staff of the University or a collaborative 

partner for at least three years; 

b. study and research carried out during the period of appointment forms a 

significant contribution to the published/creative work; 

c. the candidate meets the entry requirements for PhD as specified in paragraph 

3.1 above; 

d. the applicant has published papers/works in their area of research prior to 

applying for this degree; 

e. the applicant was awarded their first degree not less than five years before 

the date of application. 
 

6. Recognition of prior learning 
 

 

 

Requirements for PhD/MPhil 

6.1 A student who can demonstrate that they have achieved part of the learning 

outcomes of a PhD/MPhil course at another institution, can be admitted to an 

appropriate point in the course of study. 

6.2 Where a student is requesting a transfer from another institution a letter of release 

is required along with evidence of progression. 

6.3 All prospective transfer students are interviewed by the receiving School. 

6.4 All transfer students, regardless of entry point, will need to go through project 

approval. 

6.5 Where a student is admitted with Accreditation of Prior Learning (APL), the 

registration period is adjusted accordingly to take into account the prior learning. 

 

The University may recognise prior learning in order to admit a student onto a 

research degree or to admit a student with advanced standing beyond the 

beginning of the research degree. 
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Requirements for professional doctorates 

6.6 An applicant who can demonstrate that they have achieved part of the learning 

outcomes of a professional doctorate course by other means, can be admitted with 

credit to an appropriate point in the course. 

6.7 Admission with credit will not exceed 180 credits at level 7 and an additional 180 

credits at level 8 (360 credits in total). 
 

7. Formal notification of successful application 
 

 

 

Requirements 

7.1 The offer letter constitutes a contract between the student and the University and 

is binding to both parties. 

7.2 The offer letter contains the following information for the applicant: 

a. details of the programme of study; 

b. duration of study; 

c. details of the supervisory team; 

d. conditions of entry including visa requirements, sponsor letters; 

e. fee status and tuition fees; 

f. details of research training or taught workshops; 

g. registration requirements; 

h. project approval requirements (PhD/MPhil only); 

i. original qualification documentation requirements. 

7.3 Applicants are required to accept the offer in writing and supply the relevant 

documentation. 
 

8. Information for students 
 

 

 

All research degree students receive an offer letter that is specific to the 

individual applicant. 

 

The University undertakes to provide research degree students with clear 

information about its expectations and about the policies and procedures that 

relate to research degree study. 
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Requirements 

8.1 All research degree students receive an induction which provides relevant 

information about their course of study. 

8.2 Induction is arranged as early in the student’s registration period as possible. 

8.3 Induction for PhD/MPhil students is delivered both at Graduate School and School 

level. 

8.4 Induction for professional doctorate students is delivered as part of the taught 

workshops. 

8.5 Alternative arrangements are made for students who are unable to attend 

induction. 

 
Requirements for PhD/MPhil 

8.6 All PhD/MPhil students are provided with a handbook that sets out information 

about their responsibilities in relation to the following: 

a. supervision; 

b. research training; 

c. project approval; 

d. transfer of registration from MPhil to PhD; 

e. annual monitoring; 

f. publishing and dissemination; 

g. Submission and examination. 

8.7 The handbook also contains information about the policies and procedures by which 

PhD/MPhil students are affected as follows: 

a. suspension of study; 

b. extensions to the registration period; 

c. changes to supervisory teams; 

d. appeals and complaints; 

e. research misconduct; 

f. teaching. 

 
Requirements for professional doctorates 

8.8 All professional doctorate students are provided with a handbook that sets out 

information about their responsibilities in relation to the following: 

a. supervision; 

b. attendance at taught workshops; 

c. assessment at phase one of the course; 

d. annual monitoring at phase two of the course; 
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e. publishing and dissemination; 

f. submission and examination at phase two of the course. 

8.9 The handbook also contains information about the policies and procedures by which 

Professional doctorate students are affected as follows: 

a. suspension of study; 

b. extensions to the registration period; 

c. changes to supervisory teams; 

d. notification of exceptional circumstances policy; 

e. appeals and complaints; 

f. academic irregularities; 

g. research misconduct. 
 

9. Supervision 
 

 

 

Requirements 

9.1 A research degree student has at least two, and normally not more than three, 

supervisors. 

9.2 For PhD/MPhil students, one supervisor is designated as the Director of Studies. 

9.3 For professional doctorate students, one supervisor is designated as the Lead 

Supervisor. 

9.4 In both cases, the Director of Studies/Lead Supervisor is responsible for ensuring 

that the supervisory team and student adhere to the University Code of Practice 

and documents regarding the progress of doctoral study. 

9.5 The Director of Studies/Lead Supervisor is the main point of contact for the 

student. Students are made aware of the alternative contact if the main point of 

contact is unavailable. 

9.6 The supervisory team is nominated by the relevant University School. 

9.7 Supervisory teams for research degree students have experience of supervising at 

least one student to the successful completion of a UK research degree or 

 

The University ensures that all research degree students have an appropriately 

qualified supervisory team. These teams are in place before an offer of doctoral 

study is made. Throughout the period of supervision the University supports the 

supervisory team by ensuring that they have sufficient time to carry out their 

responsibilities effectively, they are aware of their responsibilities and by 

offering appropriate continuing professional development opportunities. 
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equivalent international qualification, and where required have suitable professional 

knowledge and experience. 

9.8 In addition to the supervisors, an adviser or advisers may be proposed to 

contribute some specialised knowledge or a link with an external organisation. 

9.9 The process of appointment for professional doctorate supervisory teams is as 

follows: 

a. Proposed supervisory teams for each new cohort of students are approved by 

the Course Leader(s) and ratified by the relevant course committee. 

b. Supervisory teams must be in place prior to commencement of the first 

taught workshop (where applicable). 

9.10 The process of appointment for PhD/MPhil supervisory teams is as follows: 

a. The supervisory team shall be named in full on the project approval form. 

b. The proposed supervisory team will be approved by the relevant College 

Research Degrees Committee meeting at which the project approval form is 

presented. 

9.11 The following restrictions on appointment apply: 

a. No supervisor should have any conflict of interest with the research degree 

student. 

b. Staff members may not act as a Director of Studies or Lead Supervisor if they 

are currently registered for an MPhil or a doctoral degree at NTU or anywhere 

else (this does not apply to staff members registered for a doctorate by 

creative or published work). Upon being awarded an MPhil or Doctoral degree, 

staff members will become eligible to hold the role of Director of Studies/Lead 

Supervisor. In exceptional cases, staff who are registered for a          

research degree at NTU or any other institution may be nominated as Director 

of Studies, or Lead Supervisor with the approval of the relevant Academic 

Team Leader (ATL) and the appropriate CRDC/course committee. 

c. If a member of staff is currently a Director of Studies or Lead Supervisor and 

decides to read for an MPhil or doctoral degree at NTU or anywhere else, they 

are required to cease undertaking this role immediately upon commencement 

of registration and for the duration of their studies. With the consent of 

his/her ATL the member of staff may remain on the supervisory team. 

d. Staff members may not act in the role of Director of Studies/Lead Supervisor 

if they have, at any point in the past, registered to read for a research degree 

and have subsequently failed the degree on academic grounds. 

e. The Director of Studies/Lead Supervisor is a member of NTU staff. However, 

in exceptional circumstances, a person who is not a member of NTU academic 

staff may take this role. In such cases, the CRDC/course committee must be 

satisfied that the proposed Director of Studies/Lead Supervisor has significant 

experience of successful research student supervision and receives suitable 

training for the role, and in the regulations and procedures of the University. 

9.12 A proposal for a change in supervision arrangements must be made to the CRDC or 

course committee. 
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9.13 Any member of a supervisory team who has not previously supervised a research 

degree to completion at the University must attend the appropriate staff 

development course within 12 months of commencing supervision. 

9.14 CRDCs and course committees should ensure that all supervisors, whatever their 

level of experience, receive regular opportunities for continuing professional 

development. It is expected that supervisors will avail themselves of these 

opportunities. 

9.15 Minimum expectations for the frequency of supervisory meetings are determined 

by each CRDC/course committee, and are included in student handbooks. 

9.16 For PhD/MPhil, an annual agreement on the supervision schedule and student’s 

writing obligations is agreed between the student and the supervisory team. 

9.17 A written record of each supervisory meeting must be kept. The record is agreed 

between the student and the Director of Studies/Lead Supervisor. 

 
Operational notes 

 

� Supervisor responsibilities are set out in the 

Supervisors Handbook for Research Degrees. 

� The School Research Committee maintains 

oversight of the number of research students 

allocated to a specific supervisor, and ensures 

that supervisors are not overburdened, in line 

with the University’s Management of Academic 

Workload Framework. 

� Allocated hours for supervision are determined by 

the School Research Committee, in line with the 

University’s Management of Academic Workload 

Framework. The Committee ensures that 

supervisory hours are allocated fairly and 

consistently across supervisory teams. 
 

10. Student monitoring 
 

 

 

Requirements 

10.1 The form of monitoring may vary to suit the specific needs of the course. 

10.2 Where monitoring indicates serious concerns about progression of the student, the 

CRDC/professional doctorate Progression Board can apply a three month period of 

probation. 

 

The progress of research degree students is monitored at least once in each 

year of registration (during phase two for professional doctorate courses). 
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10.3 The student’s progress will be reconsidered immediately after the probationary 

period. Where there is no improvement in progression, the CRDC/Progression 

Board may terminate the student’s registration. 

 
Explantory note 

 

� Details about termination of registration are set 

out in the research degree regulations, QH 

Sections 16D and 16E. 
 

11. Researcher development 
 

 

 

Requirements 

11.1 Students have the opportunity to attend a range of workshops and developmental 

activities mapped to the Vitae Researcher Development Framework (RDF). 

11.2 A range of core activities support the student journey from enrolment, through to 

final submission, and these activities are complemented by a series of electives 

that the student will choose depending upon their developmental needs. 

11.3 The Researcher Development Programme empowers students to create an 

individualised package of activities to support their career development as a 

researcher. 

11.4 Engagement of the student in the programme forms the basis of discussions with 

supervisory teams at key checkpoints in each student’s journey, including 

supervision meetings, annual monitoring and project approval and transfer (where 

applicable). 
 

12. Assessment 
 

 

 

Requirements for PhD 

12.1 Achievement of a PhD, including PhD by Published or Creative Work, is assessed by 

the examination of the candidate's thesis and performance under oral examination. 

12.2 A PhD/MPhil is assessed in English, except where permission has been given for the 

thesis and oral examination to be in another language. 

 

All research students are expected to participate in a rolling programme of 

professional development for research. 

 

Research degrees are assessed against a set of assessment criteria or course 

learning outcomes to ensure that the appropriate standards are achieved. 



Section11 

page 16 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

 

Nottingham Trent University Quality Handbook 

Section 11: Research degrees 

 

 

 

 

 

 
12.3 Permission to present a thesis in a language other than English is only given if the 

subject matter of the thesis involves language and related studies. 

12.4 In judging the merit of a thesis submitted for PhD, the Examiners shall bear in 

mind the standard and scope of work which it is reasonable to expect a capable 

and diligent student to present after the period of registered full-time or part-time 

study. 

12.5 Assessment is based on the candidate successfully demonstrating achievement of 

an appropriate combination of the following criteria, which are aligned to the 

descriptors for Level 8 qualifications in the Framework for Higher Education 

Qualifications (FHEQ): 

a. the creation and interpretation of new knowledge and/or the invention and 

generation of ideas, through original research, of a quality to satisfy peer 

review, extend the forefront of the discipline and merit publication; 

b. the systematic acquisition and understanding of a substantial body of 

knowledge which is at the forefront of an academic discipline or area of 

professional practice; 

c. the ability to relate the results of such study to the general body of 

knowledge in the discipline; 

d. the general ability to conceptualise, design and implement a project for the 

generation of new knowledge, applications or understanding at the forefront 

of the discipline, and to adjust the project design in the light of unforeseen 

problems; 

e. a detailed understanding of applicable methods and techniques for research 

and advanced academic inquiry; 

f. the ability to evaluate and criticise received opinion; 

g. the ability to make reasoned and well-informed judgements on complex 

issues within the specialism whilst understanding the limitations on 

judgements made in the absence of complete data; and 

h. the ability to communicate the results of the programme of research as 

demonstrated in the style and overall presentation of the thesis; 

i. the ability to defend the thesis orally to the satisfaction of the examiners. 

 
Requirements for MPhil 

12.6 Achievement of an MPhil is assessed by the examination of the candidate's thesis 

and performance under oral examination. 

12.7 In judging the merit of a thesis submitted for an MPhil, the examiners shall bear in 

mind the standard and scope of work which it is reasonable to expect a capable 

and diligent student to present after the period of registered full-time or part-time 

study. 

12.8 Assessment is based on the candidate successfully demonstrating achievement of 

an appropriate combination of the following criteria which are aligned to the 

descriptors for level 7 qualifications in the FHEQ: 
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a. a systematic understanding of a substantial body of knowledge, and a critical 

awareness of current problems and/or new insights, much of which is at, or 

informed by, the forefront of the academic discipline, field of study, or area of 

professional practice; 

b. a comprehensive understanding of methods and techniques applicable to the 

research or advanced scholarship; 

c. originality in the application of knowledge, together with a practical 

understanding of how established techniques of research and inquiry are used 

to create and interpret knowledge in the discipline; 

d. conceptual understanding that enables the critical evaluation of current 

research and advanced scholarship in the discipline; and the evaluation of 

methodologies, the development of critiques of them and, where appropriate, 

the proposal of new hypotheses; 

e. the ability to evaluate and criticise received opinion; 

f. the ability to make reasoned judgements whilst understanding the limitations 

on judgements made in the absence of complete data; 

g. the ability to communicate the results of the programme of research as 

demonstrated in the style and overall presentation of the thesis; 

h. the ability to defend the thesis orally to the satisfaction of the examiners. 

 
Requirements for professional doctorates 

12.9 Achievement of professional doctorate awards is assessed examination of the 

candidate's phase two assessment and performance under oral examination. 

12.10 Professional doctorate courses are assessed in English, except where permission 

has been given for the phase two assessment and oral examination to be in 

another language. 

12.11 Permission to present assessment in a language other than English is only given if 

the subject matter of the assessment involves language and related studies. 

12.12 Professional doctorate awards are assessed against the learning outcomes set out 

in the approved course specification, which are aligned to the descriptors for level 8 

awards in the FHEQ. 

12.13 Copies of the phase one assessment will be sent to the examiners for reference 

purposes only. Examiners should not re-assess phase one assessment. 

 
Explanatory note 

 

� Requirements for thesis submission, including 

format of the thesis, are set out in QHS 11A. 
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13. Complaints and appeals 
 

 

 

Requirements 

13.1 At phase one of a professional doctorate course, a student may make a 

representation about decisions made by the progression board on their academic 

performance and progress in accordance with the University’s academic appeals 

procedure as set out in Quality Handbook (QH) Section 17b. 

13.2 For PhD/MPhil and for phase two of a professional doctorate course, a student may 

make a representation about decisions made in relation to their progress or an 

examination decision in accordance with the research degrees academic appeals 

procedure as set out in QH Section 17f. 

13.3 Research degrees complaints are managed via the University’s Complaints 

Procedure for Students as set out in QH Section 17e. 

13.4 Where, on receipt and investigation of an appeal, it appears that the matter can, in 

the interests of the student, be better dealt with via the University’s Complaints 

Procedure for Students, it will be transferred to that procedure and the student will 

be informed of the transfer. 

13.5 Where only part of the matters raised within an appeal are transferred to the 

complaints procedure, the appeal will be put on hold pending the outcome of the 

complaint investigation. The student will be informed and made aware of the 

change in time limits for dealing with the appeal. 

13.6 Complaints and appeals from students at collaborative partners are managed in 

accordance with the processes set out in QH Section 10. 
 

14. Student engagement 
 

 

 

There are independent and formal procedures in place for dealing with research 

degree complaints and appeals. 

 

A range of formal and informal opportunities are defined and promoted, by 

which any student can engage in educational enhancement and quality 

assurance activities. In this way, students and staff at the University work 

together to assure and enhance the quality of the student academic experience 

on research degrees. 
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Requirements 

14.1 Research degree students are represented in discussions, at all levels of the 

University, regarding the strategic development of any aspect of the student 

experience. 

14.2 Research degree governance committees provide for student membership, 

including: 

a. University Research Degrees Committee; 

b. College Research Degrees Committees; 

c. Professional doctorate course committees. 

14.3 The Graduate School operates a School Forum termly throughout the academic 

year. Terms of reference are provided in QHS 8C. 

14.4 All dates, times and locations of Graduate School Forums, for the coming year, are 

published on the NTU Online Workspace (NOW) at the start of the academic year. 

14.5 Minutes of Graduate School Forums are circulated to all research degree students, 

to CRDCs, course committees and to URDC. 

14.6 Research degrees students are actively engaged in quality assurance in the 

following ways: 

a. representatives on relevant committee meetings; 

b. Development and Approval Groups for professional doctorate courses; 

c. Periodic Research Degrees Review. 

14.7 The University considers research degree student evaluation to be central to its 

student engagement and quality enhancement agenda. 

14.8 Biennially, research degree students participate in the national Postgraduate 

Research Experience Survey (PRES). The results of PRES are shared with students, 

and are used in course monitoring and reporting to inform enhancement activity. 

14.9 Additionally, for professional doctorate courses, student evaluation of modules is 

conducted, the results of which are used to enhance the student experience. 

 
Explanatory notes 

 

� The University’s policy for student engagement is 

set out in QH Section 8. 
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1. Contextual statement 
 

 

 

Requirements 

1.1 All NTU courses must be systematically designed to ensure that the curriculum 

provides a quality learning experience that delivers NTU’s graduate and 

postgraduate attributes and meets internal and external benchmarks. Systematic 

design is linked to the academic approval process (Quality Handbook (QH) Section 

5), which subjects the outcomes of the design process to peer scrutiny. Once 

approved, NTU courses do not remain static – course monitoring, School Academic 

Planning and Periodic School Review prompts the need for enhancements to the 

course so that it remains contemporary and relevant to the needs of students, 

employers and other stakeholders. 

1.2 The design of any course needs to take into account: 

a. the University mission and strategy, and College/School strategies and 

academic plans; 

b. relevant external reference points, national trends and developments in the 

subject, the requirements of Professional, Statutory and Regulatory Bodies 

(PSRBs), and the needs of employers; 

c. internal reference points, including relevant University policies and 

regulations contained in this Quality Handbook (QH); 

d. promoting equality of opportunity. 

1.3 New course design (or the major re-design of existing courses) should not take 

place in isolation from School Academic Plans – ideas for new courses or major re- 

designs should first be discussed with the appropriate Academic Team Leader for 

consideration by School Executive. In addition – before detailed course design or 

re-design is started – the proposal will need to pass all stages of the Business 

Evaluation Process. 
 

2. Course design criteria 
 

 

 

The University has effective processes for the design and approval of its 

academic courses, and takes a strategic approach to the processes for, and 

outcomes of, course design and approval. 

 

The University has clear criteria for course design, and the course design and 

approval process tests proposals against these criteria. 
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Requirements 

2.1 In translating its ideas (and the outcomes of its consultations) into a course design, 

a course team should take into account the following principles: 

a. coherence – consideration should be given to the intellectual integrity of the 

course and to ensuring that the student's overall learning experience has a 

logic that is clearly linked to the aims of the course; 

b. progression – the design should promote an organised progression so that 

the demands on the student increase throughout the course in terms of 

intellectual challenge, skills, knowledge, conceptualisation and learning 

autonomy; 

c. level – consideration should be given to the level of a course and to the level 

of the stated learning outcomes at named stages in the course; reference 

should be made to the Quality Assurance Agency for Higher Education (QAA) 

Framework for Higher Education Qualifications, the European Association for 

Quality Assurance in Higher Education (ENQA) Standards and Guidance and to 

the Undergraduate and Taught Postgraduate Award Frameworks in the QH; 

d. balance – consideration should be given to the underpinning principle of 

depth over breadth in the curriculum, to an emphasis on simple course 

structures that emphasis the core curriculum over optional choice, and to 

other elements within the course such as the balance between academic and 

practical elements and between personal development and academic 

outcomes; 

e. flexibility – the range of requirements of learners likely to enter the course 

should be considered, as should equality and diversity issues; 

f. feasibility – the expectations given to students and others (through a course 

specification) should be honest and deliverable; 

g. graduateness and employability – consideration should be given to how the 

course will promote the attributes of the NTU graduate or postgraduate set 

out in the Strategic Plan and how the course will prepare students for the 

world of work. 

2.2 In addition, the course team will wish to consider the following elements at the 

design stage: 

a. how the learning outcomes will be taught and assessed, and the teaching, 

learning and assessment strategies to support this (including Course 

Assessment and Feedback Plans (see QH Supplement (QHS) 15D) and the 

utilisation of e-learning); 

b. the relationship between overall course learning outcomes and module 

learning outcomes; 

c. the award designation and course title – to reflect the aims and outcomes 

(see QH Sections 2 and 3); 

d. the qualifications and personal profile required on entry; 

e. the preparation of students for work or further study on graduation; 
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f. the ways in which the course's academic health will be monitored and 

enhanced. 

 
Explanatory note 

 

� QHS 12B contains course design checklists, which 

course teams should consult during the course 

development process. 
 

3. Course structures 

 
Requirements 

3.1 The course structure and design takes precedence over the specification of its 

contributing modules; each University course must be structured in such a way 

that it provides a substantial, coherent and straightforward curriculum. 

3.2 A course must contain an extensive core. For undergraduate courses, there should 

be no options at level 4, while option choices at levels 5 and 6 should be kept to a 

minimum. Options should be structured into sets, with students choosing a single 

module from a maximum of four in each set. All modules within a set should run at 

the same time. 

3.3 Modules should be sufficiently large to ensure depth of study. For undergraduate 

courses, the minimum module size is 20 credits. Larger modules should be 

multiples of 20 credits. 

3.4 A 20 credit module represents the learning outcomes to be achieved by a typical 

student in 200 notional hours of student effort. For full-time students, a learning 

week comprises 40 hours. 

3.5 For undergraduate courses, modules must be delivered over a whole 30 week 

academic year. 

 
Explanatory notes 

 

� At level 5 it is possible to operate a split year of 

two parts. Part one will begin in teaching week 

one and part two will begin in teaching week 16. 

Assessment of study in part one will, normally, be 

by methods other than examination. 

� Taught postgraduate courses have more flexibility 

in these respects, e.g. multiples of 15 credits can 

be approved and examinations may be held at 

different points in the year – provided they do not 

disrupt undergraduate teaching. 

3.6 All undergraduate courses should be designed so that students have a minimum of 

20% contact time across their course. 
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3.7 Each module within a course will have aims, content, learning outcomes and 

assessments that serve the course specification. Each module may be assessed 

separately, although it is possible to assess more than one module through a 

course-based assessment. 

 
Explanatory notes 

 

� More guidance on course and module assessment 

can be found in QH Section 15. For ease of 

reference, the following are the key expectations 

to be factored into course design: 

• Whole-course design of assessment; 

• Many, regular, small formative tasks, 

often in class; 

• Frequent feedback, with greater use 
of peer- and self- evaluation; 

• One or fewer summative assessments 

per module; 

• A limited range of assessment types. 

3.8 Where a module is shared across a number of courses, it should be designed to be 

run in course cohort groups in order to enable students to identify with their own 

course. Exceptionally, a multi-course module can be designed with common 

lectures. Where the specific module outcomes rely upon an interdisciplinary mix of 

students within the class, it can be exempted from the above rules provided that 

this point is clearly articulated in the module specification and approved. 

3.9 All undergraduate courses must include a capstone project in the final year. 

 
Explanatory note 

 

� A capstone project should be a substantial piece 

of work that provides students with an 

opportunity to draw together substantive learning 

with subject-specific theories and methods in an 

integrated manner. 

3.10 While it is possible to propose large modules for approval purposes (i.e. 60, 80, 

100 or 120 credits), course teams should consider at the planning stage any 

potential consequences for student progression. 

3.11 Where a course wishes to offer a year-long visa to international students, it must 

be 53 weeks long. 

3.12 Course teams are encouraged to include a placement or other form of work 

experience within the curriculum. Such activities can either be subsumed within the 

overall credits required for the course or be additional to the standard curriculum 

(i.e. a sandwich year). If an activity is integral, a course must include an academic 

alternative in case the placement or other form of work experience cannot be 

secured (except in cases where PSRB requirements take precedent). A sandwich 
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course must have a route enabling a student who is unable to secure a placement 

to transfer immediately to the final year of the degree. 

3.13 It is possible to structure a course in non-modular ways. For example, a course 

may comprise negotiated learning outcomes designed to meet work, professional  

or practice-based needs of a highly individualised, independent and evolving nature 

(such as courses geared toward demonstrating professional competence). Where a 

course is structured in ways that do not meet the definition of a module (or  

includes modules beyond the normal parameters), each unit should still be credit 

rated wherever possible to indicate the proportional weight of the unit. 
 

4. Roles and responsibilities 
 

 

 

Requirements 

4.1 Course design is coordinated by a course planning team comprised of a designated 

team for new courses and an existing course team for changes to courses; a 

course sponsor will usually be identified at an early stage to lead the process. The 

course team will have responsibility for: 

a. constructing a curriculum to meet a perceived market need in line with the 

University's Strategic Plan; 

b. ensuring consideration of external reference points including QAA’s 'academic 

infrastructure' (especially its Quality Code; the Framework for Higher 

Education Qualifications; and Subject Benchmark Statements); and the ENQA 

Standards and Guidelines); 

c. ensuring the course’s fit with University, College and School academic plans, 

strategies, policies and practices; 

d. consulting with a range of interested parties, internally and externally; 

e. providing complete documentation for academic approval, as detailed in QH 

Section 5; 

f. responding to requests for modifications or further documentation. 

4.2 While it is recognised that one individual, or a small group of individuals, will lead 

the design process, it is imperative that as many staff as possible have input into 

these stages. 

 

The University defines the processes, roles and responsibilities for course 

design and approval and communicate these to relevant staff. 
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5. Consultation 
 

 

 

Requirements 

5.1 Course teams should make use of the following contributions during course design 

(proportional to the nature and scale of the proposal): 

a. current or outgoing external examiners (or those on cognate courses) who 

may comment on the proposal in light of their knowledge of existing 

provision; 

b. external academic peers who may provide relevant information and guidance 

on developments in the discipline(s) (the Higher Education Academy is a 

useful resource, particularly through its Subject Centres, in providing access 

to staff working in specific subjects); 

c. the Development and Approval Group (DAG) members and academic peers 

from other disciplines within the University who may have particular expertise 

in aspects of course management, design or delivery; 

d. collaborative partners (if any) who can comment on the proposal from their 

perspective; 

e. students (or their representatives) on the current course (or cognate courses) 

who may comment from their own experience of studying the existing 

provision (the University is currently piloting the participation of students as 

full DAG members); 

f. graduates from the current course or cognate courses; 

g. School Quality Managers and Learning and Teaching Coordinators who may 

provide valuable information on good practice elsewhere in the University and 

outside; 

h. the Centre for Academic Development and Quality (CADQ) website; 

i. appropriate PSRB representatives who may comment from a practice 

perspective and from a knowledge of similar developments in accredited 

courses at other institutions; 

j. advisers or contacts from relevant employers or practitioners who may 

provide relevant insights and guidance on current developments in the 

workplace and the industry more widely. 

5.2 As far as possible, the entire course team should be involved in course design. Such 

an approach provides useful staff development for all members; encourages team 

building; creates a sense of ownership; and ensures a more rounded proposal. 

While it is expected that a course Leader and/or core team will coordinate 

 

The University takes account of reference points and draws on expertise from 

those outside the course in its processes for course design and approval. The 

University also engages students in its process. 
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documentation and develop drafts for comments, the extent of ownership and 

team commitment will be explored through the approval process. 
 

6. Course, module specification and learning outcomes 
 

 

 

Requirements for course specification 

6.1 The purpose of course specifications is to inform a range of interested parties 

(including potential students and their advisers; students who are already on the 

course; employers; and internal and external peers) about the learning outcomes 

for a course and the means by which these outcomes will be achieved. The primary 

intended audience for the course specification is the student and they should be 

written in a way that is accessible to students. All course specifications will appear 

on Course Finder. 

 
Explanatory note 

 

� In all cases, advice can be sought from CADQ 

about the most appropriate way to specify 

courses. However, the underlying advice is to 

keep course specifications simple and accessible – 

for this purpose maximum field sizes have been 

determined and have been included in the Course 

Specification Template and guidance for its use; a 

blank template can also be downloaded from the 

CADQ website. 

� There is standard text within the Course 

Specification Template which should not be added 

to. Any explanation or detail should be provided 

in the contextual document. Information on entry 

requirements (from 2015-16) will be held in the 

online Course Finder. 

6.2 The course specification is presented alongside supporting documents for course 

approval purposes (see Section 5 of the QH). Once approved, the course 

specification may be subject to change and modification as the course develops and 

in response to reflections derived from course monitoring and School Academic 

Plans. Such changes must be considered and approved through formal and defined 

channels. The definitive version of the course specification will be in the public 

domain and available via the University's website. A copy should be available for 

students on joining the course. 

 

The University maintains definitive records of each course which constitutes 

the reference point for delivery and assessment of the course, its monitoring 

and review, and for the provision of records of study to students. 
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6.3 It is possible for several versions of the course specification to be in operation for 

different cohorts of students - for example, where a change to the option or core 

curriculum balance is being 'rolled in' over a couple of years. The publicly available 

version of the course specification will always be the latest one. Where changes to 

a course specification are to be made that are intended to affect students on the 

course, the change must be made according to the principles set out in the QH and 

it is advisable to distribute the (approved) updated course specification to all 

students that began the course under the old specification. 

6.4 It is recognised that some courses share curricula features or have routes or 

pathways within them that lead to separate named awards. For such courses,  

which have route-specific learning outcomes, it may be appropriate to provide 

route-specific information to complement the overall course specification. Thus, for 

example, the overall course specification would indicate which routes were available 

and the generic outcomes to be achieved by all students on the course,           

while route-specific specifications would give further detail on their particular 

learning outcomes and the distinctive features of the route or pathway. Where 

sections are common across all routes - for example admissions to the course - the 

route-specific course specification can simply refer to the 'parent' specification. 

6.5 In Combined Studies Schemes, which offer free choice in the combination of 

subjects, it would be unwieldy to produce separate course specifications for each 

combination. Instead the salient features of the scheme should be specified on the 

standard course specification, with learning outcomes indicating typical outcomes. 

Although the course specification may only describe illustrative or indicative 

outcomes, the contextual document will be expected to detail the organising or 

design principles that provide the framework within which the various combinations 

of awards sit. The course structure section of the course specification should be 

used to specify which combinations of awards are available. 

6.6 In the case of Combined Studies or similar Schemes, it may be appropriate to 

complement course specifications with subject specifications and the Additional 

Information section of the course specification should make clear which subject 

specifications are available. Subject specifications should be specified on the 

subject specification template. These need to indicate which courses the subject 

contributes to and the different outcomes associated with different awards. For 

example, what students will achieve studying the subject alone, as a major and as 

a minor. 

6.7 Where two subjects are specifically coupled on a major or minor or joint honours 

basis outside a Combined Studies Scheme, a single course specification is 

preferred. 

6.8 Course specifications should only include the course outcomes for the terminal 

award – e.g. BSc (Honours), MSc – and not interim awards e.g. CertHE/DipHE, 

PGCert/PGDip. The outcomes for these interim awards should be included in the 

contextual document at the approval event, and subsequently made available as 

part of the course handbook. Where a course is genuinely structured into stages – 

where students are recruited and enrolled onto an interim award rather than the 

terminal award – a separate course specification should be produced for each 

stage. 
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6.9 Some of the University's courses do not fit easily into an outcomes-led pedagogy, 

especially those with a large number of combinations of awards sitting within an 

overall framework and those that have negotiated or flexible learning outcomes. In 

such cases, course specifications should indicate typical outcomes or indicate the 

parameters within which the outcomes will be located. Course specifications for 

these courses may use fewer of the standard headings and this should again be 

discussed as part of the iterative process. As well as 'standard' courses, the 

following variants can be specified: 

a. Continuing Professional Development (CPD) courses; 

b. 'top-up' courses; 

c. courses by project or thesis; 

d. individualised courses of study (CATS); 

e. Knowledge Transfer Partnerships (KTP) (formerly known as Teaching 

Company Scheme). 

 
Explanatory note 

 

� In respect of CPD courses, see QHS 2E on 

Professional Diploma and Professional Certificate 

awards. 

 
Requirements for module specification 

6.10 Modules should be specified on the University's module specification template; in 

addition guidance on completing the template is available. Module specifications 

should be presented together, as a separate document, for course approval 

purposes. When changes are subsequently made to the course, updated module 

specifications will need to be approved. 

 
Explanatory notes 

 

� QHS 5B should be consulted for further 

information on the relevant procedures for 

making changes to modules and courses. 

� Module changes may also need business case 

‘sign off’ as set out in the University’s Business 

Evaluation Process. 

6.11 The module specification should present a succinct, accurate and accessible 

summary of the module's key features. Detailed information elaborating the 

syllabus, its delivery, indicative reading, student participation, assessment briefs 

and criteria etc. will be provided to students through other means, usually a 

module guide or handbook made available through the NTU Online Workspace 

(NOW). 
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6.12 Most modules will require some updating each year, for example changes to the 

syllabus and to the reading. Changes to module specifications will be subject to 

formal approval as set out in QHS 5B. 

 
Explanatory note 

 

� Module Leaders need to think carefully about the 

degree of detail they include on the module 

specification; modules need some room to 

breathe outside of the formal approval process. It 

is not necessary, for example, to specify the 

material to be covered each week over the full 

academic year in the 'Contents' section. Neither 

are more than a few indicative texts necessary for 

the reading list. This is an important balance to be 

struck – there needs to be sufficient detail for the 

specifications to be useful and meaningful as a 

source of information and a summary of the 

module's key features, but sufficient flexibility to 

accommodate normal, ongoing updating of the 

module. 

 
Requirements for learning outcomes 

6.13 A learning outcome is a statement of what a student is expected to know, 

understand and be able to demonstrate at the completion of a process of learning. 

Learning outcomes set the minimum achievement required for the satisfactory 

completion of the course or module. Course learning outcomes should be set out 

using the Course Specification Template and module learning outcomes using the 

Module Specification Template (see QHS 12A). 
 

7. Review of processes 
 

 

 

Requirements 

7.1 CADQ produces a synopsis of course development and approval issues, trends and 

themes that is presented to the Academic Standards and Quality Committee 

(ASQC) and School Academic Standards and Quality Committees (SASQCs). Where 

appropriate, ASQC will act to amend or otherwise enhance the University’s process 

for course design. 

 

The University regularly evaluates its processes for course design and approval 

and takes action to improve them where necessary. 
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  Remit of policy 

 

 
 

12.1 This policy covers the recruitment, selection and admission to all full time and 

part time courses delivered by the University. 

 
Explanatory note 

 

� For specific detailed guidance relating to the 

application process for taught courses at 

undergraduate and postgraduate level please see  

Quality Handbook (QH) Supplement 13A, for 

research degrees please see QH Supplement 13B 

and for further education courses please see QH 

Supplement 13C (available shortly). 

12.2 Prospective students attending institutions delivering NTU courses will normally 

be subject to the relevant recruitment, selection and admissions policies of those 

institutions. However, it is expected all institutions responsible for the delivery of 

NTU courses will adhere to relevant Professional, Statutory, and Regulatory Body 

(PSRB) requirements and to the principles of good practice for fair and 

transparent admissions as outlined in this policy. 

 
Explanatory note 

 

� All collaborative courses are subject to approval 

and review processes, annual monitoring and 

verifier or School-based course coordinator visits 

which cover recruitment, selection and admission 

policies. 

12.3 The policy requires compliance with relevant legislation and associated NTU 

policies, including but not limited to Equality policy & legislation, Home Office UK 

Visa & Immigration (UKVI) regulations and legislation for international students, 

Fee Assessment Regulations, the Data Protection Act, Rehabilitation of Offenders 

Act and Disclosure and Barring Service (DBS) regulations and legislation. 

12.4 Where applicable sectorial best practice guidance, as exampled below, has been 

incorporated into this policy and is adhered to in the daily operation of the 

Admissions Policy unless otherwise stated. 

� UK Quality Code for Higher Education (Chapter B2  

Recruitment, Selection and Admissions to HE). 

� UK Quality Code for Higher Education (Chapter 

B11 Research Degrees). 

 

The University has procedures for admission that are designed to be fair, clear 

and explicit; and defined roles and responsibilities to ensure they are 

implemented consistently and monitored routinely. 
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� Supporting Professionalism in Admissions: Good  

Practice Statements. 

Operational & procedural guidance provided by: 

� Universities and Colleges Admissions Service  

(UCAS). 

� UCAS Teaching Training (UTT). 

� Professional, Statutory and Regulatory Body 

(PSRB) guidance (including but not limited to the 

Bar Standards Board, Solicitors Regulatory 

Authority, the Health and Care Professions 

Council and the National College for Teaching and 

Leadership). 
 

  Contextual statement 
 

Fair and transparent processes 

2.1 The University’s application processes are designed to promote transparency and 

consistency. They provide equal consideration for all prospective students who 

apply by the relevant closing date (if applicable) or apply in good time to 

complete all admissions processes and meet any relevant external regulatory 

requirements (including visa requirements) before the start of their course. 

2.2 The University ensures all promotional materials are accurate, relevant, current, 

and accessible in order to provide information that will enable prospective 

students to make informed decisions about their options. On occasion it is 

necessary to amend course titles, content or entry criteria after the details have 

been published and in these circumstances the University will take reasonable 

steps to ensure the changes are communicated to relevant stakeholders. 

2.3 All courses have a comprehensive course profile on the University’s website, and 

where applicable a UCAS Entry Profile, detailing the qualifications, subject 

knowledge, qualities and skills required for the course along with the details of 

any non-academic requirement such as the Disclosure and Barring Service (DBS) 

checks. 

2.4 All courses are required to secure a good match between the abilities and 

aptitudes of the potential student and the demands of the course, thus leading to 

the selection of prospective students who can reasonably be expected to complete 

their studies. 
 

Widening participation 

2.5 The University is committed to developing confident and ambitious graduates 

equipped to shape society, whatever their background. The University encourages 

applications from those who have the ability to benefit from the course of study by 

achieving the standards required for the award. 

2.6 As part of the University’s commitment to widening participation and ensuring fair 

access, courses encourage applications from a wide range of backgrounds, 

experience and achievements, and are committed to developing an inclusive 

community. 
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Contextual data 

2.7 The University is provided with contextual information to supplement its UCAS 

data set. The University does not use contextual data to inform the individual 

offers for applicants. 

2.8 As advocated by Supporting Professionalism in Admissions (SPA) the University 

undertakes in-depth analysis of data relating to its applicant trends and 

establishes statistical relationships between prior attainment and subsequent 

achievement of NTU’s widening participation and equality groups. As an 

institution, NTU recruits a diverse student body and proactively uses contextual 

data for targeting its outreach and retention initiatives. However, informed by the 

evidence, NTU does not use contextual data within its admissions procedures. 

 
Explanatory note 

 

� Further information can be found the Un i ver si ty’s   

Access Agreement. 
 

  Criteria for admissions 
 

3.1 A prospective student may be admitted to an NTU course on the basis of evidence 

to suggest that he/she will be capable of achieving the intended learning 

outcomes of the course and/or competence in standards required for the award. 

3.2 Entry requirements are set for each taught course by the School responsible for 

delivery, and will state the basis on which a prospective student will be admitted 

to the course, by: 

a. listing the specific requirements of all relevant entry qualifications, including 

number and level of awards, minimum grades or points and any essential 

subjects; 

b. stating whether additional qualifications, experience, skills or competencies 

are required; 

c. setting out criteria (where courses allow) to be used in accrediting prior 

learning (APL) for those intending to enter the course with credit; 

d. ensuring that basic admissions requirements for each course are publicised in 

the prospectus and on the University web site. 

 
Explanatory note 

 

� For Research Degrees, the entry requirements 

are set within QH Section 11: Research Degrees. 

3.3 Prospective students may also be expected to meet other specific requirements in 

order to be eligible to take up a place. The University retains the right to limit the 

number of places available on its courses of study. 

3.4 Admissions Officers can consider a wide range of factors when assessing 

applications including: 

a. Examination grades; 
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b. Skills and experience; 

c. Personal statements; 

d. References; 

 

Explanatory note 
 

� With the exception of UCAS/UTT courses a 

reference is only required by exception for some 

courses, prospective students should refer to the 

course profile to check for this requirement. A 

reference is required for all NTU research 

degrees. 

e. Non-standard entry qualifications, such as access qualifications; 

f. Industrial/professional experience; 

g. Research proposals (in the case of research degrees); 

h. Performance at interview; 

i. Submitted work. 

3.5 Entry requirements for all courses can be found on the NTU website on the 

applying tab of the course profiles. 

3.6 Entry Criteria for all courses are reviewed annually under the University’s Entry 

Criteria Review Process which reviews the operation of the requirements in the 

previous cycle, any new PSRB requirements and the attainment levels of current 

students. 

3.7 For UCAS prospective students, offer strategies will be applied equally to 

prospective students applying through the same entry route (e.g. main cycle, 

extra, adjustment, clearing). However, different strategies may be used by route 

to enable the University to manage its numbers. 

 
Explanatory note 

 

� For example, during the main application cycle 

(deadline of 15 January) the University may 

require applicants to achieve 280 UCAS tariff 

points for a particular course and all applicants 

before the deadline will be given equal 

consideration against this same strategy. If 

following 15 January the numbers on a course are 

limited the University may increase its offer 

strategy to 300 UCAS tariff points in order to help 

manage its numbers. 
 

  Responsibility for admissions 
 

4.1 The University ensures that the roles of key participants in the admissions 

process are clearly stated and understood. 
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4.2 The Director of Marketing and Recruitment has overall responsibility for the 

development, operation and monitoring of the University’s Admissions Policy. The 

Admissions Team (and the Graduate School for admission to research degrees) is 

responsible for its implementation. These operational responsibilities include: 

a. oversight and review of the admissions process across the University to 

ensure that it continues to support the mission statement and strategic 

objectives of the University and remains current and valid in light of the 

changing external environment; 

b. reviewing the decision-making process and assessment methods (for example 

the development and use of admissions tests, the use of interviews) to  

ensure they continue to comply with University guidelines; 

c. ensuring that admissions staff are trained and receive appropriate staff 

development (both Admissions Officers and School-based) involved in the 

admissions decision-making process; 

d. monitoring the implementation of the policy and instituting change where 

needed. 

4.3 The Admissions Team, working in coordination with the Academic Office, 

Academic Schools, the Graduate School, Marketing, and the International 

Development Office (IDO) are responsible for policy implementation, and 

specifically for: 

a. coordinating the assessment of all applications and ensuring that all those 

involved in this process are informed of the policy and procedures of the 

University, School and course team; 

b. making arrangements for assessing the suitability of prospective students and 

liaising with Schools to arrange interviewing where necessary; 

c. allocating conditional and unconditional offers and communicating these to 

prospective students via appropriate methods, and ensuring that prospective 

students are aware of the obligations placed on prospective students at the 

time of the offer; 

d. ensuring that successful prospective students receive information on 

acceptance procedures; 

e. keeping records confidential; 

f. liaising with the Dean of School, Course Leader and course teams (or, in the 

case of research degrees, the Head of the Graduate School, School 

Postgraduate Research Tutors, Professional Doctorate Course Leaders, and 

the University and College Research Degrees Committees) during the 

admissions cycle, and drawing their attention to any developing trends in 

applications; 

g. liaising with admissions tutors and University staff involved in the admissions 

process to ensure that the admissions process is applied consistently 

throughout the University; 

h. ensuring that relevant legislative frameworks are complied with in respect to 

admissions; 

i. identifying prospective students requiring fee assessment to determine the 

appropriate fee level of either UK/EU or international fee rates; 
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j. to ensure that prospective students declaring criminal convictions are 

assessed on their academic suitability before being dealt with under the 

University’s policy and process for self-declared criminal convictions; 

k. providing general advice and guidance for admission to courses and referring 

queries to the relevant School as necessary; 

l. following up non-responses to offers and offers of acceptance. 

4.4 The Schools Colleges and Community Outreach Department and Office for Fair 
Access (OFFA) Monitoring Group are responsible for liaising and coordinating with 

external schools, colleges and academies as part of the University’s widening 

participation and recruitment strategies. The Outreach Department aims to raise 

aspirations and awareness of the opportunities that higher education and NTU can 

offer and support students through the transition of enrolling in and succeeding at 
NTU. 

4.5 The Admissions Team, working in conjunction with the Schools Colleges and 

Community Outreach Department and OFFA Monitoring Group are responsible for 

using, analysing and interpreting relevant data and statistics on applications, 

offers and acceptances to ensure that the Admissions Policy is being applied fairly 

and consistently within the University. 

4.6 Schools liaise with the Admissions Team (or the Graduate School in the case of 

research degrees) to ensure the policy is implemented consistently across the 

University, and specifically for: 

a. monitoring, analysing and reporting applications and enrolment data to 

ensure compliance with the University’s Equality and Diversity Policy, as part 

of the School Standards and Quality Report (SSQR) (or College Research 

Degrees and Professional Doctorate Course Standards and Quality Reports 

(CSQRs) in the case of research degrees); 

b. developing and making available the School’s policy on feedback to 

unsuccessful candidates; 

 
Explanatory note 

 

� The University is committed to providing 

unsuccessful applicants with useful feedback on 

their application. All applicants will receive a brief 

reason for their declined decision at the point of 

decision. However, it is appropriate for Schools to 

vary their more detailed feedback arrangements 

dependent on the course, its form of application 

process and the volume of applications, e.g. the 

feedback may be ‘on demand’ or limited in terms 

of UCAS applications, but routinely provided in 

more detail for specialised postgraduate courses. 

Feedback will only be provided to third parties 

with the explicit permission of the prospective 

student. 
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c. making assessment criteria explicit when using portfolios, admission tests, 

interviews and/or essays or other forms of assessment as part of the 

admissions process; 

d. making explicit how selection decisions are made when applications have 

comparable qualifications but numbers of places are limited; 

e. providing feedback to prospective students on APL outcome decisions; 

f. informing the Admission Team (or Graduate School in the case of research 

degrees) of any significant changes to a course after offer of a place and 

before enrolment is competed, so that students can be advised of the options 

available to them in the circumstances. 

4.7 Schools determine the kinds of evidence appropriate for each course; such 

evidence may take the form of educational qualifications, APL, appropriate 

personal qualities, enthusiasm for the subject, or a combination of any of these.  

In order to ensure the selection procedures are fair and implemented consistently, 

Schools must give careful consideration to the reliability, relevance and       

validity of the methods used to gather evidence about a prospective student’s 

merit and potential to succeed. 
 

  Application processing: information, advice and guidance 
 

Accessible formats 

5.1 The University makes information available in a range of accessible formats. 

 

Prospective student enquiries 

5.2 The University has central points of contact for all admissions enquiries regarding  

taught courses, research degrees and further education courses to ensure 

consistency in its advice and guidance to prospective students. The University 

regularly reviews the content of its online virtual advisor to ensure that 

information is relevant and up to date. It should be noted that advice and 

guidance is only accurate at the point given, and whilst the University endeavours 

to ‘future proof’ advice this is not always possible and PSRBs requirements will 

always take precedence. 

 

Prospective student events 

5.3 The University offers several opportunities throughout the application cycle for 

prospective students to visit the University. These events are designed to enable 

a range of students (along with their support networks including parents, teachers 

and friends) to make informed decisions about the best course for them. 

Additional information on the student experience at NTU, including information on 

residential life, practical issues and individual support is also provided to inform 

prospective student choice. 

5.4 The Admissions Team or Graduate School are present at all Open Days and 

prospective student events to offer advice and guidance to applicants and other 

NTU staff. Where appropriate, the Admissions Team prepare briefing sheets for 

staff especially when significant changes are due (e.g. changes to qualifications, 

new qualifications coming on stream, regulatory changes etc.) ahead of such 

events to ensure consistency of message. 
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Up-to-date information 

5.5 The University recognises that prospective students require information, advice 

and guidance in a range of different formats. The University endeavours, and 

takes all reasonable steps, to ensure that printed information is as up-to-date as 

possible. However, applicants should look to the University’s website for the latest 

course information including full details of course entry requirements. 

5.6 The University is committed to ensuring that information on external websites is 

kept as up to date as possible but cannot be held responsible for information 

provided by third parties without the explicit consent of the University. 

 

Unforeseen circumstances 

5.7 In the exceptional circumstances that changes are made to a course during the 

cycle the School Management Team in conjunction with the Admissions Team (or 

with the Graduate School and where relevant the appropriate College Research 

Degrees Committee or Professional Doctorate course committee in the case of 

research degrees) will ensure that all prospective students are informed at the 

earliest opportunity of any significant changes to a course made between the time 

of the offer and completion of the enrolment process, and that they are advised  

of the options available to them in the circumstances. 

5.8 On occasion it may be necessary to completely withdraw a course of study as the 

University deems it is no longer viable to offer that particular course. The 

University will contact prospective students at the earliest opportunity and where 

possible offer alternative options within NTU or with other providers if necessary. 
 

  Application processing: general 
 

Accelerated learning 

6.1 The University recognises that some prospective students may have taken some 

qualifications, for example one or more GCSEs, Scottish Highers, AS levels or A- 

levels earlier in the educational cycle than the norm. Applications are welcomed 

from these applicants and the University will assess their applications on a case 

by case basis. 

 

Accreditation of Prior Learning (APL) 

6.2 Accreditation of Prior Learning (APL) can either be Certificated (APCL), where 

learning has been assessed and has led to academic credits, or Experiential, 

(APEL) whereby learning has been achieved outside education or training 

systems. Recognition of APCL and/or APEL may lead to credits that can be 

counted towards the completion of a course and the award(s) associated with it – 
i.e. admission with advanced standing. 

6.3 The normal maximum credit limit for advanced standing with APL is two thirds of 

the total credits required for the course award. In applying this principle, Schools 

will advise prospective students or students of the implications for their 

progression, the conferment of interim awards and the classification or grading of 

final awards. 
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Admission to particular awards 

6.4 In establishing equivalence, admissions staff will normally be guided by the 

published UCAS tariff and the Qualifications and Credit Framework (QCF). 

6.5 The University accepts all equivalent qualifications, unless there are external 

regulatory conditions which take precedence, providing they are at the appropriate 

level of study according to the National Qualification Framework e.g. Level          

2, Level 3 etc. Exceptions are made when the nature of the course applied for 

requires a breadth and depth of subject knowledge which may not be achieved 

from an equivalent level qualification which is not of an equivalent size in terms of 

content and guided learning hours. 

6.6 After considerable research, the University has reviewed the tariff points awarded 

to the International Baccalaureate by the UCAS Tariff Scheme and applies its own 

equivalence. Prospective students may also be required to meet specific scores for 

one or more of the six courses of the Diploma to meet the grade requirements for 

compulsory subject(s) stated for their chosen course. 

 
Explanatory note 

 

� For example, for an offer of 280 UCAS tariff 

points an applicant will be expected to achieve: 

from the IB Diploma, a total of 14 points or 

above from three Higher Level Subjects and 

to achieve English at Level 4 or above; 

from IB Certificate or Courses, a maximum of 

three Highers or a combination of two Highers 

and two Standard level. 
 

Application processing times 

6.7 The processing time for applications will vary according to the course admissions 

processes as outlined on the NTU website course profiles. At certain points in the 

academic cycle the volume of applications received will impact the expected 

processing times outlined below and the University will make all reasonable 

efforts to keep prospective students informed. 

6.8 On average UCAS applications, not requiring an interview, work submission or 

further information, will be processed in 10 – 20 working days. Applicants should 

note the University is closed between Christmas and New Year. 

6.9 UCAS or UTT prospective students, subject to interview, work or further 

information requests, can normally expect to receive a decision in 20 – 40 

working days. 

6.10 Applicants applying for postgraduate, professional or part-time courses are 

normally processed in 5 – 10 working days, although this can also be affected by 

the nature of the admissions process and the quality of the application received. 

6.11 Applications for courses involving a course of research leading to PhD, MPhil or 

professional doctorate can involve assessment by multiple tutors across more 

than one Academic School. Prospective students will be kept informed of the 

progress of their application on a fortnightly basis following acknowledgement of 

receipt. 
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Applying or requesting deferred entry 

6.12 The University welcomes deferred applications from prospective students, either 

as part of their initial application or after acceptance, who wish to undertake a 

‘year out’ before commencing their studies. Any fees payable or terms and 

conditions are as of the year of entry and not the year of application. 

6.13 Prospective students requesting deferral after they have accepted a place will 

need to put their request in writing to the Admissions Team or, for research 

degree applications, to the Graduate School team. 

6.14 Deferred applications will be treated equally up until the point of confirmation. 

However, it may not be possible to allow a prospective student to defer based on 

the confirmation strategy in the year of application i.e. the entry requirements for 

the course may be changing in a future year. 

6.15 Prospective students may only defer on one occasion (for courses with multiple 

start dates the deferral policy covers one calendar year, and includes research 

degrees). If the admission entry requirements change for a course once a 

prospective student has already been allocated a deferred place, the admission 

entry requirements at the time of acceptance will apply providing they still meet 

any PSRB or UKVI visa requirements. 

6.16 If a prospective student still wishes to undertake the course after a deferral 

period has lapsed, a new application will need to be made and they will be 

assessed against the entry criteria at the time of the new application. 

6.17 A prospective student will not normally be granted permission to defer if the 

University has already published its entry criteria for the following cycle at a 

higher level or if the applicant have been admitted with qualifications lower than 

the standard entry criteria (e.g. at confirmation or clearing). 

6.18 The UCAS Clearing process is for prospective students looking for spaces in the 

year of application. Prospective students applying through clearing will only be 

granted deferred places in exceptional circumstances. 

