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Chapter 6: Student Casework
Framework

Chapter 6 is UCL'’s regulatory framework for Student Conduct, Complaints and related procedures.
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Code of Conduct for Students

UCL enjoys a reputation as a world-class university. It was founded on the basis of equal
opportunity, being the first English university to admit students irrespective of their faith
and cultural background. It was the first university in England to admit women. UCL
expects its members to conduct themselves at all times in a manner that does not bring
UCL into disrepute, this includes conduct whilst not on UCL premises.

Good conduct means:

In general realising that you are an ambassador for UCL and behaving
accordingly. This applies anywhere and at any time but is particularly important in
the local community around UCL, whilst on fieldwork, whilst on other study away
from UCL, on the sports field and whilst engaged in any other UCL-related
activity.

Recognising the diversity of the UCL community and not discriminating against
others on the basis of their age, ethnic origin, race, nationality, membership of a
national minority, culture, language, religious faith or affiliation or lack thereof,
political affiliation or opinions or lack thereof, sex, gender, gender identity,
sexuality, sexual orientation, marital status, caring or parental responsibilities,
illness, ability or disability, mental health status, medical condition, physical
appearance, genetic features, parentage, descent, full or part-time student status,
socio-economic background, employment status, trade union affiliation, spent or
irrelevant criminal convictions or any other irrelevant distinction.

Acting responsibly, being honest, being considerate, respectful and courteous
towards others. Behaving in a respectful manner towards others so that they do
not feel that they are being harassed or bullied and abiding by the law.

Whilst learning:

Following the rules laid down by UCL for academic activity, the use of the Library,
Information Services and other services.

e Being punctual for classes and other appointments.

¢ Informing the relevant person if you are going to be absent or delayed for an
activity where you are expected to attend.

e Being aware of the advice and assistance available on academic and other
matters from sources such as personal, programme and Departmental Tutors.

e  Seeking help for yourself when you need it.

Around UCL:

e  Showing respect for UCL property.

¢ Informing yourself of UCL health and safety policies and following them.

e Playing your part in maintaining security and being prepared to produce your
identity card when requested.

e Caring for the environment at UCL by respecting buildings, spaces and facilities.

e Recycling and disposing of litter responsibly.

e Being aware of UCL'’s advice for saving energy.

e  Showing consideration for others regarding noise (e.g. switching mobile phones

off in classes).

Social and sporting behaviour:

Showing good sportsmanship whilst taking part in sporting activities.
Refraining from exhibiting displays of drunken or loutish behaviour.

Ensuring that any activity you engage in using the internet, including virtual
learning environments (e.g. Moodle), social networking sites (e.g. Faceboook,
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Twitter etc.), blogs or other web resources, refrains from causing offence and
could not be regarded as bullying or harassment.
¢ Respecting the right of freedom of speech provided it is within the law.

Awareness and caring for others:

e Being aware of the help and support available at UCL from sources such as


/students/support-and-wellbeing/student-psychological-services
/students/support-and-wellbeing/disability-support
/students/support-and-wellbeing/disability-support
http://studentsunionucl.org/venues/rights-and-advice-centre
http://studentsunionucl.org/venues/rights-and-advice-centre
http://www.ucl.ac.uk/hr/equalities/
/students/exams-and-assessments
http://www.ucl.ac.uk/estates/safetynet/guidance/off_site/fieldwork/index.htm
/students/policies/conduct/harassment-and-bullying-policy
http://www.ucl.ac.uk/estates/safetynet/
http://www.ucl.ac.uk/isd/students/regulations
http://www.ucl.ac.uk/library/regs.shtml
http://www.ucl.ac.uk/estates/student-accommodation/fees-and-guidance/
http://www.ucl.ac.uk/estates/security/
/students/support-and-wellbeing/student-psychological-services
/students/support-and-wellbeing/wellbeing
http://studentsunionucl.org/
http://studentsunionucl.org/venues/rights-and-advice-centre
http://www.ucl.ac.uk/greenucl/

Support to Study Policy

1. UCL is committed to maintaining high standards of performance for its students in
terms of teaching, learning and assessment and to ensuring that the quality of its
awards is not undermined or compromised.

2. UCL is also committed to supporting its students’ academic abilities as well as their
wellbeing, recognising a positive approach to the management of physical and mental
health issues that may affect student learning, academic achievement and the wider
student experience.

3. UCL is mindful of its duty of care and its obligations to students under the Equality Act
2010, to make reasonable adjustments, where possible and where appropriate. It is
also aware that there may be occasions where a student’s physical or mental health
may give rise to concerns about the student’s fitness to study and capacity to engage
with his/her studies and/or the appropriateness of their behaviour in relation to the
UCL community as a whole.

