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Introduction
This handbook has two important functions:

1  The provision of advice and information about important student matters, explaining what some
of the Collegebés services can offer and where vy

1  Formally setting out the Regulations and Codes of Practice which apply to students on taught
programmes of study.

At registration new students become Members of the College. Put formally, there is a contract between
a new Student and the College once the student registers.

Your academic department may or may not provide you with a handbook containing useful information

of particular relevance to your programme of study. In matters which are not confined to the
department 6s jurisdiction, however, this Handbook
queries concerning the information provided in th
Academic Director.

Having stressed the formal function of this Handbook, | should like to offer a more informal word of
welcome and hope that you will find the Innovative Skills Limited (ISL) and its administration friendly,
open, and committed to helping you make the most of your time with us.

Director
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SECTION 13 STUDENT CAREER

1.1. ISL Student Charter

Introduction
ISL and i ts students ar e governed by t he Col |l egeds
Regulations currently in force. The publication of the ISL Student Charter should not be seeni n

any way as amending or changing any obligations set out in these rules but rather to supply
students with information about what the College and students can expect from each other and
where any difficulties can be resolved.

The College is a community a nd it s hoped that the student Charter will help students and staff
to work together co - operatively to meet their shared interest and responsibilities. The College
also recognises the important contribution to many aspects of College life made by the ISL

The ISL aims to provide high - quality education through teaching and research, supported
through adequate resources and support services. The College also recognises its important

role in the welfare and personal development of its students.

The College i s a complex organisation and the delivery of its courses and services is the

responsibility of departments, co - ordinated by and answerable to the Academic Director. The
Student Charter aims to respect Academic Director autonomy, but also to set out the gen eral
principles which underpin the Coll egebds provision.

The Student charter applies to all registered students of the College, following taught courses
or research degrees of the College.

Students also have responsibilities. The Student Charter sets out the Collegeds expecHt
its students, especially in respect of the part they must play as active and independent partners

in the educational experience.

Finally, the College will aim to meet all the commitments set out in the Student Charter.

Nevertheless, it is constrained by resources and students must accept that the College may not

be able to attain all its aspirations under the Student Charter where its resources are restricted

for financial reasons.

Before you arrive atthe  ISL

You may expe ct the College to:

91 Provide accurate and up - to- date information about the programmes of study available, and
their associated fees and costs.
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1 Operate admissions procedures which are clearly explained and which ensure that all
applicants are considered on  the basis of their aptitudes, skills and abilities in relation to
their proposed programme of study.

1 Provide information about the facilities and services which are available to students.

You should:

1 Make every effort to ensure that you use the informat ion and sources of advice which will
help you make an informed choice of programme of study.

1 Provide information required in the admissions process in good faith and honesty.

1 Seek such support as you anticipate will be necessary to your study at the Coll ege.

When you are registered on your programme of study

You may expect the College to:

T Publish a Studentsd Handbook which describes the
information on the responsibilities of students of the College.

1 Provide prompt and appropriate information on programmes of study, including the
content of programmes and modules, teaching and learning methods and information on
the timing and methods of assessment, the programme regulations and the interpretation
of Ordinances and Regulations governing the operation of programmes of study.

1 Provide support and academic guidance which will enable you to plan your learning and to
make appropriate choices within your chosen programme of study.

1 Provide good quality teaching in accordan ce with published timetables.
1 Provide systematic feedback on your individual progress in your chosen programme of

stud. Assessed work should be marked and returned promptly in accordance with
schedules published departmentally.

1 Provide you with facilitie s for your academic studies in the form of computing, library and
other academic services, and information about the levels of service which will be provided.

91 Provide you with the means to contribute to the evaluation of the programme of study
which you f ollow or your programme of research training so that your views can be taken
into account in the future development of the programme.

1 Keep accurate records of your personal information and academic progress through the
College that conform to the requirem ents of the Data Protection Act.

You should:
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91 Familiarise yourself with the regulations of the College together with any conditions which
apply if you agree to become a registered student of the College and comply with them.

1 Familiarise yourself with th e information provided about your programme of study and
seek clarification of anything which you do not understand.