 

Decision errors 

6.19 The University is committed to ensuring high quality decision making but accepts 

that on occasion it may accept or reject a prospective student in error. 

6.20 Where the University rejects a prospective student (who has in fact met the 

conditions as laid down in their offer) it will work with the affected prospective 

student to rectify its mistake and to minimize any inconvenience. The Admissions 

Office (or for research degrees the Graduate School and relevant academic 

School) will liaise with the other departments, including but not limited to Student 

Accommodation Services, to minimize the impact of any errors. 

6.21 It will be at the discretion of the University whether applicants rejected, based on 

information provided by them on their original application form, are reinstated 

following the receipt of any further additional information. Any offers will be 

subject to the availability of places. 

6.22 Where the University accepts a prospective student, who has failed to meet the 

academic conditions as laid down in their offer, it will work with the affected 

prospective students to ensure they understand the academic rigor of the course 

and the possible challenges they may face. Where minimum criteria are laid 
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down by external professional regulatory bodies the offer may have to be 

withdrawn and where possible an alternative course offered. 

6.23 In the case of international students who are accepted in error and do not meet 

the minimum requirements as laid down by the UKVI the offer will be withdrawn. 

Where possible, and only in accordance with UKVI requirements, an alternative 

course may be offered. 

 

Entry with advanced standing 

6.24 The term advanced standing applies to prospective students who are requesting 

entry into the second or later years of a course from a Foundation Degree, HND 

or other degree/course or using other prior learning or experience. 

6.25 Prospective students applying for advanced standing will be asked to provide 

detailed information of their current experience or relevant qualification which will 

be forwarded to the course leader for assessment. The Course Leader will only 

make an offer if confident the prospective student has studied the pre-requisite 

course content required for the year of entry. 

6.26 Prospective students applying from partner colleges with Advanced Standing 

Agreements will be made offers (according to the terms of the agreement) 

providing they are applying for the exact route articulated in the agreement. If 

the application is outside of any agreed articulation route it will be considered by 

a course tutor for compatibility and relevance in the same way as any other 

prospective student applying for advanced standing. 

6.27 Prospective students for entry with advanced standing applying for full-time 

undergraduate courses will normally need to submit a formal application through 

UCAS. 

 

Fraudulent applications 

6.28 The University reserves the right to terminate the registration of any student who 

has failed to disclose information material to the consideration of his/her 

application, or who provides false or misleading information. 

6.29 The University has, within the framework of its Admissions Policy, a commitment 

to minimising the risk of fraudulent applications to its courses. Prospective 

students to full-time undergraduate courses will normally have their qualifications 

verified by UCAS and will not normally require independent verification by the 

University. However, all prospective students whose qualifications have not been 

verified by a third party will be required to evidence their conditions of offer prior 

to an unconditional offer being made. 

6.30 For direct applications to the University (for postgraduate, professional, research 

or part time courses) the Admissions Team or Academic School (or Graduate 

School in the case of research degrees) will undertake its own checks to ensure 

that results are genuine, including but not limited to using the on-line verifying 

services provided by examining bodies and if necessary contacting the awarding 

institution. 

6.31 Prospective students applying directly to the University who are found to have 

included fraudulent claims or documentation (e.g. evidence of qualifications or 

grades) or where the University has been unable to authenticate any element of 

the application will be presented with the University’s findings in writing. They will 
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be given an opportunity to respond and provide further information, however, 

their application may be withdrawn until further verification can be provided by 

the prospective student or a validated third party. Applicants who feel that they 

may have been misjudged have the right of appeal under the Admissions 

Complaints and Appeals Procedure. 

6.32 Where suspected evidence of fraud is identified the details will be reported to the 

relevant authorities, for example, the UCAS Fraud & Verification Unit, any 

relevant professional accrediting body, the UKVI in the case of applications from 

international students and/or the Student Loan Company. 

 

Further information and work requests 

6.33 On occasion the University may need to contact prospective students to request 

further information to help understand the prospective student’s circumstances or 

require specific information about the prospective student’s qualifications, skills 

and experience to enable a judgement to be made on their eligibility for the 

course. 

6.34 Some courses require prospective students to submit work (usually a written 

essay or a portfolio of images). Any courses requiring a work submission will 

explicitly state this on the NTU website course profile. The requests for work sent 

to the applicant will include explicit submission criteria (word count, size of files, 

number of images etc.) which will be applied consistently to all applicants. 

6.35 All submissions of work will be assessed against agreed assessment criteria and 

the weighting given to the work submission will be fair and transparent. 

6.36 Applicants failing to respond to requests for further work or information by the 

given deadline will be withdrawn. Requests to reactivate an application will be 

subject to the availability of places. 
 

Interview conduct 

6.37 The University adheres to the 

 
 

produced 

by Supporting Professionalism in Admissions (SPA) for all of its courses. A 

summary of the Best Practice for Interviews is available on the Admissions Staff 

Handbook SharePoint Site and is reviewed annually against its operation in the 

previous cycle, the findings of any complaints or appeals and updated PSRB 

guidance. 

6.38 Prospective students with access requirements will be contacted by the relevant 

academic school to ensure these are discussed ahead of any face to face 

meetings. Academic Schools will work with Student Support Services to ensure 

that suitably trained staff are sourced to provide support as required by the 

prospective student. 

6.39 Prospective students who feel they are unable to attend an interview are strongly 

encouraged to contact the academic school to discuss their concerns. 
 

Near misses and alternative offers 

6.40 The University will review the results of all prospective students and may on 

occasion, subject to the availability of places and an assessment of the 

prospective student’s ability to succeed, confirm offers below the publicised entry 

requirements. 

Good Practice Statement for Interviews 
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Explanatory note 
 

� For example, following receipt of the A-level 

results in August the University may take the 

decision (on a course by course basis) to offer 

applicants a place at minus 20-40 points thus 

giving preference to applicants who confirmed the 

University as their first choice over Clearing 

applicants. 

6.41 For some courses applicants who are not expected to achieve (at application), or 

fail to achieve (at confirmation), the required entry requirements an offer for an 

alternative course may be made (usually a course with lower entry  

requirements). Details of the alternative course will be communicated by email to 

the prospective student at the point the alternative offer is made. 
 

Previous study at the University 

6.42 Prospective students applying for readmission after being withdrawn by the 

University following the decision of a Board of Examiners, or in the case of 

research degrees following the decision of a College Research Degrees Committee 

to terminate the studies of a research student, will not be readmitted to the 

course, nor normally be readmitted to a course in the same School and in some 

cases will not be readmitted to the University. 
 

Re-marks and re-takes of qualifications 

6.43 The University understands that there may be occasions when a prospective 

student feels the need to appeal the examinations results on which their place is 

conditional upon. Where the University has already made a decision, in good 

faith, based on the original mark this decision will stand until official notification 

of the remark is received. 

6.44 For UCAS courses the University will do its utmost to reconsider prospective 

students with remarked grades if the revised grades are received by the UCAS cut 

off deadline of 31 August. However, it may not always be able to guarantee entry, 

especially where student number controls are determined by external regulatory 

bodies. After the 31 August the University will review each application for 

reconsideration in conjunction with the availability of places. 

6.45 If a prospective student, finding themselves in this situation is holding a room in 

the University’s Halls of Residence the room will be released until such time as 

the official notification of the remark is received. Where possible, the University 

will reinstate the original booking or alternatively support the prospective student 

to find alternative accommodation. 

6.46 Where applicants have sat the same qualification in a previous sitting but have 

achieved a lower grade the University will normally accept the highest 

qualification. 

 

Qualification verification 

6.47 Students applying directly to NTU courses may be required to produce 

qualification evidence and must either send their original certificates or copies to 

the University as evidence of their achieved qualification(s) in advance of being 

made an unconditional offer of a place on their course of study. The student will 
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not be allowed to fully enrol until the verification process has been completed. 

Prospective students applying for APL will need to provide copies of their 

transcripts and modular content of their previous course of study and evidence of 

relevant work experience if appropriate. 
 

Terms and conditions 

6.48 Applicants are required, as a condition of accepting an Offer, to abide by all 

relevant codes, rules and regulations of the University in existence during the 

course which relate to the activities of students at the University, or which may 

apply to them and their particular course option. These shall include (but shall not 

be limited to) the following which may be amended from time to time: 

a. the University’s Academic Regulations, and Student Code of Behaviour; 

b. the University’s fee payment conditions; 

c. the University’s Equality & Diversity Policy, Complaints Procedure and all 

relevant Safety Policies or Handbook; 

d. the University’s Computer Use Regulations; 

e. the University’s Intellectual Property Policy for Students; 

f. the University’s Quality Handbook; 

g. all course handbooks, codes, rules and regulations of any other relevant 

organisation or institution, if required as part of the course. 

6.49 Applicants, applying via the online applicant portal, are informed of the 

requirement to abide by the Universities Enrolment Conditions at the point of 

submission of their application. All applicants are sent an acknowledgement of 

their application and this includes a link to the University’s website which details 

the terms and conditions enrolled students are subject to. Further information can 

be found here. 
 

  Application processing: specific applicant groups 
 

Care leavers (UCAS prospective students only) 

7.1 Care leavers are defined as prospective students who have been in the care of the 

Local Authority for a period of 13 weeks or more spanning their 16th birthday. 

This leads to entitlement to ‘aftercare services’ until the age of 21 or 24 if in full 

time higher education. 

7.2 Prospective students are encouraged to indicate on their application form if they 

are care leavers. All applications will be first assessed for academic suitability 

against the agreed entry criteria for their chosen course. Once an offer is made 

the University’s Student Support Services will contact the prospective student 

where necessary for further discussion about any specific support needs. 

 

Disabled prospective students 

7.3 The University is committed to developing an inclusive learning environment for 

all students and seeks to reduce any barriers that might confront a student with a 

disability seeking to study at NTU. 
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7.4 Disabled prospective students are encouraged to declare their support needs at 

application stage. All applications are assessed for academic suitability against the 

agreed entry criteria for their chosen course. 

7.5 Once an offer is made, the University’s Student Support Services will contact the 

prospective student to provide information about provisions that can be made 

available and for further discussions about specific support requirements. This is 

to ensure that any necessary reasonable adjustments are put in place for the 

start of their studies and to ensure a smooth transition into life as a student at 

the University. This will include arrangements for enrolment, registration and 

induction. 

7.6 Most disabled prospective students will be admitted to a course using the same 

entry criteria as any other prospective student; however, adjustment to entry 

criteria may be made where it can be shown that a disabled prospective student 

will be capable of meeting the course’s learning outcomes. The University offers 

tailored guidance for disabled applications and this is available in alternative 

formats from the Disability Support Service Team. 

7.7 The admissions procedure for disabled prospective students aims to ensure that: 

a. applications indicating support or access requirements are given the 

consideration they require in an effective and timely way, taking into account 

the prospective students’ views and using the specialist expertise available 

within Student Support Services; 

b. the University meets all obligations under current Equality legislation; 

c. disabled prospective students are made aware that the disability information 

provided by them will be used as part of the process of determining any 

particular access and support arrangements that may be required and are 

given the opportunity to discuss their requirements prior to entry; 

d. there is no unnecessary delay in the processing of offers; 

e. any information disclosed is handled securely and confidentially whether at 

the application stage or any other stage of the student life cycle; 

f. The University follows the necessary steps to enable the prospective student 

to make an alternative choice of course or institution if an offer cannot be 

made for reasons related to their disability. 
 

Minors safeguards and support 

7.8 The University is committed to safeguarding and promoting the welfare of all 

students studying at the University, but takes additional steps in relation to those 

aged under eighteen years of age who are considered children in English law. 

7.9 The University requires parental/carer consent before admitting any student who 

will be under the age of eighteen at the point of enrolment. These prospective 

students are therefore identified as part of the application process and both the 

prospective student and the parent or carer are asked to sign and return a 

confirmation or consent form. However, if a prospective student is living 

independently from their parents and can evidence their independent living 

status, the University will not require parental consent. 

7.10 The content of some modules and courses at university can sometimes include 

legitimate themes, discussions or viewing of films rated 18, which could be 
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considered of an adult nature. Where students under the age of eighteen are 

enrolled on a course of study, Course Leaders will be made aware of their 

presence and asked to adapt their approach as appropriate. 

7.11 Students under the age of eighteen whose parent/carer is not based in the UK are 

required to provide details of a UK based guardian who can act as a contact in the 

event of an emergency. The UK based guardian can be a nominated friend or 

relative living in the UK, or a guardian appointed through a guardianship 

organisation who offer such services. 

7.12 The University’s Admissions Manager will provide the Dean of School with details 

of any students under the age of 18 at the start of each academic year. Schools 

are responsible for making the student’s academic tutor and Course Leader aware 

of minors enrolled on their courses and Course Leaders are responsible for 

amending content appropriately. 

7.13 It is the responsibility of the Dean to ensure that prospective students whose 

parent or carers are non-UK based have an appropriate UK based guardian 

appointed from induction. Prospective students without an appropriate guardian 

may be withdrawn from their studies until the situation can be resolved. 

7.14 Further information on the University’s Safeguarding Vulnerable Groups Policy can 

be found on the NTU website. 
 

Mitigating circumstances 

7.15 The University recognises that sometimes a prospective student’s pending or 

achieved qualifications may be affected by medical or other mitigating 

circumstances beyond their control. 

 
Explanatory note 

 

� By mitigating circumstances the University is 

referring to one or more issues which may have 

significantly impacted an applicant’s education, 

specifically those qualifications which form part of 

the condition of offer. For example, significant 

illness of more than one – two months or the 

death of a close friend or relative. 

7.16 The University may not be able to take into account mitigating circumstances 

which are brought to its attention after a decision has already been made or have 

already been taken into account at a previous stage in a prospective student’s 

education (e.g. by a previous examining body or through reasonable 

adjustments). 

7.17 For consistency requests for consideration of mitigating circumstances for taught 

programmes are dealt with by the University’s Mitigating Circumstances Panel, 

made up of the Head of Student Recruitment, Admissions Manager and UCAS 

Admissions Team Leader. 

7.18 All requests are normally reviewed on a case by case basis against University 

agreed guidelines at confirmation stage and are carefully considered by the 

Mitigating Circumstances Panel, alongside their submitted application. 
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7.19 The outcome for a successful submission may lead to an offer or confirmation 

decision if the predicated grades or achieved results are normally within 40 points 

of the standard published entry requirements for the course. 

 

 

7.20 The University will not normally lower points below clearing or confirmation 

points. 

 

Scholarships 

7.21 The University provides a limited number of Scholarship to new students and 

these are advertised via the NTU website and also where applicable information is 

sent to targeted groups of applicants (e.g. by residency, level of course etc.). 

Further information about the University’s Scholarships can be found on the 

website. 

7.22 Applicants will be informed in writing, by the IDO or Academic School, of the 

outcome of any scholarship application and must accept the offer by the given 

deadline. Applicants can apply for more than one scholarship scheme, however, 

they would not normally be allowed to accept more than one offer. 
 

Transition 

7.23 The University recognises that the transition to University, which may or may not 

involve a move away from a student’s usual support networks, can be quite 

challenging for some students. 

7.24 The targeted communications plans will keep prospective students informed of 

the progress of their application and with details of any relevant pre-enrolment 

checks they may need to complete before arriving at University. 

7.25 Schools will contact all new students who have accepted a place to provide them 

with the details for enrolment, registration, and induction. The Graduate School 

will undertake this for research students. This includes providing further 

information about their course team, pre-reading and equipment lists, ‘Starting at 

NTU’ website, timetable information and Welcome Week activities. Prospective 

students starting at key non-standard start dates (e.g. January) will also be 

contacted with relevant information. 

7.26 The University organises a series of transition events designed to help new 

students settle into the University environment. Further information about 

activities can be found on the Starting at NTU and International Students 

websites. 
 

  Application processing: international student admission 
 

Academic Technology Approval Scheme 

8.1 International students applying for certain courses, including but not limited to 

Science or Engineering-related courses, may also need to apply to the Foreign & 

Commonwealth Office (FCO) for an Academic Technology Approval Scheme 

(ATAS) certificate. This will be highlighted to those students affected and further 

details can be found online. 

 However, applicants 

achieving below 220 UCAS Tariff Points (or equivalent) may still not be offered a  

place.  
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8.2 A letter to support an application for an Academic Technology Approval Scheme 

(ATAS) certificate will be issued to a prospective student on request or at the 

point of application. The University requires a copy of the certificate on record 

before the issue of a Confirmation of Acceptance for Studies (CAS); therefore, the 

ATAS certificate will be requested as a condition of offer. 
 

Admission requirements for international students 

8.3 In addition to a completed application form, international prospective students 

will be required to submit the following documentation: 

a. All relevant academic transcripts and certificates from previous studies (in 

English); 

b. English language test results (if appropriate); 

c. A reference/letter of recommendation (where a reference is required it is the 

responsibility of the prospective student to ensure this is sent to the 

University); 

d. Personal statement or supporting information; 

e. A copy of their current passport and any in date immigration documents; 

f. International prospective students will be required to pay an advanced 

payment of £3000 or the full fee (if less than £3000) unless they provide an 

official sponsorship letter for the course fees. 
 

Assessment of international applications 

8.4 International applications are assessed using the same entry criteria as all other 

applications in addition to confirmation that English language requirements are 

met. Some applications may require further consideration through other 

assessment methods such as a telephone interview, an in-country interview, 

submission of written work, completion of an admissions test or alternates. Where 

this is the case, full details will be provided to the prospective student. 

8.5 Prospective students classed as ‘overseas’ for fee purposes are advised to check 

their immigration or visa status before applying. 

 

Educational agents 

8.6 The University works with a number of Educational Agents located in-country who 

are contracted by the University to recruit students for courses of study. The 

University is committed to working with agents who are well-respected, 

competent and knowledgeable (about the UK education system) and who have a 

good reputation for providing high quality students. 

8.7 Educational agents are recruited according to the agreed University regulations 

and policy. The operation and performance of agents is regularly reviewed and 

agents are given explicit information about the University’s expectations of them. 

Agents that do not meet the expected standards, as outlined in the policy, will 

have their contracts terminated. 

8.8 For international prospective students who apply through an Agent, who has 

formal ties to the University, it will be assumed the prospective student’s consent 

has been given to send all communications to both the prospective student and 

the nominated Agent. 
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Explanatory note 
 

� Further information about the policy of 

recruitment and monitoring of Educational Agents 

is available on request from the University’s IDO. 

 

English Language entry requirements 

8.9 Prospective students whose first language is not English need to provide evidence 

of English language proficiency. The University will normally make an assessment 

of a prospective students first language based on the information provided on the 

application form, including (but not limited to) country of origin, country of 

permanent residency and qualifications. 

8.10 The standard University requirement for taught courses is IELTs 6.5 with a 

minimum of 5.5. in each element (or equivalent). For all research degrees, the 

standard University requirement is IELTS 6.5 with a minimum of 6.0 in each 

element (or equivalent). A full list of course requirements and agreed exceptions 

can be found on the International webpages. 

8.11 The University reserves the right to change the English Language Requirements 

depending on the performance of students, due to the access or availability of 

test centres and due to regulatory changes. 

 

In-country offer making 

8.12 The University’s IDO staff, as well as dedicated academics, are mandated to 

recruit students whilst working away from the University. The recruitment may 

take place at, but not be limited to, organised Recruitment Fairs, Educational 

Agent’s Offices or through activity in conjunction with the British Council or other 

interested parties. 

8.13 An offer made remotely from the University in the applicant’s country of residency 

is usually referred to as an ‘in-country offer’. 

8.14 An in-country offer allows for the applicant to receive an immediate offer and the 

application processing is fast tracked by the Admissions Team. The applicant’s 

details are provided to the Admissions Team who send a formal offer letter and 

ensure that copies of the required documentation (including UKVI documents) are 

received and indexed on the University Admissions System. 

8.15 All in country offers are subject to the same regulations as standard offer making 

and are checked by the Admissions Team for consistency. 

8.16 Training, along with detailed documentation, is provided by the IDO to all IDO 

staff and academics who use this process in-country. 
 

International qualification equivalences 

8.17 Advice and information on the comparability of international qualifications is 

compiled from a range of sources, including National Academic Recognition 

Information Centre (NARIC), Educational Agents, British Council and insight from 

in-country visits. The agreed equivalences are stored centrally and accessible for 

the Admissions Team and University’s IDO to access for consistent information, 

advice and guidance. 
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8.18 Applications which are referred to the School for a decision include information 

from this central source to help academic staff make informed and consistent 

decisions. 

 

Visa and Tier 4 information 

8.19 The University complies with the Home Office UK Visa & Immigration (UKVI) Tier  

4 visa requirements for international students. 

8.20 The University is obliged to check that all international prospective students 

applying to the University are eligible to study on their chosen course according 

to the conditions of their immigration status and/or visa. 

8.21 International students wishing to apply for a Tier 4 visa will be issued with a 

Confirmation of Acceptance for Studies (CAS) once they have completed the 

admissions process. Only prospective students, who have met all the conditions 

of their offer, including making an advance payment, can be issued with a CAS. 

8.22 The University is required to report to the UKVI when a Tier 4 student fails to 

enrol on their course within the enrolment period. The University is also required 

to maintain up-to-date contact details for Tier 4 students and hold copies of all 

relevant passport and visa documents. Immigration documents will be collected 

as part of the enrolment process at the start of the course. Documents must be 

presented in their original format within the enrolment period. Students who fail 

to provide the required documents within the timescales specified will be reported 

to the UKVI. 
 

  Application processing: self-declared criminal convictions and 

Disclosure and Barring service 
 

Criminal convictions 

9.1 Whilst operating an admissions system committed to equality of opportunity, the 

University must consider the welfare of all students and staff and any possible 

risk to them, when considering allowing prospective students with known 

convictions to study on University premises. 

9.2 All applications are initially assessed for academic suitability against agreed 

admission criteria for their chosen course. If a prospective student has declared a 

criminal conviction on their application form, the University will contact the 

prospective student for further information about their convictions when an offer 

is being considered. No further action will be taken for applicants who are not 

academically suitable for admission. 

9.3 On receipt of further information it will be referred to the Dean of School for an 

admissions decision which will be based on a risk assessment. Prospective 

students who fail to respond to requests for further information or where the 

University is unable to obtain information from nominated references, through no 

fault of its own, will be withdrawn and notified accordingly. 

9.4 Prospective students with serious criminal convictions, usually defined by a 

custodial sentence suspended or otherwise, will be automatically referred to the 

Serious Criminal Conviction Panel (SCCP). The SCCP is made up of the Head of 

Admissions, Dean of the admitting School, Head of Student Support Services and 

Pro-Vice Chancellor for Student Affairs. 
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9.5 For students applying to NTU under the Admissions Policy but attending at 

another organisation a senior member of staff from the relevant organisation will 

be consulted as part of the risk assessment process. 

9.6 The Pro-Vice Chancellor for Student Affairs, as the Vice Chancellor’s nominated 

representative, is responsible for chairing the panel and the final decisions rests 

with the Chair. 

9.7 Information regarding convictions is requested so that an application can be 

considered fully and will not be used for any other purpose. The information 

provided will be held confidentially, however, where a prospective student applies 

for a course that may involve placements working with children/vulnerable adults, 

or the course is governed by an external accreditation body such as the Health 

and Care Professional Council (HCPC), the information prospective students 

provide may be shared with the relevant placement provider prior to an offer 

being made. 

9.8 All students will be risk-assessed using a standard risk assessment form as 

advocated by Support Professionalism in Admissions best practice guidelines. 

9.9 Students wishing to appeal or complain an admissions decision based on a 

criminal conviction risk assessment should do so through the complaints 

procedure outlined below. 
 

Disclosure and Barring Service Checks 

9.10 For some courses, usually in the areas of health, teaching and social work, 

prospective students will be required to undertake an Enhanced Disclosure and 

Barring Service (DBS) check at confirmation but before commencement on their 

course. For courses requiring an Enhanced DBS check, prospective students will 

be required to declare all convictions including cautions, reprimands, final 

warnings, binding over orders, including those classified as ‘spent’ under the 

Rehabilitation of Offenders Act 1974. 

9.11 The University will make all reasonable efforts to ensure that prospective students 

for courses have completed the DBS process before starting their course. Where  

it is unable to do so, for example, due to delays with DBS processing, a late offer 

or the late receipt of results, the prospective student will be allowed to commence 

their studies but will only be allowed to ‘conditionally enrol’ until the clearance 
has been received. 

9.12 Students who are only conditionally enrolled, but are due to go out on placement 

shortly after enrolment, will be checked on List 99 (on-line register of people 

barred from working with children or vulnerable adults). Once on placement will 

be subject to strict conditions of supervision by the placement provider. 

9.13 All students must complete their on-line DBS form before they will be allowed to 

collect their Student Smart Card and Welcome Week wrist band. Students will be 

given a further two weeks (from the start of term) to complete the on-line 

identification verification at the Post Office Counters Ltd before being 

automatically withdrawn under the University’s Enrolment Conditions (Section  

6.2.1). 

9.14 Prospective students who are ‘cleared’ following an enhanced DBS check will be 

allowed to ‘fully enrol’ on their chosen course providing they have met all other 

outstanding conditions of offer. 
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9.15 For prospective students who are not cleared, and where the declared 

conviction(s) has not already been dealt with through the ‘self-declaration’ 

criminal convictions process (as above), the prospective student will be referred 

to the Dean of the admitting School (or Serious Criminal Conviction Panel) to 

determine the suitability of the prospective student for their chosen course. 

9.16 Prospective students who fail to declare relevant convictions, at the earliest 

opportunity, may be withdrawn from their course or be unable to qualify for their 

course of study. 

9.17 The University uses an external company, GB Group Ltd (On-line Disclosures), to 

undertake the majority of its checks. Prospective students not wishing to use the 

on-line form can request a hard copy DBS form from the Admissions Team. 
 

Health and fitness assessments 

9.18 For certain professional or vocational qualifications, usually in the areas of 

education, health and social care, the University requires prospective students to 

complete a health declaration and or a medical screening questionnaire. In some 

cases, prospective students will be referred to an Occupational Health Unit to 

determine the suitability for their chosen course. 

9.19 The requirement for a health and fitness assessment will be clearly outlined on 

the course profiles section of the NTU website. All information will be treated in 

the strictest confidentiality. 

 

Suitability Panel for Prospective Social Work Students 

9.20 The University adheres to the guidelines and good practice of the HCPC and as 

such the School of Social Science operates a Suitability Panel for prospective 

social work students. Prospective students for Social Work courses with declared 

criminal convictions will be considered by the Panel for their suitability for both 

the course and profession before being made an offer. 

9.21 The Suitability Panel will also assess the professional suitability of prospective 

students with serious health issues or local social care service users as declared 

on the suitability declaration form completed prior to interview. 

9.22 Decisions of the Social Work Suitability Panel, where relevant, will need to be 

ratified by the Serious Criminal Conviction Panel. 
 

      Application processing: fees and funding 
 

Fee assessment 

10.1 It is the responsibility of individual Higher Education Institutions to assess the fee 

status of potential students. In most cases, the University will be able to 

determine a prospective students’ fee status on the basis of information provided 

on their application form. However, where this is not possible, a formal fee 

assessment process is carried out to determine their fee in line with the ‘The 

Education (Fees and Awards) (England) Regulations 2007’ and ‘The Education 

(Fees and Awards) (England) Regulations 2007 (Amendments) Regulations 2011’. 

10.2 Prospective students who fail to provide the necessary information to allow a full 

fee assessment will be defaulted to overseas fees until such time they provide the 

necessary evidence. If the prospective student fully enrols they will be deemed to 
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have accepted the default assessment and changes will be at the discretion of the 

Dean. 

10.3 Appeals against fee status must be made within three months of the fee 

assessment having been carried out or at the point of enrolment, whichever 

comes first. 

10.4 An appeal will not be processed retrospectively after enrolment on a course. 

10.5 Students wishing to know their fee status before making an application can do so 

by reviewing the criteria shown on the UK Council for International Student Affairs 

(UKCISA) website. 

10.6 The University reserves the right to amend a fee status, under Section 6 of the  

Enrolment Conditions, if further information comes to light and changes will take 

immediate effect. 

10.7 The University will assess a prospective stud ent’s fee rate as of the first date of 

the first academic year. Further information about the definition of the ‘first date 

of the first academic year’ can be found on the UKCISA website. 

10.8 The University will only rea sses s a student’s fee rate mi d -course if they meet the 

criteria as outlined in the regulations. Further information can be found on the 

UKCISA website. 
 

      Complaints and appeals 
 

Mutual respect and understanding 

11.1 The University expects that all interactions between prospective students, 

students, supporters and staff will be conducted with mutual understanding and 

respect. Any unacceptable behaviour will not be tolerated and may prejudice an 

application, appeal or complaint. In exceptional cases, where the seriousness of 

the behaviour has breached accepted norms, further action may be taken 

including, but not limited to, withdrawing an offer and cancelling an 

accommodation application. 

11.2 For UCAS or UTT prospective students, where inappropriate behaviour leads to 

the withdrawal of any offer, the University will report its actions to UCAS. 

11.3 In exceptional circumstances, the University may feel morally or legally obliged to 

report its findings to other authorities. 
 

Applicant complaint and appeals policy and procedure 

11.4 The following policy and procedures is for the use of applicants applying for 

admission to the University and should not be confused with the complaints 

procedure for current students which is not open to applicants. 

11.5 The University is committed to the provision of an admissions service to all 

prospective students which is fair, efficient and transparent. However, NTU 

recognises that there may be instances where a prospective student feels 

aggrieved with the University’s admissions processes and wishes to bring their 

concerns to our attention either formally or informally. 

11.6 The University, where possible and whilst being sensitive to the concerns of the 

prospective student, will aim to deal with issues informally. Many complaints can 
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be dealt with appropriately in this manner and the University’s complaint 

procedure has been designed with this in mind. This is not to say they will be 

treated with less importance and will still form an important part of the 

University’s regular review of its service delivery. 

11.7 Any genuine appeal or complaint will be handled in isolation from the application 

and will not prejudice current or future applications. 

11.8 The procedure can be used by prospective students applying for entry to courses 

where the admissions procedures are the sole responsibility of NTU. 

11.9 The University will only normally accept appeals or complaints from the individual 

prospective student, unless a third party has the explicit consent to act on their 

behalf. 

11.10 An appeal or complaint should normally be submitted within 10 working days 

from receiving a response from the University. Whereby an applicant has raised 

an issue informally the appeal or complaint should be received within 10 working 

days of the last contact with the Admissions Team. 

11.11 For the purposes of this procedure an appeal is defined as a request from an 

unsuccessful prospective student to review the outcome of an admissions 

decision. 

11.12 For the purposes of this procedure a complaint is defined as an expression of 

dissatisfaction with the University or its admissions policies and procedures which 

have been used to reach a decision; or by the actions, or lack of actions, by the 

University or its staff. 

11.13 Prospective students can normally only appeal or complain if: 

a. they can demonstrate that the University has deviated from its own policy, 

procedures and practice; 

b. further information, which was not available at the time of application, is 

presented to the University; 

c. there is a perception or indication that the prospective student has been 

treated differently to another applicant in a similar situation. 

11.14 The high level of competition for some courses means that it is unavoidable that 

the University will disappoint some prospective students with a selection decision. 

It should be noted that prospective students have no right of appeal or complaint 

against decisions that are based on the academic or professional judgement of 

University staff about suitability for admission. 

a. Stage 1: informal complaint or request for feedback: Before submitting an 

appeal or complaint a prospective student should normally contact the 

Admissions Office (or contact the Graduate School for research degrees), by 

telephone or in writing, to request feedback or to discuss their concerns. Any 

feedback is provided solely to allow the prospective student to review their 

progress through the application process so far. 

b. Stage 2: formal appeal or complaint: Before submitting a formal appeal or 

complaint the prospective student should ensure that they have read the 

eligibility and grounds previously outlined in this policy. 
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11.15 Prospective students who feel that they have grounds for appeal or complaint 

should raise the matter within 10 working days of the action, in action or decision 

of the University. 

11.16 A complaint or appeal should be submitted in writing to: 

a. For taught courses to: Admissions Manager, Admissions, Nottingham Trent 

University, Burton Street, Nottingham, NG1 4BU. 

b. For research degrees to Graduate School Professional Support Team Leader, 

Graduate School, Nottingham Trent University, Burton Street, Nottingham, 

NG1 4BU 

11.17 As a minimum guideline the appeal or complaint should include the following 

information: 

a. Prospective student name and any relevant application reference numbers 

provided either by the University or third parties such as UCAS; 

b. Contact details; 

c. State whether they are making an appeal or a complaint; 

d. Details of the grounds for the appeal or complaint; 

e. Any further information that the prospective student feels relevant to their 

case. 

11.18 An acknowledgement of the appeal or complaint will normally be made within 

three working days. The Admissions Manager or Graduate School Professional 

Support Team Leader, or their nominee, will investigate in conjunction with any 

relevant School(s) or Department(s) and the outcome will be communicated at the 

earliest opportunity, but normally within 10 working days from acknowledgement. 

If for any reason these timescales for response cannot be met, the       

prospective student will be updated of expected timescales within the 10    

working days from acknowledgement. 

11.19 If the prospective student is still not satisfied with the response they can make 

one further appeal to the Head of Recruitment and Reputation Management, or, 

for research degrees, to Head of Graduate School; the outcome of which will be 

considered final. The University does not operate any further or different appeal 

mechanisms for applicants. 

11.20 Where the appeal or complaint is in regard to a selection decision, and upheld, 

the University cannot guarantee admissions to the academic year initially 

requested, however where possible an alternative point of entry may be offered. 

11.21 By submission of a complaint or appeal the prospective student agrees to the 

University disclosing information for all purposes relating to the Appeals and 

Complaints Procedure for Prospective Students. 
 

      Monitoring and governance 
 

12.1 The University keeps its admissions policy and procedures under regular review 

and monitoring. 
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Requirements 

12.2 On behalf of Academic Board, the Academic Standards and Quality Committee 

(ASQC) will monitor, through consideration of SSQRs and other evidence, the 

policy and procedures set out in this section and ensure that they continue to 

support the strategic objectives of the University, and remain current and valid in 

the light of changing circumstances. The University Research Degrees Committee 

(URDC) will undertake the same actions on behalf of Academic Board for research 

degrees. 

12.3 It is the Admissions Manager’s responsibility to ensure appropriate governance of 

the Admissions Policy working in conjunction with key stakeholders, including but 

not limited to, the Graduate School Professional Support Team Leader, School 

Quality Managers, School Administration Managers and the Director of 

International Recruitment. 

12.4 The Policy is reviewed on an annual cycle and approved by ASQC each September 

for operation in the application cycle immediately following. 

12.5 The Policy is reviewed in light of its operation in the current cycle (including 

applied learning from complaints or issues which may have arisen), any new or 

upcoming PSRB requirements or good practice statements by bodies such as SPA 

and the QAA. 

12.6 This policy is operational for a full academic cycle starting in the October of each 

year. 

12.7 This Policy is operated in conjunction with the following policies and good practice 

guidelines, including: 

a. QH Section 11: Research Degrees 

b. QH Supplement 13A – Admissions: taught course supplement 

c. QH Supplement 13B – Operational of admissions policy and further guidance 

on admission to research degrees 

d. QH Supplement 13C – Further Education application process 

e. Student Enrolment Conditions 

f. Advanced Payment Policy for International Students 

g. NTU’s Good Practice for Interviews & other pre-admission activity 

(Admissions Staff Handbook) 

h. NTU’s Good Practice for Admissions Tutors (Admissions Staff Handbook) 

i. OFFA Access Agreement 

j. NTU’s Selection Policy for Agents. 
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1. Student outcomes 
 

 

 

Requirements 

1.1 Studying at NTU should be an inspiration, a transformational experience and a 

catalyst for accomplishment in life and career. 

1.2 The University seeks to develop rounded graduates who have the skills, integrity 

and commitment to make a positive impact on the communities in which they live 

and work. Courses must therefore anticipate and be responsive to the changing 

societies in which our graduates will work and live. 

1.3 Students should develop intellectual rigour and agility, initiative and creativity, 

enabling them to adapt and respond to the future needs of employers and society 

and to thrive in life and work. Students should also develop career management 

proficiency. 

1.4 Courses should also seek to develop the skills and qualities sought by multi- 

national employers and encourage students to engage with opportunities for 

language learning. 

1.5 Alongside entrepreneurial skills and a capacity for multi-disciplinary collaboration, 

the ability to network is a prized attribute for graduates. This means having access 

to people, organisations, information and resources. 

1.6 Groups of students with differing entry characteristics should be indistinguishable 

from one another in their achievements on and following graduation. 
 

2. Course design 
 

 

 

A principal aim of all the University’s courses is to develop graduates who are 

highly sought after by employers and inspired to learn throughout the whole of 

their lives. This means that learning and teaching are framed to develop 

students’ intellectual rigour and agility, initiative, creativity and collaboration. 

 

The University’s approach to developing graduates with these attributes is a 

holistic one: course design and development are considered at a whole-course 

level, take an outcomes-based approach, and are informed by a range of 

evidence. 
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Requirements 

2.1 Course outcomes are aligned to the University’s graduate and postgraduate 

attributes. 

a. The University’s graduate attributes are: 

Intellectual Agility 

• Extensive understanding of their chosen profession or discipline, 

including the associated practices, technologies, research, 

methodologies, values and ethics. 

• Aptitude for independent, critical thought and rational inquiry, 

alongside the capacity for analysis and problem-solving in multiple 

contexts. 

• An enterprising and creative mind-set, able to thrive in rapidly 

changing work and social environments. 

• Intellectual curiosity, enthusiasm for learning and an aptitude for self- 
directed learning. 

Information, Communication and Organisational Skills 

• Proficiency in finding, evaluating, analysing and applying data. 

• Digital literacy and the ability to use ICT effectively. 

• Effective communication skills in spoken, written and visual media. 

• Good team and collaborative working skills. 

• Ability to prioritise, plan and manage work and time. 

• Capacity to appropriately judge self-efficacy and to give and receive 

feedback effectively. 

Global Citizenship 

• International awareness and openness to the world, based on 

appreciation of social and cultural diversity, respect for human rights 

and dignity. 

• Understanding and appreciation of social, economic or environmental 

sustainability issues. 

• Leadership capacity, including a willingness to engage in constructive 

public discourse, and to accept social and civic responsibility. 

b. Postgraduates will, in addition, have the following attributes: 

• Capacity to contribute to knowledge construction in their chosen 

profession or discipline and to make advances in intellectual and creative 

endeavour. 

• Ability to situate their work within wider theory and practice and to 
critically reflect on their chosen profession or discipline, including 

appreciation of the ethical implications of their work. 

• Ability to conceptualise novel questions and solve complex problems. 
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• Aptitude in identifying and creating new opportunities and the capacity to 

lead collective endeavour. 

2.2 Curricula should be grounded in discipline or profession, together with recognition 

of the need to prepare students for participation in a global community. Course 

outcomes should therefore be designed so that students develop transferable skills, 

essential subject-specific knowledge and skills, and an international perspective. 

Curricula should enhance students’ longer-term career development potential as 

well as their immediate employability. 

2.3 Courses must be designed around principles of currency, relevance, inclusion, 

equity and validity and should be forward-looking. 

2.4 Courses are designed as a whole, rather than emerging from a combination of 

modules. 

2.5 The core-option structure is a fundamental building block of the undergraduate 

curriculum. (Course design principles and requirements are discussed in Section 12 

of the Quality Handbook.) 

2.6 Learning environments should also support students’ development of graduate and 

postgraduate attributes. 

2.7 Good course management, including timetabling, is crucial to students’ experience 

of their course. 

 

3. Community 
 

 

 

Requirements 

3.1 The course community must be one in which all can interact and thrive. The 

diversity of our students is welcomed and valued and it should be recognised that 

this diversity can be an asset to students’ learning. 

3.2 The learning environment should be underpinned by common principles and 

values, whichever study mode a student chooses. 

3.3 Students should have opportunities to engage with communities beyond the 

course, including those external to NTU and the wider Nottingham community. 

They should therefore have a timetable that allows for personal study as well as 

participation in wider activities. 

3.4 Students should be enabled and encouraged to benefit from the multiple 

perspectives offered by open educational resources from across the world. 

3.5 A positive staff experience should be supported, in order to enable a positive 

student experience. 

 

The University privileges the course community and this community is 

inclusive, scholarly and open. Learning and working environments should 

inspire and promote a culture of ambition and innovation. 
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4. Transition 
 

 

 

Requirements 

4.1 Central to making a successful transition is that students are provided with an 

environment for learning that is engaging, inspiring and inclusive and that helps 

them engage. 

4.2 The learning environment includes the digital environment: students should be 

supported in their engagement with online learning opportunities. 

4.3 Learning opportunities should be predicated on working with all students to help 

them to achieve. 

4.4 All students should be helped to become independent and self-directed in their 

learning and to achieve high academic standards. 

4.5 All undergraduate and postgraduate students will be provided with academic 

guidance. All undergraduates should also have a named course tutor and tutor 

group, which, wherever possible, will remain constant throughout the period of 

study. 

4.6 Course teams should discuss with students the nature of higher education 

scholarship and what they can expect at University as they progress. 
 

5. Learning and teaching approaches 
 

 

 

Requirements 

5.1 The academic foundations of the NTU student experience are: 

a. a focus on experiential learning and exposure to different experiences; 

b. enquiry-based learning and recognition of the mutually-enriching 

relationships between teaching and research. 

5.2 Students will experience a range of learning and teaching methods, including 

traditional lectures, seminars and smaller group sessions, laboratory and studio 

work. 

 

The University helps students make a transition into their course community 

and thrive within it. 

 

Learning and teaching comprise the most important part of the student 

experience and the University aims to make this experience stimulating, 

scholarly and intellectually challenging. 
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5.3 A distinctive NTU student experience is wider than the curriculum and this wider 

experience is important in developing graduate attributes. Students should have 

opportunities to engage in co-curricular and extra-curricular activities, such as: 

a. international exchange schemes, work placements, work-based projects and 

enterprise opportunities as part of their course; 

b. volunteering, course representation, Students’ Union activities, sports, 

societies and cultural activities outside their course; 

c. additional qualifications, for example language courses. 

5.4 Students will be supported and guided in independent study. The most important 

factor in students’ achievement is the extent to which they shape and manage their 

own learning. This is crucial in their development as critical thinkers and 

independent learners and is key in the development of several NTU graduate 

attributes. 

5.5 Students will also be supported to develop their use of digital technology, not only 

in their studies, but also in terms of their disciplinary or professional practice. The 

University will provide an environment in which this practice can thrive, including 

access to digital resources and current (or emerging) technologies. 

5.6 All undergraduate courses will provide a capstone project in the final year that 

develops synthesis and criticality, and functions as a culmination to students’ 

studies. 

5.7 Students should have opportunities to contribute to the shaping of their learning 

experience. Course teams should actively engage students in matters relevant to 

their course or research degree programme. (Section 8 of the Quality Handbook 

discusses principles and requirements for student engagement.) 
 

6. Attributes of high quality teaching 
 

 

 

Requirements 

6.1 The University’s attributes for high quality teachers are as follows: 
 

Attribute Indicator 

Creates memorable, positive learning 

experiences 

• Is an engaging and effective 

communicator who is able to translate 

complex and difficult concepts for 

students and bring the subject alive 

• Knows, and empathises with their 

students, understanding and responding 

to their needs 

 

The University values high quality teaching by appropriately qualified and 

experienced staff. 
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• Builds effective relationships with 

students, motivating and encouraging 

them, guiding their learning and ensuring 

that they feel confident and valued when 

expressing their ideas 

Is a catalyst for change in the student • Creates an intellectually challenging 

learning environment that stretches 

students and makes them think in 

different ways about their subject 

• Constructs transformative experiences 

that encourage risk-taking, employing 

thought-provoking and sometimes 

disruptive discussions and tasks that lead 

to revelation 

• Involves students in opportunities to 

share ideas and construct their own 

knowledge, leaving them hungry to know 

more 

Embodies the discipline, practice or 

profession for the student 

• Adopts a scholarly approach to their 

subject and has a rich understanding of 

how it is taught and learnt, along with a 

disciplinary passion and curiosity which 

engages students 

• Models personal and professional 

integrity and wisdom 

• Works in partnership with students, 

respecting their ideas and contributions 

and giving credence to what is said 

 

7. Student attendance 
 

 

 

Student attendance in timetabled learning activities is an important part of the 

learning process and is described in the NTU Student Charter. NTU courses are 

designed so that engagement in timetabled classes is an essential element 

towards achieving each course’s learning outcomes. Individual poor attendance 

is often an indicator of broader issues and the University endeavours to support 

students where attendance is low. Attendance is monitored in various ways 

across the University and recorded via the Student Dashboard. 
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7.1 The University recognizes that attendance is only one aspect of how a student 

engages with their studies. The purpose of attendance monitoring at NTU is 

primarily to: 

a. support individual students by making sure that they have the opportunity to 

engage with all of the course’s learning outcomes; 

b. help students to understand and subsequently manage their own engagement 

better; 

c. transmit high expectations of student attendance and engagement; 

d. ensure Professional, Statutory and Regulatory Bodies requirements are met; 

e. provide evidence for student references and in cases of student complaints; 

f. inform the University’s understanding about transition and engagement. 

 
Requirements 

7.2 Schools identify which timetabled sessions are formally monitored. Professional, 

Statutory and Regulatory Bodies (PSRBs) or other specific requirements may define 

these criteria. School attendance policies articulate these criteria within the broad 

framework of the principles outlined in 8.1 above. 

7.3 Some students may face additional barriers to attendance due to legitimate 

personal circumstances. Particular attention should be paid to ensuring that 

students are not disadvantaged due to protected equality characteristics defined in 

the Equality Act 2010. Schools may also wish to give consideration to other factors 

such as childcare or other caring responsibilities (further guidance is provided in 

QHS 14A). 

7.4 Course handbooks define the specific requirements of the course. 

7.5 During enrolment and induction, the course team communicates their expectations 

to students about attendance. These include: 

a. the benefits of attendance and why NTU is interested in attendance 

monitoring; 

b. expected attendance levels; 

c. how non-attendance will be followed up and who will deal with it. 

7.6 Course teams should remind students periodically of the importance of attendance, 

stressing that it is one of several indicators of student engagement. Tutors should 

include this in their discussions about engagement with students. 

7.7 Concerns about student absence are followed up by the course team in order to 

ensure that students are able to pursue their studies effectively. The ways in which 

this happens is described in course handbooks. 

7.8 Attendance data cannot be used for assessment of credit unless there is a specific 

Professional, Statutory and Regulatory Body requirement or in cases where 

practice-based sessions are considered obligatory. In these cases, attendance data 

cannot be the sole indicator of successful achievement of the module learning 

outcomes. 
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Explanatory notes 
 

� As the University develops its Learning Analytics 

System, this will present an increasingly useful 

tool to support staff-student discussions about 

student engagement and attendance. 

� The Board of Examiners can take into account 

student attendance when considering student 

referrals. Students who have recorded low 

attendance may be asked to repeat failed 

modules with attendance. 

� Students on courses with attendance 

requirements set out by Professional, Statutory 

and Regulatory Bodies may not be able to gain 

professional accreditation if their attendance does 

not meet the standard set by the PSRB. 

� The University is required to report on the 

attendance of Tier 4 students to the UK Visas & 

Immigration Department. The Academic Office 

manages guidelines for this process separately. 

� The NTU Withdrawals Policy is intended to 

manage a very specific situation and is separate 

to this attendance policy. Although students are 

required to inform the University if they wish to 

leave, not all students do so. There are 

potentially serious financial consequences for a 

student who has ceased engaging with their 

studies and the broader University but is still 

considered to be fully enrolled. They may be 

paying fees unnecessarily and potentially limiting 

their opportunities to start another course. 
 

8. Use of learning analytics to support student success 
 

 
 

8.1 The purpose of learning analytics at NTU is to: 

a. enhance student retention, by alerting staff and individual students when a 

student is potentially at risk of early withdrawal; 

b. enhance the working relationship between tutors and students by providing 

tutors with timely, meaningful information to enable more informed 

discussions with students; 

 

Nottingham Trent University generates and analyses student data for the 

purposes of improving student learning opportunities. This policy outlines how 

the University uses learning analytics methodologies to improve the use of this 

data. 
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c. enhance student engagement and achievement by providing students with 

personalised information about how they are engaging with their studies; 

d. enhance the efficiency of University support networks through better early 

warnings and more targeted support, and 

e. provide useful data for researching the experience of student cohorts that can 

be used to subsequently improve the learning experience. 

 
Explanatory note 

 

� Learning analytics applies lessons from big data 

practices in an educational setting. The most 

frequently used is to identify students who may 

be at risk of early withdrawal or 

underachievement by comparing their current 

patterns of engagement with those of previous 

students. 

 
Requirements 

8.2 The practical application of learning analytics is described using NTU Student 

Dashboard. 

8.3 The Dashboard is used to support the student learning experience. It must not be 

used for the purposes of assessment. 

8.4 The Dashboard can alert students and staff to the risk of low engagement. Although 

staff can advise students of the risks of low engagement, students remain 

responsible for their own learning and engaging with their studies. 

8.5 Learning analytics can only provide a partial picture about the student. Staff 

members are expected to use their professional judgement and use the Dashboard 

to enhance, not replace, dialogue with students. 

8.6 Course teams should encourage students to use the Dashboard as a means to 

reflect on engagement with their studies. Use of the Dashboard must be explained 

to students early in their time at NTU: during induction, an early tutorial or other 

appropriate point. 

8.7 Course teams, particularly those individuals with tutoring responsibilities, are 

expected to use the Dashboard as one of the tools to support and advise students. 

8.8 A limited number of administrative and professional services staff members (for 

example those in Student Support Services) also have access to the Dashboard for 

the purpose of supporting students. 

8.9 The Student Dashboard Steering Group will manage ongoing Dashboard 

developments. This group will also monitor the Dashboard’s use, efficacy and 

ethical considerations. It will produce high-level reports to be used as part of the 

institutional oversight process. 

8.10 It is not possible for students to opt out from having their data in the Dashboard or 

other University core information systems. As part of their enrolment conditions, 
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students give permission to the University to use and process data. It would not be 

possible to deliver courses or manage support for students without this data. 

8.11 Access to the Dashboard is restricted as follows: 

a. Students can only see their own personal Dashboard. 

b. Academic staff can only see the Dashboards of students within their academic 

team and those they teach in other areas. Access is not granted to hourly 

paid lecturers. 

c. Designated managers and senior academics in each School can access 

Dashboards for students in the whole School. 

d. Administrators can see Dashboards for students within their College. 

e. Designated staff providing academic or pastoral support to students can 

access Dashboards across NTU. 

f. Designated staff involved in Dashboard development also have access to 

student dashboards across NTU. 

8.12 Data about individual students will only be shared with third parties in the following 

circumstances: 

a. Where it can provide useful information in an emergency (explained by the 

Student Support Services document ‘Policy for crisis intervention – students 

causing concern/students at risk’). 

b. Tutors may use the data to provide references for students. Tutors are 

expected to use the data fairly and responsibly. They must ensure that 

students suffer no disadvantage due to protected characteristics described in 

the Equality Act 2010. 

8.13 Student data generated by the Dashboard will be used to conduct research into the 

student learning experience. Where such data are used, the Student Dashboard 

Steering Group will ensure that the data can never identify individual students. 

 
Explanatory notes 

 

� Much of the practice needed to utilise learning 

analytics responsibly is governed by UK data 

protection legislation. NTU’s data protection policy 

outlines how data will be used responsibly and 

forms part of students’ enrolment conditions. 

� As with all data sources about individual students, 

staff users must carefully consider their own 

reactions to the data presented. They must take 

great care not to allow unconscious bias to creep 

into their relationships with students particularly 

with regards to assessment. 
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9. Assessment 
 

 

 

Requirements 

9.1 The University’s principles and regulations for assessment and assessment 

feedback are set out in Section 15 of the Quality Handbook. 

9.2 Section 15 also describes the University’s principles and regulations for assessment 

feedback. In addition to such formal feedback, learning activities should include 

frequent tasks which generate formative feedback from a variety of sources, 

encourage self-reflection, and support the application of feedback to improve work 

in progress. 

 

10. Academic quality 
 

 

 

Requirements 

10.1 Quality management is a core academic responsibility and a central part of 

academic endeavour. 

10.2 Quality management is founded on professional judgement, student 

representation, student satisfaction and externality. 

10.3 The University, in partnership with the student body, defines and promotes a range 

of opportunities for any student to engage in educational enhancement and quality 

assurance. (Please refer to Quality Handbook Section 8.) 

10.4 Externality in the widest sense is an important part of quality management, 

supporting criticality and reflexivity. 

10.5 Good course management and organisation are important features of successful 

courses. 

 

Assessment is planned at course level; it is designed to enable every student to 

demonstrate the extent to which they have achieved the learning outcomes of 

the award. Appropriate assessment also informs teaching, facilitates and 

shapes learning and engagement and supports the development of graduate 

attributes. 

 

There is a community responsibility for academic quality, grounded in scholarly 

discussion of learning, teaching and curriculum design and informed by 

evidence. 
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11. Professional environment 
 

 

 

Requirements 

11.1 The professional environment for learning and teaching should be scholarly, 

collegial and inclusive, and encourage creativity and innovation. 

11.2 Staff should engage in scholarship and developmental work related to teaching, 

curriculum, and delivery methods. 

11.3 Criteria for professional practice standards are articulated in the University’s 

Professional Development Framework for Teaching and Supporting Learning in 

Higher Education. 

11.4 Professional development for learning and teaching must be aligned to the UK 

Professional Standards Framework (UKPSF). 

11.5 All hourly-paid lecturers and postgraduate research students new to teaching in 

higher education must complete a short professional development programme. 