4. UCL is aware of its responsibility to maintain a safe and positive environment for all
students and staff but expects students to study, work and live co-operatively and in
close proximity with each other as well as conduct themselves in a manner which
does not impact negatively on those around them. However, UCL also has to balance
the needs and rights of an individual student against the need to protect the wellbeing
of fellow students and staff.


/students/support-and-wellbeing/disability-support
/students/support-and-wellbeing/disability-support
/students/support-and-wellbeing/student-psychological-services
/students/support-and-wellbeing/student-psychological-services
/student-mediator/



/students/policies/health-and-wellbeing/student-mental-health-policy
/students/policies/health-and-wellbeing/student-mental-health-policy
http://www.ucl.ac.uk/slms/study/ftp
http://www.ucl.ac.uk/slms/study/ftp
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Fitness to Study Procedure

This Procedure should be read in conjunction with Section 2: Support to Study Policy.

3.1

Context

The UCL Fitness to Study Procedure is intended to be used where students are not
able to continue or able to return to continue the level and intensity of study required in
spite of reasonable adjustments having been put in place and cannot study, work and
live co-operatively and in close proximity with others as well as conduct themselves in a
manner which does not impact negatively on those around them. It also applies where
UCL has been unable to balance the needs and rights of an individual student against
the need to protect the wellbeing of fellow students and staff.

The Procedure aims to ensure that decisions about a student’s ability to study are

made through a supportive process, after appropriate consultation and in the best

interests of the student.

The Procedure is be used in the following circumstances:

o Where a student exhibits behaviour that would usually be dealt with as a
disciplinary matter but is considered to be the result of an underlying physical
and/or mental health difficulty

e The student’s attendance record, academic sufficiency and/or behaviour are not
satisfactory/acceptable and this is believed to be the result of a physical and/or
mental health difficulty

e The student’s behaviour is at risk of affecting negatively the teaching and learning
activities of fellow students and staff and/or the spirit of studying, working and living
co-operatively and in close proximity with others as well as of conducting himself or
herself in a manner which does impacts negatively on others


http://www.ucl.ac.uk/slms/study/ftp

In reviewing the student, and having consulted healthcare specialists and all available

information, the Director of Student Support and Wellbeing will discuss the student’s

situation with his/her academic advisers and other UCL officeholders, such as the Vice-

Provost (Education & Student Affairs) and the Registrar, to determine whether any

adjustments can be put in place to assist the student, or whether further information is

required.

Possible outcomes might include:

e The use of a student learning agreement

e The seeking of other adjustments, such as a suspension of regulations, through the
relevant UCL authority

o Referral to a medical practitioner, either within UCL or externally, or referral back to
the student’s own medical advisers or specialists

e A further meeting with the Director of Student Support and Wellbeing or another


/students/policies/health-and-wellbeing/student-mental-health-policy
/student-mediator/
http://studentsunionucl.org/venues/rights-and-advice-centre

3.4

10.

11.

12.

13.

14.
15.

a Faculty Tutor or a Faculty Graduate Tutor from a Faculty other than that of the

student, or the Director of Student Administration or the Registrar.

The Director of Student Support and Wellbeing will present the case to the Panel. The

Faculty Tutor from the student’s Faculty will also be present to provide information to

the Panel as required.

The student may be accompanied by a ‘friend’ who must be a member of staff at UCL

or a student currently registered at UCL, provided that the person chosen is not legally

representing the student nor a member of the Panel. If the student wishes to be
accompanied by someone who does not meet this requirement, permission should be
sought from the Chair of the Panel. The Chair of the Panel has the right to accept or
refuse the request.

The Panel can invite others to attend the Panel in order to provide information or to

witness the proceedings.

The purpose of the Panel is to:

e Review the documentation and any oral statements made at the Panel hearing

e Consider the views of the student

e Agree the most appropriate way to proceed

e Ensure that the student is aware of UCL'’s concerns and the impact of the student’s
situation either on their own health, wellbeing and behaviours or those of other
members of the UCL community

e Recommend a decision.

The student, the student’s friend, the Director of Student Support and Wellbeing, and

the student’s Faculty Tutor can be present while the Panel receives the evidence and

hears the case, but they must all withdraw when the Panel deliberates and considers its
decision.

Where the student fails to engage with this procedure, by not providing satisfactory

documentation or not attending the Panel hearing, the Panel can continue in the

student’s absence. Any lack of engagement of the student should not be construed
against them.

The decisions open to the Panel are as follows:

a) That no decision can be made pending further information within a specified period
of time, at which point the Panel would have to reconsider its recommended
outcome. The Panel can recommend whether the student can remain in
registration or not during this time period;

b) That the student can continue in registration but additional measures need to be
taken or further adjustments sought;

c) That the student can continue in registration but the academic requirements can be
adjusted;

d) That the student must interrupt their studies, or remain on interruption, for a
specified period of time, with requirements for the student’s return being specified,
if required;

e) That a recommendation is made that the student must withdraw from UCL,
indicating whether reapplication at a future date is allowable or not.