1 Attend and participate in all classes which are required for your programme of study.

1 Draw any problems you may be experiencing to the at tention of the relevant member of
staff and seek advice as necessary.

1 Attend all examinations and complete assessed work as specified for your programme of
study.

1 Make use of the opportunities provided for you to contribute your views on your
experience as a student at the College, so that improvements can be made on a continuing

basis.

91 Use the facilities provided by the College and abide by the regulations specified for the use
of these facilities.

1 Assist the College in keeping your personal record up to date by co - operating fully with
administrative procedures.

Support Services

The College will provide a range of personal support services and will monitor their
effectiveness. These will include (at various levels and as resources permit):

1 Welfare and personal finance advice

M Advice and Guidance

1 Counselling

1 Accommodation advice

9 Careers advice

1 Recreational facilities

1 English and foreign - language teaching

1 Advice and support for people with disabilities

9 Advice and support for international stud ents
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1 Security services
1 Personal safety advice and services
At the end of your study at the College:
The College will (subject to the payment of all outstanding fees):

1 Provide evidence of completion of a programme of study at the College and, where
appropriate, on request and payment of the proper fee, provide transcripts which include
the agreed information concerning academic results and the provision of details of the
programme of study.

You should:

1 Request such information in a timely and organise d way form Administration Office

If things go wrong:

You may expect the College to:

1 Provide advice about the academic and financial implications of changing programme of
study, suspending studies or withdrawing from the College.

1 Explain the conseque nces of unsatisfactory academic progress.

1 Operate clear and well - publicised academic appeals and student disciplinary procedures.

1 Provide advice and guidance on how complaints might be pursued and resolved, initially at
the level of the department concer ned, or, failing satisfactory resolution at that stage, at
College level.

You should:

1 Seek advice as quickly as possible if you wish to change programme, suspend studies or
leave the College.

1 Follow the guidance of your tutors and the College carefully in the case of unsatisfactory
academic progress.

1 Attempt to resolve difficulties and complaints by talking to the individual concerned or the
Head of Department in the first instance. If this is unsatisfactory, seek advice on how to
pursue a complaint thr  ough the formal channels set out in the College Appeals Procedure.
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1.2. Student Well - Being Survey

The College is unique in its approach to monitoring student well - being and satisfaction. It is
also backed by the Student Support.

Aims
The main aims are:
1 To monitor student well - being over time, on a College - wide basis
T To explore relationships bet ween student percept
academic and service infrastructure, on the one hand, and indicators of their own well -

being, on the other.

i To promote enhancement in academic and service infrastructure in light of emerging
findings and any related formal recommendations, through departmental structures.

Students are asked to complete questionnaires at various stages of their study at ISL, that aim
to find out about their expectations of College, experiences and well - being.

Confidentiality and Commitment

The College is committed to a real evaluation of
maki ng changes which t he secessagyyVWesanarytda thisdifectivaly ifar e

all students complete the questionnaires when requested. All personal information is collected

with a guarantee of confidentiality and only summary data will be used for identifying areas for

change.
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1.3.

1.4.

Registra tion

The Student Card

Your Student Card, which remains, at all times, the property of the College, is your key to the
college and as such it:

1 Identifies you as a student of the College

1 Is your College Library card.

Loss of Student Card

If you lose y our card you should go and report directly to the Admissions Office. Here you
should order a replacement card, for which the charge is £20.00 (non - refundable and payable
with order). This payment applies irrespective of the reason for the loss (including t heft) and
must be made at the time you apply for a replacement. It will be necessary for you to return to

the Admissions office at a late date to collect your replacement card. You will be asked to
provide some form of identification (e.g.: driving licence /passport) when you come to collect
your replacement card.

Fraudulent Use of Card

If any student is found to be involved in the fraudulent use of a student card then the student

will be subject to action under the College Disciplinary Procedure. Such ac tion may involve not
only the perpetrator or the fraud but also the student whose card is involved if it can be shown

that this student was culpable (if the card is lent).

Confirmation of Attendance

Should you reuse a certificate to confirm your attenda nce at the College this can be requested

from Admissions Office. The Attendance Certificate will be forwarded to you within 3 working
days.