11.6 Observation of teaching is an important element in the development of professional 

practice and may be used, for example, to engender scholarly dialogue about 

teaching, to create opportunities for practice exchange, or as part of mentoring 

support. Observation also forms part of the University’s ongoing monitoring and 

review of quality. The University uses several types of observation: 

a. The NTU Teaching Observation Scheme is intended to support local academic 

managers in reviewing and understanding the teaching strengths and 

development needs of their teams. Within this scheme, all staff who teach 

students will have their teaching practice observed at least once every two 

academic years, by an experienced colleague who is usually the individual 

who undertakes the staff member’s Performance, Development and 

Contribution Review (PDCR). (Please refer to the Nottingham Trent 

University Teaching Observation Policy, February 2014.) 

b. Academic staff on probation and those engaged in the Postgraduate 

Certificate in Higher Education are observed in accordance with the 

requirements of those schemes. 

c. Additionally, Schools are encouraged to support appropriate local peer 

observation schemes which aim to support practice exchange, engender 

scholarly dialogue about teaching, and sustain inclusive communities of 

practice for learning and teaching. Peer observation may extend beyond 

classroom practice to encompass a broad range of activities associated with 

teaching and support of learning. 

 

The University cultivates a professional environment in which learning and 

teaching thrives. This environment is one in which colleagues can continue to 

develop their practice throughout their career. 
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11.7 School Academic Standards and Quality Committees (SASQCs) must ensure that 

observation schemes in their area are contributing positively to the overall aims of 

quality management. SASQCs should reflect on this as part of their annual 

monitoring and reporting. 
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1. Principles of assessment 

 

 

 

Supporting supplements and resources 
 

� Please see the comprehensive list of supporting 

materials in section 14 at the end of this 

document. 

 
Requirements 

1.1 Assessment should be: 

a. Valid so that it enables students to demonstrate achievement of the intended 

learning outcomes and standards are maintained. 

b. Reliable so that different assessors marking the same assessment would 

reach the same judgement based on the criteria and marking scheme. 

Reliability depends on the intended learning outcomes and criteria having 

been made explicit to both students and markers. 

c. Rigorous so that students are enabled to demonstrate learning at high 

levels. 

d. Equitable so that all students are given equivalent opportunities to 

demonstrate their achievement of the intended learning outcomes. 

e. Inclusive so that all students are provided with the support they need to 

enable them to demonstrate achievement regardless of difference or 

impairment. (Discussed in section 5, below.) 

f. Clearly communicated to students such that students understand how they 

should perform on assessment tasks to best demonstrate their abilities. 
 

2. Purposes of assessment 
 

 

 

The principles and regulations set out in this Section are designed to ensure 

that the University, its Schools and course teams have processes of assessment 

in place which enable every student to demonstrate the extent to which they 

have achieved the intended learning outcomes of the award. 

 

The main purposes of assessment are to judge the students’ achievement of 

learning outcomes and to safeguard threshold academic standards. Appropriate 

assessment also informs teaching, facilitates and shapes learning and 

engagement, and supports the development of graduate attributes. 
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Requirements 

2.1 A course assessment strategy should reflect the different purposes that 

assessment serves. 

2.2 Course teams should be mindful of the potential impact that decisions about 

assessment have on the learning and teaching experience and how that might 

impact student behaviour. 
 

3. Accreditation of Prior Learning (APL) 
 

 

 

Requirements 

3.1 Candidates who might be eligible for recognition of prior learning (including 

currently registered students) are made aware of the opportunities available, and 

are supported throughout the process of application and assessment. 

3.2 The standards and criteria against which judgments on assessment and the 

recognition of prior learning will be made are provided to students and to staff 

involved in the assessment process. 

3.3 Membership, procedures, powers and accountability of examination boards and 

assessment panels with respect to the recognition of prior learning must be 

clearly specified. This information is available to all members of such boards. 

 
Explanatory note 

 

� The University’s full requirements for APL are 

contained in Quality Handbook Supplement (QHS) 

15C. 
 

4. Course assessment strategy 
 

 

 

The University may recognise prior learning in order to admit a student onto a 

course or to admit a student with advanced standing beyond the beginning of 

the course. 

 

The NTU model of assessment is holistic and integrative across the course, 

rather than piecemeal across modules. Whole course assessment design is 

thus an integral part of course planning and is articulated as the course 

assessment strategy. 
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Requirements 

4.1 Every course has an explicit assessment strategy, which is agreed when the 

course is approved and kept up-to-date. 

4.2 The assessment strategy reflects the assessment decisions that have been made 

by the course team in order that the principles and purposes of assessment are 

addressed. Particular consideration should be given to the underpinnings of whole 

course assessment: 

a. assessment tasks are explicitly related to intended learning outcomes and all 

course learning outcomes are assessed. The assessment methods that are 

selected are the most effective in enabling students to demonstrate specific 

outcomes and enhance learning (alignment); 

b. assessments from different modules build on each other and create a 

coherent student experience of the curriculum (coherence); 

c. assessment is integrated across a level (horizontal integration) and across 

years (vertical integration); 

d. there is a range of assessment types but this is considered at course level so 

that there are opportunities for students to master the required skills and 

learn from feedback (balance). There is also balance in terms of assessment 

load across the course, i.e., an avoidance of deadlines bunching at particular 

times of the year and a balance of formative work and summative 

assessment; 

e. there is sequencing throughout a course to allow progressively more 

challenge, supporting student development from novice to expert 

(progression). 

4.3 The course assessment strategy should explain how these underpinnings are 

realised at course level. It should also include reference to the following: 

a. inclusive approaches; 

b. the language of assessment; 

c. assessment tasks and their relationship to course learning outcomes; 

d. anonymity in marking; 

e. moderation procedures; 

f. feedback that feeds into and results from assessment. 
 

5. Inclusive assessment 
 

 

 

Consideration is given to both the type and range of assessments across the 

course to ensure that all students are equally able to demonstrate their 

achievement. 
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Requirements 

5.1 Inclusive assessment design should be considered at course level as part of the 

course assessment strategy. Tasks identified as problematic for inclusivity, but 

retained on grounds of standards, must include amelioration (reasonable 

adjustments or alternatives). 

5.2 It is the responsibility of the Course Leader in consultation with Module Leaders 

to: 

a. implement modes of assessment which provide all students with an 

appropriate opportunity to achieve the stated learning outcomes; 

b. agree new or modified methods of assessment which will enable all students 

to demonstrate that they have achieved the stated learning outcomes; 

c. Refer as necessary to Student Support Services and the Academic Office. 

5.3 The Course Leader should ensure that the Board of Examiners are notified of any 

adjustments to the assessment methods. Due regard should be given to requests 

for confidentiality from students in relation to the specific nature of any disability. 

 
Explanatory notes 

 

� NTU makes provision for students with 

disabilities: modified assessment involves making 

an alternative version of an assessment available; 

reasonable adjustments allow students with 

disabilities to undertake the standard assessment 

in a different way e.g. allowing more time for an 

examination, provided that such adjustments 

enable academic or other prescribed standards to 

be maintained. 

� For further information on adjustments to a 

specific assessment made for an individual 

student, please contact the Disability Manager, 

Student Support Services. 

� See also the Centre for Academic Development 

and Quality (CADQ) resource ‘Assessment: 

designing for inclusion’. 
 

6. Language of assessment 
 

 

 

The language in which assessment is conducted is normally that used in the 

associated teaching. Where this is not the case, the University will assure itself 

that academic standards are not compromised. 
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Requirements 

6.1 The language of assessment and teaching will normally be English. If, for a valid 

reason this is not the case, the course team should ensure that standards are not 

at risk. The course team will be expected to demonstrate at approval: 

a. how individuals with the necessary expertise in the appropriate language(s), 

subject knowledge and assessment methods will be identified and employed; 

b. how suitable external examiners fluent in the relevant language(s) will be 

identified, appointed and involved with the assessment process; 

c. if translation is used, how the reliability and validity of the assessment 

judgements arising from the marking of translated assessments will be 

assured. 

6.2 The moderation procedures for the course should reflect the approved 

arrangements. 

 
Explanatory note 

 

� Further information on the University’s 

requirements in respect of collaborative provision 

is available in QH Section 10. 
 

7. Assessment of course learning outcomes 
 

 

 

Requirements 

7.1 Each course learning outcome must be assessed in at least one (and preferably 

more) of the modules that comprise the course. 

7.2 Assessment is criterion-referenced, not norm-referenced. 

7.3 Each course must have a curriculum map (see Quality Handbook Supplement 

(QHS) 5E) which shows in which modules the course outcomes are taught and 

assessed. 

 
Explanatory notes 

 

� The curriculum map forms part of the contextual 

document which is submitted as part of the initial 

approval of the course. It should be kept up-to- 

date. 

 

Assessment is used to judge the extent to which individual students have 

achieved learning outcomes as evidenced by specific assessment criteria, which 

are clearly communicated to students. 
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� A distinction is drawn between ‘Taught’ (T) and 

‘Assessed’ (A) learning outcomes for the purposes 

of the curriculum map. 

� Assessed outcomes are the essential learning 

outcomes that should be achieved in order to 

pass the module. 

� Taught outcomes guide student learning and 

help to constitute the overall coherence and 

balance of the course. 

� For example, problem solving is likely to be 

‘taught’ in a wide range of modules, but may be 

only explicitly ‘assessed’ in a few. Module Leaders 

and course teams need to strike a balance here: 

it is helpful for students to understand what they 

are achieving beyond the assessed outcomes, but 

it is not necessary to specify all outcomes that 

might be associated with learning. 

7.4 A ‘Taught’ module outcome needs to be assessed elsewhere in the course if it 

contributes to a course outcome. Module learning outcomes should align with the 

course learning outcomes, such that a module's assessed learning outcomes 

contribute to the course outcomes. 

7.5 A module’s learning outcomes (other than those that are simply ‘Taught’) should 

be assessed by (an) appropriate assessment method(s) using associated 

assessment criteria. These assessment methods and criteria must be explicit and 

communicated to students through course handbooks and/or module guides, and 

made available on the NTU Online Workspace (NOW). 

7.6 The number of learning outcomes—and the assessment workload—should be in 

proportion to the module's credit size, and be relatively consistent across the 

course. Course and module teams should ensure that the assessment method(s) 

are sufficient to satisfactorily assess all the outcomes. 

7.7 If the decision is made to have more than one piece of summative assessment for 

a single module, a clear rationale should be articulated in the assessment 

strategy. Where this is the case, the relative weighting of these elements needs to 

be specified. 
 

8. Design of assessment tasks 
 

 

 

The decision about what tasks will be used to assess which learning outcome is 

made at course level as part of the course assessment strategy. 
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Requirements 

8.1 The choice of assessment task is governed by the broader underpinnings 

articulated in the assessment strategy (see section 4 of this document). This will 

include decisions about: 

a. alignment 

b. coherence 

c. vertical and horizontal integration 

d. balance 

e. progression 

8.2 Assessment tasks should address specific learning outcomes and should take into 

account the evidence that will be required to demonstrate achievement of these 

learning outcomes. 

 
Explanatory note 

 

� The choice of assessment task will be determined 

in part by the learning outcomes to be assessed. 

Additional considerations might include 

accreditation requirements, the NTU Graduate 

Attributes and the type of tasks that might be 

useful for students in their likely career paths. 

8.3 Viva voce examinations to enable judgements to be made about students 

considered to be on the borderline between two degree classifications are not 

used. 

8.4 Assessment tasks are moderated as stipulated in section 11 below. 
 

9. Anonymity in assessment 
 

 

 

Requirements 

9.1 It is the responsibility of each course team to identify and agree which of the 

assessed tasks will or will not be marked anonymously. The rationale for the 

decisions should be made explicit in the assessment strategy. 

9.2 Anonymous marking must be used for ALL timed written examinations. 

 

The assessment of a student’s work without knowledge of the student’s 

identity (anonymous marking) is used to limit the possibility of grades being 

inadvertently influenced by factors other than the qualities of the work under 

consideration. 
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Explanatory note 
 

� While anonymous marking is relatively 

straightforward to undertake in relation to formal 

written examinations and in some forms of 

coursework, there are other assessed tasks for 

which the identity of each student is inevitably 

and unavoidably available to the marker: 

examples include those requiring direct 

observation of student performance; those that 

are unique to each student; and, those for which 

feedback is given on work-in-progress. 
 

10. Articulating assessment criteria 

 

 

 

Requirements 

10.1 Assessment criteria must be developed for all assessment tasks. 

10.2 Assessment criteria must be aligned to the University’s Grade Based Assessment 

descriptors. The descriptors represent a set of common characteristics expected 

of work at each of the different grade bands and should be contextualised to 

disciplines and tasks by Schools and/or Academic Teams. 

 
Explanatory notes 

 

� Assessment criteria are a set of statements that 

enable the marker to judge whether the learning 

outcomes have been achieved. Standards are 

articulated for each criterion. These should clearly 

indicate what the students need to do to 

demonstrate that they have met the learning 

outcome(s) and reached the standard required. 

10.3 Course and module teams are required to publish and disseminate clear briefs 

and assessment criteria for all tasks. There should be consistency in the use of 

terminology and expression to ensure clarity and transparency. The main 

approach to providing this information to students is via an assessment grid or 

marking matrix. 

 
Explanatory notes 

 

� The Grade Based Assessment descriptors are 

provided in QHS 15A. 

 

The assessment criteria for each assessment task are planned, agreed and 

clearly communicated to students. 
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� Course Leaders should maintain an oversight of 

marking matrices at each level to ensure 

consistency, clarity and appropriate 

contextualisation to task. 

� For further guidance on the development of 

marking matrices, see the NTU Grade Based 

Assessment SharePoint site: 

https://portal.ntu.ac.uk/pva/GradeScheme 
 

11. Managing marking and moderation 

 

 

 

Requirements 

11.1 Moderation of assessment starts at the initial stage of planning of assessment and 

extends through to the determination of grades and results. 

11.2 In implementing this policy, staff should ensure that documentary evidence is 

always kept to enable demonstration of the moderation processes that have been 

used. 

 

Planning moderation 

11.3 As part of its explicit assessment strategy, course teams are responsible for 

planning appropriate moderation and for ensuring clarity and explicitness of: 

a. the forms of moderation to be employed; 

b. the marking arrangements; 

c. the sample to be reviewed (size, range and threshold cases); 

d. the nature of the sample to be referred to the external examiner(s). 

 

Moderation of assessment tasks 

11.4 Course and module teams should ensure that appropriate peers are consulted to 

check the validity of the tasks being prepared. 

11.5 Where the assessment contributes to the classification of the final award, the 

external examiner should be included as one of the academic peers. Decisions 

about moderation practice will be articulated in the course assessment strategy. 

11.6 This peer moderation process should involve checking: 

a. the alignment of assessment with the relevant learning outcomes; 

b. the clarity of the task description; 

 

Course teams have processes for marking and for moderation that are clearly 

stated, understood and consistently operated by all members of the course 

team involved in the assessment process. 



Section15 

page 12 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

 

c. the clarity of any additional rubric or guidance notes accompanying the tasks; 



Section15 

page 13 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

 

Nottingham Trent University Quality Handbook 

Part C Section 15: Assessment 

 

 

 

 

 

 

 
 

d. the criteria by which it is intended to mark the assessment; 

e. the available guidance for markers, e.g. model answers; 

f. the academic challenge of the tasks in relationship to the level; 

g. the workload or time requirements of the assessment tasks. 

11.7 The agreed assessment information should then be systematically communicated 

by staff to students at the appropriate time to support their learning and 

achievement. 

 

Moderation of marking and results 

11.8 The main effort in moderation of marking and results should be targeted at 

assessments that contribute to the final award. 

11.9 Moderation of marking is generally undertaken by reviewing a sample of students’ 

marked work. This involves the moderator in reviewing (rather than marking in 

the full sense) an agreed sample of work to establish whether the marking is at 

the appropriate standard, consistent and in line with the explicit assessment 

criteria. 

11.10 The sampling process should concentrate at the boundaries of classifications and 

should normally involve between 10% and 25% of assessed student work, 

depending on the numbers of students within the cohort. 

11.11 Where assessments do not contribute to final award classifications, moderation 

should be focused at the pass/fail threshold, which is the crucial determinant for 

progression to the next stage of the course. In cases where there are no students 

at that threshold, then the assessed work of the five nearest students should be 

moderated. Course teams may wish to extend the range of moderation in these 

non-qualifying assessments in relationship to particular issues of interest or 

concern. 

 
Explanatory notes 

 

� As a guide, where there are more than 50 

students, a 10% sample is appropriate. For 

cohorts under 50 the percentage sample should 

increase to 25%. Where there are very large 

cohorts of students (above 100) then the 10% 

sample guideline can be reduced, but the sample 

selected needs to be carefully constructed to 

ensure adequately robust moderation. 

11.12 Moderation can be completed in specific instances through double or team 

marking of the sample. In this case student work is independently marked by 

more than one marker. Double or team marking can be undertaken as blind 

marking, where each marker is unaware of the grades allocated by the other(s), 

or as second marking, where all markers are aware of the grades they have 

assigned. 

11.13 Double or team marking of the sample should be used as the norm for the 

moderation process for dissertations and major projects or studio work at final 
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award level; in courses with small cohorts, it may be possible to double or team 

mark the work of the whole student cohort. 

11.14 In cases where differences remain unresolved in the moderation of marking (for 

example, those occasions where the moderator's grade or review may indicate a 

significantly different outcome, rank order or distribution of assessments at the 

classification borderlines), the marker and moderator should review the 

assessment criteria and their interpretation of them. 

a. If a divergence of understanding or interpretation is identified and resolved, 

re-marking and further moderation should be undertaken as appropriate. 

b. If no divergence in interpretation of assessment criteria is identified but a 

difference in marking remains or if an identified divergence remains 

unresolved or if re-marking and further moderation still identify inconsistency 

between marker and moderator, the matter should be referred to the Course 

Leader, who should investigate the case and determine a course of action. 

11.15 In these instances, the Course Leader may: 

a. arrange for a second moderator to sample the student work; 

b. arrange for a second marker to mark all the students’ work; 

c. mark the assignment(s) her/himself and recommend these grades to the 

Board of Examiners. 

11.16 Grades should be submitted to the Student Data and Systems team as soon as 

possible after moderation. 

 

External moderation 

11.17 At levels that contribute to the final award, the external examiner should monitor 

the moderation process at appropriate stages. The course team should indicate in 

their assessment strategy precisely how the external examiner will be involved. 

Where a level contributes only a proportion to the final award, the involvement of 

the external examiner may include reviewing a sample of moderated student 

work, but may be limited to receiving for comment the assessment tasks and 

checking the final results spreadsheets. The nature of the external examiner 

involvement in such cases is a matter for negotiation between the Course Leader 

and the external examiner. 

11.18 Review of samples of assessed work undertaken by external examiners should 

take place on-site where possible (see also QH Section 9). 

 
Explanatory note 

 

� The external examiner should NOT be used to 

reconcile differences between internal assessors, 

but might be called upon to advise internal 

markers on their resolution of differences. The 

external examiner's role is to monitor the 

standards achieved by students on the course 

and the consistency and effectiveness of the 

assessment processes (see also QH Section 9). 
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Within and cross-module moderation 

11.19 Descriptive statistics (means, standard deviations) should be considered as part 

of the moderation process to identify anomalies and trends, which can then be 

addressed by one or more of the preceding moderation techniques. Such 

information can be effectively used to inform decisions of Boards of Examiners 

and the further development of the course’s assessment strategy. 
 

12. Providing effective feedback 

 

 
 

12.1 High quality feedback is characterised by the following: 

a. It helps to clarify what good performance is. This can be achieved by 

explaining the goals of the assessment task and providing clear criteria and 

standards of performance. 

b. It facilitates the development of self-assessment and reflection. If students 

can be helped to recognise the strengths and weaknesses in their 

performance then they can address these. 

c. It encourages teacher and peer dialogue around learning. 

d. It is provided in good time to feed into revisions or further work. 

e. It guides learning by helping students to understand the principles or ideas 

underpinning their work. 

f. It encourages self-belief and positive motivation. 

 
Requirements 

12.2 Feedback opportunities should be planned at course level to ensure effectiveness 

in terms of frequency, timeliness and the development of student understanding. 

12.3 The feedback offered to students should be related to learning outcomes and 

assessment criteria; feedback on summative assessments should be consistent 

with the grade awarded. 

12.4 The feedback should inform students of their progress and help them to improve 

their future performance. 

 

Course teams ensure that feedback on assessment is timely, constructive and 

informative. Such feedback provides students with opportunities to develop an 

understanding of good academic practice. Constructive feedback supports 

students in reflecting on their progress, guides them in enhancing their future 

academic work and helps them become increasingly independent in their 

learning. 
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Explanatory notes 
 

� The following points may be useful to discuss as a 

module or course team: 

� What variety of feedback-generating 

formative tasks is used on the 

module/course? 

� When and how frequently is feedback 

provided, including opportunities for feedback 

prior to summative assessment? 

� Who produces feedback (tutor, peer, self, 

etc.) and in what formats? 

� What strategies are used to engage students 

with the feedback? 

� Feedback may also be used by: 

� Module Leaders in reflecting on the 

assessment strategy; 

� course tutors and other staff advising 

students on academic matters ; 

� external examiners as part of their monitoring 

of standards and quality. 

� Underpinning these purposes is the belief that 

assessment itself functions not only to evaluate 

learning, but also to develop learning. In all of 

this, the shared responsibility of student and 

tutor is recognised. 
 

The Assessment and Feedback Plan 

12.5 The Course Leader, with the support of the course team, should engage in annual 

assessment planning to create the Assessment and Feedback Plan (AFP). The 

AFP will include details about the: 

a. assessment tasks; 

b. assessment hand-in dates; 

c. dates of key formative tasks which support summative assessments; 

d. feedback schedule and rationale, including return dates for student work and 

feedback. 

12.6 The AFP is communicated to students in the course handbook, or equivalent in 

NOW, and in module information. 

 
Explanatory notes 

 

� Course teams should consider which feedback 

types and formats are fit for context. The 

pedagogic rationale for these decisions should be 

articulated in the AFP. 
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� The feedback schedule in the AFP should refer to 

all formal feedback that will be offered. This 

would include, for example, feedback offered in 

preparation for an assessment, on work-in- 

progress, or after an assessment task. 

� Where formal feedback is offered to students on 

drafts or other work-in-progress, then it is 

advisable to specify clearly the extent of this and 

the means by which it will be undertaken. 

� It is expected that frequent interactions with 

peers or a tutor, as well as guided self-reflection, 

will generate informal feedback on an ongoing 

basis. It is not necessary to include this informal 

feedback in the AFP. 

12.7 Course teams should have in place mechanisms for reviewing and monitoring the 

nature and timeliness of feedback for all forms of assessment. There should be 

ongoing reflection on the AFP at key points of the year. Staff should be in a 

position to outline their approach to strengthening the effective use of feedback. 

12.8 School Academic Standards and Quality Committees (SASQCs) should keep under 

review procedures for feedback to students on assessments, and planned 

refinements or enhancements should be articulated in the School’s Development 

Plans. 
 

The nature and timeliness of assessment feedback 

12.9 The University is committed to providing students with effective and timely 

feedback on all assessments. 

12.10 Feedback on assessment may take a variety of forms and can come from a 

variety of sources, including tutors, peers, external agencies or students 

themselves. Feedback can also be individual or given to the cohort as a whole 

(generic). 

12.11 The university has made specific commitments about the nature and timeliness of 

feedback on assessments that contribute to an overall module grade (defined  

here as summative assessment). 

a. The following commitments apply to the format of feedback: 

i. Coursework. Students will receive individual feedback (written or 

recorded), including an individual grade, on all assessed coursework. 

ii. Examinations. Feedback will be provided for all examinations, where a 

balance of individual and cohort feedback may be used. In deciding this 

balance, the course team must take into account the students’ 

experience of assessment across the level and course. Students should 

receive individual feedback for targeted examinations, to enable them to 

perform better in later examinations. The course team should clearly 

specify those examinations for which students can expect to receive 

individual written feedback and those for which they will receive cohort 

feedback. 

b. The following commitments apply to the timeliness of feedback: 
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i. Coursework. Students will receive feedback on all assessed coursework 

within three weeks of the submission date. Large pieces of work (e.g. a 

portfolio, final year project or dissertation) are exempt from this 

timeframe. In recognition that such work requires considerably longer to 

mark than other coursework, the feedback (and grade) may be provided 

outside the standard three-week period. This exemption may only be 

used where formative feedback has been provided on work-in-progress. 

ii. Examinations. For end-of-year and final year examinations, the feedback 

and grade should be provided after the Examination Board, even if this is 

outside the standard three-week period. For examinations earlier in the 

year, the feedback timeframe should follow that for coursework. 

iii. The three-week period for feedback excludes University closure days. 

 
Explanatory notes 

 

� Where generic (cohort) feedback is utilised it 

should be in the form of a supportive pedagogic 

tool rather than as an alternative to written 

individual feedback. 

� Cohort feedback can be generated to improve 

individual performance for example through one 

or more of the following: 

a. by providing a description (oral and/or 

written) of the overall strengths and 

weaknesses of a cohort’s completed 

assessment and encouraging students to ask 

questions; 

b. by asking students to undertake a self- 

assessment of their completed assessment 

task in light of the cohort feedback with 

action points for future work; 

c. by providing individual feedback which builds 

on the earlier cohort feedback. 

� AFPs should be used to manage submission 

deadlines so that the extended period of closure 

at Christmas does not negatively impact the 

students’ overall experience of feedback on their 

course. 

� Schools should be mindful of managing staff 

leave and illness when implementing these 

requirements. 
 

Encouraging students to use feedback 

12.12 Students should be supported to participate in evaluating their learning and 

furthering their academic development via meaningful engagement with 

feedback. 
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12.13 Opportunities to engage with feedback from formative tasks and summative 

assessments should be designed into the curriculum. 

 
Explanatory notes 

 

� Examples of opportunities where students can 

engage with feedback might include: 

� activities in seminars or tutorials where 

students reflect on feedback received; 

� a planned series of tasks where students apply 

feedback from each piece of assessment       

in order to complete the next; 

� structured peer feedback activities. 

� Guided opportunities to engage with feedback are 

likely to be particularly worthwhile in the first 

year of study. 

� For further guidance on engaging students with 

feedback, see CADQ feedback guides, particularly 

Intrinsic Feedback and Formative Assessment and 

Feedback. 
 

Communication with students 

12.14 Student engagement with feedback is encouraged by clear communication about 

the purpose and characteristics of feedback. 

12.15 The AFP plays a key role in students’ understanding of and engagement with 

feedback. 

12.16 In communicating feedback, or facilitating peer feedback, tutors should be 

mindful of the diversity of students on the course and work to ensure fairness in 

feedback provision. 

 
Explanatory notes 

 

� Course teams should support students to 

recognise feedback by pointing out the different 

forms it can take and by drawing attention to it 

whenever it is being given—particularly informal, 

verbal or peer feedback. Regular messages 

about the relevance of particular formative tasks 

and feedback activities to specific summative 

assessments can often motivate learners to 

engage with these activities. 

� Feedback can also include encouraging a student 

to seek appropriate support from outside the 

course, for example, study skills support, 

disability support, student mentors, stress 

management courses, pastoral support. 
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13. Ensuring quality and standards 

 

 

 

Requirements 

Externality 

13.1 External examiners play a role in the moderation of assessment tasks and 

judgements of student work (see section 11, above). 

13.2 In line with the terms of reference for Boards of Examiners, an opportunity should 

be provided at their meetings to discuss aspects of assessment design, tasks and 

coherence and provide advice to Course Leaders, committees and teams on 

assessment issues that have arisen through the marking and moderation 

processes. The consideration of this item and the advice offered should be 

recorded in the minutes of the Board. 

 

The Board of Examiners (BOE) 

13.3 BOEs have delegated powers from the Academic Board for the determination of 

academic awards to students, and for decisions about the progression of 

students. Membership, procedures, powers and accountability of BOE are clearly 

specified, and this information is available to all members. 

13.4 Each award-bearing course must have a BOE to: 

a. ensure there are consistent and fair arrangements for assessment; 

b. make academic judgements on the progress of students; 

c. make academic judgements on the conferment of awards; 

d. consider any case of student performance that is giving cause for concern. 

13.5 A Board should operate with due regard to: 

a. the course specification; 

b. any Academic Board agreements with other validating, accrediting or 

professional bodies (or a collaborating centre) as appropriate; 

c. principles and policies on assessment as set out in the Quality Handbook. 

13.6 A Board may appoint a Subsidiary Examination Board if this is necessary, 

normally in the context of collaborative arrangements. 

13.7 A Board may be responsible for more than one course provided this is approved 

at the Development and Approval Group. 

13.8 A Board may operate a two-tier, Award Board/Subject Board, structure. 

 

A range of quality management mechanisms ensures that the threshold 

standard for each award is set and maintained at the appropriate level, and 

that student performance is equitably judged against this standard. 
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Explanatory notes 
 

� The full membership, terms of reference and key 

duties of members of Boards of Examiners are 

available as QHS 15B. 

13.9 Threshold standards are also set and maintained by consideration of: 

a. relevant subject benchmark statements; 

b. any Professional, Statutory and Regulatory Body (PSRB) requirements. 

 

Documentation 

13.10 Information about a course’s assessment is contained in the following documents: 

a. the curriculum map; 

b. the course assessment strategy; 

c. the AFP. 

13.11 The curriculum map and course assessment strategy are approved as part of the 

course approval process and their currency is maintained by the course 

committee. 

13.12 The curriculum map is used by BOEs to ensure that all course module outcomes 

have been met when considering offering a compensated pass on specific 

modules. 

13.13 The AFP is agreed year-on-year and provides details about the schedule of 

assessment tasks and feedback. It is made available to students in the course 

handbook, or equivalent in NOW, and in module information. 

 
Explanatory note 

 

� See section 14 of this document for supporting 

QH Supplements and CADQ resources. 

 

 
Common Assessment Regulations 

13.14 The University applies clear regulations for progression within a course and for 

the attainment of an award. 

13.15 All courses of study will adopt the appropriate Common Assessment Regulations 

(CAR) (see QH Sections 16 A–C). 

13.16 Course teams should devise conventions that can be applied to areas of discretion 

within the CAR. 

 

Proof-reading 

13.17 The University does not offer a proof-reading service to students, nor does the 

University recommend the use of any particular proof-reading services. 

13.18 The use of others, whether paid or not, to write or rewrite any part of an 

assignment for a student, is specifically forbidden and may be penalised under 
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the Academic Irregularities policy, even if the person providing such a service 

describes it as ‘proof-reading’. 

13.19 Students must complete a submission form containing the declaration “In 

submitting this work I confirm that I am aware of, and am abiding by, the 

University’s expectations for proof-reading”. 

13.20 When a proof-reader is used students must keep a copy of the following: 

a. the text prior to it being submitted to the proof-reader; 

b. the text returned by the proofreading (with all comments visible); 

c. the final version of the work following corrections (i.e. that submitted for 

assessment). 

 

Academic irregularities 

13.21 Fair and effective arrangements which enable academic irregularities to be 

detected and penalised are implemented by the University. 

13.22 The responsibility for ensuring that all work submitted for assessment meets the 

University’s criteria, in terms of content, conventions and originality of 

authorship, rests with the student. 

13.23 In all cases work submitted by a student must be their own work and any use of a 

third party proof-reader or proof-reading or editing service must not compromise 

the authorship of the work submitted. 

13.24 The University retains the right to independently check that the student has 

satisfied these criteria and, if not, apply the University’s Academic Irregularities 

procedures. 

13.25 The University takes seriously all forms of academic irregularity in its various 

forms. Course teams must ensure that students are fully aware of the University’s 

requirements. 

 
Explanatory notes 

 

� The University’s full requirements for Academic 

Irregularities are contained in QH Section 17C. 

� The University’s guidance on proof-reading is 

provided as QHS 15F. 

 

The role of the Academic Standards and Quality Committee 

13.26 The Academic Standards and Quality Committee (ASQC) assures itself of the 

sound implementation of its procedures through: 

a. its course development and approval process; 

b. policy and practice debates at ASQC and its sub-committees; 

c. effective annual reporting at course, School and institutional level; 

d. the analysis of student data; 

e. comprehensive arrangements for the student voice to be heard; 
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f. staff development and practice sharing activities. 
 

Retention of student work 

13.27 Please see the University’s retention policy for details about the requirements for 

the retention of students’ assessed work. 
 

14. Supporting supplements and CADQ resources 

 

� QHS 15A – Grade based marking descriptors 

� QHS 15B – Boards of Examiners – key duties 

� QHS 15C – APL 

� QHS 15D – Assessment and feedback plan – 

exemplar 

� QHS 15E – Information and guidance for Boards 

of Examiner’s meetings 

� QHS 15F – Proof-reading guidance 

� Additional CADQ Resources: 

Assessment design; 

Grade based marking SharePoint site; 

Assessment – designing for inclusion; 

Feedback turnaround time; 

Intrinsic feedback; 

Feedback as a dialogic process; 

Formative assessment and feedback; 

Peer feedback; 

Online submission of coursework; 

Assessment life-cycle, marking time and 

effectiveness; 

Engaging students in the use of feedback. 
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1. Principles behind the regulations 

 
 

The principles and regulations of assessment set out in the Quality Handbook 

are designed to ensure that the University, its Schools and course teams have 

processes of assessment in place which enable every student to demonstrate 

the extent to which they have achieved the intended learning outcomes of the 

award. 

The main purposes of assessment are to judge the students’ achievement of 

learning outcomes and to safeguard threshold academic standards. Appropriate 

assessment also informs teaching, facilitates and shapes learning and 

engagement and supports the development of graduate attributes. 

Assessment is always a matter of judgment, not simply of computation and 

regulation. Grades do not represent absolute values but symbols used to 

communicate examiners’ judgments on different aspects of a student’s 

learning. They provide information for a Board of Examiners’ final decision on 

the student’s fulfilment of the course outcomes and the achievement of the 

award standard. Course outcomes capture the learning and attributes 

developed by the course as a whole – which is normally more than the simple 

sum of its parts. 

This set of regulations provides a framework within which to exercise this 

judgment so that students are treated with parity across the University’s 

courses. However, boards have discretion to interpret the regulations flexibly 

for individual students with due consideration to the course outcomes and the 

award standard. 

Academic judgments cannot, in themselves, be questioned or overturned. 

 

 

2. Scope of the regulations 

2.1 These regulations apply to all students registered on the University’s 

undergraduate degree courses (incorporating CertHE, DipHE and Ordinary degree 

as interim awards) with effect from the 2015/16 academic year. Separate 

regulations are available for Foundation degree courses. 
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2.2 Unless specific mention is made, the regulations do not distinguish between 

students on different modes of attendance. 

2.3 Where indicated, the Board of Examiners (hereafter referred to as board) and 

students must refer to the course specific documents for further details of the 

regulations for the course. 

2.4 The regulations apply to all undergraduate degree courses unless the University’s 

Academic Standards and Quality Committee (ASQC) has approved alternative 

arrangements. 
 

3. Changes to the regulations 

3.1 The University reserves the right to alter its courses without prior notice, and to 

modify from time to time its regulations for the admission and progression of 

students and for the conferment of awards. Where these changes affect the title of 

an award or cause a student to be unable to complete the named award for which 

they are registered, they will be consulted and the board (including external 

examiners) informed. Where the named award cannot be offered or completed, the 

University will describe the title and modular components of an alternative award 

which can be made available to the student. 

3.2 The regulations will be reviewed and updated periodically in line with developments 

in University policy and practice. There may be differences in regulations as they 

apply to different cohorts of students registered for the same award. Every effort 

will be made to inform students about proposed changes and, if educationally 

appropriate, introduce such changes for all cohorts of students. 

3.3 A student cannot demand reassessment in a module that is no longer offered (see 

also regulations 41.2, 42.1 and 48.4). 
 

4. Consultation on making changes 

4.1 While the University reserves the right to modify its assessment regulations at any 

time, particular thought has to be given to the timescale for introducing changes 

and the effect on current cohorts of students. Changes will not normally be 

introduced for implementation in the current year of study but would take effect in 

the following academic year. 

4.2 Changes to the regulations are normally made after appropriate consultation. At 

University level, proposed changes will be discussed with staff who will be given 

the opportunity to comment on such changes. Students and external examiners 

will also have an opportunity to comment. Proposed changes may be modified in 

the light of feedback. 

4.3 At course level, students and external examiners should be consulted on any 

proposed changes to the assessment regime which may affect progression and 

award requirements. Students must be kept fully informed as to any changes to 

the regime which affects them. 

4.4 The above processes apply to all award bearing courses. 
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5. Course requirements 

5.1 Course specific requirements should be set out in course documentation and 

include: 

a. the approved awards to which the course leads; 

b. the approved title(s) of the course awards; 

c. the course learning outcomes; 

d. the curriculum map showing where the course learning outcomes are 

assessed; 

e. the assessment schedule; assessment and feedback plan; 

f. the criteria for determining each award – including the criteria for 

classification; 

g. specific applications or interpretations of these regulations; 

h. agreed statements on any requirements for work-based learning, professional 

practice or residence abroad, especially in respect of sandwich awards; 

i. details of any special professional body, statutory or collaborative 

arrangement; 

j. requirements that affect progression or awards. 

 
 

Guidance note 5.1 

A curriculum map charts each module against the course learning outcomes, indicating 

where an outcome is assessed. The map is used by the course team to assure itself that 
the course learning outcomes are adequately assessed across the curriculum an d the  

 Board of Examiners to determine that learning outcomes have been achieved.  

 
 

6. Students with disabilities 

6.1 Reasonable adjustments to assessment arrangements will be made to ensure that 

students with disabilities are not substantially disadvantaged. The Course Leader 

will ensure that students are made aware of the procedures for requesting 

adjustments, will consider such requests and will agree arrangements, referring to 

Student Support Services and the Academic Office for guidance as necessary. Any 

agreed adjustments will be notified to the board. 

 
Awards and levels 

 

7. Awards 

7.1 Normally, all courses incorporate the awards set out below and the outcomes for 

each will be articulated in course documentation. Each has a credit definition: 
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a. Certificate of Higher Education (CertHE) – successful completion of 120 

credits at level 4; 

b. Diploma of Higher Education (DipHE) – successful completion of 120 credits 

at level 4 and 120 credits at level 5; 

c. Ordinary degree – successful completion of 120 credits at level 4, 120 credits 

at level 5 and a minimum of 60 credits at level 6 (but see reg. 56.1); 

d. Honours degree – successful completion of 120 credits at level 4, 120 credits 

at level 5 and 120 credits at level 6; 
 

 
 

8. Stages and levels of study 
 

8.1 A stage of study refers to the period of study in which the student achieves the 

learning outcomes associated with a particular level of study. For full-time courses, 

stages usually correspond to years of study – such that one year of study equates 

to one stage. For part-time courses, stages may last more than one academic 

year. See table below: 

 

 

  Stage of 

study 

FHEQ level at 

which learning 

outcomes are 

achieved 

Year of study 

Bachelor’s Full-time Stage 1 Level 4 Year 1 

  Stage 2 Level 5 Year 2 

  Stage 3 Level 6 Year 3 

 Part-time Stage 1 Level 4 Years 1 and 2 

  Stage 2 Level 5 Years 3 and 4 

  Stage 3 Level 6 Years 5 and 6 

Integrated 

master’s 

Full-time Stage 1 Level 4 Year 1 

  Stage 2 Level 5 Year 2 

  Stage 3 Levels 6/7 Year 3 

  Stage 4 Levels 7/6 Year 4 

 Part-time Stage 1 Level 4 Years 1 and 2 

  Stage 2 Level 5 Years 3 and 4 

e. Integrated master’s degree – successful completion of 120 credits at level 4, 
120 credits at level 5, 120 credits at level 6 and 120 credits at level 7. 
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Stage 3 Levels 6/7 Years 5 and 6 

Stage 4 Levels 7/6 Years 7 and 8 

 

8.2 A stage of study may incorporate modules with a value of up to 20 credits from a 

lower level than the level of the majority of credits of that stage (or exceptionally a 

higher level) – provided this fits with the course aims, outcomes and specification, 

and is approved accordingly. Course documentation will describe any such 

dispensation. Exceptionally, a course may incorporate 40 credits provided that 

amount of dispensation is approved through the Development and Approval Group 

(DAG) procedures (see Quality Handbook (QH) Section 5). 

8.3 This flexibility does not apply to stage 3 of the Ordinary degree – it must contain at 

least 60 credits drawn from level 6 modules (except in large modules as described 

in regulation 56.1). 

8.4 A module used in this way becomes attached to the stage to which it is 

contributing. So that, for example, if a level 5 module in French is used as part of 

the final stage of study on a Management Studies degree, this module would 

contribute to the final award and classification determination. 

8.5 Integrated master’s courses contain 120 credits at level 7 which are taken in 

stages 3 or 4 of an undergraduate course. 

8.6 A board may make an award by ‘counting down’ excess credits that a student may 

have achieved at either level 5 or level 6 in order to make up for a failed module(s) 

at either level 4 or level 5. 
 

9. Available classifications 

9.1 Course documentation will set out the criteria used in determining the classification 

of awards. 

9.2 An honours degree is classified: First Class; Upper Second Class; Lower Second 

Class; and Third Class. The specific criteria for each classification will be set out in 

course documentation and follow the grade based assessment (GBA) scheme as 

set out in the appendix. 
 

 

9.4 Provision for the award of a Distinction for the CertHE, DipHE and Ordinary degree 
may be made in the course documentation. A Distinction is awarded on the basis of 

an award grade of low 1st or higher. 

 

 

For integrated master’s awards, the classifications available are First Class, Upper
Second Class and Lower Second Class. 

 

Guidance note 9.4 

A board has discretion to award a Distinction to a student on the borders of a Distinction 
by applying the principles set out in guidance note 53.5. 
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10. Entitlement to an interim award 

10.1 Students proceeding through the course will not be recommended for interim 

awards. A student will normally be entitled to receive one award as a result of a 

continuous period of registration. 

 
Award titles 

 

11. Course titles 

11.1 The course specification will contain the course title(s) that will have been 

approved according to criteria set out in the Quality Handbook. 

11.2 A board may recommend an award with the course title for a student who has not 

met the precise requirements set out in course documentation. In doing so, a 

board must be satisfied that a named award is fair and appropriate. 

11.3 Where a board cannot award a CertHE, DipHE or Ordinary degree with the course 

title because the student has not achieved the appropriate learning outcomes, the 

student will only be entitled to receive a transcript. 
 

12. Honours titles: advanced standing 

12.1 To be eligible for the named title of an honours degree course, a student who has 

entered with advanced standing must normally have gained at least 120 credits at 

level 6 by satisfactorily completing modules at the University or collaborative 

centre. 
 

13. Ordinary titles: advanced standing 

13.1 To be eligible for the named title of an Ordinary degree, a student who has entered 

with advanced standing must normally have gained at least 60 credits at level 6 by 

satisfactorily completing modules at the University or collaborative centre. 
 

14. Interim titles: advanced standing 

14.1 Where a named interim award is claimed, a student who has entered with 

advanced standing must normally have satisfactorily completed the following 

modules at the University or collaborative centre: 

a. CertHE – 40 level 4 credits. 

b. DipHE – 80 level 5 credits. 
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Registration matters 
 

15. Registration periods 

15.1 A student who enters the beginning of a course should normally complete their 

studies within the following periods: 
 

 

Full-time 2 years 4 years 
 

DipHE Sandwich 3 years 5 years 
 

Part-time 3 years 5 years 
 

 
 
 

 
 

16. Intercalation 

16.1 Subject to approval, a student may vary their rate of study to suit their individual 

needs and circumstances. Where a student has formally interrupted their studies, 

the period of interruption of study will not be included for the purposes of 

calculating their maximum period of registration. 

Normal length Maximum length 

  1 year 2 years 

 2 years 4 years 

 3 years 5 years 

Ordinary degree or 
honours degree 

 4 years 6 years 

4/5 years 7 years 

 4 years 6 years 

Integrated master’s 
degree 

 5 years 7 years 

5/6 years 8 years 

 

Guidance note 15.1 

Accelerated routes may be designed to allow students to complete a full-time degree in 

two years or a part-time level in one year. If a course has been designed in such a way 

then the details will be set out in the course specification. 

A part-time mode is taken to include flexible learning that may comprise distance 
learning, block-release, work-based learning etc. 
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17. Credits per year 

17.1 Students should study a certain number of credits in an academic year. 

a. Full-time students normally study 120 credits. The maximum credits are 160, 

except in the case of accelerated courses where use is made of the summer 

vacation and students study 180 credits. 

b. The maximum number of credits for part-time students should be outlined in 

course documentation. The minimum will normally be 20 credits. 
 

18. Extension of registration 

18.1 The Dean of School, or agreed nominee, can extend a student’s registration on an 

exceptional basis beyond that set out in course documentation. 
 

19. Accreditation of prior learning 

19.1 A student may be accredited with prior learning where they can demonstrate 

evidence of achievement comparable to the learning outcomes set out in the 

course specification. This may apply to certificated or experiential learning. 

19.2 A student can be admitted directly to level 5 or, exceptionally, level 6 of a course. 

However, the student will not be able to claim an interim award of the University 

unless they meet the credit requirements set out in reg. 14.1. 

 

 

 

External examiners 
 

20. Requirements 

20.1 A course must have an external examiner(s) approved and appointed on behalf of 

Academic Board. 

 

 
 

20.2 An external examiner must be present at a board meeting that agrees final awards 

(an external examiner need not attend progression boards). If unavoidable 

circumstances result in the external examiner being absent from such a meeting, 

the external should subsequently indicate by written notification – via the Course 

 

Guidance note 19.2 

Course teams must have procedures for granting accreditation. A student’s prior learning 

claims should be approved before they commence the course. Special arrangements will 
be approved for students progressing from Foundation degrees to Bachelor’s degrees. 

 

Guidance note 20.1 

Full information on external examiners can be found in QH Section 9, including 

procedures for their appointment. 
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Leader – that he/she has been involved in the assessment process and agrees with 

the decisions made at the board. In the case of referral boards, at least one 

external examiner should be involved in the process but not necessarily through 

attendance (see also reg. 24.1). 

20.3 The external examiner(s) must submit an annual report within four weeks of the 

board meeting at which the final awards were decided. 

 
Board of Examiners 

 

21. Purpose and powers 

21.1 Each award-bearing course must have a board to: 

a. ensure there are consistent and fair arrangements for assessment; 

b. make academic judgements on the progress of students; 

c. make academic judgements on the conferment of awards; 

d. consider any case of student performance that is giving cause for concern. 

21.2 A board should operate with due regard to: 

a. the course specification; 

b. any Academic Board agreements with other validating, accrediting or 

professional bodies (or a collaborating centre) as appropriate; 

c. principles and policies on assessment as set out in the QH Section 15. 

21.3 A board may appoint a Subsidiary Examination Board if this is necessary, 

normally in the context of collaborative arrangements. 

21.4 A board may be responsible for more than one course provided this is approved 

at the Development and Approval Group. 

21.5 A board may operate a two-tier, Award Board/Subject Board, structure. 
 

22. Operation of the board 

22.1 The Course Leader and Module Leaders (or their nominees) should be present at 

the board unless prior arrangements have been made with the chair. External 

examiners must be invited to boards where level 6 awards are being determined. 

Any member of teaching staff may attend. 

 

 
 

22.2 All award and module results (including referral results) will be considered and 

agreed by a board. 

 

Guidance note 22.1 

The full membership, terms of reference and key duties of members of Boards of 

Examiners are available as Quality Handbook Supplement (QHS) 15B. 
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22.3 A board – or sub-group of it – may be held following first half-year assessments. A 

board is required if there are reasons to consider the termination of a student's 

studies on the course. 

22.4 It is the duty of board members to uphold the confidentiality of all of its meetings. 

22.5 All of the assessed grades contributing to a module or an award remain provisional 

until confirmed by a board. 

22.6 Care should be taken to record in the board minutes the reasons why discretion 

has or has not been exercised in relation to specific regulations. 
 

23. Subject boards 

23.1 In the case of complex courses, a two-tier board structure can be adopted, 

comprising a subject board and an award board. A subject board has responsibility 

for approving grades of modules in that subject and ensuring fairness amongst 

students. The subject board should not be allowed to make judgements about an 

individual's overall progression and award; this is a matter for the awards board. 
 

24. Referral boards 

24.1 The board is responsible for the referred or deferred assessment of students. The 

board may delegate that responsibility to a smaller referral board, which must 

involve at least one external examiner in the process but not necessarily through 

attendance. 

 
Placement learning 

 

25. Sandwich awards 

25.1 A student will be eligible for a sandwich award if they: 

a. complete the required number of weeks of placement activity; 

b. achieve the competencies, learning outcomes and workplace experience as 

required in the placement specification; 

c. and submit and pass the specified assessment requirements. 
 

26. Certification 

26.1 A student who successfully completes the placement as defined in reg. 25.1 will be 

entitled to a placement award (the precise award and title will have been approved, 

and will be set out in the course specification). 

 

Guidance note 22.2 

Boards normally meet shortly after the end of the academic year, with a referral board in 

September (for full-time courses following the conventional academic year). 
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26.2 A Placement award (Certificate or Diploma) may be conferred with Commendation 

and Distinction. 
 

27. Exemption 

27.1 Exemptions from part of the placement year may be authorised by the Course 

Leader. The student must have completed supervised placement activities that can 

be certified as at least equivalent, in terms of length and in terms of the learning 

outcomes, competencies or rationale, to the normal placement experience. 
 

28. Shortfall in weeks 

28.1 Where a student has not completed the minimum number of weeks of placement 

activity, the board may enact one of the following options: 

a. require the student to make good the shortfall by undertaking supervised 

placement activity during vacations or other appropriate times within their 

initial period of registration; 

b. exceptionally, where (a) above cannot be satisfied due to illness or some 

other valid cause, require a student to complete satisfactorily an alternative 

form of assessment which simulates some of the characteristics of supervised 

placement activity within the student's initial period of registration; 

c. recommend a placement award if there is a sufficiently minor shortfall in the 

number of weeks and regs. 25.1b and 25.1c have been satisfied. 
 

29. Failure 

29.1 Where a student’s performance fails to satisfy the requirements of regs. 25.1b 

and/or 25.1c, the board may enact one of the following options: 

a. require the student to undertake another period of supervised placement 

lasting no longer than the first and indicating the criteria the student needs to 

satisfy; 

b. exceptionally, require the student to complete satisfactorily an alternative 

form of assessment which simulates some of the characteristics of the 

supervised placement; 

c. where course documentation allows, and the student’s overall performance 

justifies, amend their registration in order to take modules that lead to a non- 

sandwich award. The student will need to give written agreement to this 

action; 

d. withdraw the student from the course. 

29.2 At the board’s discretion, a student on a sandwich course who does not 

satisfactorily complete level 5 may be allowed to proceed to the placement with 

trailing modules (see regs. 48.1 – 48.4). 
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Submission of coursework 
 

30. Assessment and Feedback Plan 

30.1 A student must submit work for assessment in the required form(s) by a specified 

time on the dates indicated in the Assessment and Feedback Plan and to the 

person designated for receiving work. 
 

31. Late submission 

31.1 In respect of students submitting after the specified time, rules will apply. 

31.2 Where a student is taking a first attempt at a module and submits assessed work 

after the submission date (and specified time) indicated in the Assessment and 

Feedback Plan, the work will be marked if submitted within five working days of the 

submission date. 

31.3 Where a student is making a first attempt and submits assessed work by this 
second deadline (i.e. five working days after the submission date), the maximum 

grade awarded will be a low 3rd. Where the quality of the assessed work falls below 

the minimum acceptable level (i.e. below a low 3rd) a lower grade will be awarded 
as appropriate. 

31.4 Students who have been granted a ‘time extension’ (see reg. 31.8 below and the 

NEC procedures) for the first attempt will have the same second deadline (i.e. five 

working days after the agreed extended deadline). 

31.5 Where a student is making a first attempt at a module and submits work after the 

second deadline (i.e. five working days after the official deadline), a zero grade will 

be awarded and examiners must only comment on the work for learning purposes 

and return it to the student with a zero grade. 

31.6 A course may adopt a shorter timescale than five working days. This should be 

agreed with ASQC and indicated in the course handbook and other appropriate 

documentation provided to students. 

31.7 Where a student is making a referred or retake attempt at a module they must 

submit work by the submission date and they will not be allowed a second deadline. 

Work received after the submission date without a ‘time extension’ will be awarded 

a zero grade. Examiners must only comment on the work for learning purposes  

and return it to the student with a zero grade. 

31.8 A student who has substantiated exceptional circumstances may be granted a ‘time 

extension’ to submit work either five or ten days after the submission date. Where 

a student is authorised to submit work after the submission date, they will not be 

penalised provided it was submitted within the authorised time extension (see also 

QH Section 14). 



Section16A 

page 16 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

 

Nottingham Trent University Quality Handbook 

Part D Section 16A: Common Assessment Regulations: 

Undergraduate degree courses 

 

 

 

 

 

 

32. Pass and fail modules 

32.1 In modules that are marked on a pass and fail basis, a 'Late Pass' should be 

recorded by the board for successful work that is submitted after the submission 

date and without a time extension. 

 
Module results 

 

33. Context 

33.1 A module is summatively assessed by an element or elements. Normally that 

element is located within a module, but may be located within a course 

assessment. Sub-elements of assessment are smaller units of assessment that 

may make up a single element. These are used in disciplines where several small 

tasks are required to ensure that all the course learning outcomes are met. 

33.2 The specific arrangements relating to the assessment of a module will be set out in 

the module specification. 
 

34. Grade based assessment scheme 
 

34.1 All elements and sub-elements are marked according to the University’s 

undergraduate grade based assessment scheme – see appendix. The full range of 

seventeen grades should be used. For assessment of the level 7 credits which 

contribute to the integrated master’s award, the fourteen postgraduate grades 

should be used. 
 

35. Exceptions 

35.1 A course may include competency-based elements that are assessed on a pass or 

fail basis. These elements are not used to determine the module grade, level 

result or award classification. 