In the case of 13c), d) and e), this should be a recommendation to the Provost.

The student should be informed of the decision in writing within 10 working days of the

Panel.

Appeal

The student has the right to appeal through the procedures set out in Section 10:
Student Complaints Procedure.










9. Barring forfeits an attempt at assessment. If the student has a second attempt
remaining, he or she must repeat the module in attendance the following year. Normal
progression and substitution rules apply.

10. Affected students have a right of appeal against the imposition of a bar, against the
conditions of the offered learning agreement, against the continuation of a bar after
the compliance review, or against the Faculty Tutor’s confirmation of a bar.

a) Appeals against departmental decisions must be submitted to the Faculty Tutor
within five working days of the relevant notification.

b) Appeals against a Faculty Tutor’s confirmation of a bar preventing progression or
graduation must be submitted within five working days of the relevant notification
and will be dealt with by UCL Academic Services on behalf of the Vice-Provost
(Education & Student Affairs).

c) If a student remains dissatisfied with the outcome of the appeal, he or she may
then go through the procedures set out in Section 10: Student Complaints
Procedures but must accept that a final outcome is unlikely to be reached before
the student would have been due to take the assessment in question.

4.3 Suspensions of Studies on Grounds of Academic
Insufficiency

1. Faculty Tutors/Graduate Faculty Tutors can suspend the studies of students in their
Faculty on grounds of academic insufficiency as per paragraphs 14.1 and 14.2 of
UCL’s Regulations for Management.

2. Academic insufficiency occurs when a student’s overall attendance and performance,
rather than that in a particular module, is deemed to be unsatisfactory, so that it is not
viable for the student to continue with his or her studies for the remainder of the
session.

3. All such cases must be referred to the Faculty Tutor/Faculty Graduate Tutor. If the
Faculty Tutor confirms academic insufficiency, the expected outcome is that the
Faculty Tutor suspends the student’s enrolment for up to one year, specifying at the
beginning of which term the student will be allowed to return to repeat.

4. Students must have had due warning prior to a suspension of studies.

5. Prior to a suspension on grounds of academic insufficiency, the Faculty Tutor must
have summoned the student to a Faculty interview to allow for an explanation of the
case.
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b) Should a student be dissatisfied with the outcome of the appeal, he or she may
then go through the procedures set out in Section 10: Student Complaints
Procedure.

10. In cases involving poor performance in Postgraduate Research Students, separate
guidance applies (see Research Degrees: Guidance on Addressing Poor

Performance in Research Students).

4.4 TAVICtS).
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6  Material Irregularity Procedure

1. A Material Irregularity is an administrative or procedural error which has a significant,
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http://www.ucl.ac.uk/srs/our-services/access-and-admissions
http://www.ucl.ac.uk/srs/our-services/access-and-admissions
mailto:academic.services@ucl.ac.uk
mailto:researchdegrees@ucl.ac.uk



mailto:casework@ucl.ac.uk
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(c) General Principles

(d)

13.

14.

15.

16.

17.

18.

19.

Students involved in disciplinary procedures shall have the right to be
accompanied to any meeting or hearing by a ‘friend’, who must be a UCL student
or member of staff of UCL or Students' Union UCL. The role of the friend is to
provide moral support during a meeting or hearing. They cannot make
representations nor cross-examine witnesses and must also not be a witness.

UCL will wherever possible seek to adhere to the time limits outlined in this
procedure; however, in cases where there are special circumstances which require
variance from specified time limits, students will be advised of the reasons for this
by the Officer handling the investigation or hearing.

Students will be given the opportunity to attend disciplinary hearings in person. UCL
reserves the right, however, to proceed with any investigation or disciplinary hearing
in the absence of a student, subject to the student having been properly notified of
the date and time of the hearing, or in cases where criminal proceedings do not
allow the student to attend in person.

UCL reserves the right not to proceed with any investigation following an allegation
against the behaviour of a student if it is considered that there are insufficient
grounds or evidence to do so.

During the application of this Disciplinary Code and Procedure, UCL reserves the right
to adjourn any disciplinary investigation or hearing and reconvene at a later date.

The standard of proof to be adopted during the application of this Disciplinary Code
and Procedure will be the balance of probability.

Where misconduct has occurred, and wherever appropriate, the intention will be
to provide a corrective response in addition to any reasonable and proportionate
punitive response.

Officers responsible for disciplinary matters

20.

21.

22.

The Registrar of UCL has the responsibility for dealing with disciplinary matters
referred to her/him under the authority and with the powers granted to her/him in this
procedure. Authority to refer a matter to the Discipline Committee rests with the
Registrar. The Registrar may delegate this responsibility to the appropriate members
of Student and Registry Services and all references to the Registrar in this Code and
Procedure should be understood to include also such nominees.