Changes After Registration

Transfer to a new Programme of Study

Innovative Skills Limited offers two transfer w  indows each academic year for current students to
transfer to another eligible course.

If you wish to transfer to a new programme of study, you should discuss the possibility with the
Admissions Office. Transfers cannot take place without the consent of A dmissions Office.
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It is your responsibility to take note of any advice given to you during discussions about
transfer. If you have missed lectures and classes in the new programme, your new department

will give you a written statement of the work with whi ch you must catch up. A later transfer will
not be taken into account if you under achieve in your examinations at the end of the year.

When you transfer to a new programme, it is expected that you will complete its full academic
requirements. However, it may be possible, with the permission of head of the department
concerned, to allow some of the credit previously gained to be transferred.

It may not be possible for you to start your new programme until the beginning of the following

session, in which ¢ ase you will be expected to withdraw temporarily for the rest of the session.

A | eaverds Form for the current course must al so
the payment of student loans, grants and fees for sponsored students.

Applicaton f or ms t o transfer and commence study in a
available from the Admissions Office. A transfer fee of £100 applies to all applications.

Transfer into some courses is not possible. Please contact the Admissions Office for compl ete
information.

International Students requiring Student Visa, should satisfy the Home Office regulations for
any transfer of course.

Change of Address

Any change in any of your addresses must be notified to the College. Change of Address Forms
are available in the Admissions Office. When you have completed the form, you should return it
to the Admissions Office.

Change of Name

The name(s) recorded in your student record should be the one you are legally known by and
will be displayed on all documen tation produced by Admissions Office including your degree
certificate. If you wish to change your name you must complete a change of name form and
produce supporting documentary evidence, e.g. birth certificate, marriage certificate passport
etc. Changes of Name forms are available form Admissions Office.

Withdrawal from the College
Withdrawal from the College is not allowed in ISL When a student accepts a course he or she
will not be refunded any amount. If the student wishes to withdraw from the cours e one has to

lose the amount he/she has paid for the course.

Immediate Temporary Dismissal Associated with Ill Health
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1.5.

Where it is judged by Admissions Office that a student is suffering serious ill health, and the
student ahs declined to seek medical hel p and advice, the Admissions Office will declare that
the student is medically unfit to continue his/her programme of study. A report will be made to

the Academic Director. The case will then be forwarded to the Co llege Board for consideration

and determin ation. As the circumstances allow, the student will be consulted.

If a student is required to withdraw under this procedure, he/she will be recorded as
temporarily withdrawn from the College for reasons of ill health. The Admissions Office will
take the n ecessary action to have the record amended. The student will only be readmitted if
and when he/she is declared medically fit by a GP. Subject to this and the maximum
registration period for the programme of study as allowed for by the relevant Ordinance, a
student will retain the right of readmission.

Examinations and Assessed Work

Production of Examination/Test Papers

Most exams will be externally produced, assessed and invigilated. In the event of exam papers
being created in house, this will be done in accordance with the regulations set by the quality
procedures and examining conduct  of the relevant awarding bodies or examining institutes

For ongoing tests, tutors are to create test which assess the learners learning until that point
within the aca demic period.

Enrolment for Examinations

The College regulations covering this area are given in Section 4. Students following modular
programmes of study will be registered for examinations as an automatic consequence of
enrolment for particular module s

Following Enrolment, you will be given an Enrolment Letter. This will provide an opportunity for
you to ensure that Examination Board knows about your final choice of modules for the year. A
deadline applies for the Examination entry.

External Candidat es who have failed examinations in the previous session will be sent an entry
form together with the natification of their examination results. This should be returned by the
last closing date to Admissions Office.

Students who are enrolled onto courses, for which the examinations are held externally, have to
register with the respective awarding body within the deadline date as specified by the
awarding body. The College Admissions Office can provide all the required information and
support.