 

 
 

36. Pass or fail credits 

36.1 Where a student has been admitted on the basis of prior learning or has 

undertaken study at another institution as part of their course, the credits may be 

graded on a pass or fail basis. Such credits are not used to determine the module 

grade, level result or award classification. 

 

Guidance note 35.1 

Competency-based refers to a practical, professional or work-based type of performance 

assessment that is normally measured as a personal competence against pass and fail 

criteria. 
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37. Minimum pass grades 

37.1 The minimum pass grade for a module is a low 3rd. 

37.2 The minimum pass grade for an element and a sub-element is a low 3rd (but see 

reg. 37.5 below). 

37.3 For integrated master’s awards, the minimum pass grade for the level 7 modules, 

elements and sub-element, is a pass (postgraduate GBA framework). 

 
 

Guidance note 37.3 

 For clarification, the level 7 pass threshold for integrated master’s represents a higher  

 standard of work than the undergraduate threshold (levels 4-6). This applies to level 7  
modules taken at stage 3, where there may be a mixture of level 6 and level 7 modules. 

37.4 Where a module is assessed by more than one element, the module result will be 

determined by averaging (with appropriate weighting as necessary) the numerical 

equivalents of the element grades. 

 

 
 

37.5 If a marginal fail grade is achieved in an element of a module, then providing at 

least a low 3rd grade has been achieved for the module as a whole, the student’s 

performance will be recorded as a pass for that module. 

 

 

 
 

38. Compensation 

38.1 A board may compensate a marginal fail grade for a module as a whole. In such 

cases, the student’s performance will be recorded as a compensated pass for that 

module. 

38.2 In addition, a board may compensate a mid fail grade for an element provided at 

least a low 3rd grade (or pass for level 7 integrated master’s modules) has been 
achieved for the module as a whole. In such cases, the student’s performance will 
be recorded as a compensated pass for that module. In cases of a marginal fail 
grade in an element of a module, see reg. 37.5 above. 

38.3 Where exceptional circumstances apply (see NEC procedures), a board may 

compensate an element or module grade that is lower than a marginal fail. In such 

cases, the student’s performance will be recorded as a compensated pass for that 

module. 

38.4 A board may apply compensation to a maximum of 20 credits at an academic 

stage. 

 

Guidance note 37.4 

The actual number that results from the above calculation (and not the numerical 
equivalent) is used to determine the student’s level result (see reg. 52). 

 The equivalent holds for  
level 7 credit in integrated master’s courses. If a marginal fail is achieved in an  

element, then providing at least a pass grade has been achieved for the module as 
a whole, the student’s performance will be recorded as a pass for that module.  
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38.5 A board may compensate beyond 20 credits where exceptional circumstances 

apply. 

 

 
 

39. Considerations in applying compensation 

39.1 Compensation is where a board makes an academic judgment that a student is 

deemed to have passed a module because they have: 

a. achieved elsewhere the course learning outcome(s) to which the failed 

module contributes; and 

b. performed satisfactorily on the course as a whole. 

39.2 Normally a student must have achieved the minimum pass requirement or higher 
at the end of the stage to be eligible for compensation (see also reg. 52). In cases 
where level 6 and level 7 modules contribute to a single stage in integrated 
master’s courses, the minimum pass requirement at the end of the stage will be 

the equivalent of an undergraduate low 3rd. 

39.3 A module or element grade that has been compensated must not be adjusted. 

39.4 A board should be cautious in applying compensation to students who have not 

completed an entire academic stage. 

39.5 A board should not apply compensation if the student has not completed all pieces 

of assessment associated with that element, unless exceptional circumstances 

apply. 

 

 
 

40. Module failure 

40.1 A student who has not achieved the minimum module pass grade– and who has 

not been granted a compensated pass – has failed the module. 

40.2 Normally a student shall have a right following initial failure of a module to be 

reassessed on one further occasion to achieve a pass. 

 

Guidance note 38.5 

Where there are no exceptional circumstances but the board is satisfied that the course 

learning outcomes have been achieved it may exercise discretion in cases of marginal 
and mid fail grades and compensate beyond 20 credits. 

 

Guidance note 39.5 

Compensation should be awarded with care; it should be fair and reasonable in relation 

to the course learning outcomes and the standard of the award. In exercising its 

academic judgment, a board should normally take into consideration: 

a. the curriculum map; 

b. the course and module leader's recommendation; 

c. the overall stage result that the student has achieved. 
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40.3 At levels 6 and 7, students will not be offered the opportunity to retake fail grades 

until a board has confirmed the decision. 
 

 
 

41. Maximum module attempts 

41.1 The maximum permitted number of attempts normally allowed for a student to 

pass a module will be two – first attempt and referral or retake. At levels 4 and 5, 

a board has discretion to authorise a third attempt in appropriate circumstances. 

41.2 A student may not demand reassessment in a module that is no longer offered in 

the course. A board may, at its discretion, make special arrangements where it is 

not practicable for students to be reassessed in the same modules and by the same 

methods as at the first attempt. 
 

42. Referral and retake 

42.1 For reassessment in a module, a student will either: 

a. undertake a referral in that academic year in the failed element(s) of the 

module or an alternative assessment(s) as determined by the board; 

b. retake the whole module in the following academic year, including the new 

module assessments, with or without further attendance. 

 

42.2 In the case of referral, a student should not have to repeat an element they have 

passed. 
 

 

 

Guidance note 40.3 

A board can rule that a student who has failed a professional practice placement may not 

be eligible to retake that placement. 

 

Guidance note 42.2 

Referral is the normal form of reassessment since it is linked to the student’s original 

module studies and normally will not involve further attendance. As it is linked to the 

student’s original module studies it should take place in the same academic calendar 

(e.g. August or September for year-long modules) unless there are sound academic 

reasons for not doing so. If a student fails the referred work, they may be offered the 

opportunity to retake the module. 

In the case of some failures, it may be appropriate for a board to forego the initial 

referral opportunity and require a student to retake the module with or without 

attendance. Without attendance means that the student is not required to attend classes 

except those, if any, during which assessment is conducted. If a student fails the retake, 
they may be offered a referral opportunity. 
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43. Minimum pass grade for retakes and referrals 
 

43.1 The minimum pass grade for a retake module is a low 3rd (or pass for level 7 

modules on integrated master’s courses). However, at the discretion of the board, 

a failed retake module or element within it may be compensated according to the 

parameters set out in regs. 38 – 39. 

43.2 The minimum pass grade for a referred module is a low 3rd (or pass for level 7 
modules on integrated master’s courses). Where a student is referred in more than 

one element, a low 3rd/pass grade in each of the referred element(s) is required 
unless the board sets out an alternative minimum as part of the referral conditions. 
At the discretion of the board, a failed referred module or element within it may be 
compensated according to the parameters set out in regs. 38 – 39. 

 

44. Maximum grade for retake 
 

44.1 The maximum grade that is recorded for a retake module is a low 3rd, or pass for 

level 7 integrated master’s modules. 
 

45. Maximum grade for referral 

45.1 The maximum grade that is recorded for a referred assessment element is a low 

3rd, or pass for level 7 integrated master’ s modules. However, where a student is 
referred in an element, the result for any element that was passed at the first 
attempt is used in determining the module result and grade. A student may 

therefore achieve a module grade that is higher than a low 3rd /pass for a referred 
module. 

 

 
 

 

 
 

46. Zero grade as an academic irregularities penalty 

46.1 A student who has committed an academic irregularity may be referred in a module 

or element in order to provide the student with the opportunity to meet the  

learning outcomes. If a student subsequently demonstrates those outcomes, a 

 

Guidance note 45.1a 

A board may decide that a rework (sometimes known as ‘model answers’) of a complete 

assessment paper with a pass grade greater than a low 3rd is more appropriate than 
further coursework and/or another examination. If the student meets the board's 

requirement, the student will be awarded a low 3rd irrespective of the actual grade 
assigned by the marker. A fail grade should be factored down appropriately. 

 

Guidance note 45.1b 

A board has the discretion to set one task to assess two or more assessment elements if 

this is fair and valid. 
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pass should be recorded – the module is not compensated and the module grade 

remains zero. 
 

47. Referral submission dates 

47.1 All students who are required to undertake referred work during the summer 

vacation will be given a common date to return work to the University. This will 

normally be the first day of the referral examination period. 
 

48. Trailing modules 
 

48.1 A board may use its discretion to allow a student to enter stage 2 or stage 3 (or 

stage 4 of an integrated master’ s course) carrying a deficiency from a previous 

stage, normally of up to 20 credits. 

 

 
 

48.2 Normally a student will not be allowed to enter the final stage of an undergraduate 

course with modules from level 4 outstanding. 

48.3 A student who is allowed to proceed to the next stage carrying a deficiency of core 

modules should normally make good the deficiency by the end of that academic 

year. 

48.4 At the discretion of a board, a student who is allowed to proceed to the next 

academic stage carrying a failure(s) in an optional module may be allowed to make 

good the deficiency in either the same failed module or an approved alternative 

module of at least the same level and credit value. An alternative module should be 

treated the same as if it was a retake module. 
 

49. Half-year modules 

49.1 As noted in reg. 22.3, a board – or sub-group of it – may meet at the end of the 

half-year to make provisional analysis of students’ performance. 

49.2 At level 4 or level 5, a board – or sub-group of it – may allow a student to make 

good a failure(s) during the second half-year provided it would not overburden the 

student. 

 

 
 

49.3 Course Leaders have authority to inform students of their provisional module result 

and any approved remedial action to be undertaken during the second half-year. 

 

Guidance note 48.1 

A board may exercise discretion and allow a student to progress carrying more than 20 

credits provided it is reasonable to allow a student to do so given their overall academic 
record and the extent of the deficiencies to be retrieved. 

 

Guidance note 49.2 

Where a student’s module grade is a low fail or below, the failure will normally be made 
good after the end of the academic year. 
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50. Termination of studies 

50.1 A board is authorised to terminate a student’s studies for the following reasons: 

a. the student has exhausted the total number of attempts as set out under reg. 

41; 

b. the student has an overall poor record of performance, attendance, 

participation or commitment on the course and the board judges that there 

are no grounds to permit the undertaking of further remedial or retake 

modules; 

c. major academic irregularities. 

 

 
 

51. Improvement of grades 

51.1 No reassessment is permitted for a student to improve upon a grade above the 

pass level required for the award. 
 

 

 

Stage result 
 

52. Definition 

52.1 At the completion of a stage, a stage result for each student is determined by 

averaging (with appropriate weighting as necessary) the marks of the modules that 

comprise that stage of study (also see reg. 37.4, guidance note). 

 

 

 

Guidance note 50.1 

A member of the course team should formally counsel a student who has failed modules 
at the end of the half-year or where progress is giving cause for concern. 

 

Guidance note 51.1 

In situations where a student has an upheld case of exceptional circumstances but also a 

module grade that is above a pass grade, the board should not require, permit or offer 

the student an opportunity to undertake a reassessment. Instead the board should take 

into account the fact that substantiated exceptional circumstances affected the student’s 

performance in that module and exercise appropriate discretion when deciding on the 
student’s final award classification. 

 

Guidance note 52.1 

The stage result is used as a guide for progress and the award of compensation. It is 

also used to help determine honours classification. 
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Determining awards 
 

53. Classification for honours 

53.1 The classification for an honours bachelor degree is based either entirely on the 

stage 3 result, or may include a contribution of no more than a third from the 

stage 2 result. A course team must determine the most appropriate weighting for 

the course at its approval and include it in course documentation. 

53.2 For integrated master’s degrees, the classification is based upon a combination of 

level 6 and level 7 credits according to the weighting agreed at course approval. 

The final classification calculation must include performance at 120 credits of level 

7 study. 

53.3 The following classifications are adopted for each course leading to a bachelor’s 

degree with honours: 
 

 

Bachelor’s 
Minimum grade (undergraduate 

GBA scheme) 

First Class Honours Low 1st 

Second Class 

Honours, Upper 

Division 

 
Low 2.1 

Second Class 

Honours, Lower 

Division 

 
Low 2.2 

Third Class Honours Low 3rd 

 

53.4 The following classification bands are adopted for each course leading to an 

integrated master’s award: 
 

 

Integrated master’s 
Minimum grade (postgraduate 

GBA scheme) 

First Class Honours Distinction 

Second Class 

Honours, Upper 

Division 

 
Commendation 

Second Class 

Honours, Lower 

Division 

 
Pass 

 

Where a student has credits assessed on a pass/fail basis, those credits should be 
discounted for the purposes of determining the stage result (see also reg. 35 and 36). 
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53.5 A higher classification may be awarded than that determined by the classification 

calculation. 

 

 
 

53.6 Consideration of a student’s final award will take place after the student has 

completed all modules comprising the final stage of the course. 
 

54.Integrated master’s degree: failure 
 

 
 

 
 

 

 

Guidance note 53.4 

A course may base its honours classification on less than 120 credits at level 6 where it 

has a professional practice module assessed on a pass/fail basis (see reg. 35). This 
arrangement must be approved. 

 

Guidance note 53.5 

In deciding whether to award a higher honours classification, a board should take into 

account: 

a. the strength of the student’s profile of grades across the stage, i.e. whether an 

acceptable proportion of module grades for a particular student are in a higher honours 

classification; 

b. information about a student’s performance other than the raw module grades 

achieved, e.g. their particular strengths in important outcomes or curriculum areas, or 

their special graduate attributes, capabilities or skills. 

This discretion must be used only to raise and not lower a student’s classification. 

A board may also exercise additional discretion for students who have exceptional 

circumstances. 

The principles of this guidance note should also apply to the award of Distinction for 

CertHE, DipHE and Ordinary degrees. 

54.1 Where a student fails a module(s) at level 7 (or has a failure(s) in a trailing
module(s)), a board may agree one of the following: 

a. allow the student’s overall performance to compensate for module failure and

award an integrated master’s degree and classification provided the board is

confident that the course learning outcomes have been satisfactorily
achieved; 

A board may apply compensation to a maximum of 20 credits at level 7. 

Guidance note 55.1a 

A board may compensate more than 20 credits where exceptional circumstances apply. 

Where there are no exceptional circumstances but the board is satisfied that the course

outcomes have been achieved, it may exercise discretion in cases of marginal and mid

fail grades, and compensate beyond 20 credits. 
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A board may – where possible – ascribe a grade for a module where exceptional 

 circumstances apply. This would normally have the effect of raising the student's award  

 result.  

 
 

 
 

 
 

 
 

 
 

 

Guidance note 55.1d 

 Where a student fails in his/her reassessment for an honours degree they may be  

 offered one further attempt at the discretion of the board or be awarded an Ordinary  

degree if they have achieved at least 60 credits at level 6 and met the award outcomes. 

 

 
 

55. Bachelor’s degree (Honours): failure at level 6 

55.1 Where a student fails a module(s) at level 6 (or has a failure(s) in a trailing 

module(s)), a board may agree one of the following: 

b. offer the option of either being re-assessed for an integrated master’s on one

further occasion in the failed modules OR accepting an honours degree if the

student has achieved at least 120 credits at level 6 and met the award
outcomes; 

The title of the fall-back bachelor’s award should be as agreed at course approval. 

 

Guidance note 55.1b 

If a student opts for reassessment for an integrated master’s award, a board may

specify a maximum classification that the student can achieve. 

The classification of the fall-back award is based on the approved weighted aggregate of

level 5 and level 6 credits. Level 7 credits can be used in this calculation if the student

falls short of 120 level 6 credits as long as the course learning outcomes have been

achieved. 

Where a student does not achieve the standard of an integrated master’s degree and is

awarded the fall-back bachelor’s award, a Postgraduate Certificate can also be awarded

provided 60 level 7 credits have been achieved. 

If a student fails some or all of these reassessed modules, the student may claim a
bachelor’s degree award as previously offered. 

c. award an honours degree if the student has achieved at least 120 credits at
level 6 and met the award outcomes; 

d. allow a student to be reassessed in the failed modules on at least one further
occasion in order to qualify for an honours degree; 

e. require the student to withdraw from the course with no further attempts. In

such cases, a student may be awarded a DipHE provided they have met the
requirements. 
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a. allow the student’s overall performance to compensate for module failure and 

award an honours degree and classification provided the board is confident 

that the course learning outcomes have been satisfactorily achieved; 

 

 
 

b. offer the option of either being re-assessed for honours on one further 

occasion in the failed modules OR accepting an Ordinary degree if the student 

has achieved at least 60 credits at level 6 and met the award outcomes; 

 

 
 

c. award an Ordinary degree if the student has achieved at least 60 credits at 

level 6 and met the award outcomes; 

d. allow a student to be reassessed in the failed modules on at least one further 

occasion in order to qualify for the award of an Ordinary degree; 

 

 
 

e. require the student to withdraw from the course with no further attempts. In 

such cases, a student may be awarded a DipHE provided they have met the 

requirements; 

 

 

 

Guidance note 54.1a 

A board may apply compensation to a maximum of 20 credits at level 6. 

A board may compensate more than 20 credits where exceptional circumstances apply. 

Where there are no exceptional circumstances but the board is satisfied that the course 

learning outcomes have been achieved, it may exercise discretion in cases of marginal 

and mid fail grades, and compensate beyond 20 credits. 

A board may – where possible – ascribe a grade for a module where exceptional 

circumstances apply (a low 3rd or higher grade). This would normally have the effect of 
raising the student’s award result. 

 

Guidance note 54.1b 

If a student opts for reassessment for honours, a board may specify a maximum 

classification that the student can achieve. 

If a student fails some or all of these reassessed modules, the student may claim an 

Ordinary degree award as previously offered. 

 

Guidance note 54.1c 

Where a student fails in his/her reassessment for an Ordinary degree they may be 

offered one further attempt at the discretion of the board or be awarded a DipHE (if they 
have met the requirements for the award). 

 

Guidance note 54.1e 

A board may award a named DipHE where the student has not met the precise 

requirements set out in course documentation. 
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f. offer the award of an Aegrotat Honours (or Ordinary degree or interim award 

as appropriate). Aegrotat awards do not carry a classification or distinction. 

 

 
 

56. Ordinary degree 

56.1 Where level 6 of a course contains a module of 60 – 120 credits, a board may 

award an Ordinary degree to a student who fails that module provided the board is 

assured that the student’s assessment(s) provide sufficient evidence that the 

student has met the course learning outcomes for the Ordinary degree. 

56.2 A student may be awarded an Ordinary degree with Distinction provided the 
student has achieved an award result of a low 1st or higher (see also guidance note 

53.5) in the modules that comprise the Ordinary degree. 

 

A student may be awarded a DipHE with Distinction provided the student has achieved 

an award result of a low 1st or higher (see also guidance note 53.5). 

 

Guidance note 54.1f 

A student who declines an Aegrotat and instead elects to resit as if for the first time, 

may not subsequently claim the Aegrotat award if they fail but may be reassessed for 
the Ordinary degree. 
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Appendix: GBA grades and numerical equivalents 
 

 
 

Upper 

second 

High 2.1 68 69 – 67 

Mid 2.1 65 66 – 64 

Low 2.1 62 63 – 60 
 

 

High 3rd 48 49 – 47 
 

Third Mid 3rd 45 46 – 44 

Low 3rd 42 43 – 40 
 

 

Zero Zero 0 0 
 

 

Class  
Numerical 
equivalent 

Mark range 

Exceptional 1st 96 100 – 93 

High 1st 89 92 – 85 
First 

Mid 1st 81 84 – 78 

Low 1st 74 77 – 70 

High 2.2 58 59 – 57 

Lower 
second 

Mid 2.2 55 56 – 54 

Low 2.2 52 53 – 50 

Marginal fail 38 39 – 35 

Fail Mid fail 32 34 – 30 

Low fail 18 29 – 1
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1. Principles behind the regulations 

 
 

The principles and regulations of assessment set out in the Quality Handbook 

are designed to ensure that the University, its Schools and course teams have 

processes of assessment in place which enable every student to demonstrate 

the extent to which they have achieved the intended learning outcomes of the 

award. 

The main purposes of assessment are to judge the students’ achievement of 

learning outcomes and to safeguard threshold academic standards. Appropriate 

assessment also informs teaching, facilitates and shapes learning and 

engagement and supports the development of graduate attributes. 

Assessment is always a matter of judgment, not simply of computation and 

regulation. Grades do not represent absolute values but symbols used to 

communicate examiners’ judgments on different aspects of a student’s 

learning. They provide information for a Board of Examiners’ final decision on 

the student’s fulfilment of the course outcomes and the achievement of the 

award standard. Course outcomes capture the learning and attributes 

developed by the course as a whole – which is normally more than the simple 

sum of its parts. 

This set of regulations provides a framework within which to exercise this 

judgment so that students are treated with parity across the University’s 

courses. However, boards have discretion to interpret the regulations flexibly 

for individual students with due consideration to the course outcomes and the 

award standard. 

Academic judgments cannot, in themselves, be questioned or overturned. 

 

 

2. Scope of the regulations 

2.1 These regulations apply to all students registered on the University’s 

undergraduate degree courses (incorporating CertHE, DipHE and Ordinary degree 

as interim awards) with effect from the 2015/16 academic year. Separate 

regulations are available for Foundation degree courses. 
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2.2 Unless specific mention is made, the regulations do not distinguish between 

students on different modes of attendance. 

2.3 Where indicated, the Board of Examiners (hereafter referred to as board) and 

students must refer to the course specific documents for further details of the 

regulations for the course. 

2.4 The regulations apply to all undergraduate degree courses unless the University’s 

Academic Standards and Quality Committee (ASQC) has approved alternative 

arrangements. 
 

3. Changes to the regulations 

3.1 The University reserves the right to alter its courses without prior notice, and to 

modify from time to time its regulations for the admission and progression of 

students and for the conferment of awards. Where these changes affect the title of 

an award or cause a student to be unable to complete the named award for which 

they are registered, they will be consulted and the board (including external 

examiners) informed. Where the named award cannot be offered or completed, the 

University will describe the title and modular components of an alternative award 

which can be made available to the student. 

3.2 The regulations will be reviewed and updated periodically in line with developments 

in University policy and practice. There may be differences in regulations as they 

apply to different cohorts of students registered for the same award. Every effort 

will be made to inform students about proposed changes and, if educationally 

appropriate, introduce such changes for all cohorts of students. 

3.3 A student cannot demand reassessment in a module that is no longer offered (see 

also regulations 41.2, 42.1 and 48.4). 
 

4. Consultation on making changes 

4.1 While the University reserves the right to modify its assessment regulations at any 

time, particular thought has to be given to the timescale for introducing changes 

and the effect on current cohorts of students. Changes will not normally be 

introduced for implementation in the current year of study but would take effect in 

the following academic year. 

4.2 Changes to the regulations are normally made after appropriate consultation. At 

University level, proposed changes will be discussed with staff who will be given 

the opportunity to comment on such changes. Students and external examiners 

will also have an opportunity to comment. Proposed changes may be modified in 

the light of feedback. 

4.3 At course level, students and external examiners should be consulted on any 

proposed changes to the assessment regime which may affect progression and 

award requirements. Students must be kept fully informed as to any changes to 

the regime which affects them. 

4.4 The above processes apply to all award bearing courses. 



Section16A 

page 6 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

 

Nottingham Trent University Quality Handbook 

Part D Section 16A: Common Assessment Regulations for 

Bachelor’s and Integrated Master’s degrees 

 

 

 

 

 

 

5. Course requirements 

5.1 Course specific requirements should be set out in course documentation and 

include: 

a. the approved awards to which the course leads; 

b. the approved title(s) of the course awards; 

c. the course learning outcomes; 

d. the curriculum map showing where the course learning outcomes are 

assessed; 

e. the assessment schedule; assessment and feedback plan; 

f. the criteria for determining each award – including the criteria for 

classification; 

g. specific applications or interpretations of these regulations; 

h. agreed statements on any requirements for work-based learning, professional 

practice or residence abroad, especially in respect of sandwich awards; 

i. details of any special professional body, statutory or collaborative 

arrangement; 

j. requirements that affect progression or awards. 

 
 

Guidance note 5.1 

A curriculum map charts each module against the course learning outcomes, indicating 

where an outcome is assessed. The map is used by the course team to assure itself that 
the course learning outcomes are adequately assessed across the curriculum an d the  

 Board of Examiners to determine that learning outcomes have been achieved.  

 
 

6. Students with disabilities 

6.1 Reasonable adjustments to assessment arrangements will be made to ensure that 

students with disabilities are not substantially disadvantaged. The Course Leader 

will ensure that students are made aware of the procedures for requesting 

adjustments, will consider such requests and will agree arrangements, referring to 

Student Support Services and the Academic Office for guidance as necessary. Any 

agreed adjustments will be notified to the board. 

 
Awards and levels 

 

7. Awards 

7.1 Normally, all courses incorporate the awards set out below and the outcomes for 

each will be articulated in course documentation. Each has a credit definition: 
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a. Certificate of Higher Education (CertHE) – successful completion of 120 

credits at level 4; 

b. Diploma of Higher Education (DipHE) – successful completion of 120 credits 

at level 4 and 120 credits at level 5; 

c. Ordinary degree – successful completion of 120 credits at level 4, 120 credits 

at level 5 and a minimum of 60 credits at level 6 (but see reg. 56.1); 

d. Honours degree – successful completion of 120 credits at level 4, 120 credits 

at level 5 and 120 credits at level 6; 
 

 
 

8. Stages and levels of study 
 

8.1 A stage of study refers to the period of study in which the student achieves the 

learning outcomes associated with a particular level of study. For full-time courses, 

stages usually correspond to years of study – such that one year of study equates 

to one stage. For part-time courses, stages may last more than one academic 

year. See table below: 

 

 

  Stage of 

study 

FHEQ level at 

which learning 

outcomes are 

achieved 

Year of study 

Bachelor’s Full-time Stage 1 Level 4 Year 1 

  Stage 2 Level 5 Year 2 

  Stage 3 Level 6 Year 3 

 Part-time Stage 1 Level 4 Years 1 and 2 

  Stage 2 Level 5 Years 3 and 4 

  Stage 3 Level 6 Years 5 and 6 

Integrated 

master’s 

Full-time Stage 1 Level 4 Year 1 

  Stage 2 Level 5 Year 2 

  Stage 3 Levels 6/7 Year 3 

  Stage 4 Levels 7/6 Year 4 

 Part-time Stage 1 Level 4 Years 1 and 2 

  Stage 2 Level 5 Years 3 and 4 

e. Integrated master’s degree – successful completion of 120 credits at level 4, 
120 credits at level 5, 120 credits at level 6 and 120 credits at level 7. 
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Stage 3 Levels 6/7 Years 5 and 6 

Stage 4 Levels 7/6 Years 7 and 8 

 

8.2 A stage of study may incorporate modules with a value of up to 20 credits from a 

lower level than the level of the majority of credits of that stage (or exceptionally a 

higher level) – provided this fits with the course aims, outcomes and specification, 

and is approved accordingly. Course documentation will describe any such 

dispensation. Exceptionally, a course may incorporate 40 credits provided that 

amount of dispensation is approved through the Development and Approval Group 

(DAG) procedures (see Quality Handbook (QH) Section 5). 

8.3 This flexibility does not apply to stage 3 of the Ordinary degree – it must contain at 

least 60 credits drawn from level 6 modules (except in large modules as described 

in regulation 56.1). 

8.4 A module used in this way becomes attached to the stage to which it is 

contributing. So that, for example, if a level 5 module in French is used as part of 

the final stage of study on a Management Studies degree, this module would 

contribute to the final award and classification determination. 

8.5 Integrated master’s courses contain 120 credits at level 7 which are taken in 

stages 3 or 4 of an undergraduate course. 

8.6 A board may make an award by ‘counting down’ excess credits that a student may 

have achieved at either level 5 or level 6 in order to make up for a failed module(s) 

at either level 4 or level 5. 
 

9. Available classifications 

9.1 Course documentation will set out the criteria used in determining the classification 

of awards. 

9.2 An honours degree is classified: First Class; Upper Second Class; Lower Second 

Class; and Third Class. The specific criteria for each classification will be set out in 

course documentation and follow the grade based assessment (GBA) scheme as 

set out in the appendix. 
 

 

9.4 Provision for the award of a Distinction for the CertHE, DipHE and Ordinary degree 

may be made in the course documentation. A Distinction is awarded on the basis of 

an award grade of low 1st or higher. 

 

 

For integrated master’s awards, the classifications available are First Class, Upper
Second Class and Lower Second Class. 

 

Guidance note 9.4 

A board has discretion to award a Distinction to a student on the borders of a Distinction 

by applying the principles set out in guidance note 53.5. 
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10. Entitlement to an interim award 

10.1 Students proceeding through the course will not be recommended for interim 

awards. A student will normally be entitled to receive one award as a result of a 

continuous period of registration. 

 
Award titles 

 

11. Course titles 

11.1 The course specification will contain the course title(s) that will have been 

approved according to criteria set out in the Quality Handbook. 

11.2 A board may recommend an award with the course title for a student who has not 

met the precise requirements set out in course documentation. In doing so, a 

board must be satisfied that a named award is fair and appropriate. 

11.3 Where a board cannot award a CertHE, DipHE or Ordinary degree with the course 

title because the student has not achieved the appropriate learning outcomes, the 

student will only be entitled to receive a transcript. 
 

12. Honours titles: advanced standing 

12.1 To be eligible for the named title of an honours degree course, a student who has 

entered with advanced standing must normally have gained at least 120 credits at 

level 6 by satisfactorily completing modules at the University or collaborative 

centre. 
 

13. Ordinary titles: advanced standing 

13.1 To be eligible for the named title of an Ordinary degree, a student who has entered 

with advanced standing must normally have gained at least 60 credits at level 6 by 

satisfactorily completing modules at the University or collaborative centre. 
 

14. Interim titles: advanced standing 

14.1 Where a named interim award is claimed, a student who has entered with 

advanced standing must normally have satisfactorily completed the following 

modules at the University or collaborative centre: 

a. CertHE – 40 level 4 credits. 

b. DipHE – 80 level 5 credits. 
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Registration matters 
 

15. Registration periods 

15.1 A student who enters the beginning of a course should normally complete their 

studies within the following periods: 
 

 

Full-time 2 years 4 years 
 

DipHE Sandwich 3 years 5 years 
 

Part-time 3 years 5 years 
 

 
 
 

 
 

16. Intercalation 

16.1 Subject to approval, a student may vary their rate of study to suit their individual 

needs and circumstances. Where a student has formally interrupted their studies, 

the period of interruption of study will not be included for the purposes of 

calculating their maximum period of registration. 

Normal length Maximum length 

  1 year 2 years 

 2 years 4 years 

 3 years 5 years 

Ordinary degree or 
honours degree 

 4 years 6 years 

4/5 years 7 years 

 4 years 6 years 

Integrated master’s 
degree 

 5 years 7 years 

5/6 years 8 years 

 

Guidance note 15.1 

Accelerated routes may be designed to allow students to complete a full-time degree in 

two years or a part-time level in one year. If a course has been designed in such a way 

then the details will be set out in the course specification. 

A part-time mode is taken to include flexible learning that may comprise distance 
learning, block-release, work-based learning etc. 
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17. Credits per year 

17.1 Students should study a certain number of credits in an academic year. 

a. Full-time students normally study 120 credits. The maximum credits are 160, 

except in the case of accelerated courses where use is made of the summer 

vacation and students study 180 credits. 

b. The maximum number of credits for part-time students should be outlined in 

course documentation. The minimum will normally be 20 credits. 
 

18. Extension of registration 

18.1 The Dean of School, or agreed nominee, can extend a student’s registration on an 

exceptional basis beyond that set out in course documentation. 
 

19. Accreditation of prior learning 

19.1 A student may be accredited with prior learning where they can demonstrate 

evidence of achievement comparable to the learning outcomes set out in the 

course specification. This may apply to certificated or experiential learning. 

19.2 A student can be admitted directly to level 5 or, exceptionally, level 6 of a course. 

However, the student will not be able to claim an interim award of the University 

unless they meet the credit requirements set out in reg. 14.1. 

 

 

 

External examiners 
 

20. Requirements 

20.1 A course must have an external examiner(s) approved and appointed on behalf of 

Academic Board. 

 

 
 

20.2 An external examiner must be present at a board meeting that agrees final awards 

(an external examiner need not attend progression boards). If unavoidable 

circumstances result in the external examiner being absent from such a meeting, 

the external should subsequently indicate by written notification – via the Course 

 

Guidance note 19.2 

Course teams must have procedures for granting accreditation. A student’s prior learning 

claims should be approved before they commence the course. Special arrangements will 
be approved for students progressing from Foundation degrees to Bachelor’s degrees. 

 

Guidance note 20.1 

Full information on external examiners can be found in QH Section 9, including 

procedures for their appointment. 
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Leader – that he/she has been involved in the assessment process and agrees with 

the decisions made at the board. In the case of referral boards, at least one 

external examiner should be involved in the process but not necessarily through 

attendance (see also reg. 24.1). 

20.3 The external examiner(s) must submit an annual report within four weeks of the 

board meeting at which the final awards were decided. 

 
Board of Examiners 

 

21. Purpose and powers 

21.1 Each award-bearing course must have a board to: 

a. ensure there are consistent and fair arrangements for assessment; 

b. make academic judgements on the progress of students; 

c. make academic judgements on the conferment of awards; 

d. consider any case of student performance that is giving cause for concern. 

21.2 A board should operate with due regard to: 

a. the course specification; 

b. any Academic Board agreements with other validating, accrediting or 

professional bodies (or a collaborating centre) as appropriate; 

c. principles and policies on assessment as set out in the QH Section 15. 

21.3 A board may appoint a Subsidiary Examination Board if this is necessary, 

normally in the context of collaborative arrangements. 

21.4 A board may be responsible for more than one course provided this is approved 

at the Development and Approval Group. 

21.5 A board may operate a two-tier, Award Board/Subject Board, structure. 
 

22. Operation of the board 

22.1 The Course Leader and Module Leaders (or their nominees) should be present at 

the board unless prior arrangements have been made with the chair. External 

examiners must be invited to boards where level 6 awards are being determined. 

Any member of teaching staff may attend. 

 

 
 

22.2 All award and module results (including referral results) will be considered and 

agreed by a board. 

 

Guidance note 22.1 

The full membership, terms of reference and key duties of members of Boards of 

Examiners are available as Quality Handbook Supplement (QHS) 15B. 
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22.3 A board – or sub-group of it – may be held following first half-year assessments. A 

board is required if there are reasons to consider the termination of a student's 

studies on the course. 

22.4 It is the duty of board members to uphold the confidentiality of all of its meetings. 

22.5 All of the assessed grades contributing to a module or an award remain provisional 

until confirmed by a board. 

22.6 Care should be taken to record in the board minutes the reasons why discretion 

has or has not been exercised in relation to specific regulations. 
 

23. Subject boards 

23.1 In the case of complex courses, a two-tier board structure can be adopted, 

comprising a subject board and an award board. A subject board has responsibility 

for approving grades of modules in that subject and ensuring fairness amongst 

students. The subject board should not be allowed to make judgements about an 

individual's overall progression and award; this is a matter for the awards board. 
 

24. Referral boards 

24.1 The board is responsible for the referred or deferred assessment of students. The 

board may delegate that responsibility to a smaller referral board, which must 

involve at least one external examiner in the process but not necessarily through 

attendance. 

 
Placement learning 

 

25. Sandwich awards 

25.1 A student will be eligible for a sandwich award if they: 

a. complete the required number of weeks of placement activity; 

b. achieve the competencies, learning outcomes and workplace experience as 

required in the placement specification; 

c. and submit and pass the specified assessment requirements. 
 

26. Certification 

26.1 A student who successfully completes the placement as defined in reg. 25.1 will be 

entitled to a placement award (the precise award and title will have been approved, 

and will be set out in the course specification). 

 

Guidance note 22.2 

Boards normally meet shortly after the end of the academic year, with a referral board in 

September (for full-time courses following the conventional academic year). 
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26.2 A Placement award (Certificate or Diploma) may be conferred with Commendation 

and Distinction. 
 

27. Exemption 

27.1 Exemptions from part of the placement year may be authorised by the Course 

Leader. The student must have completed supervised placement activities that can 

be certified as at least equivalent, in terms of length and in terms of the learning 

outcomes, competencies or rationale, to the normal placement experience. 
 

28. Shortfall in weeks 

28.1 Where a student has not completed the minimum number of weeks of placement 

activity, the board may enact one of the following options: 

a. require the student to make good the shortfall by undertaking supervised 

placement activity during vacations or other appropriate times within their 

initial period of registration; 

b. exceptionally, where (a) above cannot be satisfied due to illness or some 

other valid cause, require a student to complete satisfactorily an alternative 

form of assessment which simulates some of the characteristics of supervised 

placement activity within the student's initial period of registration; 

c. recommend a placement award if there is a sufficiently minor shortfall in the 

number of weeks and regs. 25.1b and 25.1c have been satisfied. 
 

29. Failure 

29.1 Where a student’s performance fails to satisfy the requirements of regs. 25.1b 

and/or 25.1c, the board may enact one of the following options: 

a. require the student to undertake another period of supervised placement 

lasting no longer than the first and indicating the criteria the student needs to 

satisfy; 

b. exceptionally, require the student to complete satisfactorily an alternative 

form of assessment which simulates some of the characteristics of the 

supervised placement; 

c. where course documentation allows, and the student’s overall performance 

justifies, amend their registration in order to take modules that lead to a non- 

sandwich award. The student will need to give written agreement to this 

action; 

d. withdraw the student from the course. 

29.2 At the board’s discretion, a student on a sandwich course who does not 

satisfactorily complete level 5 may be allowed to proceed to the placement with 

trailing modules (see regs. 48.1 – 48.4). 
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Submission of coursework 
 

30. Assessment and Feedback Plan 

30.1 A student must submit work for assessment in the required form(s) by a specified 

time on the dates indicated in the Assessment and Feedback Plan and to the 

person designated for receiving work. 
 

31. Late submission 

31.1 In respect of students submitting after the specified time, rules will apply. 

31.2 Where a student is taking a first attempt at a module and submits assessed work 

after the submission date (and specified time) indicated in the Assessment and 

Feedback Plan, the work will be marked if submitted within five working days of the 

submission date. 

31.3 Where a student is making a first attempt and submits assessed work by this 

second deadline (i.e. five working days after the submission date), the maximum 

grade awarded will be a low 3rd. Where the quality of the assessed work falls below 

the minimum acceptable level (i.e. below a low 3rd) a lower grade will be awarded 

as appropriate. 

31.4 Students who have been granted a ‘time extension’ (see reg. 31.8 below and the 

NEC procedures) for the first attempt will have the same second deadline (i.e. five 

working days after the agreed extended deadline). 

31.5 Where a student is making a first attempt at a module and submits work after the 

second deadline (i.e. five working days after the official deadline), a zero grade will 

be awarded and examiners must only comment on the work for learning purposes 

and return it to the student with a zero grade. 

31.6 A course may adopt a shorter timescale than five working days. This should be 

agreed with ASQC and indicated in the course handbook and other appropriate 

documentation provided to students. 

31.7 Where a student is making a referred or retake attempt at a module they must 

submit work by the submission date and they will not be allowed a second deadline. 

Work received after the submission date without a ‘time extension’ will be awarded 

a zero grade. Examiners must only comment on the work for learning purposes  

and return it to the student with a zero grade. 

31.8 A student who has substantiated exceptional circumstances may be granted a ‘time 

extension’ to submit work either five or ten days after the submission date. Where 

a student is authorised to submit work after the submission date, they will not be 

penalised provided it was submitted within the authorised time extension (see also 

QH Section 14). 
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32. Pass and fail modules 

32.1 In modules that are marked on a pass and fail basis, a 'Late Pass' should be 

recorded by the board for successful work that is submitted after the submission 

date and without a time extension. 

 
Module results 

 

33. Context 

33.1 A module is summatively assessed by an element or elements. Normally that 

element is located within a module, but may be located within a course 

assessment. Sub-elements of assessment are smaller units of assessment that 

may make up a single element. These are used in disciplines where several small 

tasks are required to ensure that all the course learning outcomes are met. 

33.2 The specific arrangements relating to the assessment of a module will be set out in 

the module specification. 
 

34. Grade based assessment scheme 
 

34.1 All elements and sub-elements are marked according to the University’s 

undergraduate grade based assessment scheme – see appendix. The full range of 

seventeen grades should be used. For assessment of the level 7 credits which 

contribute to the integrated master’s award, the fourteen postgraduate grades 

should be used. 
 

35. Exceptions 

35.1 A course may include competency-based elements that are assessed on a pass or 

fail basis. These elements are not used to determine the module grade, level 

result or award classification. 

 

 
 

36. Pass or fail credits 

36.1 Where a student has been admitted on the basis of prior learning or has 

undertaken study at another institution as part of their course, the credits may be 

graded on a pass or fail basis. Such credits are not used to determine the module 

grade, level result or award classification. 

 

Guidance note 35.1 

Competency-based refers to a practical, professional or work-based type of performance 

assessment that is normally measured as a personal competence against pass and fail 

criteria. 
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37. Minimum pass grades 

37.1 The minimum pass grade for a module is a low 3rd. 

37.2 The minimum pass grade for an element and a sub-element is a low 3rd (but see 

reg. 37.5 below). 

37.3 For integrated master’s awards, the minimum pass grade for the level 7 modules, 

elements and sub-element, is a pass (postgraduate GBA framework). 

 
 

Guidance note 37.3 

 For clarification, the level 7 pass threshold for integrated master’s represents a higher  

 standard of work than the undergraduate threshold (levels 4-6). This applies to level 7  
modules taken at stage 3, where there may be a mixture of level 6 and level 7 modules. 

37.4 Where a module is assessed by more than one element, the module result will be 

determined by averaging (with appropriate weighting as necessary) the numerical 

equivalents of the element grades. 

 

 
 

37.5 If a marginal fail grade is achieved in an element of a module, then providing at 

least a low 3rd grade has been achieved for the module as a whole, the student’s 

performance will be recorded as a pass for that module. 

 

 

 
 

38. Compensation 

38.1 A board may compensate a marginal fail grade for a module as a whole. In such 

cases, the student’s performance will be recorded as a compensated pass for that 

module. 

38.2 In addition, a board may compensate a mid fail grade for an element provided at 

least a low 3rd grade (or pass for level 7 integrated master’s modules) has been 

achieved for the module as a whole. In such cases, the student’s performance will 

be recorded as a compensated pass for that module. In cases of a marginal fail 

grade in an element of a module, see reg. 37.5 above. 

38.3 Where exceptional circumstances apply (see NEC procedures), a board may 

compensate an element or module grade that is lower than a marginal fail. In such 

cases, the student’s performance will be recorded as a compensated pass for that 

module. 

38.4 A board may apply compensation to a maximum of 20 credits at an academic 

stage. 

 

Guidance note 37.4 

The actual number that results from the above calculation (and not the numerical 
equivalent) is used to determine the student’s level result (see reg. 52). 

 The equivalent holds for  
level 7 credit in integrated master’s courses. If a marginal fail is achieved in an  

element, then providing at least a pass grade has been achieved for the module as 
a whole, the student’s performance will be recorded as a pass for that module.  
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38.5 A board may compensate beyond 20 credits where exceptional circumstances 

apply. 

 

 
 

39. Considerations in applying compensation 

39.1 Compensation is where a board makes an academic judgment that a student is 

deemed to have passed a module because they have: 

a. achieved elsewhere the course learning outcome(s) to which the failed 

module contributes; and 

b. performed satisfactorily on the course as a whole. 

39.2 Normally a student must have achieved the minimum pass requirement or higher 

at the end of the stage to be eligible for compensation (see also reg. 52). In cases 

where level 6 and level 7 modules contribute to a single stage in integrated 

master’s courses, the minimum pass requirement at the end of the stage will be 

the equivalent of an undergraduate low 3rd. 

39.3 A module or element grade that has been compensated must not be adjusted. 

39.4 A board should be cautious in applying compensation to students who have not 

completed an entire academic stage. 

39.5 A board should not apply compensation if the student has not completed all pieces 

of assessment associated with that element, unless exceptional circumstances 

apply. 

 

 
 

40. Module failure 

40.1 A student who has not achieved the minimum module pass grade– and who has 

not been granted a compensated pass – has failed the module. 

40.2 Normally a student shall have a right following initial failure of a module to be 

reassessed on one further occasion to achieve a pass. 

 

Guidance note 38.5 

Where there are no exceptional circumstances but the board is satisfied that the course 

learning outcomes have been achieved it may exercise discretion in cases of marginal 
and mid fail grades and compensate beyond 20 credits. 

 

Guidance note 39.5 

Compensation should be awarded with care; it should be fair and reasonable in relation 

to the course learning outcomes and the standard of the award. In exercising its 

academic judgment, a board should normally take into consideration: 

a. the curriculum map; 

b. the course and module leader's recommendation; 

c. the overall stage result that the student has achieved. 
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40.3 At levels 6 and 7, students will not be offered the opportunity to retake fail grades 

until a board has confirmed the decision. 
 

 
 

41. Maximum module attempts 

41.1 The maximum permitted number of attempts normally allowed for a student to 

pass a module will be two – first attempt and referral or retake. At levels 4 and 5, 

a board has discretion to authorise a third attempt in appropriate circumstances. 

41.2 A student may not demand reassessment in a module that is no longer offered in 

the course. A board may, at its discretion, make special arrangements where it is 

not practicable for students to be reassessed in the same modules and by the same 

methods as at the first attempt. 
 

42. Referral and retake 

42.1 For reassessment in a module, a student will either: 

a. undertake a referral in that academic year in the failed element(s) of the 

module or an alternative assessment(s) as determined by the board; 

b. retake the whole module in the following academic year, including the new 

module assessments, with or without further attendance. 

 

42.2 In the case of referral, a student should not have to repeat an element they have 

passed. 
 

 

 

Guidance note 40.3 

A board can rule that a student who has failed a professional practice placement may not 

be eligible to retake that placement. 

 

Guidance note 42.2 

Referral is the normal form of reassessment since it is linked to the student’s original 

module studies and normally will not involve further attendance. As it is linked to the 

student’s original module studies it should take place in the same academic calendar 

(e.g. August or September for year-long modules) unless there are sound academic 

reasons for not doing so. If a student fails the referred work, they may be offered the 

opportunity to retake the module. 

In the case of some failures, it may be appropriate for a board to forego the initial 

referral opportunity and require a student to retake the module with or without 

attendance. Without attendance means that the student is not required to attend classes 

except those, if any, during which assessment is conducted. If a student fails the retake, 
they may be offered a referral opportunity. 



Section16A 

page 20 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

 

Nottingham Trent University Quality Handbook 

Part D Section 16A: Common Assessment Regulations for 

Bachelor’s and Integrated Master’s degrees 

 

 

 

 

 

 

43. Minimum pass grade for retakes and referrals 
 

43.1 The minimum pass grade for a retake module is a low 3rd (or pass for level 7 

modules on integrated master’s courses). However, at the discretion of the board, 

a failed retake module or element within it may be compensated according to the 

parameters set out in regs. 38 – 39. 

43.2 The minimum pass grade for a referred module is a low 3rd (or pass for level 7 

modules on integrated master’s courses). Where a student is referred in more than 

one element, a low 3rd/pass grade in each of the referred element(s) is required 

unless the board sets out an alternative minimum as part of the referral conditions. 

At the discretion of the board, a failed referred module or element within it may be 

compensated according to the parameters set out in regs. 38 – 39. 
 

44. Maximum grade for retake 
 

44.1 The maximum grade that is recorded for a retake module is a low 3rd, or pass for 

level 7 integrated master’s modules. 
 

45. Maximum grade for referral 

45.1 The maximum grade that is recorded for a referred assessment element is a low 

3rd, or pass for level 7 integrated master’ s modules. However, where a student is 

referred in an element, the result for any element that was passed at the first 

attempt is used in determining the module result and grade. A student may 

therefore achieve a module grade that is higher than a low 3rd /pass for a referred 

module. 
 

 
 

 

 
 

46. Zero grade as an academic irregularities penalty 

46.1 A student who has committed an academic irregularity may be referred in a module 

or element in order to provide the student with the opportunity to meet the  

learning outcomes. If a student subsequently demonstrates those outcomes, a 

 

Guidance note 45.1a 

A board may decide that a rework (sometimes known as ‘model answers’) of a complete 

assessment paper with a pass grade greater than a low 3rd is more appropriate than 

further coursework and/or another examination. If the student meets the board's 

requirement, the student will be awarded a low 3rd irrespective of the actual grade 

assigned by the marker. A fail grade should be factored down appropriately. 

 

Guidance note 45.1b 

A board has the discretion to set one task to assess two or more assessment elements if 

this is fair and valid. 
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pass should be recorded – the module is not compensated and the module grade 

remains zero. 
 

47. Referral submission dates 

47.1 All students who are required to undertake referred work during the summer 

vacation will be given a common date to return work to the University. This will 

normally be the first day of the referral examination period. 
 

48. Trailing modules 
 

48.1 A board may use its discretion to allow a student to enter stage 2 or stage 3 (or 

stage 4 of an integrated master’ s course) carrying a deficiency from a previous 

stage, normally of up to 20 credits. 

 

 
 

48.2 Normally a student will not be allowed to enter the final stage of an undergraduate 

course with modules from level 4 outstanding. 

48.3 A student who is allowed to proceed to the next stage carrying a deficiency of core 

modules should normally make good the deficiency by the end of that academic 

year. 

48.4 At the discretion of a board, a student who is allowed to proceed to the next 

academic stage carrying a failure(s) in an optional module may be allowed to make 

good the deficiency in either the same failed module or an approved alternative 

module of at least the same level and credit value. An alternative module should be 

treated the same as if it was a retake module. 
 

49. Half-year modules 

49.1 As noted in reg. 22.3, a board – or sub-group of it – may meet at the end of the 

half-year to make provisional analysis of students’ performance. 

49.2 At level 4 or level 5, a board – or sub-group of it – may allow a student to make 

good a failure(s) during the second half-year provided it would not overburden the 

student. 

 

 
 

49.3 Course Leaders have authority to inform students of their provisional module result 

and any approved remedial action to be undertaken during the second half-year. 

 

Guidance note 48.1 

A board may exercise discretion and allow a student to progress carrying more than 20 

credits provided it is reasonable to allow a student to do so given their overall academic 
record and the extent of the deficiencies to be retrieved. 

 

Guidance note 49.2 

Where a student’s module grade is a low fail or below, the failure will normally be made 
good after the end of the academic year. 
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50. Termination of studies 

50.1 A board is authorised to terminate a student’s studies for the following reasons: 

a. the student has exhausted the total number of attempts as set out under reg. 

41; 

b. the student has an overall poor record of performance, attendance, 

participation or commitment on the course and the board judges that there 

are no grounds to permit the undertaking of further remedial or retake 

modules; 

c. major academic irregularities. 

 

 
 

51. Improvement of grades 

51.1 No reassessment is permitted for a student to improve upon a grade above the 

pass level required for the award. 
 

 

 

Stage result 
 

52. Definition 

52.1 At the completion of a stage, a stage result for each student is determined by 

averaging (with appropriate weighting as necessary) the marks of the modules that 

comprise that stage of study (also see reg. 37.4, guidance note). 

 

 

 

Guidance note 50.1 

A member of the course team should formally counsel a student who has failed modules 
at the end of the half-year or where progress is giving cause for concern. 

 

Guidance note 51.1 

In situations where a student has an upheld case of exceptional circumstances but also a 

module grade that is above a pass grade, the board should not require, permit or offer 

the student an opportunity to undertake a reassessment. Instead the board should take 

into account the fact that substantiated exceptional circumstances affected the student’s 

performance in that module and exercise appropriate discretion when deciding on the 
student’s final award classification. 

 

Guidance note 52.1 

The stage result is used as a guide for progress and the award of compensation. It is 

also used to help determine honours classification. 
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Determining awards 
 

53. Classification for honours 

53.1 The classification for an honours bachelor degree is based either entirely on the 

stage 3 result, or may include a contribution of no more than a third from the 

stage 2 result. A course team must determine the most appropriate weighting for 

the course at its approval and include it in course documentation. 

53.2 For integrated master’s degrees, the classification is based upon a combination of 

level 6 and level 7 credits according to the weighting agreed at course approval. 

The final classification calculation must include performance at 120 credits of level 

7 study. 

53.3 The following classifications are adopted for each course leading to a bachelor’s 

degree with honours: 
 

 

Bachelor’s 
Minimum grade (undergraduate 

GBA scheme) 

First Class Honours Low 1st 

Second Class 

Honours, Upper 

Division 

 
Low 2.1 

Second Class 

Honours, Lower 

Division 

 
Low 2.2 

Third Class Honours Low 3rd 

 

53.4 The following classification bands are adopted for each course leading to an 

integrated master’s award: 
 

 

Integrated master’s 
Minimum grade (postgraduate 

GBA scheme) 

First Class Honours Distinction 

Second Class 

Honours, Upper 

Division 

 
Commendation 

Second Class 

Honours, Lower 

Division 

 
Pass 

 

Where a student has credits assessed on a pass/fail basis, those credits should be 
discounted for the purposes of determining the stage result (see also reg. 35 and 36). 
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53.5 A higher classification may be awarded than that determined by the classification 

calculation. 

 

 
 

53.6 Consideration of a student’s final award will take place after the student has 

completed all modules comprising the final stage of the course. 
 

54.Integrated master’s degree: failure 
 

 
 

 
 

 

 

Guidance note 53.4 

A course may base its honours classification on less than 120 credits at level 6 where it 

has a professional practice module assessed on a pass/fail basis (see reg. 35). This 
arrangement must be approved. 

 

Guidance note 53.5 

In deciding whether to award a higher honours classification, a board should take into 

account: 

a. the strength of the student’s profile of grades across the stage, i.e. whether an 

acceptable proportion of module grades for a particular student are in a higher honours 

classification; 

b. information about a student’s performance other than the raw module grades 

achieved, e.g. their particular strengths in important outcomes or curriculum areas, or 

their special graduate attributes, capabilities or skills. 

