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1. [bookmark: _Toc1200400465]Assessment, Feedback and Participation 
The following section covers assessment for SPS courses. If your course is run by another School, please refer to their guidance as it may differ from that below.
[bookmark: _Toc1073704816]1.1 Tutorial allocation 
For most courses within SPS, students will automatically be assigned to a tutorial by the beginning of week 1.  You will be able to view the tutorial group you have been assigned to via your personalised timetable which you will be able to access through your MyEd  Timetabling Channel. 
If you are unable to regularly attend your allocated tutorial group, you can request a change by completing the online Tutorial Change Request form. The form is available on Timetabling webpages which you can access via the link below. 
Please regularly check your Office 365 calendar for timetable updates, and to make sure your changes have been made.
Guidance on how to view your personalised timetable, and how to submit a tutorial change request can be found at Timetabling personalised timetables  
[bookmark: _Toc1235441710]1.2 Participation and Attendance Monitoring
In accordance with the University general degree regulations, you are expected to attend all teaching and assessment events associated with all courses that you are enrolled on. The College of Arts, Humanities and Social Sciences undertakes routine monitoring of attendance at tutorials and seminars for all students enrolled on courses delivered by Schools within our College. Where you are engaging with your courses by digital events rather than in-person or online live activity, your participation may be tracked within LEARN.
Full details of how participation and attendance will be monitored can be found on our webpages at Attendance and Engagement 
1.2.1 Students on Tier 4/Student Visas
Students on visas must read the relevant information at Attendance and Engagement
[bookmark: _Toc516817533]1.3 Common Marking Scheme
Marking criteria for coursework, exams and dissertations have been established to guide both staff and students about what is normally expected of work receiving a particular grade. The School publishes general marking descriptors on the School website (see below), but course organisers may produce detailed specific marking criteria, together with descriptors or rubrics for some assessments. The course LEARN page will specify which marking descriptors are applicable to each component of assessment.
General School Marking Descriptors:
· Undergraduate Marking Descriptors 
· Postgraduate Marking Descriptors 

[bookmark: _Toc886748726]1.4 Coursework Submission Guidance
Please be sure to read and follow the full submission guidance available on your course LEARN site to avoid errors and ensure you submit successfully, in the correct format and on time. 
[bookmark: _Toc1036992476]1.5 Submission and Return of Coursework
The standard submission system for assignments on SPS courses is through LEARN. In a few cases you may use an alternative electronic submission system, and these details will be found on the course LEARN page.
Marked coursework, grades and feedback will be returned to you through LEARN.  You will not receive a paper copy of your marked coursework or feedback. 
Full details on the submission process can be found at the following:
· Guidance for Submissions through Turnitin Feedback Studio (UG and PGT courses)
[bookmark: _Toc2125948555]1.6 Mark Penalties
Penalties apply for late submission and for exceeding the word count of the assignment. Make sure you are aware of each of these penalties and know how to avoid them. Students are responsible for taking the time to read guidance and for ensuring their coursework submissions comply with guidance.
· Assessment Penalties
[bookmark: _Toc190291433]1.7 Feedback
The School of Social and Political Sciences (SPS) has had extensive discussions, both at School-level and within each Subject Area, about how we can meet our aspirations to deliver the highest quality feedback, assessment and learning environment to our students.
One important step is to ensure that all of our staff and students are fully informed of our procedures. We therefore provide below a summary of measures in place. 
Feedback takes many forms including:
· Individual written feedback on assessments
· Written or verbal feedback on tutorial presentations and performance
· Generalised feedback on class-wide performance in assessments 
· general and individualised feedback on exams, including opportunities to view and discuss exam performance 
· ongoing opportunities for informal feedback and discussion with teaching staff during Guidance and Feedback hours.
Our online information on feedback and assessment contains guidance on the types of feedback you may get on SPS courses and how to use feedback effectively. In addition, we outline how students can provide feedback to staff in the school on our courses and programmes:
· Course and Assessment Feedback
1.7.1 Assessment Feedback Queries
If you have further questions after receiving feedback on your assignment or exam, please contact the individual marker in the first instance. They may be able to help directly or may refer you to the course organiser.
[bookmark: _Toc788115736]1.8 Academic Integrity: How to Avoid Academic Misconduct (including Plagiarism).
Students should read the full guidance on their course LEARN page, or at the following webpages:
· Academic Integrity, Referencing and avoiding Academic Misconduct
[bookmark: _Toc1224296060]1.9 Data Protection Guidance for Students
In most circumstances, students are responsible for ensuring that their work with information about living, identifiable individuals complies with the requirements of the Data Protection Act.  The following webpage explains this, along with advice on data protection compliance and ethical best practice in the handling of information about living, identifiable individuals:
· Personal Data Processed by Students
[bookmark: _Toc1789623321]1.10 Retention of course assessments
[bookmark: _Int_J8P0wrh3]The School may retain a copy of your coursework, exam (including online exams) and/or project and make it available to other students to assist them in completing their own assessments.
Where your work is made available, it will be anonymised and added to the subject area library or relevant LEARN page.  Further details can be found at:
· Retention of course assessments 


[bookmark: _Toc1471851957]2.	Learning Resources and Support
[bookmark: _Toc1017109040]2.1 Learning Resources
The Study Development Team at the Institute for Academic Development (IAD) provides resources and workshops aimed at helping all students to enhance their learning skills and develop effective study techniques. Resources and workshops cover a range of topics, such as academic reading, writing, planning, critical thinking, exams and dissertations.
Full information for undergraduate and postgraduate students can be found below:
· Undergraduate resources 
· Postgraduate resources
Study Development Advisors are also available for an individual consultation if you have specific questions about your own approach to studying, working more effectively, strategies for improving your learning, and your academic work. Please note, however, that Study Development Advisors are not subject specialists so they cannot comment on the content of your work. They also do not check or proofread students' work.
Students can also book an individual study skills consultation through the above webpages.
[bookmark: _Toc15656042][bookmark: _Toc448706476]2.2 Students with Disabilities & Learning Support Needs
The School welcomes students with disabilities and additional support needs and is working to make all courses as accessible as possible.  