Examination s and Holidays

1. The College is a secular institution and it recognises UK public holidays only;
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2. The working week is 09:00 to 19:00 on weekdays and 11:00 to 17:00 on Saturdays;

3. All students must make themselves available to Heads of Departments during ter m- time for
any academic activities between the hours so stipulated during weekdays

4. The College makes every effort to accommodate individual religious holidays which fall
outside Bank Holidays but reserves the right to teach, examine, assess and organise
administrative events if requirements so dictate;

Special Examination Arrangements

Every effort is made to give sympathetic treatment to students with disabilities. If you anticipate
that you will need special examination arrangements, please inform y our Head of Department
and Examination Board.

If you are unwell or are suffering from a short - term disability during the examinations period
and require special arrangements, this should be brought to the attention of your Head of
Department and Examinati on Board as soon as possible.

It is the studentds responsibility to ensure that
certificate.

Examination Timetable

Examinations will be held at the end of each term. Candidates following integrated programmes
will be informed by their departments when they will be examined in this interim period.

A provisional timetable for the examinations will be published at the start of each term. IN both

cases you should check the timetable carefully to make sure that the examinations you will be
taking do not clash. Difficulties reported at the provisional timetable stage can be addressed

much more easily than those discovered in the examination period. Once the final timetable has

been published it is your responsibility to note of your examination schedule carefully.

If you misread the timetable, and/or fail to find the venue, this will be treated as deliberately
missing an examination and will be recorded as absent without good cause.

Timetables for External Examinatio ns are set by the Awarding Bodies, and are informed will in
advance to the students. Innovative Skills Limited cannot change or reschedule any examination
schedule for external exams.

Deadlines for Assessed Work
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Assessed essays, dissertations or assign ments are an important and integral part of your
examinations and deadlines for the submission of such work must be observed. The published
penalties will be imposed if such deadlines are not met without good reason. If you find that

you are likely to be i n difficulties in meeting a deadline seek advice from your tutor in advance.
Genuine cases of difficulties are likely to be treated sympathetically. It is easier to treat cases of
illness or personal difficulties with sympathy if the department is told abo ut them in good time,
and well before the work is due.

Examination Procedures:

Admission to the Examination Room

You will be admitted to the examination room at least five minutes before the time indicated on

the timetable. You are advised not to bring coats, mobile phones, bags blank paper, notes of
any kind, pencil cases etc. into the examination room as you will not be permitted to keep
these with you. Invigilators will specify a place where such items can be left but the College
cannot accept respon sibility for loss of or damage to items brought into the examination room.

You should sit at the place assigned to you as indicated on the seating list posted. If you hame

does not appear on a seating list you should consult the invigilator. Please remembe r that many
examinations are split over several rooms. The seating list will indicate to which room you
should proceed. You will not start the examination until all the candidates have been seated

and an instruction to begin writing given by the Invigilato r. You will not be admitted to an
examination room ore than half an hour after the start of an examination. If you are unable, for

any reason, to reach the room within the first thirty minutes of the examination period you
should report to the Examination Board immediately.

Student Card

You should place your Student Card on your desk during each examination so that it can be
seen by the Invigilator. You ID number, as printed on your card, will need to be written on the
front of all examination papers/boo ks.

Dictionaries and Textbooks

Unless specified in the rubric of the examination paper candidates may not use a dictionary.
Students whose first language is NOT English may be given permission to use a dictionary

during exams:

(a) Students who are regi stered on a Degree programme may apply to the Examinations Officer
for permission to use an  English Language dictionary in College examinations.

(b) Students who are registered on a Non - Degree programme may apply to the Examinations
Officer for permission  to use a Translation dictionary in College examinations.

Calculators
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Calculators may be used except where specifically precluded by the rubric of a particular
examination paper. This exclusion may extend to particular types of calculators e.g. graphical
calculators and if In doubt candidates should consult the teaching department well in advance

of the examination. Miniature information processors for the storing of information are not
permitted, and their use will be regarded as cheating. Spare calculat ors are not provided by the
Examinations Office in the event of a breakdown.

Mobile Phones and Pagers

Mobile phones and pagers are not allowed in the examination room and their presence will be
regarded as cheating.

Anonymous Marking

Completing the  Front of the Examination Script Paper/Book

When you come to your desk:

1. The examination question paper will be turned face down on the desk. Do not turn this
over until the invigilator instructs you to do so.