This discretion must be used only to raise and not lower a student’s classification. 

A board may also exercise additional discretion for students who have exceptional 

circumstances. 

The principles of this guidance note should also apply to the award of Distinction for 

CertHE, DipHE and Ordinary degrees. 

54.1 Where a student fails a module(s) at level 7 (or has a failure(s) in a trailing
module(s)), a board may agree one of the following: 

a. allow the student’s overall performance to compensate for module failure and

award an integrated master’s degree and classification provided the board is

confident that the course learning outcomes have been satisfactorily
achieved; 

A board may apply compensation to a maximum of 20 credits at level 7. 

Guidance note 55.1a 

A board may compensate more than 20 credits where exceptional circumstances apply. 

Where there are no exceptional circumstances but the board is satisfied that the course

outcomes have been achieved, it may exercise discretion in cases of marginal and mid

fail grades, and compensate beyond 20 credits. 
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A board may – where possible – ascribe a grade for a module where exceptional 

 circumstances apply. This would normally have the effect of raising the student's award  

 result.  

 
 

 
 

 
 

 
 

 
 

 

Guidance note 55.1d 

 Where a student fails in his/her reassessment for an honours degree they may be  

 offered one further attempt at the discretion of the board or be awarded an Ordinary  

degree if they have achieved at least 60 credits at level 6 and met the award outcomes. 

 

 
 

55. Bachelor’s degree (Honours): failure at level 6 

55.1 Where a student fails a module(s) at level 6 (or has a failure(s) in a trailing 

module(s)), a board may agree one of the following: 

b. offer the option of either being re-assessed for an integrated master’s on one

further occasion in the failed modules OR accepting an honours degree if the

student has achieved at least 120 credits at level 6 and met the award
outcomes; 

The title of the fall-back bachelor’s award should be as agreed at course approval. 

 

Guidance note 55.1b 

If a student opts for reassessment for an integrated master’s award, a board may

specify a maximum classification that the student can achieve. 

The classification of the fall-back award is based on the approved weighted aggregate of

level 5 and level 6 credits. Level 7 credits can be used in this calculation if the student

falls short of 120 level 6 credits as long as the course learning outcomes have been

achieved. 

Where a student does not achieve the standard of an integrated master’s degree and is

awarded the fall-back bachelor’s award, a Postgraduate Certificate can also be awarded

provided 60 level 7 credits have been achieved. 

If a student fails some or all of these reassessed modules, the student may claim a
bachelor’s degree award as previously offered. 

c. award an honours degree if the student has achieved at least 120 credits at
level 6 and met the award outcomes; 

d. allow a student to be reassessed in the failed modules on at least one further
occasion in order to qualify for an honours degree; 

e. require the student to withdraw from the course with no further attempts. In

such cases, a student may be awarded a DipHE provided they have met the
requirements. 
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a. allow the student’s overall performance to compensate for module failure and 

award an honours degree and classification provided the board is confident 

that the course learning outcomes have been satisfactorily achieved; 

 

 
 

b. offer the option of either being re-assessed for honours on one further 

occasion in the failed modules OR accepting an Ordinary degree if the student 

has achieved at least 60 credits at level 6 and met the award outcomes; 

 

 
 

c. award an Ordinary degree if the student has achieved at least 60 credits at 

level 6 and met the award outcomes; 

d. allow a student to be reassessed in the failed modules on at least one further 

occasion in order to qualify for the award of an Ordinary degree; 

 

 
 

e. require the student to withdraw from the course with no further attempts. In 

such cases, a student may be awarded a DipHE provided they have met the 

requirements; 

 

 

 

Guidance note 54.1a 

A board may apply compensation to a maximum of 20 credits at level 6. 

A board may compensate more than 20 credits where exceptional circumstances apply. 

Where there are no exceptional circumstances but the board is satisfied that the course 

learning outcomes have been achieved, it may exercise discretion in cases of marginal 

and mid fail grades, and compensate beyond 20 credits. 

A board may – where possible – ascribe a grade for a module where exceptional 

circumstances apply (a low 3rd or higher grade). This would normally have the effect of 
raising the student’s award result. 

 

Guidance note 54.1b 

If a student opts for reassessment for honours, a board may specify a maximum 

classification that the student can achieve. 

If a student fails some or all of these reassessed modules, the student may claim an 

Ordinary degree award as previously offered. 

 

Guidance note 54.1c 

Where a student fails in his/her reassessment for an Ordinary degree they may be 

offered one further attempt at the discretion of the board or be awarded a DipHE (if they 
have met the requirements for the award). 

 

Guidance note 54.1e 

A board may award a named DipHE where the student has not met the precise 

requirements set out in course documentation. 
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f. offer the award of an Aegrotat Honours (or Ordinary degree or interim award 

as appropriate). Aegrotat awards do not carry a classification or distinction. 

 

 
 

56. Ordinary degree 

56.1 Where level 6 of a course contains a module of 60 – 120 credits, a board may 

award an Ordinary degree to a student who fails that module provided the board is 

assured that the student’s assessment(s) provide sufficient evidence that the 

student has met the course learning outcomes for the Ordinary degree. 

56.2 A student may be awarded an Ordinary degree with Distinction provided the 

student has achieved an award result of a low 1st or higher (see also guidance note 

53.5) in the modules that comprise the Ordinary degree. 

 

A student may be awarded a DipHE with Distinction provided the student has achieved 
an award result of a low 1st or higher (see also guidance note 53.5). 

 

Guidance note 54.1f 

A student who declines an Aegrotat and instead elects to resit as if for the first time, 

may not subsequently claim the Aegrotat award if they fail but may be reassessed for 
the Ordinary degree. 
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Appendix: GBA grades and numerical equivalents 
 

 
 

Upper 

second 

High 2.1 68 69 – 67 

Mid 2.1 65 66 – 64 

Low 2.1 62 63 – 60 
 

 

High 3rd 48 49 – 47 
 

Third Mid 3rd 45 46 – 44 

Low 3rd 42 43 – 40 
 

 

Zero Zero 0 0 
 

 

Class  
Numerical 
equivalent 

Mark range 

Exceptional 1st 96 100 – 93 

High 1st 89 92 – 85 
First 

Mid 1st 81 84 – 78 

Low 1st 74 77 – 70 

High 2.2 58 59 – 57 

Lower 
second 

Mid 2.2 55 56 – 54 

Low 2.2 52 53 – 50 

Marginal fail 38 39 – 35 

Fail Mid fail 32 34 – 30 

Low fail 18 29 – 1
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1. Principles behind the regulations 

 
 

The principles and regulations of assessment set out in the Quality Handbook 

are designed to ensure that the University, its Schools and course teams have 

in place processes of assessment which enable every student to demonstrate 

the extent to which they have achieved the intended learning outcomes of the 

award. 

The main purposes of assessment are to judge the students’ achievement of 

learning outcomes and to safeguard threshold academic standards. Appropriate 

assessment also informs teaching, facilitates and shapes learning and 

engagement and supports the development of graduate attributes. 

Assessment is always a matter of judgment, not simply of computation and 

regulation. Grades do not represent absolute values but symbols used to 

communicate examiners' judgments on different aspects of a student's 

learning. They provide information for a Board of Examiners' final decision on 

the student's fulfilment of the course outcomes and the achievement of the 

award standard. Course outcomes capture the learning and attributes 

developed by the course as a whole – which is normally more than the simple 

sum of its parts. 

This set of regulations provides a framework within which to exercise this 

judgment so that students are treated with parity across the University’s 

courses. However, boards have discretion to interpret the regulations flexibly 

for individual students with due consideration to the course outcomes and the 

award standard. 

Academic judgments cannot, in themselves, be questioned or overturned. 

 

 

2. Scope of the regulations 

2.1 These regulations apply to all students registered on the University’s foundation 

degree courses (incorporating Higher Certificate awards) with effect from the 

2015/16 academic year. Separate regulations are available for bachelor’s degree 

courses. 

2.2 Unless specific mention is made, the regulations do not distinguish between 

students on different modes of attendance. 
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2.3 Where indicated, the Board of Examiners (hereafter referred to as board) and 

students must refer to the course specific documents for further details of the 

regulations for the course. 

2.4 The regulations apply to all foundation degree courses unless the University’s 

Academic Standards and Quality Committee (ASQC) has approved alternative 

arrangements. 
 

3. Changes to the regulations 

3.1 The University reserves the right to alter its courses without prior notice, and to 

modify from time to time its regulations for the admission and progression of 

students and for the conferment of awards. Where these changes affect the title of 

an award or cause a student to be unable to complete the named award for which 

they are registered, they will be consulted and the board (including external 

examiners) informed. Where the named award cannot be offered or completed, the 

University will describe the title and modular components of an alternative award 

which can be made available to the student. 

3.2 The regulations will be reviewed and updated periodically in line with developments 

in University policy and practice. There may be differences in regulations as they 

apply to different cohorts of students registered for the same award. Every effort 

will be made to inform students about proposed changes and, if educationally 

appropriate, introduce such changes for all cohorts of students. 

3.3 A student cannot demand reassessment in a module that is no longer offered (see 

also regs. 40.2, 44.1 and 47.2). 
 

4. Consultation on making changes 

4.1 While the University reserves the right to modify its assessment regulations at any 

time, particular thought has to be given to the timescale for introducing changes 

and the effect on current cohorts of students. Changes will not normally be 

introduced for implementation in the current year of study but would take effect in 

the following academic year. 

4.2 Changes to the regulations are normally made after appropriate consultation. At 

University level, proposed changes will be discussed with staff – who will be given 

the opportunity to comment on such changes. Students and external examiners 

will also have an opportunity to comment. Proposed changes may be modified in 

the light of feedback. 

4.3 At course level, students and external examiners should be consulted on any 

proposed changes to the assessment regime which may affect progression and 

award requirements. Students must be kept fully informed as to any changes to 

the regime which affects them. 

4.4 The above processes apply to all award bearing courses. 
 

5. Course requirements 

5.1 Course specific requirements should be set out in course documentation and 

include: 
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a. the approved awards to which the course leads; 

b. the approved title(s) of the course awards; 

c. the course learning outcomes; 

d. the curriculum map showing where the course learning outcomes are 

assessed; 

e. the assessment schedule; the assessment and feedback plan; 

f. the criteria for determining each award – including the criteria for 

classification; 

g. specific applications or interpretations of these regulations; 

h. agreed statements on any requirements for work-based learning, professional 

practice or residence abroad, especially in respect of sandwich awards; 

i. details of any special professional body, statutory or collaborative 

arrangements; 

j. requirements that affect progression or awards. 

 
 

Guidance note 5.1 

A curriculum map charts each module against the course learning outcomes, indicating 

where an outcome is assessed. The map is used by the course team to assure itself that 
the course learning outcomes are adequately assessed across the curriculum and the  

 Board of Examiners to determine that course learning outcomes have been achieved.  

 
 

6. Students with disabilities 

6.1 Reasonable adjustments to assessment arrangements will be made to ensure that 

students with disabilities are not substantially disadvantaged. The Course Leader 

will ensure that students are made aware of the procedures for requesting 

adjustments, will consider such requests and will agree arrangements, referring to 

Student Support Services and Academic Office for guidance as necessary. Any 

agreed adjustments will be notified to the board. 

 
Awards and levels 

 

7. Awards 

7.1 Normally, all courses incorporate the awards set out below and the outcomes for 

each will be articulated in course documentation. Each has a credit definition: 

a. Higher Certificate – successful completion of 120 credits at level 4; 

b. Foundation degree – successful completion of 120 credits at level 4 and 120 

credits at level 5. 
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7.2 A board may recommend an award with the course title for a student who has not 

met the precise requirements set out in course documentation. In doing so, a 

board must be satisfied that a named award is fair and appropriate. 
 

8. Stages and levels of study 

8.1 Foundation degrees sit at level 5 of the Framework for Higher Education 

Qualifications (FHEQ). 

8.2 

 

 

 

year. See table below: 
 

  Stage of 

study 

FHEQ level at 

which learning 

outcomes are 

achieved 

Year of study 

Foundation 

degree 

Full-time Stage 1 Level 4 Year 1 

  Stage 2 Level 5 Year 2 

 Part-time Stage 1 Level 4 Years 1 and 2 

  Stage 2 Level 5 Years 2 and 3 

 

8.3 A stage of study may incorporate modules with a value of up to 20 credits from a 

lower level than the level of the majority of credits of that stage (or exceptionally a 

higher level) – provided this fits with the course aims, outcomes and specification, 

and is approved accordingly. Course documentation will describe any such 

dispensation. Exceptionally, a course may incorporate 40 credits provided that 

amount of dispensation is approved through the Development and Approval Group 

(DAG) procedures (see Quality Handbook (QH) Section 5). 

8.4 A board may award a Higher Certificate by ‘counting down’ excess credits that a 

student may have achieved at level 5 in order to make up for a failed module(s) at 

level 4. 
 

9. Available classifications 

9.1 Course documentation will set out the criteria used in determining the classification 

of awards. 

9.2 The foundation degree is classified (Distinction, Commendation, Pass). The specific 

criteria for each classification will be set out in course documentation and follow 

the grade based assessment scheme as set out in the appendix. 

A stage of study refers to the period of study in which the student achieves the  

learning outcomes associated with a particular level of study. For full-time courses, 

stages usually correspond to years of study – such that one year of study equates  

to one stage. For part-time courses, stages may last more than one academic  
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9.3 The Higher Certificate is classified (Distinction, Commendation, Pass). The specific 

criteria for each classification will be set out in course documentation and follow 

the grade based assessment scheme as set out in the appendix. 
 

 
 

10. Entitlement to a Higher Certificate 

10.1 Students proceeding through the course will not be recommended for a Higher 

Certificate. A student will normally be entitled to receive one award as a result of a 

continuous period of registration. 

 
Award titles 

 

11. Course titles 

11.1 The course specification will contain the course title(s) that will have been 

approved according to criteria set out in the Quality Handbook. 

11.2 Where a board cannot award a Higher Certificate with the course title because the 

student has failed in crucial components, the student will only be entitled to receive 

a transcript. 
 

12. Foundation degree titles: advanced standing 

12.1 To be eligible for the named title of a foundation degree course, a student who has 

entered with advanced standing must normally have gained at least 80 credits at 

level 5 by satisfactorily completing modules at the University or collaborative 

centre. 
 

13. Higher Certificate: advanced standing 

13.1 To be eligible for the named title of a Higher Certificate, a student who has entered 

with advanced standing must normally have gained at least 40 credits at level 4 by 

satisfactorily completing modules at the University or collaborative centre. 

 
Registration matters 

 

14. Registration periods 

14.1 A student who enters the beginning of a course should normally complete their 

studies within the following periods: 

 

Guidance note 9.3 

A board has discretion to award a Distinction to a student on the borders of a Distinction 

by applying the principles set out in guidance note 52.3. 
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Full-time 2 years 4 years 
 

Foundation degree Sandwich 3 years 5 years 
 

Part-time 3 years 5 years 
 

 

 

 
 

15. Intercalation 

15.1 Subject to approval, a student may vary their rate of study to suit their individual 

needs and circumstances. Where a student has formally interrupted their studies, 

the period of interruption of study will not be included for the purposes of 

calculating their maximum period of registration. 
 

16. Credits per year 

16.1 Students should study a certain number of credits in an academic year. 

a. Full-time students normally study 120 credits. The maximum credits are 160, 

except in the case of accelerated courses where use is made of the summer 

vacation and students study 180 credits. 

b. The maximum number of credits for part-time students should be outlined in 

course documentation. The minimum will normally be 20 credits. 
 

17. Extension of registration 

17.1 The Dean of School, or agreed nominee, can extend a student’s registration on an 

exceptional basis beyond that set out in course documentation. 
 

18. Accreditation of prior learning 

18.1 A student may be accredited with prior learning where they can demonstrate 

evidence of achievement comparable to the learning outcomes set out in the 

course specification. This may apply to certificated or experiential learning. 

Normal length Maximum length 

 1 year 2 years 
Higher Certificate 

 2 years 4 years 

 

Guidance note 14.1 

Accelerated routes may be designed to allow students to complete a part-time level in 

one year. If a course has been designed in such a way then the details will be set out in 

the course specification. 

A part-time mode is taken to include flexible learning that may comprise distance 
learning, block-release, work-based learning etc. 
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18.2 A student may be admitted directly to level 5 where they have demonstrated 

achievement comparable to the leaning outcomes associated with the 120 level 4 

credits of the course in question. In some cases, a further 40 credits of level 5 can 

be recognised at admission. The student will not be able to claim a Higher 

Certificate award of the University unless they meet the credit requirements set out 

in reg. 7.1. 

 

 

 

External examiners 
 

19. Requirements 

19.1 A course must have an external examiner(s) approved and appointed on behalf of 

Academic Board. 
 

 
 

19.2 An external examiner must be present at a board meeting that agrees final awards 

(an external examiner need not attend progression board). If unavoidable 

circumstances result in the external examiner being absent from such a meeting, 

the external should subsequently indicate by written notification – via the Course 

Leader – that he/she has been involved in the assessment process and agrees with 

the decisions made at the board. In the case of referral boards, at least one 

external examiner should be involved in the process but not necessarily through 

attendance (see also reg. 23.1). 

19.3 The external examiner(s) must submit an annual report within four weeks of the 

board meeting at which the final awards were decided. 

 
Boards of Examiners 

 

20. Purpose and powers 

20.1 Each award-bearing course must have a board to: 

a. ensure there are consistent and fair arrangements for assessment; 

b. make academic judgements on the progress of students; 

c. make academic judgements on the conferment of awards; 

d. consider any case of student performance that is giving cause for concern. 

 

Guidance note 18.2 

Course teams must have procedures for granting accreditation. A student’s prior learning 

claims should be approved before they commence the course. 

 

Guidance note 19.1 

Full information on external examiners can be found in QH Section 9, including 
procedures for their appointment. 
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20.2 A board should operate with due regard to: 

a. the course specification; 

b. any Academic Board agreements with other validating, accrediting or 

professional bodies (or a collaborating centre) as appropriate; 

c. principles and policies on assessment as set out in the QH Section 15. 

20.3 A board may appoint a Subsidiary Examination Board if this is necessary, 

normally in the context of collaborative arrangements. 

20.4 A board may be responsible for more than one course provided this is approved 

at the Development and Approval Group. 

20.5 A board may operate a two-tier, Award Board/Subject Board, structure. 
 

21. Operation of the board 

21.1 The Course Leader and Module Leaders (or their nominees) should be present at 

the board unless prior arrangements have been made with the chair. External 

examiners must be invited to boards where level 5 awards are being determined. 

Any member of teaching staff may attend 

 

 
 

21.2 All award and module results (including referral results) will be considered and 

agreed by a board. 

 

 
 

21.3 A board – or sub-group of it – may be held following first half-year assessments. A 

board is required if there are reasons to consider the termination of a student's 

studies on the course. 

21.4 It is the duty of board members to uphold the confidentiality of all of its meetings. 

21.5 All of the assessed grades contributing to a module or an award remain provisional 

until confirmed by a board. 

21.6 Care should be taken to record in the board minutes the reasons why discretion 

has or has not been exercised in relation to specific regulations. 

 

22. Subject boards 

22.1 In the case of complex courses, a two-tier board structure can be adopted, 

comprising a subject board and an award board. A subject board has responsibility 

 

Guidance note 22.1 

The full membership, terms of reference and key duties of members of Boards of 
Examiners are available as QHS 15B. 

 

Guidance note 21.2 

Boards normally meet shortly after the end of the academic year, with a referral board in 
September (for full-time courses following the conventional academic year). 
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for approving grades of modules in that subject and ensuring fairness amongst 

students. The subject board should not be allowed to make judgements about an 

individual's overall progression and award; this is a matter for the awards board. 
 

23. Referral boards 

23.1 The board is responsible for the referred or deferred assessment of students. The 

board may delegate that responsibility to a smaller referral board, which must 

involve at least one external examiner in the process but not necessarily through 

attendance. 

 
Placement learning 

 

24. Sandwich awards 

24.1 A student will be eligible for a sandwich award if they: 

a. complete the required number of weeks of placement activity; 

b. achieve the competencies, learning outcomes and workplace experience as 

required in the placement specification; 

c. and submit and pass the specified assessment requirements. 
 

25. Certification 

25.1 A student who successfully completes the placement as defined in reg. 24.1 will be 

entitled to a placement award (the precise award and title will have been approved, 

and will be set out in the course specification). 

25.2 A placement award (Certificate or Diploma) may be conferred with Commendation 

and Distinction. 
 

26. Exemption 

26.1 Exemptions from part of the placement year may be authorised by the Course 

Leader. The student must have completed supervised placement activities that can 

be certified as at least equivalent, in terms of length and in terms of the learning 

outcomes, competencies or rationale, to the normal placement experience. 
 

27. Shortfall in weeks 

27.1 Where a student has not completed the minimum number of weeks of placement 

activity, the board may enact one of the following options: 

a. require the student to make good the shortfall by undertaking supervised 

placement activity during vacations or other appropriate times within their 

initial period of registration. 

b. exceptionally, where (a) above cannot be satisfied due to illness or some 

other valid cause, require a student to complete satisfactorily an alternative 
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form of assessment which simulates some of the characteristics of supervised 

placement activity within the student's initial period of registration. 

c. recommend a placement award if there is a sufficiently minor shortfall in the 

number of weeks and regs. 24.1b and 24.1c have been satisfied. 

 

28. Failure 

28.1 Where a student’s performance fails to satisfy the requirements of regs. 24.1b 

and/or 24.1c, the board may enact one of the following options: 

a. require the student to undertake another period of supervised placement 

lasting no longer than the first and indicating the criteria the student needs to 

satisfy; 

b. exceptionally, require the student to complete satisfactorily an alternative 

form of assessment which simulates some of the characteristics of the 

supervised placement; 

c. where course documentation allows, and the student's overall performance 

justifies, amend their registration in order to take modules that lead to a non- 

sandwich award. The student will need to give written agreement to this 

action; 

d. withdraw the student from the course. 

28.2 At the board’s discretion, a student on a sandwich course who does not 

satisfactorily complete level 4 may be allowed to proceed to the placement with 

trailing modules (see regs. 47.1 – 47.2). 

 
Submission of coursework 

 

29. Assessment and Feedback Plan 

29.1 A student must submit work for assessment in the required form(s) by a specified 

time on the dates indicated in the Assessment and Feedback Plan and to the 

person designated for receiving work. 
 

30. Late submission 

30.1 In respect of students submitting after the specified time, rules will apply. 

30.2 Where a student is taking a first attempt at a module and submits assessed work 

after the submission date (and specified time) indicated in the assessment and 

feedback plan, the work will be marked if submitted within five working days of the 

submission date. 

30.3 Where a student is making a first attempt and submits assessed work by this 
second deadline (i.e. five working days after the submission date), the maximum 

grade awarded will be a low 3rd. Where the quality of the assessed work falls below 

the minimum acceptable level (i.e. below a low 3rd) a lower grade will be awarded 
as appropriate. 
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30.4 Students who have been granted a ‘time extension’ (see reg. 30.8c below and the 

NEC procedures) for the first attempt will have the same second deadline (i.e. five 

working days after the agreed extended deadline). 

30.5 Where a student is making a first attempt at a module and submits work after the 

second deadline (i.e. five working days after the official deadline), a zero grade will 

be awarded and examiners must only comment on the work for learning purposes 

and return it to the student with a zero grade. 

30.6 A course may adopt a shorter timescale than five working days. This should be 

agreed with ASQC and indicated in the course handbook and other appropriate 

documentation provided to students. 

30.7 Where a student is making a referred or retake attempt at a module they must 

submit work by the submission date and they will not be allowed a second deadline. 

Work received after the submission date without a ‘time extension’ will be awarded 

a zero grade. Examiners must only comment on the work for learning purposes  

and return it to the student with a zero grade. 

30.8 A student who has substantiated exceptional circumstances may be granted a ‘time 

extension’ (see QH Section 14) to submit work either five or ten days after the 

submission date. Where a student is authorised to submit work after the 

submission date, they will not be penalised provided it was submitted within the 

authorised time extension. 
 

31. Pass and fail modules 

31.1 In modules that are marked on a pass and fail basis, a 'Late Pass' should be 

recorded by the board for successful work that is submitted after the submission 

date and without a time extension. 

 
Module results 

 

32. Context 

32.1 A module is summatively assessed by an element or elements. Normally that 

element is located within a module, but may be located within a course 

assessment. Sub-elements of assessment are smaller units of assessment that 

may make up a single element. These are used in disciplines where several small 

tasks are required to ensure that all the course learning outcomes are met. 

32.2 The specific arrangements relating to the assessment of a module will be set out in 

the module specification. 
 

33. Grade based assessment scheme 
 

33.1 All elements and sub-elements are marked according to the University’s foundation 

degree grade based assessment scheme – see appendix. The full range of 

seventeen grades should be used. 



Section16B 

page 15 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

 

Nottingham Trent University Quality Handbook 

Part D Section 16B: Common assessment regulations: 

Foundation degree courses 

 

 

 

 

 

 

34. Exceptions 

34.1 A course may include competency-based elements that are assessed on a pass or 

fail basis. These elements are not used to determine the module grade, level 

result or award classification. 

 

 
 

35. Pass or fail credits 

35.1 Where a student has been admitted on the basis of prior learning or has 

undertaken study at another institution as part of their course, the credits may be 

graded on a pass or fail basis. Such credits are not used to determine the module 

grade, level result or award classification 
 

36. Minimum pass grades 

36.1 The minimum pass grade for a module is a low 3rd. 

36.2 The minimum pass grade for an element and a sub-element is a low 3rd (but see 

reg. 36.4 below). 

36.3 Where a module is assessed by more than one element, the module result will be 

determined by averaging (with appropriate weighting as necessary) the numerical 

equivalents of the element grades. 

 

 
 

36.4 If a marginal fail grade is achieved in an element of a module, then providing at 

least a low 3rd grade has been achieved for the module as a whole, the student’s 
performance will be recorded as a pass for that module. 

 

37. Compensation 

37.1 A board may compensate a marginal fail grade for a module as a whole. In such 

cases, the student’s performance will be recorded as a compensated pass for that 

module. 

37.2 In addition, a board may compensate a mid fail grade for an element provided at 

least a low 3rd grade has been achieved for the module as a whole. In such cases, 
the student’s performance will be recorded as a compensated pass for that module. 
In cases of a marginal fail grade in an element of a module, see reg. 36.4 above. 

 

Guidance Note 34.1 

Competency-based refers to a practical, professional or work-based type of performance 

assessment that is normally measured as a personal competence against pass and fail 
criteria. 

 

Guidance note 36.3 

The actual number that results from the above calculation (and not the numerical 
equivalent) is used to determine the student’s level result (see reg. 51.1). 
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37.3 Where exceptional circumstances apply a board may compensate an element or 

module grade that is lower than a marginal fail. In such cases, the student’s 

performance will be recorded as a compensated pass for that module. 

37.4 A board may apply compensation to a maximum of 20 credits at an academic 

stage. 

37.5 A board may compensate beyond 20 credits where exceptional circumstances 

apply. 

 

 
 

38. Considerations in applying compensation 

38.1 Compensation is where a board makes an academic judgment that a student is 

deemed to have passed a module because they have: 

a. achieved elsewhere the course outcome(s) to which the failed module 

contributes; and 

b. performed satisfactorily on the course as a whole. 

38.2 Normally a student must have achieved the minimum pass requirement or higher 

at the end of the stage to be eligible for compensation (see also reg. 51.1). 

38.3 A module or element grade that has been compensated must not be adjusted. 

38.4 A board should be cautious in applying compensation to students who have not 

completed an entire academic stage. 

38.5 A board should not apply compensation if the student has not completed all pieces 

of assessment associated with that element, unless exceptional circumstances 

apply. 
 

 
 

39. Module failure 

39.1 A student who has not achieved the minimum module pass grade (low 3rd) – and 

who has not been granted a compensated pass – has failed the module. 

 

Guidance note 37.5 

Where there are no exceptional circumstances, but the board is satisfied that the course 

learning outcomes have been achieved, it may exercise discretion in cases of marginal 
and mid fail grades and compensate beyond 20 credits. 

 

Guidance note 38.4 

Compensation should be awarded with care; it should be fair and reasonable in relation 

to the course learning outcomes and the standard of the award. In exercising its 

academic judgment, a board should normally take into consideration: 

a. the curriculum map; 

b. the Course and Module leader's recommendation; 

c. the overall stage result that the student has achieved. 
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39.2 Normally, a student shall have a right following initial failure of a module to be 

reassessed on one further occasion to achieve a pass. 

39.3 At level 5, students will not be offered the opportunity to retake fail grades until a 

board has confirmed the decision. 
 

 
 

40. Maximum module attempts 

40.1 The maximum permitted number of attempts normally allowed for a student to 

pass a module will be two – first attempt and referral or retake. At level 4, a board 

has discretion to authorise a third attempt in appropriate circumstances. 

40.2 A student may not demand reassessment in a module that is no longer offered in 

the course. A board may, at its discretion, make special arrangements where it is 

not practicable for students to be reassessed in the same modules and by the same 

methods as at the first attempt. 
 

41. Referral and retake 

41.1 For reassessment in a module, a student will either: 

a. undertake a referral in that academic year in the failed element(s) of the 

module or an alternative assessment(s) as determined by the board; 

b. retake the whole module in the following academic year, including the new 

module assessments, with or without further attendance. 
 

41.2 In the case of referral, a student should not have to repeat an element they have 

passed. 
 

 

 

Guidance note 39.3 

A board can rule that a student who has failed a professional practice placement may not 

be eligible to retake that placement. 

 

Guidance note 41.2 

Referral is the normal form of reassessment since it is linked to the student's original 

module studies and normally will not involve further attendance. As it is linked to the 

student's original module studies it should take place in the same academic calendar 

(e.g. August or September for year-long modules) unless there are sound academic 

reasons for not doing so. If a student fails the referred work, they may be offered the 

opportunity to retake the module. 

In the case of some failures, it may be appropriate for a board to forego the initial 

referral opportunity and require a student to retake the module with or without 

attendance. Without attendance means that the student is not required to attend classes 

except those, if any, during which assessment is conducted. If a student fails the retake, 
they may be offered a referral opportunity. 
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42. Minimum pass grade for retakes and referrals 

42.1 The minimum pass grade for a retake module is a low 3rd. However, at the 

discretion of the board, a failed retake module or element within it may be 

compensated according to the parameters set out in regs. 37 – 38. 

42.2 The minimum pass grade for a referred module is a low 3rd. Where a student is 

referred in more than one element, a low 3rd grade in each of the referred 
element(s) is required unless the board sets out an alternative minimum as part of 
the referral conditions. At the discretion of the board, a failed referred module or 
element within it may be compensated according to the parameters set out in regs. 
37 – 38. 

 

43. Maximum grade for retake 

43.1 The maximum grade that is recorded for a retake module is a low 3rd. 

 

44. Maximum grade for referral 
 

44.1 The maximum grade that is recorded for a referred assessment element is a low 

3rd. However, where a student is referred in an element, the result for any element 
that was passed at the first attempt is used in determining the module result and 
grade. A student may therefore achieve a module grade that is higher than a low 

3rd for a referred module. 
 

 
 

 

 
 

45. Zero grade as an academic irregularities penalty 

45.1 A student who has committed an academic irregularity may be referred in a module 

or element in order to provide the student with the opportunity to meet the  

learning outcomes. If a student subsequently demonstrates those outcomes, a pass 

should be recorded – the module is not compensated and the module grade 

remains zero. 

 

Guidance note 44.1a 

A board may decide that a rework (sometimes known as 'model answers') of a complete 

assessment paper with a pass grade greater than a low 3rd is more appropriate than 
further coursework and/or another examination. If the student meets the board's 

requirement, the student will be awarded a low 3rd irrespective of the actual grade 
assigned by the marker. A fail grade should be factored down appropriately. 

 

Guidance note 44.1b 

A board has the discretion to set one task to assess two or more assessment elements if 

this is fair and valid. 
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46. Referral submission dates 

46.1 All students who are required to undertake referred work during the summer 

vacation will be given a common date to return work to the University. This will 

normally be the first day of the referral examination period. 
 

47. Trailing modules 

47.1 A board may use its discretion to allow a student to enter stage 2 of a course 

carrying a deficiency from a previous stage, normally of up to 20 credits. 
 

 
 

47.2 At the discretion of a board, a student who is allowed to proceed to stage 2 

carrying a failure(s) in an option may be allowed to make good the deficiency in 

either the same failed module or an approved alternative module of at least the 

same level and credit value. An alternative module should be treated the same as 

if it was a retake module. 
 

48. Half–year modules 

48.1 As noted in reg. 21.3, a board – or sub-group of it – may meet at the end of the 

half-year to make provisional analysis of students' performance. 

48.2 At level 4, a board – or sub-group of it – may allow a student to make good a 

failure(s) during the second half-year provided it would not overburden the 

student. 

 

 
 

48.3 Course Leaders have authority to inform students of their provisional module result 

and any approved remedial action to be undertaken during the second half-year. 
 

49. Termination of studies 

49.1 A board is authorised to terminate a student's studies for the following reasons: 

a. the student has exhausted the total number of attempts as set out under reg. 

40; 

b. the student has an overall poor record of performance, attendance, 

participation or commitment on the course and the board judges that there 

 

Guidance note 47.1 

A board may exercise discretion and allow a student to progress carrying more than 20 

credits provided it is reasonable to allow a student to do so given their overall academic 

record and the extent of the deficiencies to be retrieved. 

 

Guidance note 48.2 

Where a student's module grade is a low fail or below, the failure will normally be made 

good after the end of the academic year. 
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are no grounds to permit the undertaking of further remedial or retake 

modules; 

c. major academic irregularities. 

 

 
 

50. Improvement of grades 

50.1 No reassessment is permitted for a student to improve upon a grade above the 

pass level required for the award. 

 

 

 

Stage result 
 

51. Definition 

51.1 At the completion of a stage, a stage result for each student is determined by 

averaging (with appropriate weighting as necessary) the marks of the modules that 

comprise that student’s stage (also see reg. 36.3, guidance note). 

 

 

 

Determining awards 

 

Guidance note 49.1 

A member of the course team should formally counsel a student who has failed modules 

at the end of the half-year or where progress is giving cause for concern. 

 

Guidance note 50.1 

In situations where a student has an upheld case of exceptional circumstances but also a 

module grade that is above a pass grade, the board should not require, permit or offer 

the student an opportunity to undertake a reassessment. Instead the board should take 

into account the fact that substantiated exceptional circumstances affected the student’s 

performance in that module and exercise appropriate discretion when deciding on the 

student’s final award classification. 

 

Guidance note 51.1 

The stage result is used as a guide for progress and the award of compensation. It is 

also used to help determine the award classification. 

Where a student has credits assessed on a pass or fail basis, those credits should be 

discounted for the purposes of determining the stage result (see also regs. 34 and 35). 
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52. Classification 

52.1 The foundation degree classification is based upon the stage result for level 5 or 

may include a contribution of no more than a third from the stage result for level 4. 

A course team must determine the most appropriate weighting for its course and 

include it in course documentation. 

52.2 The following classification bands are adopted for foundation degrees and Higher 

Certificates: 
 

Foundation degree Minimum grade 

Distinction Low 1st 

Commendation Low 2.1 

Pass Low 2.2 

 

 
 

52.3 A higher classification may be awarded than that determined by the classification 

calculation. 

 

 
 

52.4 Consideration of a student's final award will take place after the student has 

completed all modules comprising level 5 of the course. 
 

53. Failure at level 5 

53.1 Where a student fails a module(s) at level 5 (or has a failure(s) in a trailing 

module(s)), a board may agree one of the following: 

 

Guidance note 52.2 

A course may base its award classification on less than 120 credits at a level where it 

includes a professional practice module assessed on a pass/fail basis (see reg. 34). This 
arrangement must be approved. 

 

Guidance note 52.3 

In deciding whether to award a higher classification, a board should take into account: 

a. the strength of the student’s profile of grades across the stage, i.e. whether an 

acceptable proportion of module grades for a particular student are in a higher 

classification; 

b. information about a student’s performance other than the raw module grades 

achieved, e.g. their particular strengths in important outcomes or curriculum areas, or 

their special capabilities, attributes or graduate skills. 

This discretion must be used only to raise and not lower a student's classification. 

A board may also exercise additional discretion for students who have exceptional 
circumstances. 
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a. allow the student’s overall performance to compensate for module failure and 

award a foundation degree and classification provided the board is confident 

that the course learning outcomes have been satisfactorily achieved; 

 

 
 

b. offer the option of either being re-assessed for a foundation degree on one 

further occasion in the failed modules or accepting a Higher Certificate 

(provided the student has achieved sufficient credits; reg. 53.1); 

 

 
 

c. award a Higher Certificate or allow a student to be reassessed in the failed 

modules on one further occasion in order to qualify for the award of a Higher 

Certificate; 

 

 
 

d. require the student to withdraw from the course with no further attempts; 

e. offer the award of an Aegrotat foundation degree (or Higher Certificate as 

appropriate). Aegrotat awards do not carry a classification. 

 

 

 

Guidance note 53.1a 

A board may apply compensation to a maximum of 20 credits. 

A board may compensate more than 20 credits where exceptional circumstances apply. 

Where there are no exceptional circumstances but the board is satisfied that the course 

learning outcomes have been achieved, it may exercise discretion in cases of marginal 

and mid fail grades, and compensate beyond 20 credits. 

A board may – where possible – ascribe a grade for a module where exceptional 

circumstances apply (a low 3rd or higher grade). This would normally have the effect of 
raising the student's award result. 

 

Guidance note 53.1b 

If a student opts for reassessment for foundation degree, a board may specify a 

maximum classification that the student can achieve. 

If a student fails some or all of these reassessed modules, the student may be offered a 

Higher Certificate. 

 

Guidance note 53.1c 

A student may be awarded a Distinction or Commendation provided the student has 

achieved the appropriate grade as set out in reg. 52.2. 

A board may award a named Higher Certificate where the student has not met the 

precise requirements set out in course documentation. 

If a student fails in his/her reassessment for a Higher Certificate they may be offered 

one further attempt at the discretion of the board. 

 

Guidance note 53.1e 
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54. Higher Certificate 

54.1 A student awarded a Higher Certificate may be awarded a Distinction or 

Commendation provided they achieve the appropriate grade as set out in reg. 52. 

 

A student who declines an Aegrotat and instead elects to resit as if for the first time, 

may not subsequently claim the Aegrotat award if they fail but may be reassessed for 
the award. 
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Appendix: GBA grades and numerical equivalents 
 

 

 

 

 

 

 

 

 

 

 

High 2.1 68 

Commendation Mid 2.1 65 66 – 64 

 

 

Marginal fail 38 39 – 35 

Fail Mid fail 32 

Low fail 18 29 – 1 
 

 

Low 2.1  63 – 60 

High 2.2  59 – 57 

Mid 2.2  56 – 54 

Low 2.2  53 – 50 
 

High 3rd  49 – 47 

Mid 3rd  46 – 44 

Low 3rd  43 – 40 

0 

34 – 30 

Class Grade  
Numerical  

Mark 
range equivalent 

Exceptional 1st 96 100 – 93 

High 1st 89 92 – 85 
Distinction 

Mid 1st 81 84 – 78 

Low 1st 74 77 – 70 

 69 – 67 
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1. Principles behind the regulations 

 
 

The principles and regulations of assessment set out in the Quality Handbook 

are designed to ensure that the University, its Schools and course teams have 

in place processes of assessment which enable every student to demonstrate 

the extent to which they have achieved the intended learning outcomes of the 

award. 

The main purposes of assessment are to judge the students’ achievement of 

learning outcomes and to safeguard threshold academic standards. Appropriate 

assessment also informs teaching, facilitates and shapes learning and 

engagement and supports the development of graduate attributes. 

Assessment is always a matter of judgment, not simply of computation and 

regulation. Grades do not represent absolute values but symbols used to 

communicate examiners’ judgments on different aspects of a student’s 

learning. They provide information for a Board of Examiners’ final decision on 

the student’s fulfilment of the course outcomes and the achievement of the 

award standard. Course outcomes capture the learning and attributes 

developed by the course as a whole – which is normally more than the simple 

sum of its parts. 

This set of regulations provides a framework within which to exercise this 

judgment so that students are treated with parity across the University’s 

courses. However, boards have discretion to interpret the regulations flexibly 

for individual students with due consideration to the course outcomes and the 

award standard. 

Academic judgments cannot, in themselves, be questioned or overturned. 
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2. Scope of the regulations 

2.1 These regulations apply to all students registered on the University’s taught 

postgraduate courses with effect from the 2015/16 academic session. 

2.2 Unless specific mention is made, the regulations do not distinguish between 

students on different modes of attendance. 

2.3 Where indicated, Boards of Examiners (hereafter referred to as boards) and 

students must refer to the course specific documentation for further details of the 

regulations for the course. 

2.4 The regulations apply to all taught postgraduate courses unless the Academic 

Standards and Quality Committee (ASQC) has approved alternative arrangements. 
 

3. Changes to the regulations 

3.1 The University reserves the right to alter its courses without prior notice, and to 

modify from time to time its regulations for the admission and progression of 

students and for the conferment of awards. Where these changes affect the title of 

an award or cause a student to be unable to complete the named award for which 

they are registered, they will be consulted and the board (including external 

examiners) informed. Where the named award cannot be offered or completed, the 

University will describe the title and modular components of an alternative award 

which can be made available to the student. 

3.2 The regulations will be reviewed and updated periodically in line with developments 

in University policy and practice. There may be differences in regulations as they 

apply to different cohorts of students registered for the same award. Every effort 

will be made to inform students about proposed changes and, if educationally 

appropriate, introduce such changes for all cohorts of students. 

3.3 A student cannot demand reassessment in a module that is no longer offered (see 

also regs 36.2, 37.1 and 43.4). 
 

4. Consultation 

4.1 While the University reserves the right to modify its assessment regulations at any 

time, particular thought will be given to the timescale for entering changes and the 

effect on current cohorts of students. Changes would not normally be introduced 

for implementation in the current year of study, but would take effect in the 

following academic year. 

4.2 Changes to the regulations should be made after appropriate consultation. At 

university level, proposed changes will be discussed with staff who will be given the 

opportunity to comment on such changes. Students and external examiners will 

also have an opportunity to comment. Proposed changes may be modified in the 

light of feedback. 

4.3 At course level students and external examiners should be consulted on any 

proposed changes to the assessment regime which may affect progression and 

award requirements. Students must be kept fully informed as to any changes to 

the regime which affects them. 
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4.4 The above processes apply to all award bearing courses. 
 

5. Course specific requirements 

5.1 Course specific requirements should be set out in course documentation and 

include: 

a. the approved awards to which the course leads; 

b. the approved title(s) of the course awards; 

c. the course learning outcomes; 

d. the curriculum map showing where the course learning outcomes are 

assessed; 

e. the assessment schedule; the assessment and feedback plan; 

f. the criteria for determining each award – including the criteria for 

classification; 

g. specific applications or interpretations of these regulations; 

h. agreed statements on any requirements for work-based learning, professional 

practice or residence abroad; 

i. details of any special professional body, statutory or collaborative 

requirements; 

j. requirements that affect progression or awards. 
 

 

Guidance note 5.1 

A curriculum map charts each module against the course learning outcomes, indicating 

where an outcome is assessed. The map is used by the course team to assure itself that 
the course learning outcomes are adequately assessed across the curriculum and the  

 Board of Examiners to determine that course learning outcomes have been achieved.  

 
 

6. Students with disabilities 

6.1 Reasonable adjustments to assessment arrangements will be made to ensure that 

students with disabilities are not substantially disadvantaged. The Course Leader 

will ensure that students are made aware of the procedures for requesting 

adjustments, will consider such requests and will agree arrangements, referring to 

Student Support Services and the Academic Office for guidance as necessary. Any 

agreed adjustments will be notified to the Board of Examiners. 

 
Awards and levels 

 

7. Awards 

7.1 Normally, all courses incorporate the awards set out below and the outcomes for 

each will be articulated in the course documentation. Each has a credit definition: 
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a. Postgraduate Certificate – successful completion of 60 credits at level 7 (but 

see reg. 51.2); 

b. Postgraduate Diploma – successful completion of 120 credits at level 7 (but 

see reg. 51.2); 

c. Master’s degree – successful completion of 180 credits at level 7. 
 

8. Levels of study 

8.1 Normally, only one academic level, level 7 is used in postgraduate courses. This 

corresponds to the level defined by the Framework for Higher Education 

Qualifications (FHEQ). 

8.2 A master’s course may incorporate modules with a value of up to 20 credits from 

an undergraduate level (normally level 6) provided this fits with the course’s aims, 

outcomes and specification, and is approved accordingly. Course documentation 

should describe any such dispensation. This level of dispensation may be 

exceptionally exceeded provided this is justified and approved by a Development 

and Approval Group (DAG) (see QH Section 5). 

8.3 A module used in this way becomes attached to master’s level rather than retaining 

its actual academic level. So that, for example, an existing level 6 module in 

Psychology when used in a master’s degree in Business Studies should be regarded 

as a level 7 module for the purposes of determining awards and classification. 

8.4 A board may award an interim award by ‘counting down’ excess credits that a 

student may have achieved beyond the Postgraduate certificate or postgraduate 

diploma stage in order to make up for an earlier failed module(s). 
 

9. Available classifications 

9.1 Course documentation will set out the criteria used in determining the classification 

of awards. 

9.2 The master’s degree is classified (Distinction, Commendation or Pass). The specific 

criteria for each classification will be set out in the course documentation and 

follow the grade based assessment scheme set out in the appendix. 

9.3 The postgraduate certificate and postgraduate diploma are classified (Distinction, 

Commendation or Pass). The specific criteria for each classification will be set out 

in the course documentation and follow the grade based assessment scheme set 

out in the appendix. 
 

10. Entitlement to an interim award 

10.1 Students proceeding to a master’s degree will not be awarded the interim awards 

of postgraduate certificate or postgraduate diploma. A student will normally be 

entitled to receive one award as a result of a continuous period of registration. 

 
Award titles 
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11. Course titles 

11.1 The course specification will contain the course title(s) that will have been 

approved according to criteria set out in the Quality Handbook. 

11.2 A board may recommend an award with the course title for a student who has not 

met the precise requirements set out in course documentation. In doing so, a 

board must be satisfied that a named award is fair and appropriate. 

11.3 Where a board cannot award the course’s named interim awards because the 

student has failed in the appropriate learning outcomes, the student will only be 

entitled to receive a transcript. 
 

12. Master’s title: advanced standing 

12.1 To be eligible for the named title of a Master’s degree course, a student who has 

entered with advanced standing must normally have gained at least 60 credits by 

satisfactorily completing modules at the University or collaborative centre. 
 

13. Interim awards: advanced standing 

13.1 Where a named interim award is claimed, a student who has entered with 

advanced standing must normally have satisfactorily completed the following 

credits at the University or collaborative centre: 

a. Postgraduate Certificate – 20 credits; 

b. Postgraduate Diploma – 40 credits. 
 

14. Postgraduate placement awards 

14.1 Provided the course specification makes provision, a student who successfully 

completes a placement may be entitled to an additional award (the precise award 

and title will be set out in the course specification). 

 
Registration matters 

 

15. Registration periods 

15.1 A student who enters the beginning of a course should normally complete their 

studies within the following periods: 

 

Maximum length 

Postgraduate 

Certificate 

Full-time 18 months 

 
Part-time 3 years 

Postgraduate Full-time 2.5 years 



page 9 September 2015 

  Section16C 
 

 

© Nottingham Trent University – 23 October 2015 

 

Nottingham Trent University Quality Handbook 

Part D Section 16C: Common assessment regulations: 

Taught postgraduate courses 

 

 

 

 

 

 
Diploma Part-time 4 years 

 Full-time 3 years 

Master’s degree Sandwich 4 years 

 Part-time 5 years 

 

 
 

16. Intercalation 

16.1 Subject to approval, a student may vary their rate of study to suit their individual 

needs and circumstances. Where a student has formally interrupted their studies, 

the period of interruption of study will not be included for the purposes of 

calculating their maximum period of registration. 
 

17. Credits per year 

17.1 Students should study a certain number of credits in a year. 

a. Full-time students normally study 180 credits in a 45 week year. 

b. The maximum number of credits for part-time students should be outlined in 

the course documentation. The minimum will normally be 30 credits. 
 

18. Extension of registration 

18.1 The Dean of School, or agreed nominee, can extend a student’s registration on an 

exceptional basis beyond that set out in course documentation. 
 

19. Accreditation of prior learning 

19.1 A student may be accredited with prior learning where they can demonstrate 

evidence of achievement comparable to the learning outcomes set out in course 

documentation. This may apply to certificated or experiential learning. 

19.2 A student can be admitted to a master’s course with 120 prior credits. However the 

student will not be able to claim an interim award of the University unless they 

meet the credit requirements set out in reg. 7.1. 

 

 

 

Guidance note 15.1 

Accelerated routes may be designed to allow students to complete a full time or part- 

time route in less than the normal duration. 

A part-time mode is taken to include flexible learning that may comprise distance 

learning, block-release, work-based learning etc. 

 

Guidance note 19.2 
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External examiners 
 

20. Requirements 

20.1 A course must have an external examiner(s) approved and appointed on behalf of 

Academic Board. 

 

 
 

20.2 An external examiner must be present at a board meeting that agrees final awards 

(an external examiner need not attend progression boards). If unavoidable 

circumstances result in the external examiner being absent from such a meeting, 

the external should subsequently indicate by written notification – via the Course 

Leader – that he/she has been involved in the assessment process and agrees with 

the decisions made at the board. In the case of referral boards, at least one 

external examiner should be involved in the process but not necessarily through 

attendance (see also reg. 24.1). 

 

20.3 The external examiner(s) must submit an annual report within four weeks of the 

board meeting at which the final awards were decided. 

 
Boards of examiners 

 

21. Purpose and powers 

21.1 Each award-bearing course must have a board to: 

a. ensure there are consistent and fair arrangements for assessment; 

b. make academic judgements on the progress of students; 

c. make academic judgements on the conferment of awards; 

d. consider any case of student performance that is giving cause for concern. 

21.2 A board should operate with due regard to: 

a. the course specification; 

b. any Academic Board agreements with other validating, accrediting or 

professional bodies (or a collaborating centre) as appropriate; 

c. principles and policies on assessment as set out in the QH Section 15. 

 

Course teams must have procedures for granting accreditation. A student’s prior learning 
claims should be approved before they commence the course. 

 

Guidance note 20.1 

Full information on external examiners can be found in QH Section 9, including 

procedures for their appointment. 
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21.3 A board may appoint a Subsidiary Examination Board if this is necessary, 

normally in the context of collaborative arrangements. 

21.4 A board may be responsible for more than one course provided this is approved 

at the Development and Approval Group. 

21.5 A board may operate a two-tier, Award Board/Subject Board, structure. 
 

22. Operation of the board 

22.1 The Course Leader and Module Leaders (or their nominees) should be present at 

the board unless prior arrangements have been made with the chair. External 

examiners must be invited to boards where level 7 awards are being determined. 

Any member of teaching staff may attend. 

 

 
 

22.2 All award and module results (including referral results) will be considered and 

agreed by a board. 
 

22.3 A board – or sub-group of it – may be held following first half-year assessments. A 

board is required if there are reasons to consider the termination of a student's 

studies on the course. 

22.4 It is the duty of board members to uphold the confidentiality of all of its meetings. 

22.5 All of the assessed grades contributing to a module or an award remain provisional 

until confirmed by a board. 

22.6 Care should be taken to record in the board minutes the reasons why discretion 

has or has not been exercised in relation to specific regulations. 
 

23. Subject boards 

23.1 In the case of complex courses, a two-tier board structure can be adopted, 

comprising a subject board and an award board. A subject board has responsibility 

for approving grades of modules in that subject and ensuring fairness amongst 

students. The subject board should not be allowed to make judgements about an 

individual's overall progression and award; this is a matter for the awards board. 
 

24. Referral boards 

24.1 The board is responsible for the referred or deferred assessment of students. The 

board may delegate that responsibility to a smaller referral board, which must 

involve at least one external examiner in the process but not necessarily through 

attendance. 

 

Guidance note 22.1 

The full membership, terms of reference and key duties of members of Boards of 

Examiners are available as Quality Handbook Supplement (QHS) 15B. 
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Submission of coursework 
 

25. Assessment and Feedback Plan 

25.1 A student must submit work for assessment in the required form(s) by a specified 

time on the dates indicated in the Assessment and Feedback Plan and to the 

person designated for receiving work. 
 

26. Late submission 

26.1 In respect of students submitting after the specified time, rules will apply. 

26.2 Where a student is taking a first attempt at a module and submits assessed work 

after the submission date (and specified time) indicated in the Assessment and 

Feedback Plan, the work will be marked if submitted within five working days of the 

submission date. 

26.3 Where a student is making a first attempt and submits assessed work by this 

second deadline (i.e. five working days after the submission date), the maximum 

grade awarded will be a pass. Where the quality of the assessed work falls below 

the minimum acceptable level (i.e. below a pass) a lower grade will be awarded as 

appropriate. 

26.4 Students who have been granted a ‘time extension’ (see reg. 26.8c below and the 

Notification of Exceptional Circumstances (NEC) procedures) for the first attempt 

will have the same second deadline (i.e. five working days after the agreed 

extended deadline). 

26.5 Where a student is making a first attempt at a module and submits work after the 

second deadline (i.e. five working days after the official deadline), a zero grade will 

be awarded and examiners must only comment on the work for learning purposes 

and return it to the student with a zero grade. 

26.6 A course may adopt a shorter timescale than five working days. This should be 

agreed with ASQC and indicated in the course handbook and other appropriate 

documentation provided to students. 

26.7 Where a student is making a referred or retake attempt at a module they must 

submit work by the submission date and they will not be allowed a second deadline. 