The Registrar may also delegate authority for discipline in UCL Houses and Halls
of Residence to Wardens of UCL Houses and Halls of Residence.
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(f) resulted in the acquisition of a criminal conviction for an offence not involving
members of UCL or its premises, which may affect the safety of a member of
UCL or the premises of UCL or which could bring UCL into disrepute;
(12) failure to declare a criminal conviction to UCL, subject to the Rehabilitation
of Offenders Act;
(13) behaviour which brings UCL into disrepute;
(14) failure to disclose name and other relevant details to an officer or employee of
UCL in circumstances where it is reasonable to require that such information be
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Section 4: Disciplinary Procedure

(a) Disciplinary

22
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40.

41.

to the Provost within five working days of the date of issue of the notice of
suspension/exclusion.

The Provost will consider the appeal and may take action as follows:

(i)  uphold the original decision and confirm the terms of the suspension
and/or exclusion;

(i)  uphold the original decision but reduce or restrict the terms of the suspension
and/or exclusion;

(i)  overturn the original decision and remove the suspension and/or exclusion.

In cases where additional information presented as part of the appeal suggests that

the level of risk is higher than previously assessed, the Provost may increase or
extend the terms of the suspension and/or exclusion.
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53.

54.

55.

56.

(i)  that the alleged offence be classified as a minor offence and is a matter for
the Registrar to deal with;

(iv) that the alleged offence be classified as major offence and should be referred to
the Discipline Committee.

At all times the Registrar will be mindful of any ongoing risk posed to students and
staff relating to the alleged offence. In cases where a risk assessment suggests this
may be the case, the Registrar may consult the Director of Student Support and
Wellbeing (or nominee) in relation to the management of risk, and where appropriate
may take precautionary action as outlined in Section 4(b). Amongst other possible
actions, it may be necessary to agree a behavioural contract or a limited exclusion
from a specific facility or service.

Where a complaint of misconduct has been made, and unless it is immediately
dismissed, dealt with by way of informal action or referred to the Discipline
Committee, the Registrar will hold a meeting with the student(s) concerned. The
student(s) should receive an invitation to the meeting and should be advised of the
nature of the alleged offence. Where possible this invitation should be written and
should give the student(s) at least two working days’ notice of the meeting. There
may, however, be circumstances where an urgent meeting is required and in this
case a verbal invitation with less than two days’ notice will be given. Failure to attend
without good cause may in itself be considered a disciplinary offence.

The student will be given an opportunity at the meeting to explain their behaviour
and/or offer information in mitigation or explanation.

The Registrar will advise the student in writing of the outcome, within five working

days, and will confirm the imposition of any sanction, which may include any one or

more of the following:

() an oral reprimand recorded by the Registrar;

(i) a written reprimand recorded by the Registrar;

(i) a written reprimand recorded on the Student’s UCL file and copied to the Head
of the Student’s Department;

(iv) a payment of compensation for damages to person or property;

(v) afine of up to £300;

(vi)
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57. Inthe event that, after the meeting, the Registrar decides that the matter is too
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(iv) exclusion, for such period or periods and subject to such conditions as the
Committee shall

29



79.

80.

81.

82.

(i) that the penalty imposed was disproportionate to the offence.

The membership of the Discipline Review Body will comprise:

(i) a Chair, who shall be appointed by the Council from among a panel of
nominees approved by Council,

(i) one person, not being a member of the UCL Council, UCL staff or a student, to
be appointed by the Provost as and when the Discipline Review Body needs to
be convened, from among a panel of nominees approved by Council;

(ii) an elected student officer of another University, normally from within the
University of London, to be appointed by the Provost as and when the
Discipline Review Body needs to be convened.

The Secretary of the Discipline Review Body will be an appropriate officer nominated
by the Director of UCL Academic Services. Such officer shall not have acted as
Secretary to the Discipline Committee in the case concerned.

Consideration of an appeal by the Discipline Review Body will be by way of a review
of the material/evidence considered by the Discipline Committee, along with its
findings and subsequent decision and/or penalties and will include the following, to
be supplied by the Secretary of the Discipline Committee:

(i) anote of evidence taken before the Discipline Committee;

(i) any documents submitted to the Discipline Committee as documentary evidence;
(i) a note of the submissions made by or on behalf of each party;

(iv) a note of the findings and decision of the Discipline Committee.

The Discipline Review Body will normally consider appeals by review of the relevant
paperwork, although it may, exceptionally, decide to arrange a hearing of the appeal.

Procedure for a meeting of the Discipline Review Body

83.

84.

85.

86.

87.

In the event of a hearing all parties will be notified of the date not less than seven
working days before the date of the hearing.