2. Complete the front of the examination script book in accordance with the written
instructions.

3.  Remember to write your student ID on the examination script book.

4. Repeat the procedure for each additional script book sued.

Reading the Question Paper

You should read through the entire question pape r before attempting to write. If you have any
doubts or feel that there is a misprint you should consult an Invigilator immediately, who will be

able to obtain clarification from an Examiner. You are advised to read the rubric at the
beginning of the paper  with special care. Be certain of the number of questions you are
expected to answer and , if the paper is divided into sections, of the sections from which they

are to be chosen. Turn over the examination paper to make sure that you have seen all the
questions.

Behaviour and Procedures

During examinations, silence must be observed in the examination rooms and smoking is not
permitted. If you require anything you shoulder raise your hand but do not leave your place.
Should you wish to leave the room temp  orarily you must be accompanied by an Invigilator but
during the first thirty and the last ten minutes of an examination you may not leave the room.
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You are expressly forbidden to copy from another student or from notes, or to communicate
with other stude nts or with any person(s) except the Invigilators. You are warned that any
student found to be talking may be accused of cheating and may be disqualified from the
examination.

Legibility and Clarity

You should be aware that examiners attach great importa nce to legibility, accuracy and
clearness of expression. It is the studentds respons
either your scripts not being marked or the examiners requiring you to read the script of re -

write it, either of which wil | remove your right to anonymous marking.

Rough work

You are free to write down any rough work you may wish to do on any left - hand page of your
answer book (s). Any work which is clearly | abelled

ignored by you r examiners. You must not do rough work on any loose sheet of paper as such
action might appear to an Invigilator to be an attempt to introduce notes into the examination
room.

The End of the Examination

At the end of the examination you will be instruct ed to stop writing  d remain silent and in your
place until all the answer books have been collected. Where more than one answer book has
been used, unless the Invigilator instructs otherwise, you should number all the books and
fasten them together before  they are collected. In the case of multiple choice cards, you should
ensure you have marked your student identification number correctly, but do not attempt to

attach the card to your answer booklet as damage to the card may prevent the card being
scanned accurately. Before handing over your answer book(s) be sure you have completed the
front page(s). Time will be allowed for this at the end of the examination period.

Please ensure that all answer books, used or unused, remain in the examination room.
Possession of examination stationery outside of the examination room may be considered
suspicious. You should note that all examination scripts are the property of the College and

cannot be returned to the examinee. Where applicable, s cripts will be archived i n the
department for a minimum of one year.

For externally assessed and managed exams, exam papers would be collected and handed to
the Exam O fficer who is responsible to ensure safe storage for all exam papers/scripts in a
secured three lever lock metal  cabinet until dispatch of these exams papers/scripts . Collection
and storage of exam papers/scripts is responsibility of the Exam Secretary who will be
accompanied by an Exam Officer at all times.

Absence from an Examination

If you are absent from any ex amination, you must provide a written explanation immediately to
the Examinations Officer and to your Head of Department. In case of illness this must be

accompanied by a full medical certificate from a doctor.
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It is the student ds r dahatptleendsparbment istsyppligd ovitheannsediaale
certificate.

lliness and Averse Circumstances
The following action should be taken:

1. Long or Indefinite Periods of lllness : If a student is not well enough to continue at the
College then the departmentof t he student with the departmentds ¢
temporary withdrawal on medical grounds. A temporary leavers letter should be written and
accompanied by medical certification. If possible, a likely date to re - enter the College
should be predic ted. A student who is allowed to return under these circumstances must
first receive medical clearance to do so and this must be certified with a copy supplied to
the Admissions Office for the studentds file.

2. Short lliness: For short absences during term time caused by illness, (five days or less) a
student can self - certify. The student must ensure that they arrange to catch up with missed
work, lectures and any other academic commitments. The Head of Department will advise.