The University Disability & Learning Support Service supports students with a range of disabilities, neurodiverse conditions, physical and mental health issues. The team offers support based on your individual needs and how your disability, learning difference or health condition affects your studies. 

The Disability & Learning Support Service support provides:
· Teaching and learning adjustments, including extra time on short loan or reserve books or no penalties for poor spelling, grammar or structure in exams
· 1:1 specialist support such as proofreading, mental health mentoring and notetaking
· Provision of assistive technology and training in its use
You can learn more about the learning support that the Service offers on their site:
· Disability and Learning Support Service

[bookmark: _Toc15656043][bookmark: _Toc1928555786]2.3 English Language Support 
Language support for non-native speakers of English is offered from a range of university support departments, including the Students' Association and student volunteers. More details on the support available can be found on their website at  
Students for whom English is a second language can also take courses run by the English Language Education department. More details can be found at Academic Language and Literacies for In-Sessional Study 

[bookmark: _Toc1064584904]2.4 Virtual Classroom Policy
This policy clarifies rights and responsibilities when delivering and recording teaching and learning using online communication and collaboration technologies. The policy covers a number of very important areas such as intellectual property, data protection and appropriate use of recordings. It complements the lecture recording policy and is based on the same principles. 
· Virtual Classroom Policy  

[bookmark: _Toc551994211]2.5 Discussing Sensitive Topics 
In SPS there are a number of courses that address topics that some students might find sensitive or, in some cases, distressing. You should read the LEARN pages and/or handbooks of your courses carefully, and if there are any topics that you may feel distressed by, you should seek advice from the course organiser and/or your Student Adviser or Personal Tutor.
For more general issues you may consider seeking the advice of the Student Counselling Service at Student Counselling 
 

[bookmark: _Toc110526463][bookmark: _Toc1917622581]3. 	Extensions, Learning Adjustments and Exceptional Circumstances
Please note that there have been changes to the policies surrounding extensions and exceptional circumstances which will take effect in session 2024/25: Exceptional Circumstances Policy
We are committed to supporting you during your studies.  
Where a situation beyond your control has an adverse impact on your academic performance, you can apply for a coursework extension and/or for exceptional circumstances (previously known as special circumstances) via the Exceptional Circumstances Service.   
Before applying for support, we recommend that you discuss your situation with your Student Adviser in your home school. They will be able to advise you on your individual situation and help you access any additional support if necessary and can also talk you through the process of submitting an application.
Full details can be accessed via: Exceptional Circumstances Service 

[bookmark: _Toc1559093927]3.1 Accessing extra time permitted via a Learning Adjustment 
Learning adjustments are amendments to your course of study which enable you to participate fully in your education. If you have the appropriate learning adjustment in place you can now request this extra time via Disability Support in MyEd using the Extra Time Adjustment (ETA) Tool.
The types of learning adjustment that can be requested via the ETA are: 
· Extra time on a submission;
· Extra time for a proof-reader. 
Please note the following important information:
· Extra time is not applied to your assessments automatically when you have an extra time learning adjustment in place. You must request extra time for each assessment that you require it for.
· Each adjustment must be requested separately, even if they are for the same assessment. The ETA tool will only process one adjustment at a time.
· You must request your learning adjustment before the coursework deadline.
More information is available at Learning adjustments explained 
 

[bookmark: _Toc110526466][bookmark: _Toc110526467][bookmark: _Toc110526468][bookmark: _Toc110526469][bookmark: _Toc110526470][bookmark: _Toc110526471][bookmark: _Toc110526472][bookmark: _Toc110526473][bookmark: _Toc110526474][bookmark: _Toc110526475][bookmark: _Toc4252857]4. 	Quality Assurance & Standards
[bookmark: _Toc15656046][bookmark: _Toc1014432817]4.1 External Examiner
Each course will have an External Examiner. The External Examiner forms a key part of the University’s quality assurance and enhancement mechanisms. External Examiners provide independent and impartial assurance of:
· consistent assessment standards, processes and student achievements which are comparable with other institutions
· the integrity and rigour of assessment
· fair, reliable and transparent assessment and degree classification.
At the end of each course, a sample of work from each assessment and grade band will be externally moderated by the External Examiner. 
[bookmark: _Toc1496603951]4.2 Course feedback 
On each course run by SPS there will be at least one formal feedback opportunity for students. This can be mid-course feedback or end of course feedback. Details will be advertised on your course LEARN page ahead of the feedback event.
You can also contact the Course Organiser or Course Administrator (contact details are on the course page on DRPS) if you wish to provide additional feedback at any point in the semester.
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