The Discipline Review Body will call the student and the chair of the Discipline
Committee as withesses. Other witnesses may also be called by the Discipline
Review Body.

Copies of all documentation will be circulated to all parties not less than five working
days in advance of the hearing, although later circulation may be allowed at the
discretion of the Chair.

At the start of the hearing the Chair of the Discipline Review Body will invite the
student to summarise the grounds for their appeal against the decision of the
Discipline Committee.

The Chair of the Discipline Review Body will then invite the Chair of the Discipline

Committee to state the case for upholding the findings and decisions of the
Discipline Committee.
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88.

89.

In each case any witnesses will be asked to make a statement or confirm the
contents of a written statement.

After all parties have made their statements the Chair and other members of the
Discipline Review Body may ask the student and/or the Chair of the Discipline
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9 Student Academic Misconduct Procedure

9.1 Introduction and Scope of Application

1.

10.

11

The Student Academic Misconduct procedure sets out how UCL will investigate and
penalise any conduct which is considered to breach UCL's assessment regulations and
which is likely to give an unfair advantage to the candidate and/ or affect the security of
assessments and/ or affect the integrity of the degrees awarded by UCL.

Scope

These procedures apply to all current and former taught students of UCL, including
Undergraduates, Taught Postgraduates and Postgraduate Research Students when
undertaking taught elements.

All instances of Research Misconduct, whether by taught students, research students or
members of staff will be investigated under UCL’s Procedure for Investigating and
Resolving Allegations of Misconduct in Academic Research.

These procedures apply to all methods of assessment and to both summative and
formative assessment.

Incoming Intercollegiate and Affiliate students are normally subject to the procedures at
their home institution. If UCL identifies Academic Misconduct, the information will be
shared with the home institution.

UCL students studying modules at other institutions are subject to the host institution’s
Academic Misconduct procedures. The host institution should provide UCL with
information on any cases of Academic Misconduct committed by a UCL student,
including the penalty imposed. Resulting issues of progression and award on the UCL
degree should be decided by the relevant UCL Board of Examiners.

Students studying at another institution with a formal Academic Partnership with UCL are
subject to the procedures as outlined in the individual Memorandum of Agreement.
Wherever in the procedures a holder of office is referred to, or where there is an obvious
conflict of interest, the words 'or their nominee' are to be understood.

Where the procedures refer to the ‘Department’, this should be taken to also mean any
departmental equivalents within UCL’s organisation structures, such as Division or
Institute, and Departmental Tutor and Departmental Panel should be interpreted
accordingly.

Where the procedures refer to the Departmental Tutor, this may be delegated to the
Programme Leader or Exam Board Chair.

. Students may
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9.2 Definitions

1.

Academic Misconduct is defined as any action or attempted action that may result in a
student obtaining an unfair academic advantage. For the purposes of this procedure
this includes, but will not necessarily be restricted to, the following:

a) Examination Room Misconduct, including:

i. The use or possession of unauthorised books, notes, software, electronic
devices, paper, or other materials in an examination other than those permitted
in Chapter 4, Section 4: Examinations.

ii. The unauthorised marking or annotation of any materials authorised for use in
an examination (such as the Candidate Card Printout), or writing notes on
hands, or other parts of the body.

iii. Reading or writing before the start of the examination (with the exception of
student information on the answer book front cover and examination
envelope), or writing after the one minute allowance has passed.
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Adjudication and Penalty Guidance

1. The following guidance indicates who should adjudicate the offence being considered, and the penalties that are within scope.
2. The choice of penalty from within the permitted range will be a matter of academic judgment left to the discretion of the adjudicating body.
3. Academic Misconduct will be considered a second offence if a penalty has already been received for any prior offence which has taken

place during the degree programme on which the student is registered.

4. “Component” in the guidance below refers to a Component as defined in Chapter 2, Section 3.1.1: Components.

Description of Offence Extent of Misconduct

Up to and including 10% of
the component consists of
offending material
Plagiarism (first offence)
AND
Collusion (first offence)
the component is worth no
more than 50% of the
module weighting

Procedure

Module Convenor

34

Penalties within scope

A reduction of marks for the
component in which the offence
took place by 10 percentage points
or one letter grade.

Consequential considerations






Examination Misconduct

Any attempt to gain access
to or use the assessed work
of another candidate without
that candidate’s knowledge.

Any attempt to tamper with
coursework after
submission.

Academic Misconduct
Panel

1. The module in which the offence
took place be given a mark of
0.00%/Grade F.

OR
2. The student is excluded from
UCL, and is not permitted to re-
enrol on any other programme at
UCL but may eligible for an interim

qualification.

OR
3. The student is excluded from
UCL and is not permitted to re-enrol
on any other programme at UCL
and will not be eligible for an interim
qualification.