3. Informing the Department: The student must supply the information to the Head of
Department as early as possible. Unless exceptional reasons prevail, notification submitted
after 5 working days after an examination cannot be taken into account. Arrangements can
vary for departmenttod epart ment and it is the studentds resp:
the office in the department or the person in the department, who has been nominated by
the Head of the Department for the receipt of such information, receives it. If this is in
doubt, the letter, e - mail or telephone message should be directed to the Head of the
Department.

4. Examination: it is vital that any and all information about adverse circumstances and illness
affecting a candidate during examinations is provided quickly to the H ead of Department
and Examinations Body. This is especially important if the candidate is absent. Self -
certification will be accepted for examination absences and students are ill should contact
their GP to get a medical certificate. The candidate must ask the doctor to give the full
details on the medical certificate.

In order for any adverse circumstances to be taken into account or an absence to be
excused and a first attempt justified on a subsequent occasion, the full nature of the illness
must be dis closed. This information is treated in confidence by the department and many
departments have special circumstances, which involve only a few senior staff to consider
such cases. Recommendations from this comes before Examination Body but in general
terms only and without the details.

5. Advice: detailed advice is available from Admissions Office.

6. Consideration of lllness and Adverse Circumstances: If the medical evidence or other

adverse circumstances are acceptable, it is open to the Examiners to act withi n the terms of
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reference of the Examination Board. Where such action is not permitted it is open to the
Examiners to make a case to the HOD where the case will be determined. These cases will
be made through to the  Director of Studies .

Cheating, Plagiarism and Fraudulent or Fabricated Coursework

The College regards cheating, plagiarism and the presentation of fraudulent or fabricated
coursework with utmost seriousness. It is therefore in your own interest that you understand
how the College deals with thes e matter s and the consequences if you act dishonesty (see the
full procedure in this Handbook).

You must obey all College and departmental course regulations when taking examinations or
submitting coursework to your department. If in doubt you must consu It your tutor.

Examination Results

Your marks/degree results are a matter of public record and will be available in a variety of
printed, electronic and web - based formats.

Classification of Degrees

Classification of candidates registered for Graduate and Undergraduate degrees will take place
according to the published awarding body rules in force for their programme of study. A
uniform system of degree classification will be followed. Your degree class is intended to give a
measure of your overall perf ormance in the penultimate and final levels of your degree
programme. The marking is normally on the traditional O - 100 scale.

Examination Results Address

If you do not wish your examination marks to be sent to your home address please ensure that

you in form Examination Boards, of the address to which you would prefer them to be sent.

Debtors

Please note that the College Regulations state that all fees and dues owed to the College
(including the Library) must be paid before a student is permitted to gr aduate. It is in your own
interest to ensure that no amounts are outstanding in your case All debts must be cleared by

the end of Session. If you have any difficulties you should contact Admission Office before the
end of session.
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Pass List

The Finalists 8 Pal | List wildl be displayed on the Notice B

Every effort will also be made to ensure that you receive an individual notification of your
degree result. This will be dispatched as soon as possible to your home address or to the
examination results address which you notified to Examination Board at the time of
examination entry. You will appreciate the importance of ensuring that this address is updated

in necessary.

Statements and Transcripts

After graduation you may find that you require evide nce of your degree result. Admissions
Office can supply a statement, setting out details of the dates of your period of study at the
College and your degree. In some cases you may be asked to produce a transcript, giving more
detained information concernin g your academic profile will be supplied to you by Admissions
Office.

Confirmation/Verification of award

The College, as and when requested, will confirm awards directly with employers and other
educational institutions, The College will not release inf ormation to data profiling services.

Forged Degree Certificates

Forgery is a criminal offence and warning is given that the College will consider reporting any
such instance of forgery to the Police.

Re- sit Examinations:

Eligibility

Any student faili ng a first level or second level module will be eligible for re - examination
provided that he or she made a serious attempt at the examination in the previous session. If

you have not made a serious attempt, in accordance with criteria published in your dep artment,
you may be debarred for the re - sit examinations.

This final attempt must be taken at the next available opportunity. This will be as an external of
internal candidate as decide by your department. A candidate who fails on this occasion will fail
the degree.