Work received after the submission date without a ‘time extension’ will be awarded 

a zero grade. Examiners must only comment on the work for learning purposes  

and return it to the student with a zero grade. 

26.8 A student who has substantiated exceptional circumstances may be granted a ‘time 

extension’ (see QH Section 14) to submit work either five or ten days after the 

submission date. Where a student is authorised to submit work after the 

submission date, they will not be penalised provided it was submitted within the 

authorised time extension. 
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27. Pass and fail modules 

27.1 In modules that are marked on a pass and fail basis, a 'Late Pass' should be 

recorded by the board for successful work that is submitted after the submission 

date and without a time extension. 

 
Module results 

 

28. Definition 

28.1 A module is summatively assessed by an element or elements. Normally that 

element is located within a module, but may be located within a course 

assessment. Sub-elements of assessment are smaller units of assessment that 

may make up a single element. These are used in disciplines where several small 

tasks are required to ensure that all the course learning outcomes are met. 
 

29. Grade based assessment scheme 
 

29.1 All elements and sub-elements are graded according to the University’s 

postgraduate grade based assessment scheme – see appendix. The full range of 

fourteen grades should be used. 
 

30. Exceptions 

30.1 A course may include competency-based elements that are assessed on a pass and 

fail basis and are not be used to determine the module grade, level result or award 

classification. These modules will be clearly identified in course documentation. 

 

 
 

31. Pass or fail credits 

31.1 Where a student has been admitted on the basis of prior learning or has 

undertaken study at another institution as part of their course, the credits may be 

graded on a pass or fail basis. For the purposes of the award classification, such 

credits are not used to determine the module grade, level result or award 

classification. 

 

Guidance note 30.1 

A competency-based module is a practical skill, professional or work-based type of 

performance module that is normally measured as an individual personal competence 

against criteria assessed on a pass and fail basis. 

Competency-based modules may test application of theory and knowledge and will have 
a set of learning outcomes. 
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32. Minimum pass grades 

32.1 The minimum pass grade for a module is a pass. 

32.2 The minimum pass grade for an element and a sub-element is a pass (but see reg. 

32.4 below). 

32.3 Where a module is assessed by more than one element, the module result will be 

determined by averaging (with appropriate weighting as necessary) the numerical 

equivalents of the element grades. Where an element is assessed by more than 

one sub-element, the element grade is also determined by averaging the numerical 

equivalents of the sub-element grades. 

 

 
 

32.4 If a marginal fail grade is achieved in an element of a module, then providing at 

least a pass grade has been achieved for the module as a whole, the student’s 

performance will be recorded as a pass for that module. 
 

33. Compensation 

33.1 A board may compensate a marginal fail grade for a module as a whole. In such 

cases, the student’s performance will be recorded as a compensated pass for that 

module. 

33.2 In addition, a board may compensate a mid fail grade for an element provided at 

least a pass grade has been achieved for the module as a whole. In such cases, the 

student’s performance will be recorded as a compensated pass for that module. In 

cases of a marginal fail grade in an element of a module, see reg. 32.4 above. 

33.3 Where exceptional circumstances apply (see NEC procedures), a board may 

compensate an element or module grade that is lower than a marginal fail. In such 

cases, the student’s performance will be recorded as a compensated pass for that 

module. 

33.4 A board may apply compensation to a maximum of one quarter of the award. 

Course teams/SASQCs should agree specific maxima according to the credit 

structure of the course and should be agreed prior to the examination board. : 

33.5 A board may compensate beyond the maxima where exceptional circumstances 

apply. 

 

 

 

Guidance note 32.3 

The actual number that results from the above calculation (and not the numerical 
equivalent) is used to determine the student’s level result (see reg. 45). 

 

Guidance note 33.5 

Where there are no exceptional circumstances, but the board is satisfied that the course 

learning outcomes have been achieved it may exercise discretion in cases of marginal 

and mid fail grades and compensate beyond the maxima agreed. 
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34. Considerations in applying compensation 

34.1 Compensation is where a board makes an academic judgment that a student is 

deemed to have passed a module because they have: 

a. achieved elsewhere the course outcome(s) to which the failed module 

contributes; 

b. performed satisfactorily on the course as a whole; 

34.2 Normally a student must have achieved the minimum pass requirement or higher 

at the end of level 7 to be eligible for compensation (see also reg. 46). 

34.3 A module or element grade that has been compensated must not be adjusted. 

34.4 A board should be cautious in applying compensation to students who have not 

completed all level 7 modules. 
 

 
 

 
 

35. Module failure 

35.1 A student who has not achieved the minimum module pass grade (pass) – and who 

has not been granted a compensated pass – has failed the module. 

35.2 Normally a student shall have a right following initial failure of a module to be 

reassessed on one further occasion to achieve a pass. 

35.3 At the master’s stage, students will not be offered the opportunity to retake 

marginal failures until a board has confirmed the decision. For courses terminating 

at PGCert or PGDip the same guidance applies. 

35.4 A board can rule that a student who has failed a professional practice placement 

may not be eligible to retake that placement. 

 

A major project or dissertation should not be compensated. 

34.5 A board should not apply compensation if the student has not completed all pieces

of assessment associated with that element, unless exceptional circumstances
apply. 

 

Guidance note 34 

Compensation should be awarded with care; it should be fair and reasonable in relation 

to the course learning outcomes and the standard of the award. In exercising its 

academic judgment, a board should normally take into consideration: 

a. the curriculum map; 

b. the course and module leader's recommendation; 

c. the overall result that the student has achieved. 
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36. Maximum module attempts 

36.1 The maximum permitted number of attempts normally allowed for a student to 

pass a module will be two – first attempt and referral or retake. A board has the 

discretion to authorise a third attempt. 

36.2 A student may not demand reassessment in a module that is no longer offered in 

the course. A board may, at its discretion, make special arrangements where it is 

not practicable for students to be reassessed in the same modules and by the same 

methods as at the first attempt. 
 

37. Referral and retake 

37.1 For reassessment in a module, a student will either: 

a. undertake a referral in the failed element(s) of the module or an alternative 

assessment(s) as determined by the board; or 

b. retake the whole module at the next available opportunity, including the new 

module assessments, with or without further attendance. 

37.2 In the case of referral, a student should not have to repeat an element they have 

passed. 
 

 
 

 

 

 

Guidance note 37a 

Referral is the normal form of reassessment since it is linked to the student’s original 

module studies and normally will not involve further attendance. As it is linked to the 

student’s original module studies it should take place shortly after the end of the 

academic session or stage (e.g. August or September where the course operates to the 

standard academic year) unless there are sound academic reasons for delaying referral. 

In the case of some failures, it may be appropriate for a board to forego the initial 

referral opportunity and require a student to retake the module with or without 

attendance. Without attendance means that the student is not required to attend classes 

except those, if any, during which assessment is conducted. If a student fails the retake, 
the board has the discretion to grant a referral opportunity. 

 

Guidance note 37b 

Where the failure is marginal, a Course Leader may allow a student to make good a 

failure(s) during the same stage of study provided (a) the module is part of the PGCert 

or PGDip stage; (b) it would not overburden the student and (c) the external examiner 

has moderated the assessment task. 

A student may decline the option and undertake the referral after the completion of the 

stage. 

At the master’s stage, a student should not be offered the opportunity to retake 
marginal failures until a board has confirmed the decision. 
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38. Minimum pass grade for retakes and referrals 

38.1 The minimum pass grade for a retake module is a pass. However, at the discretion 

of the board, a failed retake module or element within it may be compensated 

according the parameters set out in regs. 33 – 34. 

38.2 The minimum pass grade for a referred module is a pass. Where a student is 

referred in more than one element, a pass grade in each of the referred element(s) 

is required unless the board sets out an alternative minimum as part of the referral 

conditions. At the discretion of the board, a failed referred module or element 

within it may be compensated according to the parameters set out in regs. 33 – 

34. 
 

39. Maximum grade for retake 

39.1 The maximum grade that is recorded for a retake module is pass. 

 

40. Maximum grade for referral 

40.1 The maximum grade for a referred assessment element is pass. However, where a 

student is referred in an element, the grade for any element that was passed at 

the first attempt is used in the calculation of the module result. A student may 

therefore achieve a grade that is higher than a pass for a referred module. 
 

 
 

 

 
 

41. Zero grade as an academic irregularities penalty 

41.1 A student who has committed an academic irregularity may be referred in a module 

or element in order to provide the student with the opportunity to meet the  

learning outcomes. If a student subsequently demonstrates those outcomes, a  

pass should be recorded – the module is not compensated and the module grade 

remains zero. 

 

Guidance note 40.1a 

A board may decide that a rework (sometimes known as "model answers") of a complete 

assessment paper with a grade greater than a pass may be more appropriate than 

further coursework and/or another examination. If the student meets the board's 

requirement, the student will be awarded a pass grade irrespective of the actual grade 
assigned by the marker. A fail grade should be factored down appropriately. 

 

Guidance note 40.1b 

A board has the discretion to set one task to assess two or more assessment elements if 

this is fair and valid. 
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42. Referral submission dates 

42.1 All students who are required to undertake referred work should be given a 

common date to return work to the University. 
 

43. Trailing modules 

43.1 A board may use its discretion to allow a student to enter the postgraduate 

diploma or master’s degree stage carrying a deficiency, normally of up to 20 

credits from the previous stage. 

43.2 Normally a student will not be allowed to enter the master’s degree stage with 

modules from the postgraduate certificate stage outstanding. 

43.3 A student who is allowed to proceed to the next stage carrying a deficiency of core 

modules should normally make good the deficiency before the end of the next 

stage. 

43.4 At the discretion of a board, a student who is allowed to proceed to the next stage 

carrying a failure(s) in an optional module may be allowed to make good the 

deficiency either in the same failed module or an approved alternative module of at 

least the same level and credit value. An alternative module should be treated the 

same as if it was a retake module. 
 

44. Termination of studies 

44.1 A board is authorised to terminate a student's studies for the following reasons: 

a. the student has exhausted the total number of attempts as set out under reg. 

36; 

b. the student has an overall poor record of performance, attendance, 

participation or commitment on the course and the board judges that there 

are no grounds to permit the undertaking of further remedial or retake 

modules; 

c. major academic irregularities. 
 

 
 

45. Improvement of grades 

45.1 No reassessment is permitted for a student to improve upon a grade above the 

pass level required for the award. 

 

 

 

Guidance note 44.1 

A member of the course team should formally counsel a student who has failed a 

majority of modules at interim assessment points or where progress is giving cause for 
concern. 

 

Guidance note 45.1 
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Level result 
 

46. Definition 

46.1 At the completion of a taught postgraduate course (and normally at the completion 

of each postgraduate stage), a student will be given a level result. This is derived 

by averaging (with appropriate weighting as necessary) the numerical equivalent 

mark of the modules that comprise that student’s level or award. 

 

 

 

Determining awards 
 

47. Classification 

47.1 The following classifications apply to taught postgraduate awards: 
 

Postgraduate degree Grade bands 
 

Distinction 
Distinction, Mid Distinction, High 

Distinction, Exceptional Distinction 
 

Commendation 
Commendation, Mid Distinction, High 

Commendation 

Pass Pass, Mid Pass, High Pass 
 

48. Classification calculation 

48.1 The classification is based upon the module results for all modules contributing to 

the award. 

 

 

In situations where a student has a substantiated case of exceptional circumstances but 

also a module result that is above the pass grade, the board should not require, permit 

or offer the student an opportunity to undertake a reassessment. Instead the board 

should take into account the fact that substantiated exceptional circumstances affected 

the student’s performance in that module and exercise appropriate discretion when 
deciding on the student’s final award classification. 

 

Guidance note 45.1 

The level 7 result is used as a guide for progress and the award of compensation. It is 
also used to help determine the award classification. 
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Guidance note 48.1 

A master’s degree award is calculated on the basis of all of the 180 credits contributing 

to the award (PGDip all 120 credits, PGCert all 60 credits). 
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48.2 A higher classification may be awarded than that determined by the classification 

calculation. 

 

 
 

48.3 Consideration of a student’s final award will take place after the student has 

completed all modules comprising the course. 
 

49. Master’s degree: failure 

49.1 Where a candidate for a master’s degree has failed a module(s), a board may 

agree one of the following: 

a. allow a student’s overall performance to compensate for module failure and 

award a master’s degree and classification provided the board is confident 

that the course learning outcomes have been satisfactorily achieved; 
 

 
 

b. allow a student to be reassessed in the failed modules for the master’s 

degree; 

 

A course may base its classification calculation on less than the full credits where it has a 

professional practice or similar module assessed on a pass and fail basis (see regs. 30 
and 31). This arrangement must be approved. 

 

Guidance note 48.2 

A board may exercise its academic judgment and award a higher classification to that 

obtained by the classification calculation. In deciding whether to award a higher 

classification, a board should take into account: 

a. the strength of the student’s profile of grades, i.e. whether an acceptable proportion 

of module results for a particular student are in a higher classification; 

b. information about a student’s performance other than the raw module grades 

achieved, e.g. their particular strengths in important outcomes or curriculum areas, or 

their special capabilities, attributes or postgraduate skills. 

This discretion must be used only to raise and not lower a student’s classification. 

A board may also exercise additional discretion for students who have exceptional 

circumstances. 

The principles of this guidance note should also apply to the award of Distinction and 

Commendation for the PGCert and PGDip. 

 

Guidance note 49.1a 

A board may apply compensation as defined in regs. 33 and 34 above. 

A board may – where possible – ascribe a grade for a module where exceptional 

circumstances apply (a minimum pass or higher grade). This would normally have the 
effect of raising a student's classification calculation. 
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c. award a postgraduate diploma if a student has achieved at least 120 credits 

and met the award outcomes; 
 

 
 

d. require a student to withdraw from the course with no further attempts; 

e. offer the award of an Aegrotat master’s degree or postgraduate diploma as 

appropriate. Aegrotat awards do not carry a classification. 
 

 
 

50. Failure in courses leading solely to a PGDip 

50.1 Where a candidate for a postgraduate diploma has failed a module(s), a board may 

agree one of the following: 

a. allow a student’s overall performance to compensate for module failure and 

award a postgraduate diploma and classification provided the board is 

confident that the course learning outcomes have been satisfactorily 

achieved; 
 

 

 

Guidance note 49.1b 

Where a student is reassessed for a master’s degree, a board may specify a maximum 

classification that the student can achieve. 

If a student fails some or all of these reassessed modules, they may claim a PGDip (see 

49.1c) or they may be offered one further attempt for a master’s degree at the 
discretion of the board. 

 

Guidance note 49.1c 

A board may award a named PGDip even though a student has not met the precise 

requirements set out in course documentation (see reg. 11.2). 

A candidate for a master’s degree who is subsequently awarded a PGDip may receive a 

Commendation or Distinction provided they have achieved the mark range set out in reg. 

47.1. 

 

Guidance note 49.1d 

A student who declines an Aegrotat and instead elects to resit as if for the first time, 

may not subsequently claim the Aegrotat if they fail but may be reassessed for the 

award. 

 

Guidance note 50.1a 

A board may apply compensation as defined in regs. 33 and 34 above. 

A Board may – where possible – ascribe a grade for a module where exceptional 

circumstances apply (a minimum pass or higher grade). This would normally have the 
effect of raising the student's classification calculation. 
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b. allow a student to be reassessed in the failed modules for the postgraduate 

diploma; 
 

 
 

c. award a Postgraduate certificate if the student has achieved at least 60 

credits and met the award outcomes; 
 

 
 

d. require a student to withdraw from the course with no further attempts; 

e. offer the award of an Aegrotat postgraduate diploma or Postgraduate 

certificate as appropriate. Aegrotat awards do not carry a classification. 
 

 
 

51. Failure in courses leading solely to a PGCert 

51.1 Where a candidate for a postgraduate certificate has failed a module(s), a board 

may agree one of the following: 

a. allow a student’s overall performance to compensate for module failure and 

award a postgraduate certificate and classification provided the board is 

confident that the course learning outcomes have been satisfactorily 

achieved; 
 

 

 

Guidance note 50.1b 

Where a student is reassessed for a PGDip, a board may specify a maximum 

classification that the student can achieve. 

If a student fails some or all of these reassessed modules, they may claim a PGCert (see 

50.1c) or they may be offered one further attempt for a PGDip at the discretion of the 
board. 

 

Guidance note 50.1c 

A board may award a named PGCert even though a student has not met the precise 

requirements set out in course documentation (see reg. 11.2). 

A candidate for a PGDip who is subsequently awarded a PGCert may receive a 

Commendation or Distinction provided they have achieved the mark range set out in reg. 
47.1. 

 

Guidance note 50.1e 

A student who declines an Aegrotat and instead elects to resit as if for the first time, 

may not subsequently claim the Aegrotat if they fail but may be reassessed for the 

award. 

 

Guidance note 51.1a 

A board may apply compensation as defined in regs. 33 and 34 above. 
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b. allow a student to be reassessed in the failed module(s) for a postgraduate 

certificate; 
 

 
 

c. require a student to withdraw from the course with no further attempts; 

d. offer the award of an Aegrotat Postgraduate Certificate. Aegrotat awards do 

not carry a classification. 
 

 
 

51.2 Where a master’s course contains large modules of more than 60 credits, a board 

may award a postgraduate certificate or postgraduate diploma as appropriate to a 

student who fails a large module provided the board is assured that the student’s 

assessment(s) provides sufficient evidence that the student has met the course 

learning outcomes for that particular award. 

 

A board may – where possible – ascribe a grade for a module where exceptional 

circumstances apply (a pass grade or higher). This would normally have the effect of 
raising the student's classification calculation. 

 

Guidance note 50.1b 

Where a student is reassessed for a PGCert, a board may specify a maximum 

classification that the student can achieve. 

If a student fails some or all of these reassessed modules, they may be offered one 
further attempt for a PGCert at the discretion of the board. 

 

Guidance note 50.1d 

A student who declines an Aegrotat and instead elects to resit as if for the first time, 

may not subsequently claim the Aegrotat if they fail but may be reassessed for the 
award. 
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Appendix: GBA grades and numerical equivalents 
 

 
 

Commendation 

(very good) 

High Commendation 68 69 – 67 

Mid Commendation 65 66 – 64 

Commendation 62 63 – 60 

 

 

 

 

 

 

 

Fail 

(insufficient) 

 

 

 

 

 

 
Marginal Fail 47 45 - 49 

Mid Fail 42 40 - 44 

Low Fail 24 1 - 39 
 

 

Class  
Numerical 
equivalent 

Mark range 

Exceptional Distinction 96 100 – 93 

Distinction 
(excellent) 

High Distinction 89 92 – 85 

Mid Distinction 81 84 – 78 

 74 77 – 70 

0 

High Pass 58 59 – 57 

Pass (good) Mid Pass 55 56 – 54 

 52 53 – 50 
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Preface 

 

      Scope of the regulations 
 

1.1 These regulations apply to all students registered on PhD or MPhil awards with 

effect from the 2015/16 academic session. 

1.2 Unless specific mention is made, the regulations do not distinguish between 

students on different modes of attendance. 

1.3 The regulations apply to all PhD and MPhil awards unless the University Research 

Committee (URC) has approved alternative arrangements. 
 

      Changes to the regulations 
 

2.1 The University reserves the right to modify from time to time its regulations for the 

admission and progression of students and for the conferment of awards. 

2.2 The regulations will be reviewed and updated periodically in line with developments 

in University policy and practice. There may be differences in regulations as they 

apply to different cohorts of students registered for the same award. Every effort 

will be made to inform students about proposed changes and, if educationally 

appropriate, introduce such changes for all cohorts of students. 
 

      Consultation 
 

3.1 While the University reserves the right to modify its assessment regulations at any 

time, particular thought will be given to the timescale for introducing changes and 

the effect on current cohorts of students. Changes would not normally be 

introduced for implementation in the current year of study, but would take effect in 

the following academic year. 

3.2 Changes to the regulations should be made after appropriate consultation. At 

University level, proposed changes will be discussed with staff who will be given 

the opportunity to comment on such changes. Students will also have an 

opportunity to comment. Proposed changes may be modified in the light of 

feedback. 

3.3 The above processes apply to all research awards. 
 

      Students with disabilities 
 

4.1 Reasonable adjustments to assessment arrangements will be made to ensure that 

students with disabilities are not substantially disadvantaged. The Graduate School 

will ensure that students are made aware of the procedures for requesting 

adjustments, will consider such requests and will agree arrangements, referring to 

Student Support Services and the Academic Office for guidance as necessary. Any 

agreed adjustments will be notified to the oral examination team. 
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Registration matters 
 

      Registration periods 
 

5.1 A student on a PhD or MPhil must enrol as a student of the University, and 

continue to re-enrol on an annual basis until conferment of the award has taken 

place. 

5.2 For the purposes of calculating maximum and minimum periods of registration, 

students’ registration is deemed to run from the date on which they commence 

their studies. 

5.3 The minimum and maximum periods of registration are as follows: 
 

 

PhD (via transfer 
from MPhil 
registration & 

including that period 
of MPhil registration) 

Full-time 24 months 48 months 

 
Part-time 48 months 96 months 

 

 

5.4 Maximum registration periods include any writing up period. 

5.5 The University does not stipulate normal periods of registration for its research 

degrees within the minimum and maximum. A student who has made unusually 

rapid progress with a programme of research may apply to the College Research 

Degrees Committee (CRDC) for permission to submit a thesis in advance of the 

minimum period of registration set out above. 

5.6 Where a student has completed up to 24 months of full-time registration, transfer 

to part-time registration is allowed, in which case, for purposes of calculation of the 

minimum or maximum permitted periods, the equivalent period of part-time 

registration will be considered twice that of the actual full-time period of registration 

remaining. 

5.7 Where a student has completed between 24 and 36 months of full-time registration 

transfer is only permitted to a writing-up registration category, which, for purposes 

of calculation of the maximum permitted period, will be considered equivalent to 

full-time registration. 

5.8 Where a student transfers from part-time to full-time registration, for purposes of 

Award Mode Minimum Length Maximum Length 

Full-time 18 months 36 months 
MPhil 

Part-time 30 months 72 months 

PhD (direct) Full-time 24 months 

Part-time 48 months 

48 months 

96 months 
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calculation of the minimum or maximum permitted periods, the equivalent period 
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of full-time registration will be considered to be half that of the actual part-time 

period of registration remaining. 
 

      Extensions to the registration period 
 

6.1 A CRDC may, because of circumstances beyond a student’s control, exceptionally 

extend a student’s period of registration beyond the permitted maximum, normally 

for not more than one year. 

6.2 Appropriate evidence is required to support requests for extension.   
 

 
 

      Suspension of studies 
 

7.1 Where the student is prevented, by ill-health or other cause, from making progress 

on the course, the registration may be suspended by the CRDC for a period of not 

less than a month and not more than a year at a time. Appropriate evidence is 

required to support requests for suspension on health grounds. Retrospective 

suspension of registration will not normally be granted for more than three months. 
 

 
 

      Withdrawal 
 

8.1 Where a student has discontinued the course, the withdrawal of registration must 

be notified to the CRDC. 
 

Progression 
 

      Project approval 
 

9.1 All students must have their projects approved by the CRDC, within six months of 

registration for a full-time student and within 12 months of registration for a part- 

time student. Project approval may be combined with standard points in the 

annual monitoring cycle. 

9.2 In approving a project, the CRDC must be satisfied with the following: 

 

Guidance note 6.1 

Students should be made aware that taking up a full-time job will not be taken as 
evidence of “exceptional circumstances” justifying an extension of registration. 

7.2 The total number of suspensions a student is permitted should total no more than 

one third of the maximum registration period. Students who are suspending 

studies for maternity or paternity leave are exempt from this regulation. 

7.3 When returning from a period of suspension of studies, a student is required to 

meet with the supervisory team to agree targets and to establish whether 
previously achieved project approval remains valid. 
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a. the appropriateness and viability of the proposed programme of work; 

b. the suitability and qualification of the supervisory team; 

c. the relevance and appropriateness of a programme of related studies, 

normally to include: transferable and generic skills, subject specific training, 

and attendance at and participation in staff/postgraduate seminars. 

9.3 In cases where a student’s work forms part of a larger group project, each 

individual project must in itself be distinguishable for the purposes of assessment 

and be appropriate for the award. The application should indicate clearly each 

individual contribution and its relationship to the group project. 

9.4 Where a project is part of a piece of funded research, the CRDC should establish 

that the terms on which the research is funded do not detract from the fulfilment of 

the objectives and requirements of the student's research degree. 

9.5 Where a project proposal is not approved, the student will normally be given an 

opportunity to seek approval for a revised project. If, having been given an 

opportunity to remedy defects, the proposal remains unsatisfactory, the CRDC can 

apply a three month period of probation (see regulation 11.1 below). Where 

project approval has not been secured at, or by the time of, the first annual 

monitoring event, the CRDC may deem this, in itself, to be evidence of 

unsatisfactory progress. 

9.6 A student seeking a change to an approved registered research degree programme 

must apply in writing to the CRDC for approval. 
 

   Transfer of registration from MPhil to PhD 
 

10.1 A full-time student who has been registered on an MPhil for a period of at least 12 

months and who has satisfactorily completed all applicable monitoring  

requirements may apply to the CRDC for transfer to PhD. Such applications can be 

made up to 24 months following registration. 
 

 

10.3 Normally, transfer applications are combined with annual monitoring. A monitoring 

panel may make a recommendation for transfer if the report and performance in 

the presentation are deemed sufficient to justify it. 

10.4 Where the transfer application falls outside the monitoring cycle, the process must 

involve evidence of substantial progress by the student and involve an independent 

person appointed by the CRDC. In such cases, the student should prepare a 

progress report on the work undertaken in a format to be determined by the CRDC. 

10.5 Before approving transfer from MPhil to PhD, the CRDC must be satisfied that the 

student has made sufficient progress and that the proposed programme provides a 

suitable basis for work at PhD standard which the student is capable of pursuing to 

completion. 

10.2 A part-time student who has been registered on an MPhil for a period of at least 24 

months and who has satisfactorily completed all applicable monitoring  

requirements may apply to the CRDC for transfer to PhD. Such applications can be 

made up to 36 months following registration. 
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10.6 In the event of an unsatisfactory transfer application, the CRDC may offer the 

candidate the opportunity to revise the application in the light of feedback from the 

panel. In the event that the transfer application is not approved, the student will be 

required to re-register for an MPhil only. 

10.7 A student who is registered for the degree of PhD and who is unable to complete 

the approved programme of work may, at any time prior to the submission of the 

thesis for examination, apply to the CRDC for their registration to revert to that for 

MPhil, provided that the maximum permitted period for MPhil registration is not 

exceeded. 
 

 
 

 
 

Examiners 
 

   Examining teams 
 

12.1 A student is examined by at least two and not more than three examiners, of 

whom at least one will be an external examiner and one an internal examiner. 

12.2 The examining team as a whole should have substantial experience of successful 

supervision and examination of research degree students. Normally, the 

examining team as a whole should have completed a minimum of three 

examinations. 

12.3 The Director of Studies submits proposals for the student’s examiners to the CRDC 

three to six months prior to the examination. 

 

Guidance note 10.6 

Exceptionally, a student who has passed the MPhil to PhD transfer stage and is within 

their maximum period of PhD registration may request in writing, at the time of 
submitting their PhD thesis, that the thesis be considered for an MPhil. 

Probation 

A student who is deemed by CRDC to be making unsatisfactory progress, either at

project approval, monitoring or transfer can be placed on a three month probation. 

During the probationary period, the supervisory team sets targets for the student,

and reviews progress through regular supervisory meetings. 

The student’s progress will be reconsidered immediately after the probationary

period. Where there is no improvement in progression, the CRDC may terminate

the student’s registration. 

Where a student has more than one probationary period during the period of

registration, this may be taken into consideration when reviewing a student’s
progress. 
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12.4 The student’s examination may not take place until the arrangements have been 

approved and a casual worker contract for the external examiner(s) has been 

issued by Corporate Human Resources. 

12.5 Where the student is a permanent member of University staff, a second external 

examiner is appointed in place of the internal examiner. A student who is on a 

fixed short-term employment contract (for instance, a research assistant) is 

exempt from the requirements of this regulation. 
 

   Chair 
 

13.1 The oral examination is chaired by an independent, senior, experienced academic 

of the University. 

13.2 The chair is appointed at the same time as the rest of the examination team.   

13.3 The role of the chair is to ensure that the examination is conducted with due regard 

to fair play and in compliance with these regulations. 

13.4 The chair acts as source of experience and guidance to the examiners about the 

conduct of the examination and ensures that reports are completed and, where 

appropriate, feedback is provided to the student. 

13.5 The chair also monitors the completion of reports relating to minor or major 

revisions and will liaise with the externals about the action to be taken in response 

to any resubmission required of the student. 
 

   Internal examiners 
 

14.1 Internal examiners have experience in the general area of the student’s work. An 

internal examiner will be: 

a. a member of staff of the University who is not a member of the student's 

supervisory team; or 

b. a member of staff of the student's Collaborating Establishment who is not a 

member of the student's supervisory team. 

14.2 The following restrictions on appointment apply. 

a. An internal examiner should not previously have acted as an independent 

assessor, either for progress review or transfer of registration, in respect of 

the candidate being examined. 

b. A student currently enrolled on a research degree at the University cannot act 

as an internal examiner. 
 

   External examiners 
 

15.1 The CRDC is guided by the following criteria when considering external examiner 

nominations. 
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a. External examiners should have experience in the specialist area of the 

student’s thesis and demonstrate a consistent and extensive record of 

relevant publication. 

b. An external examiner must be fluent in English, and where appointed to 

examine a thesis written in languages other than English, must also be fluent 

in the relevant language(s). 

15.2 The following restrictions on appointments apply. 

a. An external examiner must be independent both of the University (and of the 

Collaborating Establishment), must not have acted previously as the 

student's supervisor or adviser, and must have no other conflict of interest 

involving the research student. 

b. A member of the Board of Governors or a committee of the University (or one 

of its collaborative partners) cannot be appointed as an external examiner. 

Additionally a current employee of the University or one of its collaborative 

partners (in the case of a collaborative PhD) cannot be appointed as an 

external examiner. 

c. An external examiner should not be either a supervisor of another student or 

an external examiner on a taught course in the same University School. 

d. A former NTU student or member of staff cannot be appointed as an external 

examiner unless a minimum of five years has elapsed. 

e. No external examiner may be appointed if by doing so a reciprocal 

arrangement for external examining would arise involving cognate 

programmes of study at another institution. 

f. No external examiner may be appointed who has been in a formal 

collaboration, or who has authored a research paper, with a member of the 

supervision team within the three years prior to the examination. 

g. The same external examiner should not be approved so frequently that 

his/her familiarity with the University might prejudice objective judgement. 

15.3 The appropriate College will be responsible for determining and paying the fees and 

expenses of the external examiner(s). The responsible College will be that which 

employs or has most recently employed the student’s Director of Studies. 
 

Determining awards 
 

   Examination arrangements 
 

16.1 The examination for the MPhil and PhD will have two stages. 

a. preliminary assessment of the thesis; 

b. its defence by oral examination. 

16.2 Each examiner must read and examine the thesis, and submit an independent 

preliminary report before the oral examination is held. 
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16.3 In completing the preliminary report, each examiner should consider whether the 

thesis provisionally satisfies the requirements of the degree and, where possible, 

make an appropriate provisional recommendation subject to the outcome of the 

oral examination. 

16.4 Preliminary report forms must be completed independently and without formal or 

informal consultation between examiners. 

16.5 An examiner, having received the thesis and wishing to contact another examiner, 

the student or member of the supervisory team should do so only through the 

Graduate School Office. 

16.6 An examiner may contact another examiner or member of the supervisory team for 

the purpose of making practical arrangements about the oral examination. 
 

   Alternative forms of examination 
 

17.1 Where the student would be under serious disadvantage if required to undergo an 

oral examination for reasons of sickness or disability, an alternative form of 

examination may be approved by URDC. Such approval must not be given because 

the student's knowledge of the language in which the thesis is presented is 

inadequate. 
 

   Conduct of the oral examination 
 

18.1 The oral examination will normally be held in the UK. Exceptionally, the 

examination may take place abroad or by video conference. 

18.2 The supervisory team should make itself available to the student's examiners. 

Supervisors may, with the express written permission of the student, attend the 

oral examination. They may not contribute to the discussion. 

18.3 Recording of the oral examination is not permitted. 

18.4 The student will take no part in the arrangement of the oral examination. 

18.5 Where the University Research Degrees Committee (URDC) is made aware of a 

failure to comply with all the procedures of the examination process, it may declare 

the examination null and void and appoint new examiners. 
 

   Outcomes 
 

19.1 Following the completion of the oral examination the examiners may recommend 

that: 

a. the candidate is awarded the degree; 

b. the candidate is awarded the degree subject to minor amendments being 

made to the thesis to the satisfaction of the examiners; 

c. the candidate is awarded the degree subject to substantive amendments 

being made to the thesis to the satisfaction of the examiners; 
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d. the candidate is permitted to re-submit for the degree and be re-examined, 

with or without an oral examination; 

e. the candidate is not to be awarded the degree and is not permitted to be re- 

examined, in which case the candidate may be awarded the appropriate 

interim award where they meet the requirements of such an award. 

19.2 Examiners may indicate informally their recommendation on the result of the 

examination to the candidate but they should make it clear that the decision rests 

with the URDC, acting on the advice of the CRDC, and under powers delegated by 

Academic Board, to which all decisions are reported. 

19.3 Candidates should be allowed one further opportunity to satisfy the assessment 

criteria. 

19.4 Recommendation (e) should only be made in exceptional circumstances. 

19.5 Should the extent of the candidate’s failure to achieve the PhD assessment criteria 

be such that the candidate would be unable to satisfy the assessment criteria  

with a submission for re-examination within one calendar year,     

recommendation (d) can be considered with a recommendation for an exceptional 

extension of the period for submission for re-examination. 

19.6 Following the oral examination the examiners should, where they agree, submit a 

joint report and recommendation relating to the award of the degree. 

19.7 The preliminary reports and joint recommendation of the examiners should 

together provide sufficiently detailed comments on the scope and quality of the 

work to enable the CRDC to satisfy itself that the recommendation is justified. 

19.8 Where the examiners do not agree, separate reports and recommendations should 

be submitted. 

19.9 The CRDC should consider the reports and recommendation(s) of the examiners in 

respect of the candidate and make a recommendation to the URDC. The power to 

confer the degree rests with the Academic Board of the University but is delegated 

to the URDC. 

19.10 Where the examiners' recommendations are not unanimous, URDC may: 

a. accept a majority recommendation (if the majority recommendation includes 

at least one external examiner); 

b. accept the recommendation of the external examiner; or 

c. require the appointment of an additional external examiner. 

19.11 Where an additional external examiner is appointed, they should prepare an 

independent preliminary report on the basis of the thesis and, if considered 

necessary, may conduct a further oral examination. 

19.12 The additional examiner should not be informed of the individual 

recommendations of the other examiners. 

19.13 On receipt of the report from the additional examiner, the URDC should complete 

the examination. 
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19.14 A further examination in addition to the oral examination may be requested by 

the original examiners. In such cases, the approval of the Chair of the URDC 

should be sought. 

19.15 Where such an examination is arranged following an oral examination, it should 

be held within two calendar months of the oral examination unless the URDC 

permits otherwise. Any such examination will be deemed to be part of the 

candidate's first examination. 

19.16 Where the URDC decides that the degree is not to be awarded and that no re- 

examination be permitted, the examiners should prepare an agreed statement of 

the deficiencies of the thesis and the reason for their recommendation, which will 

be forwarded to the candidate. 

19.17 The PhD may be awarded posthumously on the basis of a thesis completed by a 

candidate which is ready for submission for examination. In such cases the URDC 

will seek evidence that the candidate would have been likely to be successful had 

the oral examination taken place. 
 

   Re-examination 
 

20.1 One re-examination is permitted subject to the following requirements. 

a. A candidate who fails to satisfy the examiners at the first examination, may, 

on the recommendation of the examiners and with the approval of the CRDC, 

be permitted to revise the assessment and be re-examined. 

b. The examiners provide the candidate with written guidance on the 

deficiencies of the first submission. 

c. The candidate must submit for re-examination within the period of one 

calendar year from the date of the most part of the first examination. 

20.2 URDC may require that an additional external examiner be appointed for the re- 

examination. 

20.3 There are four forms of re-examination as follows. 

a. Where the candidate's performance in the first oral examination was 

satisfactory but the thesis was unsatisfactory and the examiners on re- 

examination certify that the thesis as revised is satisfactory, the CRDC may 

exempt the candidate from further oral examination. 

b. Where the candidate's performance in the first oral examination was 

unsatisfactory and the thesis was also unsatisfactory, re-examination should 

include a re-examination of the thesis and an oral examination. 

c. Where on the first examination the candidate's thesis was satisfactory but the 

performance in the oral examination was not satisfactory the candidate should 

be re-examined by oral examination, without being requested to            

revise and re-submit the thesis. 

d. Where on the first examination the thesis was satisfactory but the candidate's 

performance in relation to the other requirements for the award of the degree 
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was not satisfactory, the examiners may propose instead a different form of 

re-examination to test the candidate's abilities. Such examination may take 

place only with the approval of the CRDC. 

20.4 For re-examination, each examiner should read and examine the thesis and submit 

an independent preliminary report before any oral or alternative form of 

examination is held. 

20.5 In completing the preliminary report, each examiner should consider whether the 

thesis provisionally satisfies the requirements of the degree and where possible 

make an appropriate provisional recommendation subject to the outcome of any 

oral examination. 

20.6 The conduct of the oral re-examination will be the same as for the original 

examination, unless agreed otherwise by URDC. 

20.7 Following the re-examination of the thesis, or following an oral or other 

examination, the examiners should, where they agree, submit, a joint report and 

recommendation relating to the award of the PhD. 

20.8 The preliminary reports and joint recommendation of the examiners should 

together provide sufficiently detailed comments on the scope and quality of the 

work to enable the CRDC to satisfy itself that the recommendation is justified. 

20.9 Where the examiners do not agree, separate reports and recommendations should 

be submitted. 

20.10 Following the completion of the re-examination the examiners may recommend 

that: 

a. the candidate is awarded the degree; 

b. the candidate is awarded the degree subject to minor amendments being 

made to the thesis; 

c. the candidate is not awarded the degree and is not permitted to be re- 

examined, in which case the candidate may be awarded an MPhil. 

20.11 Where the agreed recommendation of the examiners follows decision (b) above, 

they must together complete the Form of Guidance which will be transmitted to 

the candidate and the supervisory team. 

20.12 Where the examiners are satisfied that the candidate has in general reached the 

standard required for the degree, but consider that the candidate's thesis requires 

some minor amendments and corrections to warrant the submission of a revised 

thesis, and recommend that the degree be awarded subject to the candidate 

amending the thesis to the satisfaction of the internal and/or the external 
examiner(s), they should indicate to the candidate in writing what amendments 

and corrections are required. 

20.13 Where the examiners' recommendations are not unanimous, the URDC may: 

a. accept a majority recommendation (provided that the majority 

recommendation includes at least one external examiner); 

b. accept the recommendation of the external examiner; or 
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c. require the appointment of an additional external examiner. 

20.14 Where an additional external examiner is appointed, they should prepare an 

independent preliminary report on the basis of the assessment and, if considered 

necessary, may conduct a further oral examination. That examiner should not be 

informed of the individual recommendations of the other examiners. On receipt of 

the report from the additional examiner, the URDC will complete the examination. 

20.15 A further examination in addition to the oral examination may be requested by 

the examiners. In such cases, the approval of the Academic Board should be 

sought without delay. Where such an examination is arranged following an oral 

examination, it should normally be held within two calendar months of the oral 

examination unless the Academic Board permits otherwise. 

20.16 Where the Academic Board decides that the PhD is not awarded, the examiners 

should prepare an agreed statement of the deficiencies of the thesis and the 

reason for their recommendation, which is forwarded to the candidate. 
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Preface 

 

      Scope of the regulations 
 

1.1 These regulations apply to all students registered on the University’s Professional 

Doctorate courses with effect from the 2015/16 academic session. 

1.2 These regulations apply to all Professional Doctorates unless University Research 

Committee (URC) has approved alternative arrangements. 
 

      Changes to the regulations 
 

2.1 The University reserves the right to modify from time to time its regulations for the 

admission and progression of students and for the conferment of awards. 

2.2 The regulations will be reviewed and updated periodically in line with developments 

in University policy and practice. There may be differences in regulations as they 

apply to different cohorts of students registered for the same award. Every effort 

will be made to inform students about proposed changes and, if educationally 

appropriate, introduce such changes for all cohorts of students. 
 

      Consultation 
 

3.1 While the University reserves the right to modify its assessment regulations at any 

time, particular thought will be given to the timescale for entering changes and the 

effect on current cohorts of students. Changes would not normally be introduced 

for implementation in the current year of study, but would take effect in the 

following academic year. 

3.2 Changes to the regulations should be made after appropriate consultation. At 

university level, proposed changes will be discussed with staff who will be given the 

opportunity to comment on such changes. Students will also have an opportunity to 

comment. Proposed changes may be modified in the light of feedback. 

3.3 The above processes apply to all research awards. 
 

      Students with disabilities 
 

4.1 Reasonable adjustments to assessment arrangements will be made to ensure that 

students with disabilities are not substantially disadvantaged. The Graduate School 

will ensure that students are made aware of the procedures for requesting 

adjustments, will consider such requests and will agree arrangements, referring to 

Student Support Services and the Academic Office for guidance as necessary. 

4.2 Any agreed adjustments will be notified to the course and oral examination teams. 



Nottingham Trent University Quality Handbook 

Section16E 

page 4 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

 

Part D Section 16E: 
Professional Doctorate degree 

 

 

 

 

 

 

 

Awards and titles 
 

      Awards 
 

5.1 Normally, Professional Doctorate courses incorporate the awards set out below and 

the specific outcomes for each will be set out in the course documentation. Each 

has a credit definition as follows. 

a. MPhil or MProf: successful completion of the equivalent of 360 credits at level 

7. 

b. Professional Doctorate degree: successful completion of the equivalent of 540 

credits, at least 360 of which are at level 8. 
 

      Entitlement to an interim award 
 

6.1 Students proceeding to a Professional Doctorate degree will not be awarded the 

interim award of MPhil, MProf or PGCert. A student will normally be entitled to 

receive one award as a result of a continuous period of registration. Entitlement to 

an interim award is subject to assessment and oral examination. 
 

      Course titles 
 

7.1 The course specification will contain the course title(s) that will have been 

approved according to the criteria set out in the Quality Handbook. 
 

Registration matters 
 

      Registration periods 
 

8.1 A student on a Professional Doctorate must enrol as a student of the University, 

and continue to re-enrol on an annual basis until conferment of the award has 

taken place. 

8.2 For the purposes of calculating maximum and minimum periods of registration, 

students’ registration is deemed to run from the date on which they commence 

their studies. 

8.3 The minimum and maximum periods of registration are as follows: 
 

  Minimum Length Maximum Length 

Professional 

Doctorate 
Part-time 48 months 96 months 

 

8.4 Maximum registration periods include any writing up period. 

8.5 The University does not stipulate normal periods of registration for its Professional 

Doctorate courses within the minimum and maximum. A student who has made 
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unusually rapid progress with the course may apply to the progression board for 

permission, exceptionally, to submit a thesis in advance of the minimum period of 

registration set out above. 
 

      Extensions to the registration period 
 

9.1 A progression board may, because of circumstances beyond a student’s control, 

exceptionally extend a student’s period of registration beyond the permitted 

maximum, normally for not more than one year. 

9.2 Appropriate evidence is required to support requests for extension.   
 

   Suspension of studies 
 

10.1 Where the student is prevented, by ill-health or other cause, from making progress 

on the course, the registration may be suspended by the progression board for a 

period of not less than a month and not more than a year at a time. Appropriate 

evidence is required to support requests for suspension on health grounds. 

Retrospective suspension of registration will not normally be granted for more than 

three months. 
 

 
 

   Withdrawal 
 

11.1 Where a student has discontinued the course, the withdrawal of registration must 

be notified to the progression board. 

 

Submission of assessment for phase one 
 

   Course assessment plan 
 

12.1 A student must submit work for summative assessment in the required form(s) by 

a specified time, and by the means designated for submitting work. 
 

   Late submission 
 

13.1 Assessments submitted after the specified deadline and without a ‘time extension’ 

will be awarded a fail grade. 

13.2 A student with a substantiated exceptional circumstance may be granted a ‘time 

extension’ to submit work after the official deadline. Where a student is authorised 

10.2 The total number of suspensions a student is permitted should total no more than 

one third of the maximum registration period. Students who are suspending 

studies for maternity or paternity leave are exempt from this regulation. 

10.3 When returning from a period of suspension of studies, a student is required to 

meet with the supervisory team to agree targets and to establish whether 
previously achieved project approval remains valid. 
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to submit work after the 'official deadline', they will not be penalised provided the 

work was submitted within the authorised 'time extension deadline'. 

13.3 A student may normally have no more than two ‘time extensions’ for an 

assessment. Following the second ‘time extension’ the student will either need to 

submit the work for assessment or suspend their studies. 
 

   Progression to phase two 
 

14.1 A student will not be permitted to progress to phase two of the course until all 

summative assessments at phase one have been passed. 
 

Progression boards 
 

   Purpose and powers 
 

15.1 A Professional Doctorate course must have a progression board. It will: 

a. make decisions on the progress of students at both phases of the course; 

b. ensure there are consistent and fair arrangements for assessment; 

c. take decisions about the conferment of interim awards; 

d. consider any case of student performance that is giving cause for concern. 

15.2 The Board will be appointed in accordance with the regulations contained in Quality 

Handbook (QH) Section 15. 

15.3 The Board or an approved sub-group (e.g. interim board) will determine 

progression from phase one to phase two. 
 

   Attendance 
 

16.1 The Course Leader and academic staff who teach on/supervise the course should be 

present at the Board unless prior arrangements have been made with the Chair. 

External examiners must be invited to at least one progression board in each 

academic session. 
 

   Schedule of meetings 
 

17.1 All phase one assessment results (including referral results) will be considered and 

agreed by a board. 

17.2 The outcomes of student monitoring at phase two will be considered by a board. 

17.3 At least one board should be held annually. Other board meetings may be held 

during the course as appropriate to its structure. A board is required if there are 

reasons to consider the termination of a student's studies on the course. 
 

 

 

Guidance note 17.3 
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   Confidentiality 
 

18.1 It is the duty of board members to uphold the confidentiality of all of its meetings. 

18.2 Students must not be present at board meetings. 
 

   Decision making 
 

19.1 All phase one assessment grades remain provisional until confirmed by a board. 
 

Phase one results 
 

   Minimum pass 
 

20.1 Phase one coursework is assessed on a pass/fail basis. 

20.2 The minimum pass grade for a module is a pass. 
 

   Compensation 
 

21.1 Compensation of marginal fail grades is not permissible on Professional Doctorate 

courses. 
 

   Assessment failure 
 

22.1 A student who has not achieved the minimum assessment pass grade has failed 

the module. 

22.2 Normally a student shall have a right following initial failure of a module to be 

reassessed on one further occasion to achieve a pass. 
 

   Maximum assessment attempts 
 

23.1 The maximum permitted number of attempts normally allowed for a student to 

pass an assessment will be two – first attempt and referral. A progression board 

has the discretion to authorise a third attempt. 

23.2 A third attempt may only be authorised for one assessment. 

23.3 A student may not demand reassessment in an assessment that is no longer 

offered in the course. A progression board may, at its discretion, make special 

 

Where interim awards are retrospectively awarded due to a student's inability to 

complete the Professional Doctorate degree, the recommendations should be made at 

the main board. If the recommendation for an interim award cannot wait until the main 

board, it is sufficient for the Chair of the board to approve a recommendation with the 

agreement in writing of the external examiner. 
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arrangements where it is not practicable for students to be reassessed by the 

same methods as at the first attempt. 
 

   Referral 
 

24.1 For reassessment a student will either undertake a referral or an alternative 

assessment as determined by the progression board. 
 

   Termination of studies at phase one 
 

25.1 A board is authorised to terminate a student's studies for the following reasons: 

a. the student has exhausted the total number of attempts; 

b. major academic irregularities; 

c. major research irregularities; 

d. the student has an overall poor record of performance, attendance, 

participation or commitment on the course and the board judges that there 

are no grounds to permit the undertaking of further remedial or retake 

assessments. 

 

 
 

Examiners for phase two 
 

   Examining teams 
 

26.1 A student is examined by at least two and not more than three examiners, of 

whom at least one will be an external examiner and one an internal examiner. 

26.2 The examining team as a whole should have substantial experience of successful 

supervision and examination of research degree students. Normally, the 

examining team as a whole should have completed a minimum of three 

examinations. 

26.3 The Lead Supervisor submits proposals for the student’s examiners to the course 

committee three to six months prior to the examination. 

26.4 The student’s examination may not take place until the arrangements have been 

approved and a casual worker contract has been issued to the external examiner 

by Corporate Human Resources. 

26.5 Where the student is a permanent member of University staff (or collaborative 

partner), a second external examiner is appointed in place of the internal 

 

Guidance note 25.1 

The Course Leader should formally counsel a student who has failed a majority of 
modules at interim assessment points or where progress is giving cause for concern. 
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examiner. A student who is on a fixed short-term employment contract (for 

instance, a research assistant) is exempt from the requirements of this regulation. 
 

   Chair 
 

27.1 The oral examination is chaired by an independent, senior, experienced academic 

of the University. 

27.2 The chair is appointed at the same time as the rest of the examination team.   

27.3 The role of the chair is to ensure that the examination is conducted with due regard 

to fair play and in compliance with these regulations. 

27.4 The chair acts as source of experience and guidance to the examiners about the 

conduct of the examination and ensures that reports are completed and, where 

appropriate, feedback is provided to the student. 

27.5 The chair also monitors the completion of reports relating to minor or major 

revisions and will liaise with the external(s) about the action to be taken in 

response to any resubmission required of the student. 
 

   Internal examiners 
 

28.1 Internal examiners have experience in the general area of the student’s work. An 

internal examiner will be: 

a. a member of staff of the University who is not a member of the student's 

supervisory team; or 

b. a member of staff of the student's collaborating establishment who is not a 

member of the student's supervisory team. 

28.2 The following restrictions on appointment apply. 

a. A student currently enrolled on a research degree at the University cannot act 

as an examiner. 
 

   External examiners 
 

29.1 The course committee is guided by the following criteria when considering external 

examiner nominations. 

a. External examiners should have experience in the specialist area of the 

student’s phase two assessment and demonstrate a consistent and extensive 

record of relevant publication. 

b. An external examiner must be fluent in English, and where appointed to 

examine a thesis written in languages other than English, must also be fluent 

in the relevant language(s). 

29.2 The following restrictions on appointments apply. 

a. An external examiner must be independent both of the University and of the 

Collaborating Establishment, must not have acted previously as the student's 
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supervisor or adviser, and must have no other conflict of interest involving 

the research student. 

b. A member of the Board of Governors or a committee of the University (or one 

of its collaborative partners) cannot be appointed as an external examiner. 

Additionally a current employee of the University or one of its collaborative 

partners cannot be appointed as an external examiner. 

c. An external examiner should not be either a supervisor of another student or 

an external examiner on a taught course in the same University School. 

d. A former NTU student or member of staff cannot be appointed as an external 

examiner unless a minimum of five years has elapsed. 

e. No external examiner may be appointed if by doing so a reciprocal 

arrangement for external examining would arise involving cognate 

programmes of study at another institution. 

f. No external examiner may be appointed who has been in a formal 

collaboration, or who has authored a research paper, with a member of the 

supervision team within the three years prior to the examination. 

g. The same external examiner should not be approved so frequently that 

his/her familiarity might prejudice objective judgement. 

h. The external examiner must not be the same examiner appointed to phase 

one of the course. 

29.3 The appropriate College will be responsible for determining and paying the fees and 

expenses of the external examiner(s). The responsible College will be that which 

employs or has most recently employed the student’s Lead Supervisor. 
 

Determining awards 
 

   Examination arrangements 
 

30.1 The examination for phase two of the Professional Doctorate will have two stages: 

a. preliminary assessment of the submitted assessment; and 

b. its defence by oral or approved alternative examination. 

30.2 Copies of the phase one assessment will be sent to the examiners for reference 

purposes only. Examiners should not re-assess phase one assessment(s). 

30.3 Each examiner must read and examine the phase two assessment and submit an 

independent preliminary report or marking sheet on it before any oral or 

alternative form of examination is held. 

30.4 In completing the preliminary report, each examiner should consider whether the 

assessment provisionally satisfies the requirements of the Professional Doctorate 

degree, and where possible make an appropriate provisional recommendation 

subject to the outcome of the oral examination. 
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30.5 Preliminary report forms must be completed independently and without formal or 

informal consultation between examiners. 

30.6 An examiner, having received the assessment and wishing to contact another 

examiner, the student or any member of supervisory team, should do so only 

through the Graduate School Office. 

30.7 An examiner may contact another examiner, the student or member of the 

supervisory team for the purpose of making practical arrangements about the oral 

examination. 
 

   Alternative forms of examination 
 

31.1 Where the student would be under serious disadvantage if required to undergo an 

oral examination for reasons of sickness or disability, an alternative form of 

examination may be approved by URDC. Such approval must not be given because 

the student's knowledge of the language in which the assessment is presented is 

inadequate. 
 

   Conduct of the oral examination 
 

32.1 The oral examination will normally be held in the UK. Exceptionally, the oral 

examination may be held via video conference. 

32.2 An oral examination for students studying at a collaborative partner may be held by 

video conference. In special cases, the course committee may give approval for 

the examination to take place overseas. 

32.3 Recording of the oral examination is not permitted. 

32.4 The student will take no part in the arrangement of the oral examination. 

32.5 Where the University Research Degrees Committee (URDC) is made aware of a 

failure to comply with all the procedures of the examination process, it may declare 

the examination null and void and appoint new examiners. 
 