If there are remaining attempts, the
student should be reassessed by
the same Method as the first
attempt, but a new Task must be
set as outlined in Chapter 4,
Section 11.4: Resitting a Module.
The reassessment will be capped
at the pass mark.

Contract Cheating

Academic Misconduct
Panel

36

1. The student is excluded from
UCL and is not permitted re-enrol
on any other programme at UCL.
The student may be permitted to
receive an interim qualification if

eligible.
OR
2. The student is excluded from
UCL and is not permitted re-enrol
on any other programme at UCL.
The student will not be permitted to
receive a qualification, even if

eligible.




9.4 Procedures

9.4.1 Module Convenor - Poor Academic Practice

1. Where the Module Convenor is presented with evidence of the
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9.4.3 Departmental Tutor — Standard Procedure

9.4.4

1.

Where the matter falls within the adjudication scope of the Departmental Tutor and,

after investigation, Academic Misconduct is found to have been committed, the

Departmental Tutor or their nominee will apply the penalty indicated in the Adjudication

and Penalty Guidance table (see 9.3 above), unless the penalty imposed would prevent

the progression or award of a student, in which case the misconduct must be referred

to a Departmental Panel.

Where the penalty imposed would prevent the progression or award of a student the

misconduct must be referred to a Departmental Panel.

The Departmental Tutor should formally notify the student of the decision, or that the

case has been referred onto a Departmental Panel, within 10 working days of the

allegation being made.

Where a penalty is applied, the Departmental Tutor must ensure that this is recorded on

the module minutes in Portico.

In referring a case onto a Departmental Panel or the Academic Misconduct Panel for

consideration, the Departmental Tutor must send the following:

i)  An Academic Misconduct Report Form, with Parts 1 and 2 completed (see annex
6.1);

i) A copy of the affected assessment, where applicable annotated or highlighted to
identify the extent of the Academic Misconduct;

iif) Any other evidence relevant to the case.

Students may appeal against the decision of the Departmental Tutor under the

procedures outlined under 9.5 Appeals Process.

Departmental Panel

Where a case of Academic Misconduct is referred to a Departmental Panel, the Chair
of the Board of Examiners for the module concerned should appoint a secretary from
the same Department, who will be responsible for all communications, completion of
Part 3 of the Academic Misconduct Report Form, circulation of documentary evidence,
and organisation of the panel.

The Secretary must provide the student with the following:

i) A copy of all documentary evidence relating to the case;

i) Part 1 of the Academic Misconduct Report Form;

i) A link to these Student Academic Misconduct Procedures;

iv) An invitation to the Departmental Panel, outlining the date, time, and location;

v) A request to the student to submit a statement, which must be received no later
than two working days before the Departmental Panel,

vi) A statement confirming that the student may bring a ‘friend’ who must be a member
of staff at UCL, Students’ Union Advisor, or a student currently registered at UCL.
The person may be legally qualified but they will not be acting in a legal capacity.
The person must not be a member of the Academic Misconduct decision or panel
procedure.

A Departmental Panel should be organised within four working weeks of the student

being informed of the alleged Academic Misconduct, unless either of the following

applies:

i) There are reasonable circumstances that make this impractical, in which case the
student must be kept informed of this; or

i) The student has reasonable grounds to request a postponement of the panel
hearing to a later date.

The Departmental Panel should be constituted as follows:

i) Chair of the Board of Examiners owning the affected module (acting as Chair); and

i)
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iii) Where possible, the Faculty Tutor, the Faculty Graduate Tutor, or their nominee,
will be invited to act as an observer;

iv) Where the affected module is delivered by a Department other than the student’s
own, the Chair of the Board of Examiners for the student’s Home Department or
their nominee.

5. The quorum for the Departmental Panel must be three including the Chair.

6. The Secretary must provide to the panel all documentary evidence and statements
relating to the case.

7. There must be no communication in relation to the allegations, either written or oral,
between the Departmental Panel and either the student or the member(s) of staff
involved in the affected module.

8. The purpose of the Departmental Panel will be to investigate the grounds on which the
allegation has been made; decide, on the balance of probabilities, whether Academic
Misconduct has occurred and, if so, determine which penalty to impose as per the
Adjudication and Penalty Guidance table (see 9.3 above).

9. Where a penalty is imposed on a student, the following action must also be taken:

i) Require the student to undertake UCL'’s Introduction to Academic Integrity course
and

i) Require the student to meet with the Departmental Tutor, Departmental Graduate
Tutor or Programme Leader, to discuss the Academic Misconduct and receive
warning that any further instances of Academic Misconduct may have severe
consequences as outlined in 9.3.

10. The Secretary should inform the student of the Departmental Panel decision informally
within one working day of the hearing, send formal notification including Part 4 of the
Academic Misconduct Report Form within one working week and record this on the
module minutes in Portico.