Finalists who have (a) failed the degree or (b) achieved sufficient credits for the award of the
Ordinary degree and are eligible to re - sit failed modules to upgrade their qualifications, are
permitted one final re - sit in the following academi ¢ year when the module is next offered,
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Honours finalists wishing to accept the award of the Ordinary degree must inform the

Examination Board in writing.

Internal Repeats

Where a candidate is permitted to proceed to the next year and carry modules for a n internal
repeat, with the permission of the Head of Department.

How to Enter

Notice of Examinations would be given out on Notice Boards and will be informed in class
through circulars. Once an announcement is made students can collect an examination En try
Form from Admissions Office. Complete this form and return it to Admissions Office,

accompani ed
Limitedd and

by the appropriate
crossed. An e x ami

without delay to the examinations Board.

Re- examinations Fees

The current maximum re

fee.

C h elgnowatsre Skitlso u | d

nati on t i rRledsadhéck wi
carefully that you are entered for the appropriate examinations and report any discrepancies

- examination fee payable on any one occasion is £25 per module for

undergraduate and postgraduate programmes. You will be told how much to pay on your entry

form.

Please note that re - examination fees apply not only to resits but also to any failed modules that
are carried into a further academic session.

Referred St udents Procedure

The Referred Students Procedure follows serious examination failure and operates under the

terms of the General Regulations which state that students may be excluded from the College
without having been previously warned if they fail exam
catastrophically fails examinations, particularly if it is felt that no serious attempt had been
made a HOD may decide that it no longer wishes to take academic responsibility for the student

and will refer the student to the Acad

to the College Board.

1.6. Conferment of Degrees

inations.

Where a student

emic Director, if required Academic Director would refer it

Finalists will be asked to indicate how they wish to receive their degree, on their registration

form. The possibilities are s follows:

Degree Cerem onies

The ceremonies for the conferment of degree will be held during the two week period.

Admissions Office will send out full details of the ceremonies, with information about the hire

of academic dress, to all students who have registered a wish to att

Innovative Skills Limited

end the

e ceremony.
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In Absentia

| f you wish to graduate ©6in absenti abd. Your certifi
home address by post

Appeals

If you are appealing against your degree result you will not be allowed to attend a degree
ceremo ny or to graduate in absentia.

Change of Plan

If your plan for the conferment of degree changes for any reason, you should go to Admissions
Office and give it in writing; should your change of plan take place while you are away from
London, please contac t Admissions Office immediately.

Debts to the College

Degree will not be awarded to any student who is in debt to the College. Debts to the college
may include academic fees, Exam fees and fines, Library debts. In order to attend a Degree

Ceremony all de bts must be cleared before the Ceremonies Dates.

All enquires regarding Award Ceremonies can be obtained from Admissions Office or can mail
on info@ innovativeskills.info
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SECTION 23 STUDENT BUSINESS OFFICES

21 The Department

As a student of Innovative Skills Limited, you will find that most of your administrative
transactions (and a varying amount of your academic contacts) are with the staff of the
department for the programme on which you are registered.

Al | the Coll egeds st anfdcademie Idepartgrent or to ore wt dur sarvice
departments: the Library, the Computing Service, Admissions Office, the Students Service, etc.

All students belong to an academic department or to one of a number of units which have been

set up to provide the help and guidance which departments give to their students when it is
needed.

An academic department is set up to foster teaching and research in a particular subject or in a

group of rel ated subjects. Depart ment s a rseusuallyp t al w
implies that they are involved in doing teaching and research in more than one subject. A

member of staff from a department may also be a member of another department or division

with the College.

The crucial academic unit at  ISL remains the dep artment: staff are members of a department,
students are the responsibility of their respective department and the resources of the College
are allocated to departments.

Your contacts within your department may be mainly with a personal tutor or, more unu sually,
with a year tutor who has a special responsibility for the students in a particular year of a
particular programme. Some departments are small enough not to have a formalised personal

tutor system.

The responsibility for the organisation and fundi ng of teaching and research lies with the Head
of a department; he or she will delegate responsibility for particular activities but, if neither the
person immediately responsible nor your personal tutor is able to help you sort out an
unsatisfactory situa tion relating to your course, it is to the Head of your department that you
should turn.