   Outcomes 
 

33.1 Following the completion of the examination the examiners may recommend that: 

a. the candidate is awarded the degree; 

b. the candidate is awarded the degree subject to minor amendments being 

made to the assessment to the satisfaction of the examiners; 

c. the candidate is awarded the degree subject to substantive amendments 

being made to the assessment to the satisfaction of the examiners; 

d. the candidate is permitted to re-submit for the degree and be re-examined, 

with or without an oral examination; 
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e. the candidate is not awarded the degree and is not permitted to be re- 

examined, in which case the candidate may be awarded the appropriate 

interim award. 

33.2 Examiners may indicate informally their recommendation on the result of the 

examination to the candidate but they should make it clear that the decision rests 

with the URDC, acting on the advice of the progression board, and under powers 

delegated by Academic Board, to which all decisions are reported. 

33.3 Candidates should be allowed one further opportunity to satisfy the assessment 

criteria. 

33.4 Recommendation (e) should only be made in exceptional circumstances. 

33.5 Should the extent of the candidate’s failure to achieve the learning outcomes be 

such that the candidate would be unable to satisfy the learning outcomes with a 

submission for re-examination within one calendar year, recommendation (d) can 

be considered with a recommendation for an exceptional extension of the period 

for submission for re-examination. 

33.6 Following the oral examination the examiners should, where they agree, submit a 

joint report and recommendation relating to the award of the degree. 

33.7 The preliminary reports and joint recommendation of the examiners should 

together provide sufficiently detailed comments on the scope and quality of the 

work to enable the progression board to satisfy itself that the recommendation is 

correct. 

33.8 Where the examiners do not agree, separate reports and recommendations should 

be submitted. 

33.9 The progression board should consider the reports and recommendation(s) of the 

examiners in respect of the candidate and make a recommendation to the URDC. 

The power to confer the degree rests with the Academic Board of the University but 

is delegated to the URDC. 

33.10 Where the examiners' recommendations are not unanimous, URDC may: 

a. accept a majority recommendation (if the majority recommendation includes 

at least one external examiner); 

b. accept the recommendation of the external examiner; or 

c. require the appointment of an additional external examiner. 

33.11 Where an additional external examiner is appointed, they should prepare an 

independent preliminary report on the basis of the thesis and, if considered 

necessary, may conduct a further oral examination. 

33.12 The additional external examiner should not be informed of the individual 

recommendations of the other examiners. 

33.13 On receipt of the report from the additional external examiner, the URDC should 

complete the examination. 
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33.14 A further examination in addition to the oral examination may be requested by 

the original examiners. In such cases, the approval of the Chair of the URDC 

should be sought. 

33.15 Where such an examination is arranged following an oral examination, it should 

be held within two calendar months of the oral examination unless the URDC 

permits otherwise. Any such examination will be deemed to be part of the 

candidate's first examination. 

33.16 Where the URDC decides that the degree be not awarded and that no re- 

examination be permitted, the examiners should prepare an agreed statement of 

the deficiencies of the thesis and the reason for their recommendation, which will 

be forwarded to the candidate. 

33.17 The Professional Doctorate may be awarded posthumously on the basis of a thesis 

completed by a candidate which is ready for submission for examination. In such 

cases the URDC will seek evidence that the candidate would have been likely to be 

successful had the oral examination taken place. 
 

   Re-examination 
 

34.1 One re-examination may be permitted by the URDC, subject to the following 

requirements. 

a. A candidate who fails to satisfy the examiners at the first examination, may, 

on the recommendation of the examiners and with the approval of the 

progression board, be permitted to revise the assessment and be re- 

examined. 

b. The examiners provide the candidate, through the progression board, with 

written guidance on the deficiencies of the first submission. 

c. The candidate must submit for re-examination within the period of one 

calendar year from the date of the latest part of the first examination. 

34.2 The URDC may require that an additional external examiner be appointed for the 

re-examination. 

34.3 There are four forms of re-examination. 

a. Where the candidate's performance in the first oral examination was 

satisfactory but the thesis was unsatisfactory and the examiners on re- 

examination certify that the thesis as revised is satisfactory, the progression 

board may exempt the candidate from further examination. 

b. Where the candidate's performance in the first oral examination was 

unsatisfactory and the thesis was also unsatisfactory, re-examination should 

include a re-examination of the thesis and an oral examination. 

c. Where on the first examination the candidate's thesis was satisfactory but the 

performance in the oral examination was not satisfactory the candidate should 

be re-examined by oral examination, without being requested to            

revise and re-submit the thesis. 
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d. Where on the first examination the thesis was satisfactory but the candidate's 

performance in relation to the other requirements for the award of the degree 

was not satisfactory, the examiners may propose instead a different form of 

re-examination to test the candidate's abilities. Such examination may take 

place only with the approval of the progression board. 

34.4 In the case of a re-examination, each examiner should read and examine the 

assessment and submit an independent preliminary report on it before any oral or 

alternative form of examination is held. 

34.5 In completing the preliminary report, each examiner should consider whether the 

assessment provisionally satisfies the requirements of the degree and where 

possible make an appropriate provisional recommendation subject to the outcome 

of any oral examination. 

34.6 The conduct of the oral re-examination will be the same as for the original 

examination, unless agreed otherwise. 

34.7 Following the re-examination of the assessment, or following an oral or other 

examination, the examiners should, where they agree, submit a joint report and 

recommendation relating to the award of the Professional Doctorate degree. 

34.8 The preliminary reports and joint recommendation of the examiners should 

together provide sufficiently detailed comments on the scope and quality of the 

work to enable the progression board to satisfy itself that the recommendation is 

justified. 

34.9 Where the examiners do not agree, separate reports and recommendations should 

be submitted. 

34.10 Following the completion of the re-examination the examiners may recommend 

that: 

a. the candidate is awarded the degree; 

b. the candidate is awarded the degree subject to minor amendments being 

made to the thesis; or 

c. the candidate is not awarded the degree and is not permitted to be re- 

examined, in which case the candidate may be awarded the appropriate 

interim award. 

34.11 Where the agreed recommendation of the examiners follows decision b above, 

they must together complete the Form of Guidance which will be transmitted to 

the candidate and the supervisory team 

34.12 Where the examiners are satisfied that the candidate has in general reached the 

standard required for the degree, but consider that the candidate's assessment 

requires some minor amendments and corrections, they should require the 

submission of a revised assessment, and recommend that the degree be awarded 

subject to the candidate amending the assessment to the satisfaction of the 

internal and/or the external examiner(s), they should indicate to the candidate in 

writing what amendments and corrections are required. 
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34.13 Where the examiners' recommendations are not unanimous the URDC may, after 

advice from the progression board: 

a. accept a majority recommendation (provided that the majority 

recommendation includes at least one external examiner); 

b. accept the recommendation of the external examiner; or 

c. require the appointment of an additional external examiner. 

34.14 Where an additional external examiner is appointed, he/she should prepare an 

independent preliminary report on the basis of the assessment and, if considered 

necessary, may conduct a further oral examination. That external examiner 

should not be informed of the individual recommendations of the other 

examiners. On receipt of the report from the additional examiner, the URDC will 

complete the examination. 

34.15 A further examination in addition to the oral examination may be requested by 

the examiners. In such cases, the approval of the Academic Board should be 

sought without delay. Where such an examination is arranged following an oral 

examination, it should normally be held within two calendar months of the oral 

examination unless the Academic Board permits otherwise. 

34.16 Where the Academic Board decides that the Professional Doctorate is not 

awarded, the examiners should prepare an agreed statement of the deficiencies 

of the assessment and the reason for their recommendation, which is forwarded 

to the candidate. 
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1. Introduction 

1.1 The University has Common Assessment Regulations (CAR) for its degree courses: 

Honours (Quality Handbook (QH) Section 16A), Foundation (QH Section 16B) and 

Taught postgraduate (QH Section 16C). These CAR cover the award of the terminal 

degree award and interim awards contained within the parent degree course. 

However, the University has a significant number of free-standing courses that do 

not lead to degree awards, but instead lead to a more specialist award. Because of 

the diversity of provision, the University does not have CAR that universally apply 

to all such courses. Instead, course teams should use the principles set out in this 

QH Section when devising a bespoke set of assessment regulations for their non- 

degree courses. These regulations will be scrutinised by a Development and 

Approval Group (DAG) in order to ensure they fit appropriately with the  

University’s principles. 
 

 

1.3 These principles should be applied to the following awards: 

� Foundation 

� Foundation Certificate 

� Certificate 

� Certificate in Education 

� Diploma 

� Advanced Diploma 

� Graduate Certificate 

� Graduate Diploma 

� Professional Certificate 

� Professional Diploma 

� Postgraduate Diploma in Education 

� Postgraduate Certificate in Education. 

 
Explanatory note 

 

� For definitions of these awards please consult the 

NTU award frameworks (Section 2 and Section 3 

of the Quality Handbook). 
 

2. General guidance 

2.1 Normally course regulations need not distinguish between students on different 

modes of attendance. 

2.2 The regulations should contain the following: 

a. The University reserves the right to alter its courses without prior notice, and 

to modify from time to time its regulations for the admission and progression 

of students and for the conferment of awards. Where these changes affect 

1.2 Course teams should also take cognisance of the QAA Framework for Higher 
Education Qualifications (FHEQ). 
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the title of an award or cause a student to be unable to complete the named 

award for which they are registered, they will be consulted and the Board of 

Examiners (including external examiners) informed. Where the named award 

cannot be offered or completed, the University will describe the title and 

modular components of an alternative award which can be made available to 

the student. 

b. The regulations will be reviewed and updated periodically in line with 

developments in University policy and practice. There may be differences in 

regulations as they apply to different cohorts of students registered for the 

same award. Every effort will be made to inform students about proposed 

changes and, if educationally appropriate, introduce such changes for all 

cohorts of students. 

c. A student cannot demand reassessment in a module that is no longer offered. 

d. While the University reserves the right to modify its assessment regulations 

at any time, particular thought has to be given to the timescale for 

introducing changes and the effect on current cohorts of students. Changes 

will not normally be introduced for implementation in the current year of 

study but would take effect in the following academic year. 

e. Students and external examiners must be consulted on any proposed 

changes to the assessment regime which may affect progression and award 

requirements. Students must be kept fully informed as to any changes to the 

regime which affects them. 

2.3 The above processes will apply to all award bearing courses. 
 

3. Awards 

3.1 The course must conform to the credit and level definition set out in QH Sections 2 

or 3. 

3.2 The regulations may allow a Board of Examiners (hereafter referred to as boards) 

to confer a named award to a student who has not met the precise requirements 

set out in the course documentation, e.g. by 'counting down' excess credits that a 

student may have achieved at a higher level. 
 

4. Classifications 

4.1 All non-degree courses may offer pass, commendation and distinction awards. The 

regulations should set out the criteria used in determining the classification of 

awards. 
 

5. Course titles 

5.1 The assessment regulations should contain the approved course title(s). 
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6. Awards: advanced standing 

6.1 To be eligible for the named title of a non-degree course, a student who has 

entered with advanced standing must normally have gained at least one-third of 

the credits for the award by satisfactorily completing modules at the University or 

collaborative centre. This should be included in the regulations. 
 

7. Registration periods 

7.1 The regulations must set out the period in which a student should normally 

complete their studies. These normal periods should reflect the notional learning 

hours set out in the QH Section 2 or 3. The regulations may also indicate a 

maximum period in which the course should be completed. 
 

8. Intercalation 

8.1 The regulations may allow a student to vary their rate of study to suit their 

individual needs and circumstances. Where a student formally interrupts their 

studies, the period of interruption of study should not be included for the purposes 

of calculating their maximum period of registration. 
 

9. Extensions 

9.1 The regulations may allow the Dean of School, or agreed nominee, to extend a 

student's registration on an exceptional basis beyond that set out in the 

regulations. 

 

10. Accreditation of prior learning 

10.1 The regulations may allow a student to be accredited with prior learning where 

there is evidence of achievement comparable to the learning outcomes set out in 

the course specification. This may apply to certificated or experiential learning. 
 

11. Students with disabilities 

11.1 The regulations must state that reasonable adjustments to assessment 

arrangements will be made to ensure that students with disabilities are not 

substantially disadvantaged. The course leader will ensure that students are made 

aware of the procedures for requesting adjustments, will consider such requests 

and will agree arrangements, referring to Student Support Services and Academic 

Office for guidance as necessary. Any agreed adjustments will be notified to the 

board. 
 

12. External examiners 

12.1 A course must have an external examiner(s) approved and appointed by the 

University’s External Examiner Appointments Panel (EEAP). Any special 
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arrangements for the appointment or duties of an external examiner must be 

included in the regulations. 

12.2 The regulations must make it clear that the external examiner(s) must normally be 

present at the main board meeting where decisions concerning final awards are 

made, and they must signify their written agreement with the decisions taken by 

the board. An external examiner who is unable to be present at a board meeting 

should subsequently indicate by written notification, via the course leader, their 

involvement in the assessment process and their agreement to the decisions made 

at the board. The external examiner must also be involved in any referral board, 

although not necessarily through attendance. An external examiner need not 

attend progression boards. 

12.3 The regulations must state that the external examiner(s) must submit an annual 

report within four weeks of the board meeting at which the final awards were 

decided. 
 

13. Board of Examiners 

13.1 The regulations must include a provision for a Board of Examiners. They should be 

appointed in accordance with the requirements contained in the QH Section 15. 

 

14. Late submission 

14.1 The regulations should set out the penalties for the late submission of work, based 

upon the provisions contained in the QH Section 16A or 16C (depending on 

whether the course is at undergraduate or postgraduate level) and in conformity 

with the notification of exceptional circumstances procedures (NEC procedures). 
 

15. Grades 
 

15.1 The regulations must set out a grading scheme that should conform to that the 

University utilises for either undergraduate or taught postgraduate degrees as 

appropriate – see appendices. Variations may be considered during the 

development and approval process e.g. the whole, or parts, of the course may also 

be graded on a pass/fail or competent/not competent basis (with 

commendation/distinction categories as appropriate). 
 

16. Minimum pass 

16.1 The regulations should set out the minimum pass grade for a module. 

16.2 Provided the minimum module aggregate has been achieved, the regulations may 

allow a lower grade in an element to be deemed a pass. 
 

17. Compensation within modules 

17.1 The regulations may allow a lower grade in an element to be compensated 

provided the minimum module pass result has been achieved. 
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18. Compensation for complete modules 

18.1 The regulations may allow a Board of Examiners to compensate a module grade 

that falls below a minimum pass. 
 

19. Maximum level compensation 

19.1 The regulations should set out a normal credit limit for the award for 

compensation. 
 

20. Module failure 

20.1 The regulations must make it clear that a student who has not achieved the pass 

grade – and who has not been granted a compensated pass – has failed the 

module. 

20.2 Following initial failure of a module, a student shall normally be reassessed on one 

further occasion to achieve a pass. The maximum permitted number of attempts 

normally allowed for a student to pass a module will be two – first attempt and 

referral or retake. The regulations may authorise a board to allow a third attempt 

where there is good cause to do so. 
 

21. Referral and retake 

21.1 For reassessment in a module, a student should either be required to: 

a. undertake a referral in that academic year in the failed element(s) of the 

module or an alternative assessment(s) as determined by the board; 

b. retake the whole module in the following academic year, including the new 

module assessments, with or without further attendance. 
 

22. Maximum grade for retake 

22.1 The maximum grade for a retake module should be the minimum pass grade. 
 

23. Maximum grade for referral 

23.1 The maximum grade for a referred assessment element should be the minimum 

pass grade. However, where a student is referred in an element, the grade for any 

element that was passed at the first attempt may be used in the calculation of the 

subsequent module result. A student may therefore achieve a grade beyond the 

minimum pass grade. 

23.2 At the discretion of the board, a failed referral grade for a retake module may be 

compensated. 
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24. Zero grade as an academic irregularities penalty 

24.1 A student who has committed an academic irregularity may be referred in a module 

or element in order to provide the student with the opportunity to meet the  

learning outcomes. If a student subsequently demonstrates those outcomes, a pass 

should be recorded – the module is not compensated and the module grade 

remains zero. 

 

25. Termination of studies 

25.1 A board is authorised to terminate a student's studies for the following reasons: 

a. the student has exhausted the total number of attempts; 

b. major academic irregularities; 

c. the student has an overall poor record of performance, attendance, 

participation or commitment on the course and the board judges that there 

are no grounds to permit the undertaking of further remedial or retake 

modules. 

This requirement or adaptations of it must be included in the regulations. 

 

26. Improvement of grades 

26.1 No reassessment is permitted for a student to improve upon a grade above the  

pass level required for the award (including students with substantiated exceptional 

circumstances). 
 

27. Calculation of final award 
 

 
 

28. Pass and fail (competent and not competent) modules 

28.1 The regulations must make it clear how passes in individual modules will be 

translated into an overall award classification. 
 

29. Classification bands 

29.1 The following classification bands should be adopted for courses: 

a. Distinction 

Grade: low 1st or above (u/g)/Distinction or above (p/g); 

 

b. Commendation 

Grade: low 2:1 – high 2:1 (u/g)/Commendation to High Commendation 

(p/g); 

27.1 The regulations must set out the calculation by which the overall award and its 

classifications will be determined. This calculation should conform to that which the 
University uses for its degree courses. 
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c. Pass 

Grade: low 3rd – high 2:2 (u/g)/Pass to High Pass (p/g). 

29.2 The regulations may allow a higher classification to be awarded than that 

determined by the overall award calculation. 
 

30. Exceptional circumstances 

30.1 The regulations must conform to the University's notification of exceptional 

circumstances procedures. 
 

31. Academic irregularities 

31.1 Course regulations must establish the conditions under which examination or other 

assessments are carried out and specify the materials or equipment which students 

are permitted to use. The course should adopt the University's procedures on 

academic irregularities or include full details of any intended variations. 
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Appendix 1: GBA scheme for undergraduate non-degree 

courses 
 

 

High 2.1 68 69 – 67 

Commendation Mid 2.1 65 66 – 64 

Low 2.1 62 63 – 60 
 

 

Marginal fail 38 39 – 35 
 

Fail Mid fail 32 34 – 30 

Low fail 18 29 – 1 
 

 

Class  
Numerical 
equivalent 

Mark range 

Exceptional 1st  100 – 93 

High 1st  92 – 85 
Distinction 

Mid 1st  84 – 78 

Low 1st  77 – 70 

High 2.2  59 – 57 

Mid 2.2  56 – 54 

Low 2.2  53 – 50 
 

High 3rd  49 – 47 

Mid 3rd  46 – 44 

Low 3rd  43 – 40 

0 
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Appendix 2: GBA scheme for postgraduate non-degree 

courses 
 

 
 

Commendation 

(very good) 

High Commendation 68 69 – 67 

Mid Commendation 65 66 – 64 

Commendation 62 63 – 60 

 

 

 

 

 

 

 

Fail 

(insufficient) 

 

 

 

 

 

 
Marginal Fail 47 45 - 49 

Mid Fail 42 40 - 44 

Low Fail 24 1 - 39 
 

 

Class  
Numerical 
equivalent 

Mark range 

Exceptional Distinction 96 100 – 93 

Distinction 
(excellent) 

High Distinction 89 92 – 85 

Mid Distinction 81 84 – 78 

 74 77 – 70 

0 

High Pass 58 59 – 57 

Pass (good) Mid Pass 55 56 – 54 

 52 53 – 50 
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    Definitions 

‘NEC’ means Notification of Exceptional Circumstances. 

‘NECC’ means the Notification of Exceptional Circumstances Contact. 

‘NECP’ means the Notification of Exceptional Circumstances Panel. 

‘Head of Academic Office’ means the Head of Academic Office within the University 

or his/her nominee. 

‘Working days’ means University working days, exclusive of University closure days 

outside of normal term time. 
 

    Aims 
 

2.1 This Procedure is underpinned by the principle that the University will endeavour to 

provide opportunity and support for students to engage with their studies and 

perform to the best of their abilities in assessed work. It assumes that students 

intend, and are able, to work to their optimum level throughout the duration of 

their studies, but that their performance may, on occasion, be affected adversely 

by circumstances beyond their control. 

2.2 This Procedure provides a mechanism by which students can notify the University 

of such circumstances and seek guidance and support from their Academic 

Schools, and, as appropriate, from Student Support Services, about the 

implications of such circumstances for their study and assessment and how these 

might be addressed. 
 

    Scope and operational principles 
 

3.1 This Procedure applies to all students of the University (including professional 

doctorate students on the Phase 1 Taught element of their course) irrespective of 

mode of study, except Research Degree Students (i.e. those students studying 

MPhil or PhD, or professional doctorate students on the Phase 2 Research element 

of their course) for whom a specific and separate procedure applies (please see  

Student Handbook). Separate procedures and frameworks also exist for the 

following: 

a. Academic Appeals Procedure; 

b. Complaints - Complaints Procedure for Students; 

c. Disciplinary issues – Student Code of Behaviour. 

3.2 The University will ensure that in the implementation of this Procedure, due regard 

is given to the need to ensure that students with protected characteristics, as 

defined under the Equality Act (2010), are treated fairly and without 

discrimination. 
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3.3 Where a student indicates at any stage of this Procedure that they have a disability 

(including (but not limited to) experience of an ongoing impairment, medical or 

mental health condition) the University will communicate with the student through 

the appropriate channels at the University (and may also include contact with third 

parties where this is deemed necessary due to the student’s circumstances) and 

reasonable adjustments will be made (where appropriate to do so) to  

accommodate the student’s needs at the University. 

3.4 Reference is made within this Procedure to aspects of the structure and staffing of 

the University. It is recognised that there may be some variation in structures and 

nomenclature across the University. It is therefore implicit that those of 

appropriate seniority and experience will operate this Procedure at the appropriate 

equivalent level throughout the structure of the University and where different 

structures are in place. Similarly, where mention is made in this Procedure of 

action by the holders of specific posts it is implicit that this activity may be 

delegated to an appropriate nominee, having sufficient experience and skills and 

being sufficiently senior to act on behalf of the designated post holder. 

3.5 Information and guidance about this Procedure will be provided to students via the 

Student Handbooks, course handbooks, year group meetings and personal 

academic tutorials. Students may also contact the independent advice service of the 

Nottingham Trent Students’ Union (NTSU); details of their services are available on 

the following link http://www.trentstudents.org/studentadvice. 

3.6 The Procedure allows for the circumstances of students with identified and specified 

assessment support needs (including students with specific learning difficulties, 

such as dyslexia, ongoing physical or sensory impairments, medical or mental 

health conditions). Students with such needs – defined in this Procedure as 

Individual Requirements – should alert their course team to their circumstances at 

an early stage, and will normally be expected to consult with Student Support 

Services to agree a Statement of Access Requirements. Students with pre- 

approved Individual Requirements are not required to use the Notification of 

Exceptional Circumstances process described in this Procedure unless they wish to 

notify the University of the impact of specific and unforeseen circumstances that are 

related to their pre-declared support and access needs, or to notify the University  

of unrelated Exceptional Circumstances. The University recognises that the 

identification of circumstances which might be defined as Individual Requirements 

may occur at any stage of a student’s studies. 

3.7 It is also recognised that some students will have Exceptional Circumstances that 

have a prolonged and/or fluctuating effect on their performance (for example, 

enduring health conditions). In some cases, it may be more appropriate that these 

students’ needs are addressed through ‘reasonable adjustments’ in the context of 

the Equality Act (2010), requiring agreed access requirements that apply over a 

longer timescale. 
 

    General Principles 
 

Fairness 

4.1 All reasonable efforts have been made in the design of this Procedure to ensure 

they embody the principles of fairness and are operated in a fair manner including: 
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• Giving reasons for actions taken and decisions made by the University; 

• Removal of any potential bias by ensuring independent consideration at each 

stage of the process; 

• The operation of reasonable timescales for both submissions to and responses 

from the University; 

4.2 It is not the general policy of the University to adjust marks, grades or degree 

classifications where a submission by a student at any stage of these Procedures is 

upheld, but to provide circumstances in which a student can demonstrate their 

academic ability unhindered. 
 

Confidentiality 

4.3 Information provided by students under this Procedure will be treated confidentially 

and only shared with those persons necessary to progress their application and/or 

ensure that appropriate support is provided in response to information provided on 

the application. 

 

Representation 

4.4 Representation of a student under this Procedure cannot be made by a third party 

unless written consent is received from the student allowing an individual to act on 

their behalf. This includes Notifications of Exceptional Circumstance submitted by 

a parent, guardian or spouse of the student. Where consent is provided to and 

accepted by the University, all communications relating to this Procedure will be 

made through the nominated individual only. 

4.5 If a Notification of Exceptional Circumstances is made under this Procedure by a 

student who is under the age of 18 (a 'minor') at the time the submission is 

received, the University will notify the parents or guardians of the student in 

writing and keep them informed of progress. The University will permit the parents 

or guardians of the student to act on the student's behalf during the process, 

provided the student has confirmed agreement in writing to the University 

beforehand. 

 

Timescales 

4.6 The University will use all reasonable endeavours to comply with time limits 

prescribed within this Procedure via its planning and operational processes, 

although there may be circumstances in which it cannot reasonably meet such time 

limits. Similarly, the University considers that students will normally be able to 

meet the time limits in communicating with the University, including by electronic 

means, unless affected by circumstances which themselves explain the delay. 
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    Definition of exceptional circumstances 
 

5.1 For the purpose of this Procedure, events which are outside the control of the 

student, such as illness, accident, loss and bereavement, unavoidable absence, 

procedural irregularities, personal crisis, crime, victimisation, or similar trauma are 

classified as Exceptional Circumstances. Problems arising from circumstances 

recognised as being within the student’s reasonable control (for example, being on 

holiday, IT difficulties) are not covered by this Procedure. 
 

    Responses to exceptional circumstances 
 

6.1 Exceptional Circumstances are likely to differ in severity and, because they will 

affect individuals to varying extents and present diverse practical challenges, this 

Procedure seeks to describe a process by which decisions about Exceptional 

Circumstances are made in the light of a student’s contingent circumstances. 

Factors to consider include: 

• the nature of the Exceptional Circumstances and the likely duration of their 

impact; 

• the extent of learning that the student has missed during the module(s); 

• the student’s knowledge about the effect of his/her situation on any 

preparation for forthcoming assessment tasks; 

• the impact of any delay in assessment in one or more module(s) on work in 

other modules; 

• any implications for the timing of progression or graduation; 

• the final date by which coursework will need to be submitted in order for it to 

be considered by the examination board. 

6.2 Where Exceptional Circumstances are claimed and upheld (and such claims have 

been made prior to an assessment event or submission date), the University’s 

response will be to either: 

• provide a short extension to an assessment deadline where this is appropriate 

and practicable, or 

• provide the opportunity for the student to be assessed at the next available 

opportunity. 

6.3 A student may notify the University of their Exceptional Circumstances at any  

time of the academic year and, as appropriate, seek support from his/her School 

or from Student Support Services. 

6.4 However where the circumstance is likely to impact upon assessment, or has 

already done so, the timing of the notification is important. 
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    Claims of exceptional circumstances which are upheld 
 

7.1 Where the notification is made before an assessment event or submission date, 

permission may be given for a short extension, as outlined in the Common 

Assessment Regulations. Extensions will only be given after careful consideration 

of both the nature of the assessment and the Exceptional Circumstance(s) and 

may not be appropriate in all cases. The University will endeavour to work with 

the student to determine the timeframe and the support that he/she might require 

to be able to perform at his/her optimal level. 

7.2 Where an extension is not deemed to be appropriate (because of the nature of the 

circumstance(s) or the nature of the assessment (e.g. the event is an 

examination)) and the student believes that their performance will be impeded if 

they submit or attend according to the scheduled assessment timeframe, then the 

University can allow the student the opportunity to be assessed at the next most 

appropriate assessment date. This will be as a first or further attempt. Where this 

is the resulting decision following a notification submitted by the student, this 

decision will need to be ratified by the relevant Board of Examiners. 

7.3 Where the notification is made after an assessment event or submission date, and 

the student has not undertaken the associated assessment or submission of work, 

extensions will only be considered if notification is made by the student within 5 

working days of the submission date, and will not be permitted unless the 

circumstance itself explains the delay in notification to the University’s satisfaction. 

7.4 Where the notification is made later than 5 working days after an assessment 

event or submission date, and the student has not undertaken the associated 

assessment or submission of work, and the circumstance itself explains the delay 

in notification to the University’s satisfaction, an extension will not be permitted 

but the University may allow the opportunity for the student to be assessed at the 

next most appropriate opportunity and such a decision by the University will need 

to be ratified by the relevant Board of Examiners. 

7.5 If the notification is made after the relevant Board of Examiners, and/or if it 

concerns unanticipated impaired performance in an assessment which has been 

attempted, it should be made using the University’s Appeals Procedures. 
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    Procedure for notification 
 

8.1 Notification of Exceptional Circumstances must be made using the online NEC 

application portal and should be supported by appropriate evidence. 

8.2 Some examples of evidence which would be considered to be appropriate in 

support of a Notification of Exceptional Circumstances are listed below: 

• medical evidence in the form of a medical certificate, hospital appointment card 

or similar; 

• Police Crime Incident Report; 

• corroborative statement or death certificate; 

• independent, professional third party evidence; 

• corroborative statement from a member of University staff who has had direct 

and detailed knowledge of the student, the circumstances and their impact. 

8.3 The notification of, and response, to exceptional circumstances involves specific 

responsibilities for both the student and the University. The role of the student is 

described in section 9 below. 

8.4 In each academic School, the Dean will identify appropriately qualified, 

independent and experienced academic staff to act as the first point of contact for 

students wishing to notify the University of Exceptional Circumstances. The 

name(s) and contact details of these staff will be made known to students via the 

normal procedures (for example inclusion in student handbooks, through year 

group meetings, personal academic tutorials etc.). The role of the Notification of 

Exceptional Circumstances Contact (NECC) is described at section 10 below. 

 

The implications of this Procedure are that students with substantiated 

Exceptional Circumstances need to make a judgement (supported wherever 

possible by University staff and appropriate evidence) about whether or not 

they wish to be assessed alongside their cohort within the scheduled timeframe 

of the assessment. Where they feel that their performance may be impeded, 

then students might be advised not to submit the work or attend the 

assessment event after seeking advice. In this context, if students decide to 

submit or attend an assessment event, then they are accepting that their 

performance will be judged on its merits alongside that of their peers and a 

student cannot thereafter submit a Notification of Exceptional Circumstances 

under this Procedure. 
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8.5 A Notification of Exceptional Circumstances Panel (NECP) which is responsible for 

the overall effective and objective implementation of this policy. The NECP will 

consist of at least three members of academic staff. The role of the NECP is 

described at section 11 below. 
 

    The role of the student 
 

9.1 The student must inform the NECC as soon as practically possible of circumstances 

beyond their control which they believe will impede his/her performance in 

assessment, or prevent him/her attending an assessment event or meeting a 

submission date. 

9.2 The student must complete the Notification of Exceptional Circumstances (NEC) 

application and submit it to the NECC along with supporting evidence. Where the 

NECC regards the claim as substantiated, the student may be expected to discuss 

with the NECC what actions may be required to allow the student to perform to the 

best of his/her ability. Actions should be informed by a consideration of the factors 

described at 6.1 and may include a short extension where this is appropriate. 

9.3 It is the student’s ultimate responsibility to decide whether or not he/she wishes to 

be assessed alongside his/her cohort within the scheduled timeframe of the 

assessment. If a student decides to submit or attend an assessment event, then 

he/she is accepting that his/her performance will be judged on its merits alongside 

that of his/her peers. Students are strongly advised to seek help with this 

decision from the NECC. 

9.4 In those cases where a student is claiming that there has been a material 

administrative error or a mistake/irregularity in the conduct of an assessment 

event or outcome, the NECC will endeavour to resolve this as quickly as possible. 
 

      The role of the Notification of the Exceptional 

Circumstances Contact (NECC) 
 

10.1 Once the student has completed the Notification of Exceptional Circumstances 

(NEC) application and provided supporting evidence, this will be considered by the 

NECC who will first determine whether the evidence presented substantiates the 

claim that is being made. Where necessary the NECC may request that the 

student provide further evidence or may undertake an investigation. Where 

deemed appropriate by the NECC, the NECC will have a discussion with the 

student. 

10.2 Having reviewed the NEC and any other evidence or information gathered, the 

NECC shall make a judgment, inform the student, and take action in accordance 

with the following paragraphs. In determining the appropriate outcome the NECC 

will refer to the range of factors outlined previously. If the claim is not considered 

to be upheld, the NECC shall notify the student and notify the NECP of the decision. 
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10.3 Where the claim is upheld, and the nature of the Exceptional Circumstance(s), and 

the type and timing of the assessment are such that an extension of 5 or 10 

days is considered appropriate, the NECC shall confirm the extension to the 

student and notify the NECP. The decision as to whether the extension should be 

of 5 or 10 days is at the discretion of the NECC and will be taken after careful 

consideration of the factors outlined previously. No extension periods other than 5 

or 10 days are permitted. 

10.4 Although it is the student’s ultimate responsibility to decide whether or not he/she 

wishes to be assessed alongside his/her cohort within the scheduled timeframe of 

the assessment the NECC should offer support in the making of this decision where 

the student has made the NECC aware of their circumstances. The NECC should 

endeavour to ensure that the student understands that if he/she decides to submit 

or attend an assessment event, his/her performance will be judged on its merits 

alongside that of his/her peers. 

10.5 Where the Exceptional Circumstance claim is upheld, but it is deemed that an 

extension is not practically possible or appropriate (for example, if the exceptional 

circumstance is particularly complex and/or ongoing, or if the assessment is a 

scheduled event which cannot be delayed, or if the notification is made later than 5 

working days after the assessment event or submission date), the NECC shall 

inform the student that his/her claim is upheld and that it will be referred to the 

NECP to be logged and communicated to the Board of Examiners for ratification. 

10.6 Where the NECC considers that the student needs to be referred for further or 

specialist support, the NECC is responsible for signposting the student to the 

appropriate source of support and facilitating access where necessary. The NECC 

will also inform the student’s Course Leader. 

10.7 Where the nature of the circumstance indicates a potential need for Individual 

Requirements, the NECC should refer to the Course Leader and Student Support 

Services. Individual Requirements might be indicated by repeated notifications of 

Exceptional Circumstances of a similar nature. The Course Leader, with advice 

from Student Support Services, will consider whether access requirements that 

apply over a longer timescale may be more appropriate. 

10.8 In cases where a student is claiming that there has been a material administrative 

error or a mistake/irregularity in the conduct of an assessment event or outcome, 

and the NECC is able to resolve this, they will do so as quickly as possible and 

action the change. Where it is complex and cannot be speedily resolved it shall be 

referred to the NECP for a decision. 

10.9 Where the nature of the circumstance or evidence is such that the NECC cannot 

make a decision about whether to uphold a notification of Exceptional 

Circumstances it shall be referred to the NECP for the NECP to make an appropriate 

decision. The student will be informed of decisions on matters that are       

referred to the NECP. 
 

      The role of the Notification of the Exceptional 
Circumstances Panel (NECP) 

 

11.1 The NECP shall meet frequently throughout the academic year as determined by 

each School. The responsibilities of the NECP shall include: 
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• having oversight of all decisions made by the NECC(s); 

• making decisions about NEC outcomes for complex cases, which are referred to 

them by the NECC; 

• receiving all claims relating to material administrative error and resolving any 

outstanding issues which the NECC has been unable to resolve; 

• reporting NEC outcomes to the Board of Examiners; and 

• reporting annually to School Academic Standards, Quality Committee (SASQC) 
and Academic Office on the implementation of this Procedure in order to 

identify any staff or student development needs. 

11.2 The NECP shall receive, from the NECC, a copy of all claims of Exceptional 

Circumstances and their outcomes. These shall be logged and the information 

reported to the Board of Examiners. 

11.3 Where a Notification of Exceptional Circumstance has been forwarded to the NECP 

because the circumstance(s) is/are complex, the NECP shall determine whether the 

claim is upheld. 

11.4 Where a claim considered by the NECP is deemed to be upheld, the NECP shall 

inform the NECC and the student. Where necessary, the student shall be directed 

to Student Support Services or members of the course team by the NECC. 

11.5 If the claim is deemed to be not upheld, the NECP shall inform the NECC and the 

student. 

11.6 Where a case has come to the NECP because a student is claiming that there has 

been a material administrative error or a mistake/irregularity in the conduct of an 

assessment event or outcome, and the NECC has not been able to resolve this, the 

NECP shall take appropriate action or shall refer the matter to the Board of 

Examiners for a decision. The NECC and the student shall be notified of the 

outcome. 
 

      At the Board of Examiners meeting 
 

12.1 The Board of Examiners will be presented with two lists of students from the NECP 

in the format as follows: 

• A list of students whose claims of Exceptional Circumstances are deemed not 
to be upheld on the basis of the evidence presented; 

• A list of students whose claims of Exceptional Circumstance are deemed to be 
upheld on the basis of the evidence presented. 

12.2 Schools will put in place arrangements appropriate to their local circumstances to 

ensure that the decisions of the NECP are fully and properly communicated to the 

Board of Examiners. This may include a requirement that the Chair of the NECP will 

attend the Board but not as a member. 

12.3 Where the Board of Examiner’s deliberations and decisions necessitate it, the Chair 

of the NECP may further brief the Chair of the Board of Examiners on the nature of 

a student’s circumstances, which would otherwise remain confidential. 
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12.4 The Board of Examiners will consider the NECP report as part of the overall 

academic decision-making process relating to the performance and progress of the 

students concerned. 
 

      After the Board of Examiners meeting 
 

13.1 All students will be notified of decisions of the Board of Examiners regarding their 

academic performance, normally within ten working days of the date of the Board 

of Examiners Meeting, together with the outcome of the NECP’s consideration of any 

representation. 

13.2 The Procedure of the University is that notification of results is made via electronic 

posting and students are required to access online results via the University’s 

website. 
 

      Courses operated under Collaborative Provision (CP) 
arrangements 

 

School based Collaborative Provision 

14.1 Submissions of Notification of Exceptional Circumstances, Request for 

Reconsiderations or Appeals should be to the University via the Centre. 
 

Validation Service Collaborative Provision 

14.2 Collaborative partners that have been awarded Validated Centre status will develop 

and operate their own procedures for dealing with NECs and Appeals. Students do 

not have the right to approach the University until all local procedures have been 

exhausted. The University’s role in reviewing any Appeal application is to ensure 

that the Centre has followed its own procedures correctly. 
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    Definitions 

The ‘Centre’ means the institution where a student is studying for an award of 

Nottingham Trent University under the University’s collaborative provision 

arrangements. 

‘Head of Academic Office’ means the Head of Academic Office of the University or 

his/her nominee. 

‘R4R’ means Request for Reconsideration defined at Section 5 of this Procedure. 

‘RP’ means the Reconsideration Panel defined at Section 5 of this Procedure. 

    Scope and Coverage 
 

2.1 This Academic Appeals Procedure (“this Procedure”) allows for a student to bring 

an appeal against decisions made by a Board of Examiners to the University, where 

the decision of the Board of Examiners relates to the student’s academic 

performance and progress, and enables investigation of those concerns by the 

University. 

2.2 This Procedure applies to all students of the University (including professional 

doctorate students on Phase 1 Taught element of their course) irrespective of 

mode of study except Research Degree Students (i.e. those students studying 

MPhil or PhD, or professional doctorate students on Phase 2 Research element of 

their course) for whom a specific and separate procedure applies (please see  

Student Handbook). 

Separate procedures and frameworks also exist for the following: 

• Informing the University of exceptional circumstances – Notification of 

Exceptional Circumstances (NEC); 

• Complaints – Complaints Procedure for Students; 

• Disciplinary issues – Student Code of Behaviour; 

• Students studying for a Nottingham Trent University award at another 

institution under the University’s collaborative provision arrangements are 

referred to Section 11 of this Procedure. 

2.3 Students are reminded that this Procedure may only be used to request a review of 

a ratification by the Board of Examiners. This Procedure should not be used where 

students wish to report dissatisfaction about teaching-related or service related 

provision, which should be dealt with under the University's Complaints Procedure 

available in the Student Handbook. 

2.4 The University will ensure that in the implementation of this Procedure, due regard 

is given to the need to ensure that students with protected characteristics, as 

defined under the Equality Act 2010, are treated fairly and without discrimination. 
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2.5 Students will not be disadvantaged as a result of making an Appeal under this 

Procedure provided it is made in good faith. 

2.6 Disagreement with the academic judgement of a Board of Examiners’ decision 

cannot in itself constitute a reason to Appeal. Academic judgement is not deemed 

to be the judgement made by an academic but is a judgement that is made about 

a matter where only the opinion of an academic expert will suffice. For example, a 

judgement about assessment or degree classification or a judgement about a 

decision where a student is required to repeat or take further assessment will 

usually be academic judgement, and a student cannot appeal simply because they 

believe they ought to have received a higher grade or mark. An Appeal can be 

made in relation to fairness of procedures or facts of a case, however there must 

be something which has materially affected the student’s performance. 
 

    General Principles 
 

Fairness 

3.1 All reasonable efforts have been made in the design of this Procedure to ensure 

they embody the principles of fairness and are operated in a fair manner including: 

• Giving reasons for actions taken and decisions made by the University; 

• Removal of any potential bias by ensuring independent consideration at each 

stage of the process; 

• The operation of reasonable timescales for both submissions to and responses 
from the University; 

• An opportunity for both the student and the University to be equally heard and 
have equal access to documentation where matters proceed to a hearing. 

3.2 It is not the policy of the University to adjust marks, grades or degree 

classifications where a submission by a student at any stage of this Procedure is 

upheld, but to provide circumstances in which a student can demonstrate their 

academic ability unhindered. 

 

Confidentiality 

3.3 Information provided by students under this Procedure will be treated confidentially 

and only shared with those persons necessary to progress their Appeal or help 

support a satisfactory outcome within the School where the student is studying. 
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Transfer to other procedures of the University 

3.4 Where, on receipt and subsequent investigation of an Appeal, it appears to the 

University that the matter can, in the interests of the student, be better dealt with 

via the University’s Complaints Procedure for Students, it will be transferred to that 

Procedure and the student will be informed of the transfer. Where only a part of 

the matters raised within an Appeal are transferred to the Complaints Procedure for 

Students, the Appeal will be put on hold pending the outcome of the complaint 

investigation. The student will be informed and made aware of the change in time 

limits for dealing with the Appeal. 
 

Representation 

3.5 Representation of a student under this Procedure cannot be made by a third party 

unless written consent is received from the student allowing an individual to act on 

their behalf. This includes Appeals submitted by a parent, guardian or spouse of 

the student. Where consent is provided to and accepted by the University, all 

communications relating to this Procedure will be made through the nominated 

individual only. 

3.6 If an Appeal is made under this Procedure by a student who is under the age of 18 

(a 'minor') at the time the submission is received, the University will notify the 

parents or guardians of the student in writing and keep them informed of the 

progress of the Appeal. The University will permit the parents or guardians of the 

student to act on the student's behalf during the process, provided the student has 

confirmed agreement in writing to the University beforehand. 

 

Timescales 

3.7 The University will use all reasonable endeavours to comply with the time limits 

prescribed within this Procedure, although there may be circumstances in which it 

cannot reasonably meet such time limits. In such circumstances the University will 

keep the student updated as to any variation to the time limits prescribed within 

this Procedure. Similarly the University considers that students will be able to meet 

the time limits in communicating with the University, including by electronic means, 

unless affected by exceptional circumstances beyond the reasonable control         

of the student. 

 

Advice 

3.8 Students are advised to contact the independent advice service of Nottingham 

Trent Students’ Union (NTSU); details of their services are available at the 

following link http://www.trentstudents.org. In addition, students may also seek 

advice from academic members of staff at the University. 



Nottingham Trent University Quality Handbook 

Section17B 

page 5 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

 

Section 17B: Common Assessment Regulations: 
Academic Appeals Procedure 

 

 

 

 

 

 

 
 

Responsibility and Authority 

3.9 Reference is made within this Procedure to aspects of the structure and staffing of 

the University. It is recognised that there may be some variation in structures and 

nomenclature across the University. It is, therefore, implicit that those of 

appropriate seniority and experience will operate this Procedure at the appropriate 

equivalent level throughout the structure of the University. Similarly, where 

mention is made in this Procedure of action by the holders of specific posts it is 

implicit that this activity may be delegated to an appropriate nominee, having 

sufficient experience and skill and being sufficiently senior to act on behalf of the 

designated post holder. 

 

Evidence 

3.10 Submission of the Appeal in the online portal under this Procedure is not evidence. 

The student needs to be able to substantiate their own case with independent 

documentary evidence (i.e. something which is not their assertion alone). The 

evidence should normally be the original (e.g. a doctor’s note) and not a copy. If 

the student has difficulty with this, they should contact their Subject or Course 

Administrator with regard to a Request for Reconsideration or the Head of 

Academic Office with regard to an Appeal immediately. 

3.11 Where the relevant Appeal is submitted online within the required timescales, it is 

expected that the supporting evidence will be submitted at the same time. In the 

event that the student cannot do this, there needs to be an indication of what the 

evidence will be, the reason why it cannot be submitted at the time and provide an 

indication of when it will be submitted. 

3.12 Acceptance of submissions without evidence, or indication of evidence (as 

appropriate) is at the discretion of the Reconsideration Panel (“RP”) or the Head of 

Academic Office who will make a decision (or appoint a designated officer to make 

a decision) on such submissions and notify the student accordingly. This decision 

is final. 

 

Informal Resolution 

3.13 Once a student has received their results they may wish to make contact with their 

Course Leader or Subject Administrator to discuss their results in person. In cases 

where a simple error has been made, it may be most expedient to resolve this 

immediately via Board of Examiners Chair’s Action, without the need to invoke this 

Procedure. If it is not possible to resolve the matter informally, the student may 

submit a Request for Reconsideration (as described at 5 below). 
 

    Key stages of the Appeal Procedure 
 

4.1 There are two stages to the Appeal Procedure as follows: 

a) Request for Reconsideration (“R4R”) 
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A student may submit an R4R where they wish to appeal against the decision of a 

Board of Examiners. Such a submission must be made within the permitted 

grounds set out in Section 5.1 below; and 

b) Appeal 

A student may submit an Appeal where they wish to appeal against the original 

decision of a Board of Examiners and the subsequent outcome of the R4R Panel. 

Such a submission must be made within the permitted grounds set out in Section 

5.1 below. 

4.2 The following are matters which cannot constitute grounds for either an R4R or 

an Appeal and will not be eligible for consideration: 

• Disagreement with the academic judgement of the Board of Examiners as 
detailed in the introduction to this Procedure; 

• Claims that academic performance was adversely affected where there is no 

contemporaneous, independent, medical or other evidence to support the 

application; 

• Frivolous, vexatious or mischievous appeals. 
 

    Permitted Grounds for a Request for Reconsideration (R4R) 
 

5.1 Following notification of a student’s results after a Board of Examiners Meeting, a 

student may request a reconsideration of the decision of a Board of Examiners on 

the following grounds only: 

The student believes that there has been an error or irregularity in the 

assessment process or one or more of the constituent parts which have made 

up a student’s final outcome are incorrect; 

     There is additional material information which could not have previously been 

made available through the Notification of Exceptional Circumstances (NEC) 

process or to the Board of Examiners (previously undisclosed Exceptional 

Circumstances). 

5.2 An R4R must be submitted in writing via the Appeals Portal online and must be 

addressed to the Reconsideration Panel (“RP”) within the appropriate School. An 

R4R must be submitted not later than 15 working days from the date of 

electronic posting of the student’s results and must demonstrate that it meets 

one or more of the permitted grounds for appeal. Where a student is unable to 

meet this timescale, they must state in their R4R application why they have not 

been able to meet the deadline and provide the appropriate evidence to 

corroborate this. It will be the decision of the RP whether or not the submission is 

accepted and considered. 
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Final Year Awards 

5.3 Where a final year student requests reconsideration of an award classification 

under this Procedure, the School will inform the Head of Academic Office who will 

automatically withdraw the student’s invitation to the forthcoming Graduation 

Ceremony. Should the matter be resolved before the Graduation Ceremony, the 

invitation will be re-instated or the student will be invited to another Ceremony. 

5.4 If a student accepts their final award there is no right of Appeal under this 

Procedure. 
 

    Request for Reconsideration (R4R) Process 
 

6.1 Where an R4R is submitted by a student, the student will receive an 

acknowledgement confirming receipt of the R4R. 

6.2 An R4R will be considered by a Panel (the Reconsideration Panel (“RP”)) which 

shall consist of 3 appropriate and independent academics (i.e. academics not part 

of the Notification of Exceptional Circumstances (NEC) process and not members 

of the relevant Board of Examiners). The RP membership will be determined by 

the Dean or Associate Dean of the School. 

6.3 The RP will determine whether the R4R submission: 

Is made on the permitted grounds; and 

    Appears to be substantiated by the evidence provided. 

6.4 The RP may consult with the Course Leader, the Chair of the Board of Examiners, 

the Notification of Exceptional Circumstances Panel (NECP) and any other  

relevant persons where the RP believes that it is appropriate to do so. 

6.5 The decision of the RP, including reasons for that decision, will be communicated 

to the student (with a copy being provided to the Course Leader) within 20 

working days of receipt of the R4R and supporting evidence. 

6.6 The decision of the RP may include, but is not limited to, one of the following: 

the submission is deemed not to have been made on one or more of the 

permitted grounds; 

    the submission is not deemed to be substantiated by the evidence presented; 

or 

the submission is deemed to be substantiated. 

6.7 Where an error in the recording of a mark has been identified by the RP, the RP 

will report the matter to the student and to the Chair of the Board of Examiners 

(the “Chair”). The Chair will arrange for the error to be corrected and for the 

student to receive a correct report of their achievement, within 10 working days 

of the decision of the RP being sent to the student. 
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6.8 If the RP deems an R4R submission to be substantiated and deems it to have 

affected the final degree classification of a student, the Chair of the Board of 

Examiners will either take Chair's action in consultation with the (Chief) External 

Examiner to change the classification, or, where appropriate, convene an 

Exceptional Meeting of the Board of Examiners to reconsider the case. The Chair 

of the Board of Examiners will inform the student of the action that the University 

intends to take, within 10 working days of receiving the decision from the RP. 

6.9 Where a student provides evidence with an R4R submission where they believe 

that such evidence was previously unavailable to them or the University through 

the NEC process, and the decision of the RP is to substantiate the submission, the 

RP will report their findings in writing to the Chair of the Board of Examiners and 

inform the student of its decision within 20 working days of receipt of the R4R 

from the student. The Chair of the Board of Examiners shall have discretion to; 

either take Chair’s Action and amend the Board of Examiners’ original decision or 

convene an Exceptional Meeting of the Board of Examiners’ to re-consider the 

case. The Chair will inform the student of the action that the University intends to 

take. 
 

 
 

6.10 The appropriate Subject/Course Administrator(s) will be informed of the outcomes 

and record these on the student’s file. 
 

    Permitted Grounds for an Appeal 
 

7.1 A student who wishes to submit an appeal against the original decision of the 

Board of Examiners and subsequent decision of the RP may appeal against: 

• The decision of the RP to reject the Request for Reconsideration; or 

• The decision of the Board of Examiners, either through Chair’s Action or a 

reconvened Meeting, following referral by the RP. 

7.2 A student may not submit an Appeal until after receipt of the decision of the 

Board of Examiners and receipt of the decision of the RP. A student may not 

appeal against the original decision of the Board of Examiners without first 

making a Request for Reconsideration under Section 5 above. 

7.3 An appeal may only be made on one (or more) of the following grounds: 

That the University failed materially to follow its procedures at an earlier stage 

within this Procedure; 

 

Any such determination that the Board of Examiners should reconsider its 

original decision does not guarantee a subsequent change to that original 

decision. 
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    That the student now has material new information which could not have 

previously been made available for consideration by the NECC, NECP, Board of 

Examiners or RP. 
 

    Submitting an Appeal 
 

8.1 An Appeal must be submitted in writing via the Appeals Portal online and must be 

addressed to the Head of Academic Office. Appeals must be submitted not later 

than 20 working days from the date of last communication from the University, 

in respect of either the decision of the Board of Examiners or the decision of the 

RP, whichever is the most recent, to the last address given on the student's file. 

Where a student is unable to meet this timescale, they may seek an extension to 

the timescale from the Head of Academic Office. Such an extension will only be 

agreed if the Head of Academic Office is satisfied with the reasons for the 

extension provided by the student. Non-agreed late submissions will normally be 

rejected as being out of time. In exceptional circumstances the Head of Academic 

Office has the discretion to accept late submissions where the student             

has shown serious and valid reasons for the late submission and the failure to 

seek an extension earlier. 

8.2 The Appeal must be accompanied by copies of all relevant documentation 

supporting the grounds for Appeal. This must include copies of all documentation 

submitted for consideration by the NECP (where appropriate), and in support of 

an R4R, together with a copy of the RP’s decision(s). 

8.3 The appropriate Subject Administration Manager within the School will be 

informed of the Appeal by the Head of Academic Office and will be provided with 

a copy of the student’s submission. 
 

    Academic Appeal Process (Part I) 
 

9.1 Following receipt of an Appeal, the Head of Academic Office will decide, taking 

advice as appropriate, within 25 working days of its receipt, whether the Appeal 

falls within the permitted grounds. The Head of Academic Office will inform the 

student of this decision, giving reasons. 

9.2 To assist in this process the Head of Academic Office may request further 

information from the student. If the student is requested to provide further 

information/documentation they will be asked to provide this within 10 working 

days of the date of such a request. In these circumstances, the timescale for the 

Head of Academic Office to give their decision on the Appeal will begin from the 

receipt of such additional information from the student. The Head of Academic 

Office may also consult, where it is deemed appropriate, with the Chair of the 

University’s Academic Appeals Committee as part of this decision making process. 
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9.3 If the decision of the Head of Academic Office is that the Appeal has not been 

made on any of the permitted grounds, the Head of Academic Office will notify 

the student in writing, giving reasons. This decision is final and there is no 

further right of appeal within the University’s procedures. 