11. Students may appeal against the decision of the Departmental Panel under the
procedures outlined under 9.5 Appeals Process.

9.45 Departmental Panel — Contract Cheating

1. Where there is suspicion of Contract Cheating, the Chair of the Departmental Panel
may, with the approval of the Faculty Tutor, initiate an investigatory viva to establish
authorship.

2. The student should be informed that there is an allegation of Contract Cheating and be
invited to an investigatory v3c( )-4(an)39 348.77 TmQlg142(4 38.04 re3)6(t)-4(hs6 38.04
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10.

11.

12.

13.

iv) The Director of UCL Academic Services or his/her nominee.

The quorum for the Academic Misconduct Panel must be three including the Chair.

The Secretary must provide to the panel all documentary evidence relating to the case.

There must be no communication in relation to the allegations, either written or oral,

between the Academic Misconduct Panel and either the student or the member(s) of

staff involved in the affected module. Any such communication by any party directly

with members of the Academic Misconduct Panel will not be admitted as part of the

case documentation.

An audio recording of the hearing will be taken for the purpose of providing a factual

record in the event of the hearing going to appeal.

The purpose of the Academic Misconduct Panel will be to investigate the grounds on

which the allegation has been made, decide on the balance of probabilities whether

Academic Misconduct has occurred and, if so, determine which penalty to impose as

per the Adjudication and Penalty Guidance table (see 9.3 above).

Where a penalty other than expulsion is imposed on a student, the following action

must also be taken:

i) Require the student to undertake UCL'’s Introduction to Academic Integrity course
and

ii) Require the student to meet with the Department to discuss the Academic
Misconduct and receive warning that any further instances of Academic
Misconduct may have severe consequences as outlined in 9.3.

The Secretary should inform the student of the Academic Misconduct Panel decision

informally within one working day of the hearing, send formal notification including Part

4 of the Academic Misconduct Report Form within one working week and record this on

the module minutes in Portico.

Students may appeal against the decision of the Academic Misconduct Panel under the

procedures outlined under 9.5 Appeals Process.
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receipt of the natification of intention to appeal. The student will be notified of the date
of the appeal and will be invited to attend, accompanied by a ‘friend’ (see paragraph

9.5.2.4 above).
The constitution of an Appeals Panel should
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SCOPE AND TIME LIMITS

Who may complain under this Procedure

2.1

2.2

2.3

This Procedure can be used by all registered students! of UCL. Recent graduates or students
on interruption, placement or a year abroad may also submit complaints about UCL provision
so long as they are within the timescales set out at Paragraph 2.6.

Complaints from students registered at partner institutions relating to provision by UCL, or from
registered UCL students relating to the provision of another institution in the context of
intercollegiate programmes, may be considered under this Procedure, depending on the
circumstances and the nature of UCL’s agreement with the relevant partner institution. Queries
should be addressed in the first instance to casework@ucl.ac.uk.

Complaints from groups of students can be considered under this Procedure. Group complaints
should be submitted on a single Complaint Form signed by all complainants, with one individual
nominated to act as the point of contact for the process. We will communicate with the
nominated student, who will be responsible for keeping the group informed about the progress
of the complaint.

Matters which cannot be addressed under this Procedure

24

The following matters cannot be considered under this Procedure:

a) complaints about Students’ Union UCL. The Students’ Union is a separate legal entity
from UCL with its own complaints procedure;?

b)  complaints from third parties, ie those who are not included in 2.1-2.3 above. Members of
the public may use UCL’s Public Complaints Procedure;?

c) complaints about bullying and/or harassment by members of UCL staff. Allegations of this
nature w
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respect of Students® (in the case of non-academic misconduct) or the Student Academic
Misconduct Procedure® (in the case of academic misconduct);

e) complaints which, by their nature, are more appropriately addressed by third parties, for
example a government organisation such as the Home Office or Student Finance
England. Such organisations generally have their own complaints procedures and it is
their organisational procedure which must be followed where UCL has no role in the
decision-making process;

f) anonymous complaints. Please refer to UCL’s Public Interest Disclosure Policy’ for
information on how to address matters in this way.

2.5  Complaints founded on a student’s disagreement with academic judgment in respect of their
work cannot be considered under this Procedure. The term ‘academic judgment’ refers to
decisions about a student’s assessment or progression that can only be made by an
appropriate academic expert. Complaints cannot be considered simply on the basis of
disagreement with the examiners’ assessment of the performance of a candidate in an
examination or against academic decisions properly arrived at in accordance with approved
procedures. In this context, disparities in a student’s performance between examinations (or
between examinations and a student’s expectations) are not necessarily evidence of procedural
irregularity or bias in the assessment process.

Time Limits

2.6 Students are encouraged to submit a complaint as soon as possible after the event in question,
as this facilitates timely investigation and enables UCL to take prompt corrective action where
necessary. At the most, complaints must be submitted within two calendar months of the
event giving rise to the complaint. Complaints submitted beyond this timeframe will only be
considered where it can be shown that the delay is the result of a genuine and ongoing attempt
to resolve the matter through an informal mechanism.

2.7 We are committed to dealing with all complaints as quickly as reasonably possible and will seek
to
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3.3

In cases where the formal UCL Student Complaints Procedure has already commenced, the
Student Mediator will liaise with the Student Casework Team regarding his/her involvement. The
timescales set out in this Procedure will be put on hold until the mediation process has been

c
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5.  STAGE ONE: SUBMISSION AND CONSIDERATION OF COMPLAINT

5.1

5.2

If, following attempts to resolve the matter informally, a student wishes to pursue a formal
complaint, they must complete a Complaint Form (available at https://www.ucl.ac.uk/academic-
manual/chapters/chapter-6-student-casework-framework/section-10-ucl-student-complaints-
procedure) and submit this to casework@ucl.ac.uk with any relevant supporting documentation.
We are not able to initiate this Procedure until a signed Complaint Form has been received.

This Procedure relates both to complaints about UCL (that is, about action or lack of action by
the university, or about the standard of service provided), and appeals against decisions of an
academic body, on the grounds of procedural irregularity, bias, or decisions being made without
awareness of mitigating circumstances. In submitting a Complaint Form the student is
requested to specify the nature of the matter complained about according to the following:

a) an academic complaint may include any matter affecting the academic status of a student,
such as: progression; the results of examinations; award/degree classification; inadequate
supervision; or perceived maladministration of an academic programme.

b) a non-academic complaint relates to any matter which (i) falls outside the definition of an
academic complaint, (ii) affects a student’s experience at or of UCL and requires a response
and (iii) is not covered by another UCL procedure.

Grounds for Academic Complaint

5.3

53.1

5.3.2

Academic complaints which may be considered under this Procedure are restricted to one or
more of the following areas:

Alleged deficiency in teaching/supervision received for some or all parts of the
programme;

Alleged unsatisfactory delivery/administration of a programme of study, insofar as:
(a) published information about the programme was substantively misleading; or

(b) the programme was not organised or delivered in accordance with the information and
documentation provided to students on the programme.

5.3.3 The results of examinations
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(a) The decision rests on an examination outcome where any of the provisions set out in 5.3.3
apply, that is:

(i) either the examination and/or classification process was not conducted in accordance
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5.10 The completed Complaint Form should be submitted to casework@ucl.ac.uk. The Student
Casework Team will acknowledge receipt and will conduct an initial assessment of the case
against the scope and criteria set out at Sections 2 and 5.3 above. If, in the view of the
Casework Team in consultation with
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5.17

5.18

5.19

5.20

The response from the department concerned will be forwarded to the student, who will be
given five UCL working days to comment on any matters of factual accuracy. This does not
constitute an opportunity to introduce new elements into the complaint which have not
previously been considered and on which the members of staff concerned have not had an
opportunity to comment. This timescale may be subject to extension where circumstances
require and on the agreement of the Casework Team. The Registrar and the Chair of the
Complaints Panel may however proceed with taking a decision if the response is not
forthcoming by the stated deadline.

The Registrar and the Chair of the Complaints Panel will then determine whether a decision on
the complaint can be reached on the basis of the written material. In cases where a decision
can be taken, the Registrar will notify all parties, in the form of an Outcome Letter, hormally
within ten UCL working days of the student’s comments on factual accuracy (Paragraph 5.17).
The Outcome Letter will confirm whether the complaint has been upheld, partially upheld, or not
upheld, and will give reasons for the decision and details of any action UCL proposes to take as
a result.

Where a student is dissatisfied with the decision of the Registrar and the Chair of the
Complaints Panel, they may apply for a review by the Complaints Review Panel (Section 7
below).

Where the Registrar and Chair of the Complaints Panel conclude that further consideration of
the complaint is necessary, or where it is not possible to reach a suitably informed decision
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Conduct of Complaints Panel Meetings

6.8 The conduct
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7.

STAGE TWO: COMPLAINT REVIEW

7.1
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b)

Where the Review is granted on the grounds of new evidence, the Chair of the
Complaints Review Panel will determine within five UCL working days whether a further
response from the Department, Faculty or Service concerned is required. Where such a
response is deemed necessary, the review material will be sent to the Department
within two UCL working days, together with a full copy of the original complaint and
Outcome Letter, with a request for a response within ten UCL working days;

Where the Review is granted on the grounds of procedural irregularity or inadequate
compensating action, the Review paperwork and original complaint will be sent within
two UCL working days to the
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