9.4 If the Head of Academic Office considers that the Appeal is submitted within the 

permitted grounds, the Head of Academic Office will either: 

refer the submission back to the relevant School for further consideration and 

action and inform the student of this decision with details of who will 

subsequently communicate with the student in the process; or 

    convene an Appeal Hearing. 

9.5 Where an Appeal has been referred back to the relevant School for further 

consideration and action, the School is required to complete this consideration 

and communicate the outcome in writing to the student and the Head of 

Academic Office within 30 working days of the date of the decision by the Head 

of Academic Office. 

9.6 Where the decision of the Head of Academic Office is that the Appeal should 

proceed to an Appeal Hearing, an Appeal Panel will be set up within 30 working 

days of the date of the Head of Academic Office’s decision. The Student and the 

relevant School will be provided with detailed guidance on the Appeal Hearing 

Procedure by the Head of Academic Office. 
 

   Academic Appeal Process (Part II Appeal Hearing) 
 

10.1 The Appeal will be considered by a Panel of five members (“Appeal Panel”). Appeal 

Panel membership will be decided by the Chair with advice from the Head of 

Academic Office and will normally comprise: 

• The Chair or Vice-Chair of the Academic Appeals Committee (“AAC”) (the 

“Chair”). 

• A representative of Nottingham Trent Students’ Union (NTSU). 

• At least three other AAC members who must be from Schools not connected 

with the student. 

10.2 The Chair may also request the presence of a further person who is not an AAC 

member for the sole purpose of providing appropriate advice to the Panel. That 

“adviser” may not participate in the discussions of the Panel nor are they entitled 

to vote in any decision. 

10.3 The Head of Academic Office will act as Secretary to the Panel and will appoint a 

servicing officer to clerk the Hearing. 

10.4 A decision may be reached by a majority vote. 

10.5 The Head of Academic Office will ensure that the Student and the Panel are 

informed of the Appeal Hearing and provided with all appropriate information at 

least 10 working days prior to the date of the Appeal Hearing. 
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10.6 The student is entitled to submit additional relevant documentary evidence or a 

statement in support of their Appeal submission. The student must submit any 

such evidence or documentation at least 5 working days prior to the date of the 

Appeal Hearing. Late evidence may be submitted only with the consent of the 

Chair of the Panel. 

10.7 Final evidence will be circulated to the student and the Appeal Panel 4 working 

days prior to the date of the Appeal Hearing. 

10.8 Should the student be unable to attend the Appeal Hearing, the Chair may make 

the decision to proceed with the student 'in absentia' and on the information 

already supplied to the Appeal Panel. If a documented acceptable reason for 

absence is received the Appeal Hearing date may be re-arranged. 

10.9 The student is entitled to be accompanied or represented at the Appeal Hearing 

by one other person. This person may be a friend, partner, parent, Student 

Union Advisor or any other person not acting in a legal capacity. The University 

does not permit students to be legally represented at Appeal Hearings except in 

exceptional circumstances. For the avoidance of doubt, the definition of 

exceptional circumstances in this context is a matter for determination by the 

University. The student must inform the Head of Academic Office of the name 

and capacity of any person accompanying them to the Appeal Hearing at least 4 

working days prior to the date of the Appeal Hearing. 

10.10 The Panel may reach any of the following three decisions: 

The Appeal is rejected; or 

    The Appeal is upheld and the Board of Examiners will be asked to reconvene 

to reconsider its decision along with any additional recommendation made by 

the Panel; or 

There is evidence which raises doubts about the competence of, or the 

standards and/or procedures being applied by, the Board of Examiners. In 

such cases, the Appeal Panel will submit a recommendation to the Academic 

Board recommending, following advice from competent examiners, that the 

Academic Board annul the original decision of the Board of Examiners, 

substituting it with a decision of its own and request that the Academic Board 

authorise a full and proper investigation into the conduct of the Board of 

Examiners. 

10.11 The Appeal Hearing shall follow the procedure as set out in Appendix 1. 

10.12 The student and the student’s School will be notified of the outcome of the Appeal 

Hearing within 5 working days of the Appeal Hearing taking place, with reasons, 

by the Secretary to the Panel. 

10.13 The outcome of an Appeal Hearing will be confidential and will only be shared 

with those persons necessary to progress the outcome of the Appeal Hearing or 

help support a satisfactory outcome within the School where the student is 

studying. 

10.14 Notes of the Hearing will be produced and circulated to the Panel Members only. 
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10.15 Boards of Examiners, if required to be reconvened, will be expected to meet 

within 30 working days of the decision of the Appeal Panel. 

10.16 The decision of the Appeal Panel shall be final. There is no further right of appeal 

against any subsequent decision of a Board of Examiners. 
 

   Collaborative arrangements 
 

School based Collaborative Provision 

11.1 Submissions of Notification of Exceptional Circumstances, Request for 

Reconsiderations or Appeals should be to the University via the Centre. 
 

Validation Service Collaborative Provision 

11.2 Collaborative partners that have been awarded Validated Centre status will 

develop and operate their own procedures for dealing with Academic Appeals. 

Students do not have the right to approach the University until all local 

procedures have been exhausted. The University’s role in reviewing any Appeal 

application is to ensure that the Centre has followed its own procedures correctly. 
 

   The Office of the Independent Adjudicator (OIA) 
 

12.1 At the conclusion of the University’s internal processes connected with this 

Procedure, the Head of Academic Office will issue a letter to the student in the 

manner prescribed by the OIA, informing the student that the University’s 

Procedures in the matter are completed. 
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Appendix 1: Procedure for the Academic Appeals Procedure 

1. Introduction of those present 

2. Outline of the purpose of the hearing and stage of procedure reached 

3. Refer to documents supplied by student 

4. Student and/or representative presentation (approx 15 minutes/max 20 minutes) 

5. Opportunity to question student by both Panel and School 

6. School presentation (approx 15 minutes/max 20 minutes) 

7. Opportunity to question School representatives by Panel and Student 

8. Student and/or representative summing up 

9. School summing up 

10. Adjournment - Panel to consider in private 

11. Formal notification in writing circulated together with reasons, to both parties 

within 5 working days of hearing 
 

EVIDENCE MAY NOT BE SUBMITTED ON THE DAY OF THE HEARING 
 

Guidance Notes for Students 

• The presentation time limits will be strictly observed. The opportunities to ask questions 

at the appeal should not be used to make statements and the Chair will ensure that this 

is enforced rigidly. 

• Students will be allowed to attend the Appeal Hearing to present their case and may 

bring someone to accompany them to help them do this. The student should confirm to 

the Head of Academic Office at least four working days before the meeting if they intend 

to be present and also who will be accompanying them and their status. The University 

will meet reasonable and proportionate incidental expenses necessarily incurred by a 

student whose appeal is deemed to have been upheld by the Appeal Panel. 

• Note that all documentation will be circulated to Panel Members and School 

representatives. 

• The student may request to inspect: 

a. Their student file held in the School 

b. The file of information held at the Academic Office 

Inspection must be undertaken at the University up to 15 working days prior to the 

hearing. Copies of documents may be requested if relevant to the case. 

• A student making an Appeal should not assume it will be upheld. Pending the 
outcome of the appeal students must prepare to submit required referred work or to sit 

the referred examination. 
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Guidance Notes for Schools 

• Schools must adhere to the procedures and time limits outlined in the Procedure 

• Schools will receive a copy of the Appeal form and will be asked to provide a copy of the 

student’s file to the Head of Academic Office (or their nominee). The information must 

be supplied within 5 working days of the receipt of the request within the School. 

• The School will be required to provide to the Head of Academic Office with a statement 

together with any evidence appropriate to the case at least 10 working days prior to the 

Appeal Hearing. 

• The School may request to see records kept by the Academic Office. The Head of 

Academic Office is not responsible for preparing the School’s submission of documents to 

the Appeal Hearing 

• Up to two representatives may attend the Appeal Hearing, to present the case for the 
School. The School should notify the Head of Academic Office who will be attending and 

their status at least 5 working days prior to the date of the Appeal Hearing. 



Nottingham Trent University Quality Handbook 

Section17B 

page 15 September 2015 

 

 

© Nottingham Trent University – 23 October 2015 

 

Section 17B: Common Assessment Regulations: 
Academic Appeals Procedure 

 

 

 

 

 

 

 

 
 

Appendix 2: The Academic Appeals Committee 

 
The role of the Chair and Vice-Chair of the Academic Appeals Committee is as follows: 

1. to ensure, as far as possible, when considering a student’s Appeal, that the School has 

conducted its investigations via the Exceptional Circumstances Panel and the Board of 

Examiners properly and according to the procedures; 

2. to ensure, as far as possible, that appropriate procedures have been followed by the 

Reconsideration Panel; 

3. to Chair Academic Appeals Hearings; 

4. to advise on and approve the Panel membership of each individual hearing; 

5. to convene, as appropriate, a meeting of all the Panel members known as the 

Academic Appeals Committee at least once a year, to monitor the code of practice; 

6. to provide a report annually to the Academic Standards and Quality Committee on the 

appeal process; 

7. to be consulted during the annual review of the appeal procedures; 

8. to nominate the Vice-Chair of the Academic Appeals Committee to act as his/her 

deputy in all matters where appropriate; 

 

 
Membership 

The Chair and Vice-Chair of the Academic Appeals Committee are appointed for a three 

year term by nomination from the Schools’ Deans and confirmed at the Academic 

Standards and Quality Committee. 

The Dean of each School provides the Head of Academic Office with the names of at least 

two nominated academic staff to serve on the Academic Appeals Committee, not 

necessarily Academic Board members. 

Membership of the committee is for a three year term retiring by rotation; retiring 

members may be re-nominated. 

Deans of School may nominate a replacement for a Committee member; if this is required 

during the term of office. 
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PART A INTRODUCTION AND GUIDING PRINCIPLES 

1. Introduction 
 

1.1 Academic integrity is fundamental to the values promoted by Nottingham Trent 

University. The University is concerned to ensure that its assessment regulations 

are fully and fairly implemented and that no student is allowed to gain an 

advantage unfairly over others. 

1.2 This document describes the principles and procedures by which the University will 

manage allegations of academic irregularities. 

1.3 The Procedure is owned by the Academic Office (AO) and comes under the remit of 

the Head of Academic Office. 
 

  Definitions 
 

2.1 For the purposes of the Procedure, in this document the following words and 

phrases have the meaning indicated: 

AIAP Academic Irregularities Appeal Panel 

AIPf Academic Irregularities Penalty framework 

AO Academic Office, the owner of the Procedure 

ATL Academic Team Leader 

BOE Board of Examiners 

Convenor  Administrator appointed by the Subject Team Leader on behalf of the 

Dean of each School to support the work of the School Academic 

Irregularities Panel (SAIP) 

PSRB Professional, Statutory or Regulatory Body 

PVC-(A) The Pro Vice-Chancellor (Academic) is responsible, in liaison with the 

Vice-Chancellor and other members of the University Executive Team 

(UET) as appropriate, for executive oversight of efficient and effective 

development of the University’s academic portfolio and supporting 

systems and frameworks 

SAIP School Academic Irregularities Panel 
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  Principles 
 

 
 

3.1 All students are required to accept the University’s enrolment conditions, which 

indicate that they acknowledge that they are bound by all of the University’s 

regulations and procedures; 

3.2 All students will normally have access to a course handbook where links to this 

document will be provided; 

3.3 The Procedure is accessible via the NTU website at:  

http://www.ntu.ac.uk/current_students/resources/student_handbook/index.html; 

3.4 Relevant regulations, including this Procedure, will be drawn to the attention of 

students by respective Schools at the beginning of the academic year or any other 

point of entry. 

3.5 In all cases of alleged academic irregularity, students will be treated as blameless 

until a case against them has been upheld. 

3.6 The facts must be established before consideration of the consequences of the 

alleged incident on a student’s performance, assessment or progression. 

3.7 Whenever a student is asked to attend any meeting investigating an alleged 

academic irregularity that student will be informed that they have the right to be 

accompanied. The University does not permit students to be legally represented at 

the SAIP, except in exceptional circumstances. For the avoidance of doubt, the 

definition of “exceptional circumstances” in this context is a matter for 

determination by the University. 

3.8 A student is entitled to know the nature of the allegation(s) made against him/her 

(i.e. the type of academic irregularity). 

3.9 The student’s ATL or suitably experienced academic will make an initial decision 

about the need for a student’s alleged academic irregularity to be considered by 

this Procedure. 

3.10 The determination of whether an academic irregularity has occurred is a matter to 

be determined by the SAIP and is not a matter for the BOE to determine. 

3.11 In all cases the SAIP will come to a decision based upon the evidence presented to 

it. 

 

The Procedure detailed in Part B is concerned with enhancing consistency of 

practice across the University in the management of cases of academic 

irregularity. 

In order to emphasise the seriousness of academic irregularities and to meet 

the University’s obligation to make clear to students what constitutes an 

academic irregularity: 
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3.12 Where the SAIP is satisfied within the Procedure that an academic irregularity has 

not taken place the matter will be considered ended. This decision exonerates any 

students under investigation and will have no bearing on any future investigations. 

No documentation relating to the alleged investigations shall be retained on a 

student’s file. 

3.13 If the SAIP finds within the Procedure that there is evidence that an academic 

irregularity has taken place it will make recommendations to the BOE regarding 

which sanction is appropriate based on the University’s AIPf (See Appendix 5). 

3.14 Lack of intent is not an acceptable defence against an allegation of academic 

irregularity. 

3.15 The BOE will determine the final sanction to be applied to the individual case based 

on the recommendations provided by the SAIP, the student’s academic profile and 

any exceptional circumstances brought to the attention of the Board through the 

Notification of Exceptional Circumstances Procedures (See section 17A of the 

Academic Handbook). 

3.16 If an allegation is made after the award of a NTU qualification such allegations may 

be investigated up to one year after the conferment of that award. If appropriate, 

the appropriate professional body may need to be informed. 

3.17 Records must be kept of the Procedure in each case and retained in line with 

current university retention policy. 

3.18 The student has a right to appeal under the Academic Irregularities Appeals 

Procedure (see Part C). 
 

  Good Practice 
 

4.1 There is an expectation that Schools will: 

• provide students with awareness sessions in relation to academic irregularity; 

• identify at least one person within the School to be a source of information and 

guidance to academic and administrative colleagues when considering possible 

academic irregularity cases; 

• develop assessment schemes designed with consideration for the reduction in 

the risk of academic irregularity. 
 

  Monitoring and Reporting 
 

 
 

5.1 The AO will produce annual monitoring reports which will be made available to: 

 

All cases of academic irregularity dealt with under the Procedure must be 

reported by the SAIP convenor or administrator, as appropriate to the AO for 

central recording and annual reporting purposes. 
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• School Executives - to inform monitoring, reporting and planning processes; 

• The Academic Standards & Quality Committee (ASQC) - to inform University 

level monitoring, reporting and planning processes. 

5.2 These annual monitoring reports will detail and make recommendations as 

appropriate in relation to the following: 

• The number of SAIPs held during a standard academic year by School, 

including a summary by case of: 

• the academic irregularity alleged; 

• the SAIP outcome; and 

• where applicable the penalty recommendation; 

• Those instances by School where a Board of Examiners re-determined the 

penalty outcome; 

• The number of AIAPs held during a standard academic year by School, 

including a summary by case of: 

• the academic irregularity alleged; 

• the AIAP outcome; and 

• subsequent action; 

• The internal consistency in the handling of cases; 

• The fairness and consistency in determining recommendations for penalties 

made by SAIPs. 

5.3 No monitoring report will identify an individual student. 

5.4 The AO will provide guidance to the Procedures where required and develop 

anonymous case histories to support the work of ATLs and members of the SAIP 

and the AIAP. 
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PART B PROCEDURE FOR DEALING WITH ACADEMIC 

IRREGULARITIES 
 

  Introduction 
 

6.1 The Procedure describes the process by which the University shall manage 

allegations of academic irregularities and must be adhered to where an academic 

irregularity is suspected. Staff must ensure that they have reasonable grounds to 

believe that a case of academic irregularity has occurred. 

6.2 Academic irregularity occurs where a student gains, seeks to gain, or creates the 

potential to gain, advantage in examinations or assessments including formative 

assessments contrary to the established conditions under which students’ 

knowledge, abilities or skills are assessed for progression towards or for the 

conferment of an award. (See Section 15E of the ASQ Handbook - Academic 

Principles and Policies.) Examples of what may (non-exhaustive list) constitute an 

academic irregularity can be found in Appendix 1. 

6.3 Courses operated through collaboration with an NTU partner will be subject to the 

Procedure. This is unless it is explicitly agreed at validation to adopt other 

arrangements and this will form part of the approved Collaborative Agreement. 
 

  Exceptions 
 

7.1 The Procedure does not apply to PhD, MPhil, or Phase 2 of the Professional 

Doctorate. The University has a separate policy in place for investigating and 

adjudicating on alleged research misconduct. (See Section 17D of the Quality 

Handbook.) 

7.2 Validated Centres must develop and operate their own procedures for managing 

cases of academic irregularity. 

7.3 The Procedure does not cover misconduct by academic staff; other procedures 

exist to deal with these matters. 
 

  Related Procedures 
 

8.1 Other procedures that are of relevance to the Procedure and should be considered 

include: 

• Academic Appeals Procedure; 

• Student Complaints Procedure; 

• Student Code of Behaviour; 

• University/School Codes of Ethics; 

• Suitability criteria set by PSRBs for students undertaking professional courses 

of study (fitness to practice) where applicable. 
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  Initiating the Academic Irregularities Procedure 
 

9.1 Where there is a suspected case of academic irregularity the course leader must: 

• Provide a written factual statement indicating clearly the alleged academic 
irregularity involved (definitions provided in Appendix 1) supported by 

appropriate evidence; 

• Attach this statement and any supporting evidence (for example Turnitin or 

other plagiarism software reports) to the work of the student; 

• Forward these documents to the ATL responsible for the provision in question; 

• In the case of a suspected academic irregularity during an examination, 

assessment or supervised test carried out under examination conditions, see 
Appendix 2. 

9.2 The ATL will determine whether there are reasonable grounds at first sight to 

suggest the student contravened assessment regulations and whether there is a 

prima facie case for adjudication as a case of academic irregularity. 

9.3 In making this decision the ATL shall: 

9.4 Draw a distinction between poor academic practice and academic irregularities; and 

9.5 Be aware of the range of academic irregularities (see Appendix 1); and 

9.6 Have available any materials relating to the alleged academic irregularity, for 

example coursework, examination scripts, documents notifying that an incident is 

suspected; and 

9.7 Discuss the circumstances with relevant staff members, as appropriate. 

9.8 At this stage there is no requirement to inform the student(s) that an investigation 

into possible academic irregularities is underway. 

9.9 The ATL should determine the outcome normally within 5 working days of the 

alleged academic irregularity being reported to them (B4.1). 

9.10 If the ATL decides that there are no reasonable grounds for adjudication as a 

case of academic irregularity the matter is ended. All record of the allegation of 

academic irregularity shall be removed. The work may be referred to the course 

team for action as an example of poor academic practice. 

9.11 If the ATL decides that there are reasonable grounds to suggest that there is a 

case for adjudication as a case of academic irregularity the ATL must notify the 

SAIP convenor so that the matter can be considered by the SAIP. 
 

   The School Academic Irregularities Panel 
 

10.1 The purpose of the SAIP is: 

• To review all written and oral information provided by both the student and 

School representatives; 
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• Determine on the balance of probabilities whether an academic irregularity has 

occurred; 

• If upheld, report the recommended penalty (using the AIPF) to the BOE; 
 

   Membership 
 

11.1 The membership of the SAIP will be determined and confirmed by the Dean of 

School and comprise: 

• An ATL or suitably experienced academic (who must not be the student’s ATL 
or Chair of the Board of Examiners concerned) as Chair; 

• At least two other academics taken from a register chosen by the Dean. 

Neither should have direct involvement with the module, student or their 

course, including the relevant BOE; 

• An administrator to take minutes and record decisions. 
 

   Convening the School Academic Irregularities Panel 
 

12.1 The Convenor shall arrange a meeting of the SAIP and will be responsible for the 

timely circulation of an invitation letter and all relevant documentation to the 

student, Academic Team representatives, other attendees and Panel members. 

The convenor is also responsible for communicating the outcomes of the SAIP to 

the student, BOE and AO. 

12.2 All parties should be given a minimum of 10 working days’ notice of the SAIP. 

12.3 At this stage, the student may decide to admit to the academic irregularity. This 

should be done in writing to the Chair via the SAIP Convenor. In such cases the 

student is not required, but may still choose to attend the SAIP. This should be 

confirmed by the student in writing to the Chair via the SAIP Convenor. The SAIP 

shall convene to agree a recommendation on penalty (using the AIPf) which shall 

be notified in writing to the BOE. 

12.4 The student can normally bring only one person in support. This person may be, for 

example, a friend, partner, parent or Student Advice Centre representative. The 

University does not permit students to be legally represented at the SAIP, except in 

exceptional circumstances. For the avoidance of doubt, the definition of 

“exceptional circumstances” in this context is a matter for determination by the 

University. 

12.5 Normally, a maximum of two School representatives should attend the SAIP 

meeting if required to provide evidence. 

12.6 The student may submit a written statement concerning the alleged academic 

irregularity and may submit witness statements. The student shall provide any 

such statements to the SAIP via the Convenor to be received not less than 5 

working days prior to the date of the SAIP meeting 
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12.7 The student and School may bring witnesses to provide evidence at the SAIP 

meeting. Details of any witnesses must be provided in writing to the SAIP 

Convenor by the student/School at least 5 working days before the SAIP meeting 

date. If a request to bring a witness is received outside of this timeframe, 

agreement that they may attend the SAIP is at the discretion of the Chair of the 

Panel. 

12.8 If either the student or the staff representatives in attendance wish to present 

additional written information, it should be made available to all parties at least 5 

working days before the SAIP meets. If additional written information is 

introduced after this deadline or at the SAIP meeting it will be at the discretion of 

the Chair whether it is accepted. If additional written information is introduced at 

the SAIP and accepted, all parties should be given an appropriate period of time to 

read the information during a recess to the SAIP meeting. 

12.9 If either the student or the staff representatives are unable (or fail) to attend the 

SAIP meeting, without giving a valid reason, the Chair of the SAIP shall have the 

discretion to conduct the meeting based on the written information made 

available. If a valid reason for non-attendance is provided it is at the discretion of 

the Chair of the Panel whether the meeting is rescheduled or proceeds. 
 

   The conduct of the School Academic Irregularities Panel. 
 

13.1 The SAIP shall conduct the meeting in accordance with the Procedure outlined in 

Appendix 4. 

13.2 The SAIP shall consider the written materials submitted and during the meeting, 

the Panel may seek clarification of the student, staff representatives and witnesses 

as appropriate and shall come to a decision on the basis of all the evidence 

provided. 

13.3 On completion of the representations the Panel will conduct their deliberations in 

private, deciding if the allegation should be upheld or not. 

13.4 If the allegation is not upheld the student must be informed in writing within 1 

working day of the panel meeting, and be provided with a copy of the minutes from 

the meeting within 5 working days of the panel meeting. SAIP attendees (excluding 

witnesses), the course leader, ATL and Chairs of BOEs shall also be informed of the 

outcome, within the same timeframe. 

13.5 If the SAIP decides that the allegation is upheld the student must be informed in 

writing of the recommendation to be made to the BOE within 1 working day of the 

panel meeting, and be provided with a copy of the minutes from the meeting   

within 5 working days of the panel meeting. SAIP attendees (excluding witnesses), 

the course leader and ATL should also be informed of the outcome, within the same 

timeframe. 

13.6 If the SAIP decides that the allegation is upheld it must make a recommendation 

to the Board of Examiners in writing detailing the appropriate penalty based on the 

University’s AIPf. 
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13.7 Where an academic irregularity comes to light at or after a BOE has met and within 

one year of a student’s assessment, the Procedure shall comprise: 

• Consideration by the ATL in accordance with subsection B4; 

• A SAIP in accordance with the arrangements detailed in subsection B5, B6 and 

Appendix 4; 

• A reconvened BOE, as soon as practicable following the receipt by the Chair of 

the BOE of a report from the SAIP. 
 

   Report to the Board of Examiners 
 

14.1 In all cases where academic irregularity that have been upheld by a SAIP, the  

Chair of the BOE will receive a copy of the SAIP minutes and written 

recommendations of any penalty to be applied to the student. The BOE will 

normally enact the recommendations of the SAIP and deviation is exceptional; 

reasons must be carefully minuted. The BOE will consider the recommendation 

taking into account the student’s assessed marks, and either agree or re-determine 

the recommended penalty. BOEs may take the outcomes of exceptional 

circumstance considerations into account when considering the penalty 

recommendations issued by SAIPs. The outcome of the BOE’s decision will be sent 

to the student in line with standard BOE outcome notification timescales. 

14.2 If the BOE re-determines the SAIP recommendation regarding penalty, this will be 

reported (using a relevant minute extract detailing the full reasons for the re- 

determination) to the Chair of the relevant SAIP and AO for monitoring and 

reporting purposes. 
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PART C ACADEMIC IRREGULARITIES – APPEALS 

PROCEDURE: RIGHT OF APPEAL IN CASES OF ACADEMIC 

IRREGULARITY 
 

   Grounds for Appeal 
 

15.1 If an allegation of academic irregularity has been upheld by the SAIP the student 

will be informed in the outcome letter that they have the right to appeal under 

Part C. 

15.2 If the student wishes to contest the decision of the SAIP they are entitled to submit 

an Academic Irregularities Appeal on the following grounds only: 

• That new and relevant material or evidence has become available which was 

not previously available for consideration by the SAIP; or 

• That there was a material procedural error at the SAIP meeting; or 

• That the decision of the SAIP was irrational and unreasonable. 

15.3 There are no other grounds on which an Academic Irregularities Appeal will be 

considered. 

15.4 If the student wishes to submit an Academic Irregularities Appeal against the 

decision of the SAIP, they must do so in writing via the online Appeals Portal to the 

PVC-Academic (or nominee), within 10 working days from the date on the letter 

notifying them of the SAIP decision, detailing the reasons for the Academic 

Irregularities Appeal and stating the grounds on which the Appeal is being made. 

15.5 If the Academic Irregularities Appeal against the decision of the SAIP is being made 

on the grounds that new and relevant material or evidence has become available, 

the student must submit that evidence as part of the Appeal submission via the 

online Appeals Portal. 

15.6 The PVC-Academic (or nominee) shall consider whether the Academic Irregularities 

Appeal against the decision of the SAIP has been made on one or more of the 

permitted grounds. 

15.7 If the PVC-Academic (or nominee) decides that the Academic Irregularities Appeal 

against the decision of the SAIP is not within one or more of the permitted grounds 

for appeal or has been received out of time the student shall be informed in writing 

within 10 working days of the appeal submission being received by the AO. The 

student shall be informed that the Academic Irregularities Appeal has been rejected 

on that basis, and that the original outcome remains unchanged. Such a decision 

by the PVC-Academic (or nominee) is final and there is no further right of appeal 

regarding academic irregularities within the University’s procedures. 
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   Consideration of Appeals 
 

16.1 If the PVC-Academic (or nominee) decides that the Academic Irregularities Appeal 

against the decision of the SAIP does satisfy one or more of the permitted grounds, 

the Appeal shall be considered by the AIAP. 

16.2 The AIAP hearing shall be convened by AO within 20 working days of the PVC- 

Academic (or nominee) determining that there are grounds for an appeal. 
 

   Academic Irregularities Appeal Panel - Composition 
 

17.1 The AIAP shall comprise three members. Two of the Panel members shall be 

University staff nominated by the Head of Academic Office, of whom one shall act 

as Chair. The Panel Chair shall be a Dean of School or other suitably senior and 

experienced member of staff. The third panel member shall be a representative of 

the Students’ Union Executive. 

17.2 Persons who have been affected by, or involved in dealing with the alleged 

academic irregularity, including members of the SAIP, shall not be eligible to serve 

on the AIAP. 

17.3 A nominated member of AO staff shall act as Secretary to the AIAP for 

administrative purposes, including the handling of formal communications between 

parties involved in the AIAP hearing. 
 

   Academic Irregularities Appeal Hearing - Preparatory Steps 
 

18.1 The student shall be given at least 10 working days written notice of the AIAP 

hearing and shall be provided with a copy of the record taken at the SAIP and any 

report that the SAIP may have prepared for the AIAP hearing. 

18.2 If the student cannot attend the AIAP hearing due to illness or other mitigating 

circumstances, they must inform the Chair of the AIAP as soon as possible. 

Supporting evidence, such as a medical note, will be required. In such 

circumstances, the Chair of the AIAP may decide to re-schedule the AIAP hearing 

or decide to proceed in the student’s absence. 
 

   Conduct of the Academic Irregularities Appeal Hearing 
 

19.1 At the AIAP hearing the student may be accompanied or represented by one other 

person. This person may be, for example, a friend, partner, parent or Student 

Advice Centre representative. The University does not permit students to be legally 

represented at the AIAP except in exceptional circumstances. For the avoidance of 

doubt, the definition of “exceptional circumstances” in this context is a matter for 

determination by the University. 

19.2 The student must inform the Chair of the AIAP of the name and capacity of any 

person accompanying them to the AIAP hearing at least 5 working days before the 

AIAP hearing. 
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19.3 The AIAP hearing shall not be a re-run of the original case but a review of the 

original decision based on the grounds of the Academic Irregularities Appeal that 

the student submitted. The student will present the grounds on which the 

Academic Irregularities Appeal is based to the AIAP. A representative of the SAIP 

will present the grounds on which their decision was based. 

19.4 The Chair of the AIAP shall have the discretion to allow the introduction of new 

evidence during the AIAP hearing. 

19.5 The Secretary to the AIAP shall take formal notes of the proceedings. 
 

   Academic Irregularities Appeal Outcomes 
 

20.1 The AIAP has the power to uphold the original decision of the SAIP, overturn or 

amend the original decision or order a re-convening of the SAIP. 

20.2 The Chair of the AIAP shall inform the relevant ATL, Chair of the SAIP and the 

student of the Panel’s decision (including the rationale for that decision) in writing 

within 5 working days of the AIAP hearing. 

20.3 The decision of the AIAP is final and there is no further right of appeal regarding 

the academic irregularity case in question within the University’s procedures. 

20.4 If the Student is not satisfied with the outcome of the University's procedures 

he/she is entitled to contact the Office of the Independent Adjudicator for Higher 

Education who operates an independent student complaints scheme 

(http://www.oiahe.org.uk). 
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Appendix 1: Types of academic irregularity 

Nottingham Trent University considers that the committing of an academic irregularity, 

whether deliberately or accidentally is wrong. The Academic Irregularities policy 

seeks to ensure that this principle is defended and upheld for the benefit of 

former, current and future students. The policy is nested within a balanced 

institutional approach which also seeks to develop good academic practices, including: 

• Supporting students in understanding what constitutes an academic 

irregularity; 

• Supporting students in developing skills to avoid academic irregularities; 

• Supporting students in developing their academic writing skills; 

• The design of assessment activities that reduce the opportunities for academic 

irregularities. 

• Academic Irregularity includes but is not limited to the following: 

Cheating, this includes: 

• Communicating with another candidate during an examination or assessment, 

except if the assessment regulations specially permit this, e.g. group 

assessments; 

• Communicating during an examination with anyone other than the authorised 

invigilator or another authorised member of staff. This is includes oral, written 

or any other electronic means of communication; 

• Introducing any written or printed materials into the examination room, unless 
expressly permitted; 

• Gaining access to unauthorised material relating to an examination before or 
during the exam; 

• Obtaining a copy of an ‘unseen’ written examination paper in advance of the 

date and time for its authorised release. 

In the context of the above the term ‘examination’ is deemed to include ‘phase tests’ or 

any other tests carried out under examination conditions. 

Plagiarism, which includes: 

The incorporation of material derived from the work (published or unpublished) of 

another, by unacknowledged quotation, paraphrased imitation or other device in any 

work submitted for progression towards or for the completion of an award, which in any 

way suggests that it is the student’s original own work. Such work may include printed 

material in textbooks, journals and material accessible electronically for example from 

web pages. 

Examples of plagiarism include: 

a. The inclusion in a candidate’s work of a single phrase from another person’s work 

without the use of quotation marks or acknowledgement of the source; 
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b. The summarising of another person’s work by simply changing words or altering 

the order of presentation, without acknowledgement; 

c. Copying the work of another candidate, with or without their consent or 

agreement. If copied with the agreement of the other candidate both parties are 

guilty of Academic Irregularity; 

d. Self-plagiarism. 

Collusion: 

Is an understanding or agreement between two or more people to intentionally 

cooperate to gain an unfair advantage in assessment and may include: 

a. Unauthorised and unacknowledged joint authorship in an assessment task; 

b. Unauthorised and unacknowledged copying or use of material prepared by another 

person for use in assessment. 

 
Note 

 

 

 

 

 

 

 

 

 

 

 

Falsifying Data: 

� The University encourages students to share  

ideas and exchange reference material prior to 

each student writing up their own personal 

presentation of an assessed piece of work. Some 

course teams may stipulate an assessment as 

“assessed group work”. Where this is the case, 

course teams will indicate the criteria and manner 

in which work is assessed and the way in which 

individual marks are ascribed to members of the 

group. 

The presentation of data in laboratory report and projects, based on experimental work 

passed off as having been carried out by the candidate when it has not been, or it has 

been obtained by unfair means. This also included falsifying survey data. 

Personation: 

Personation or impersonation is the assumption by one person of the identity of another 

person with the intent to deceive, or to gain unfair advantage. 

Examples include: 

a. One person assumes the identity of a candidate, with the intention of gaining unfair 

advantage for that candidate; 

b. The candidate is knowingly and willing impersonated by another with the intention 

of gaining unfair advantage for the person personated. 

Contract cheating: 

Where a student commissions or seeks to commission another party (either paid or 

unpaid) to complete a coursework or an assignment on their behalf. Contract cheating is 
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considered to be an example of ‘unreasonable conduct’ and increases the severity of the 

academic irregularity penalty. 

Dishonest Practice: 

The use of any form of dishonest academic practice not identified within the above. 

including the use of others, whether paid or not, to write or rewrite assignments for a 

student even if the person providing such a service describes it as ‘proof-reading’. 

Poor academic practice: 

Work which is not considered as an academic irregularity as understood within this 

Procedure but is regarded as poor academic practice. For example: the inclusion of text 

from other sources with inadequate attribution. If identified, the student should be 

encouraged to develop a more careful and appropriate approach to their academic 

coursework. 
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Appendix 2: Academic Irregularities – examinations 

Where a member of staff who is invigilating or otherwise overseeing an examination, 

assessment or supervised test carried out under examination conditions has reasonable 

grounds to suspect that an academic irregularity is occurring, or is reliably informed by 

any other person that an academic irregularity is suspected, it is the responsibility of the 

member of staff to: 

a. Immediately bring to the student’s attention the suspicion of academic 

irregularity; 

b. Ensure that the student is prevented from further committing the alleged 

academic irregularity of which they are suspected, including the confiscation of 

any relevant evidence (for example, any authorised material); 

c. Permit the student to complete the examination or assessment; (However, if the 

candidate persists with the irregularity they shall be expelled from the room. If 

such action is necessary, care will be taken to ensure that the inconvenience and 

disruption to other candidates is minimised.); 

d. Attach to the student’s completed work a statement detailing the circumstances 

relating to the incident including a note of the work completed before, and the 

time when, the academic irregularity was suspected; 

e. Without delay submit a written statement on the incident to the: 

• Subject Administration Team Leader; 
• course and module leader; 

• ATL; 

• Dean. 

The report shall include the name of any witnesses and any explanation given by the 

student at the time of the incident. Where appropriate the report shall be accompanied 

by the relevant evidence and countersigned, with comments, by the senior invigilator. 

The ATL will then arrange for the conduct of a SAIP as described in subsections B4 & B5 

and summarised in Appendix 4. 
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Appendix 3: Flowchart for Academic Irregularities process 
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Appendix 4: School Academic Irregularities Panel procedure 
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Appendix 5: Academic Irregularities penalty framework 
 

  Introduction 
 

1.1 Nottingham Trent University considers that the committing of an academic 

irregularity, whether deliberately or accidentally is wrong. The Academic 

Irregularities Procedure seeks to ensure that this principle is defended and upheld 

for the benefit of former, current and future students. 

1.2 The Procedure includes an Academic Irregularities Penalty framework (AIPf) tobe 

used across the institution in cases where allegations of academic irregularity are 

investigated and upheld. 

1.3 The AIPf builds upon the work of the School Academic Misconduct Groups (AMGs) 

which were operational until the development of the revised Academic Irregularities 

Procedure, approved by ASQC in 2010 for implementation in the academic session 

2011-12. 

1.4 The AIPf draws upon developments and best practice in the sector, specifically 

aspects of the Joint Information Systems Committee (JISC) commissioned 
Academic Misconduct Benchmarking Research (AMBeR) project and the resulting 

study proposing a national tariff for the application of penalties for student 

plagiarism in HE1. 
 

  Principles informing the Academic Irregularities Penalty 

framework 
 

2.1 The AIPf seeks to drive transparency, fairness and consistency of practice. 

2.2 The AIPf is designed to apply to all forms of academic irregularities. 

2.3 The AIPf is designed to include some flexibility to accommodate more complicated 

cases. 

2.4 As a general principal the SAIP may take into account the fact that a student 

admits to the academic irregularity in question in determining the recommended 

penalty to be applied. The reasons given should be minuted. 

2.5 Boards of Examiners (BOE) are sovereign. The BOE considers the penalty 

recommendation made by the SAIP and will take into account the student’s 

assessed marks in determining the recommended penalty to be applied. 

Note: In certain disciplines, because of the nature of the course, similar decisions 

may have a very different effect; this should also inform the decision making 

process of the BOE. 

 

 
 

1  Benchmark Plagiarism Tariff: A benchmark tariff for application of penalties for student 

plagiarism in higher education (2010) P Tennant & G Rowell (Plagiarismadvice.org) 
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2.6 The penalty recommended by the SAIP and the penalty applied by the BOE shall 

both be recorded and reported to the course leader, SAIP and Academic Office 

(AO) for monitoring and reporting purposes. 

2.7 Where applicable, students will be directed to appropriate sources of academic 

support. 
 

  AIPf - Underpinning considerations 
 

3.1 The AIPf reflects the following significant considerations: 

• The number of previous offences; 

Note - this is only relevant in determining the recommendation on penalty. It is 

not a factor used to determine whether a student has committed an academic 

irregularity 

• The extent and amount of the academic irregularity; 

Note - the AIPf incorporates a mixed definition of extent and amount that seeks 

to reflect semi-quantitative measures 

• The stage of the student in their course; 

Note – The framework seeks to reflect the expectation regarding standards at 

differing levels of study in line with the NTU qualifications framework 

• There may be circumstances when a particular case and set of circumstances do 

not easily fit within the AIPf. On the basis of unique situations, the SAIP reserves 

the right to make recommendations to the BOE which vary from those within the 

AIPf since it is impossible to pre-judge every situation which might occur; 

Note - where SAIPs do this, the specific reasons for the decision they make 

should be very carefully minuted and made available to the BOE. 

• PSRB requirements may require adjustments to the AIPf for some courses. These 

adjustments to the AIPf should be approved by the relevant SASQC and 

communicated to all staff and students. 

3.2 The AIPf reflects the following additional considerations: 

• The credit value of the work. 
 

  AIPf - Definitions 
 

4.1 Small: Where the material used without acknowledgement or produced with 

collusion comprises: 

• Typically a few complete sentences or lines of text up to half a page or 
equivalent; 

• Where there would be a significant amount of the student’s own work / analysis if 

the copied materials were removed. 
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4.2 Substantial: Where the material used without acknowledgment or produced with 

collusion is of an amount greater than “small”, as defined above. This would 

include cases where: 

• The majority, but not all, of the piece of work is a “patchwork” of copied 

material(s); 

• The material forms a substantive part of the work; 

• Where there would be little left of the student’s own work/analysis if the copied 

materials were removed. 

4.3 Unreasonable conduct: Where the case is such that no reasonable person would 

have deemed it academically appropriate. For example, where the entirety of the 

work is copied from one or a few sources with little or no further input from the 

student; work is taken into an examination or test for the purpose of copying and 

gaining unfair advantage; impersonation; submitting bought essays or solutions 

(contract cheating). 
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  The University Academic Irregularity Penalty framework 

(AIPf) 
 

5.1 Academic Irregularity Penalty framework1  Undergraduate students (Level 4-6) 
 

 Characteristics of case Recommended penalty Category 

7 Level 1: This is the first time the student has 
committed academic irregularity 2. The 
extent of academic irregularity is a relatively 
‘small’ proportion or is of ‘limited 
significance’. 

The grade for the assessment3 is reduced to 
a maximum of the pass mark. 

If the learning outcomes have not been 
met, the assessment is referred and capped 
at the pass grade. 

Recorded as 
UG 
Category 7 
in the report 
to BOE and 
AO 

6 Levels 2 and 3: This is the first time the 
student has committed an academic 
irregularity. The extent of academic 
irregularity is a relatively ‘small’ proportion or 
is of ‘limited significance’. 

The assessment grade is reduced to the 
pass grade. 

If necessary, the assessment is referred to 

provide the student with an opportunity to 
meet the learning outcomes of the module 
and the assessment grade is capped at the 
pass grade. 

Recorded as 
UG 
Category 6 

in the report 
to BOE and 
AO 

5 Level 1: This is the first time the student has 
committed academic irregularity. The extent 
of academic irregularity is ‘substantial’. 

The assessment grade is reduced to zero3. 

If necessary, the assessment is referred to 
provide the student with an opportunity to 
meet the learning outcomes. The 
assessment grade remains zero.4 

Recorded as 
UG 
Category 5 
in the report 
to BOE and 
AO 

4 Level 1: This is the first time the student has 
committed ‘unreasonable conduct’ 

All Levels: The second case of academic 
irregularity.  The extent of both cases is 
relatively ‘small’ or of limited significance. 

Levels 2 & 3: First offence where the extent 
of academic irregularity is ‘substantial’. 

The element grade is reduced to zero3. 

Other element grades remain unchanged. 

If necessary, the assessment is referred to 
provide the student with an opportunity to 
meet the learning outcomes. The element 
grade  remains zero4

 

Recorded as 
UG 
Category 4 
in the report 
to BOE and 
AO 

3 All Levels: The second case of academic 
irregularity, of which only one is ‘substantial’. 

All Levels: The third case of academic 
irregularity. All cases are ‘small’ with only 1 
at Level 3. 

 

 
Level 2: This is the second case of academic 
irregularity. Both cases are ‘substantial’. 

Levels 2 & 3: The first case of academic 
irregularity which involves ‘unreasonable’ 
conduct. 

The module grade is recorded as zero4. 

If necessary, the assessment is referred to 
provide the student with the opportunity to 
meet the learning outcomes. The module 
grade remains zero4. 

Recorded as 
UG 
Category 3 
in the report 
to BOE and 
AO 

2 Level 3: Second case of ‘substantial’ 

academic irregularity with the previous one 
being at Level 2. 

Maximum of Ordinary degree is awarded at 

Examination Board 

Recorded as 

UG Major 
Category 2 
in the report 
to BOE and 
AO 
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1 This is the third case of academic irregularity 

at any level, where one is at least 
‘substantial. 

Or 

This is the second case of academic 
irregularity at any level and it involves 
‘unreasonable conduct’. 

Or 

This is the second case of academic 
irregularity at Level 3 of which one is at least 
‘substantial’ or involves ‘unreasonable 
conduct’. 

No award given or studies terminated Recorded as 
UG 
Category 1 
in the report 
to BOE and 
AO 

 
1 The AIPf applies to all forms of academic irregularity. Examples of what may (non-exhaustive list) constitute 

an academic irregularity can be found at Appendix 1 

 
2 The severity of academic irregularity penalties increases in line with the number of cases on a student’s 
record. However, at Level 1 when a case of academic irregularity occurs before the outcome of a first case is 
known to the student, it shall be considered part of the same case.  This allowance may not be applied for 
unreasonable conduct. 
3 An element sets out the type of assessment method used to assess an aspect of the module's outcomes and 

is detailed on the module. 

 
4 Though the transcript may show the element grade or module grade as having been ‘failed’ the credit points 
can still be awarded. 
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5.2 Academic Irregularity Penalty framework1  M Level (Level 7) 
 

 Characteristics of case Recommended penalty Category 

5 This is the first time the student has committed 

academic irregularity2. The extent of academic 
irregularity is a relatively ‘small’ proportion or is of 
‘limited significance’. 

The grade for the assessment3 is 

reduced to the pass grade. 

If necessary, the assessment is 
referred to provide the student with an 
opportunity to meet the learning 
outcomes.  The component is capped 
at the pass grade. 

Recorded as 

PG 
Category 5 
in the report 
to BOE and 
AO 

4 This is the first time the student has committed 

academic irregularity. The extent of academic 
irregularity is ‘substantial’. 

The assessment grade is reduced to 

zero3. 

If necessary, the assessment is 
referred to provide the student with an 
opportunity to meet the learning 
outcomes.  The assessment grade 
remains at zero.4 

Recorded as 

PG 
Category 4 
5in the 
report to 
BOE and AO 

3 The second case of academic irregularity. The 

extent of both cases is relatively ‘small’ or of 
limited significance. 

The first case of academic irregularity and 
involves ‘unreasonable’ conduct. 

The element grade is reduced to zero3. 

Other element grades remain 
unchanged. 

If necessary, the assessment is 
referred to provide the student with an 
opportunity to meet the learning 
outcomes.  The element grade remains 
at zero.4 

Recorded as 

PG 
Category 3 
in the report 
to BOE and 
AO 

2 The second case of academic irregularity, of which 
one is ‘substantial’. 

The module grade is recorded as zero4. 

If necessary, the assessment element 
is referred to provide the student with 
the opportunity to meet the learning 
outcomes.  The module grade remains 
at zero4. 

Recorded as 
PG 
Category 2 
in the report 
to BOE and 
AO 

1 This is the second case of ‘substantial’ academic 
irregularity. 

Or 

This is the second case of academic irregularity 
and it involves ‘unreasonable conduct’. 

Maximum award of PGDip or studies 
terminated 

Or 

Studies terminated and appropriate 
award given. 

Recorded as 
PG 
Category 1 
in the report 
to BOE and 
AO 

 

1 The AIPf applies to all forms of academic irregularity. Examples of what may (non-exhaustive list) constitute 

an academic irregularity can be found at Appendix 1 
2 The severity of academic irregularity penalties increases in line with the number of cases on a student’s 

record. However, at Level 1 when a case of academic irregularity occurs before the outcome of a first case is 

known to the student, it shall be considered part of the same case.  This allowance may not be applied for 

unreasonable conduct. 
3 An element sets out the type of assessment method used to assess an aspect of a module's outcomes and is 

detailed on the module specification. 
4 Though the transcript may show the element grade or module grade as having been ‘failed’ the credit points 

can still be awarded. 
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1. Scope of the regulations 

1.1 The appeals procedures set out in this document apply to students studying for an 

MPhil or PhD award or those on phase two of a Professional Doctorate course. 

1.2 For students on phase one of a Professional Doctorate course, the procedures set 

out in Quality Handbook (QH) Section 17B apply. 

1.3 Transfer to other procedures of the University: 

Where, on receipt and subsequent investigation of an appeal, it appears to the 

University that the matter can, in the interests of the student, be better dealt with 

via the University’s Complaints Procedure for Students (QH Section 17E), it will be 

transferred to that Procedure and the student will be informed of the transfer. 

Where only a part of the matters raised within an appeal are transferred to the 

Complaints Procedure for Students, the appeal will be put on hold pending the 

outcome of the complaint investigation. The student will be informed and made 

aware of the change in time limits for dealing with the appeal. 
 

2. Academic appeal 

2.1 A candidate may make a formal appeal to the University Research Committee 

(URC) – via the Head of Academic Office – to request reconsideration of 

a. an examination decision, or 

b. the decision of the College Research Degrees Committee (CRDC) to terminate 

registration on a MPhil or PhD, or 

c. the decision of the progression board to terminate registration on a 

Professional Doctorate. 
 

3. Permitted grounds for appeal 

3.1 An appeal may only be made on the grounds indicated below: 

a. the candidate's level of achievement was adversely affected by illness or 

other factors which they were unable to divulge to the supervisory team or 

the examiners at the appropriate point within the earlier procedures; 

b. there is new and relevant information that was not available to be considered 

at the time of the original decision; 

c. there has been a material irregularity in the conduct of progress reviews of 

the candidate undertaken by the CRDC or the progression board; 

d. there has been a material administration error in the arrangements or 

conduct of the examination, such as to cast doubt on the validity of the 

examiners’ decision; 

e. the candidate can prove that unfair discrimination has occurred. 

3.2 Disagreement with the academic judgement of the examiners, CRDC or the 

progression board cannot in itself constitute grounds for appeal. 
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3.3 Alleged inadequacy of supervisory or other arrangements during the period of 

study will not constitute grounds for requesting a review of the examination 

decision or a decision of termination of study. 

3.4 Academic judgement is considered to include: 

a. approval of a project; 

b. a decision to place a student on a three month period of probation or 

terminate their studies on the basis of concerns about performance; 

c. a decision not to allow a student to proceed to the submission of the phase 

two assessment; 

d. a recommendation of the examiners at the completion of the examination 

stage; 

e. a recommendation of the examiners at the completion of a re-examination 

stage. 

3.5 A candidate may not make an appeal to the URC against termination until a written 

submission has been made to the CRDC or progression board, and this has been 

unsuccessful. 
 

4. Submitting an appeal 

4.1 An appeal for consideration by the URC must be submitted in writing on the 

relevant form (available on the Graduate School website) and be addressed to the 

Head of Academic Office. 

4.2 The grounds for appeal must be clearly indicated on the form. If ground 3.1e is 

included, a separate procedure to deal with the allegation will be instituted. Where 

the CRDC or progression board has made a decision of termination, the application 

must be accompanied as appropriate by copies of the candidate's progress report, 

the supervisory team's progress report and the candidate's written submission to 

the CRDC or the progression board. 

4.3 Where these regulations refer to action by the holders of specific posts, it is implicit 

that this activity may be delegated to an appropriate nominee, having sufficient 

experience and being sufficiently senior to act on behalf of the designated post 

holder. 

4.4 The time limit for lodging the appeal with Academic Office is 20 working days 

from the date of the communication indicating termination from the CRDC or 

progression board, or the notification of the outcome of the examination. Appeals 

outside this time will be considered only at the discretion of the Chair of the URC 

and the Head of Academic Office. 

 

5. Appeals process 

5.1 The Head of Academic Office will decide, in consultation with the URC Chair, 

whether or not the appeal is made on permitted grounds and whether or not a 

prima facie case exists for consideration by the URC. 

5.2 The Head of Academic Office must inform the candidate, the Director of Studies or 

Lead Supervisor and the appropriate CRDC Chair within 10 working days of the 

receipt of the appeal application of one of the following actions: 
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a. The appeal is made on permitted grounds and a prima facie case is accepted: 

The matter will be referred to the CRDC Chair or progression board chair, 

Head of the Graduate School and four members appointed by URC who have 

had no previous involvement in the case but who have appropriate and 

relevant research degree supervisory and examination experience. These 

members will be known as the University Research Degrees Appeal Panel 

(URDAP). 

b. Case Rejected: The application is not made on the permitted grounds or there 

is insufficient evidence contained within the appeal to cause the original 

decision of the CRDC or progression board or examiner to be reviewed. 

c. Case Referred: In cases where there appears to be new evidence not 

previously considered by the CRDC or the progression board, the case may be 

referred back for reconsideration. A reply must be made by the CRDC or 

progression board to the URC Chair within 10 working days. If the decision 

is not acceptable to the candidate, he or she may re-apply within 20 

working days of being informed of that decision for reconsideration by 

URDAP. 

5.3 Where a prima facie case is found to exist, URDAP, the candidate and the CRDC or 

progression board will be provided with a detailed guidance procedure as to how to 

proceed, including arrangements for any hearing which may be held, by the Head 

of Academic Office. Any such hearing will take place within 15 working days of 

the decision that a prima facie case exists. 

5.4 The procedure will include the opportunity for the candidate to submit documentary 

evidence and be present at any hearing to present their case (accompanied by a 

friend to help them do so). 

5.5 Similarly the CRDC or progression board will be invited to submit relevant 

documentation and to be represented by up to two people to respond to the 

applicant’s appeal. 

5.6 The Head of Academic Office will ensure that the relevant parties and URDAP are 

provided with all appropriate information at least 10 days prior to the hearing. 

Final evidence will be circulated 5 working days before the hearing. Late evidence 

may be circulated only with the consent of both parties and the URC Chair. 

5.7 Should the candidate not attend the hearing, it will proceed with the candidate ’in 

absentia’ and on the information already supplied unless a documented genuine 

reason for absence is received. In the latter case the hearing date may be 

rearranged. 

5.8 URDAP will decide that: 

a. the appeal is rejected; 

b. the appeal is upheld in which case one of the following courses of action will 

be recommended: 

• re-examination is appropriate and URDAP determines that either: 

� the examiners are invited to reconsider their 

decision or 

� new examiners are to be appointed; 
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• The termination decision be referred back to the CRDC or progression 

board for reconsideration alongside any alternative recommendation 

which URDAP may make. 

c. There is evidence which raises doubts about the competence of the 

Examiners or the procedures being operated by the CRDC or progression 

board in which case the URDAP will submit a recommendation to Academic 

Board that it should authorise a full and proper investigation as a matter of 

urgency. 

5.9 URDAP will communicate its decision to the candidate in writing within five 

working days of the date of any hearing. 