Most departmental secretaries have an unrivalled understanding of how their own department
O6works®6 and how to help its student s fteioddwucefirtrhagi r var
save you both time and trouble.

Academic and Pastoral Tutoring and Progress Files

ISL will provide you with access to one or more academic and pastoral tutors to facilitate the
development of your capacity to review, plan and take responsibility for your own learning.
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2.2

ISL will provide more detained information on its particular tutoring and progress file system
buy you are responsible for your own personal and academic development and the extend to
which you make use of the tutorin g that ISL provides to support you.

Admissions Office

The Admissions Office is responsible for the admission of students in all the course. The staff

in the Office will be your first point of contact for information and administration on admission,
registration, applications for the government student loan, replacement of lost student ID

cards, confirmation that you are a student at the College for numerous purposes, including
Council Tax exemption, organising degree ceremonies, and any difficulties you have with your
examinations and examination results transcripts. Go to this office for any help you may need.

The staff also assists in processing the paperwork required for decisions you make during your
academic career in consultation with your dep artment, such as changing your programme of
study, temporarily suspending your studies, withdrawing permanently form College.

This is where you pay your tuition fees. If you are h difficulty in paying any of your College bills
you should discuss it with t  he staff in this Office first. This includes problems you may have in
paying because you money has been delayed, including difficulty in obtaining foreign
exchange.

Enquired about accommodation should be done at Admissions Office and ISL will provide you
with all the details required.
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SECTION 33 SERVICES

3.1 Information Systems Services

ISL provides IT and computing facilities for use by all members of the College. Almost all
students are likely to use Information Technology as part of their taught c ourses or project
work.

Word processing software (e.g. Microsoft Word), database programs (e.g. Access, Oracle) and
spreadsheets (e.g. Excel) are available on the network operated by the College. The re are also a
variety of graphics, electronic mail and ot her programs.

Centrally supported computing facilities are available in all the computers, situated in the IT
Lab.

The IT lab accesses can be done with prior notification at the reception desk, by booing
available slot.

In order to use the computing fac ilities, you will need a username. At registration, each
incoming student is allocated an individual username, for use on the commuting systems.

To start using this username, you will need to know the initial password which has been
allocated to it. You d epartment will provide you with this or with information on how to find it.
As soon as you have gained access to the system, you should change the password to one of
your own choosing.

You must never let anyone else use your username. You must never tell anyone your password.

You should change your password frequently and unpredictably. Try to choose arbitrary

passwords which are difficult to guess; your name, date of birth, home town, favourite football

team etc. are all very eadeny to guess, so dondt wuse t

Before using any system at ISL, you should read the rules and regulations which are given

elsewhere in this handbook. The IT Lab provides students with access to a wide range of

power f ul computer systems and soft war elliesihasensiblee e x p e
and mature manner. Contravention of the rules and regulations may result in disciplinary

action.

3.2 The Library

The College library is useful to all students at the beginning of their courses. It contains
recommended textbooks, m any of them in multiple copies, in most subjects. It is divided into
separate reference and lending libraries with seating accommodation in the reference area.
There is a high demand collection of recommended books and articles, available on very short
loan.

Learning Centre is housed | n the same building. It contains 18 networked PCs and provision for
7 more to connect personnel Laptops or Notebooks, a group project work area with PCs,
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3.3

scanning, laminating, and printing facilities all maintained by the Co llege. There is private study
accommodation, including a silent study area.

Present opening hours of the College Library
Monday to Friday: 9:00 a.m.to  6:00 p.m.

Security

Keeping your property safe

Students should be a ware that the responsibility for the protection of their personal property

against theft and other risks must rest with them. The majority of such incidents relate to cash

and small valuable items taken from jackets, handbags and briefcases left unattended in

corridors, offices, libraries and laboratories.

The College excludes all liability in relation to damage to personal property and injury unless
caused by its negligence. You are strongly recommended to arrange adequate insurance cover.

The extent and compl exi ty of t he Col |l egeds buil dings
effective protective measures and the need for everyone to be alert to the problem of crime and
to do everything possible to prevent it cannot be emphasized too strongly. Thefts are usually a

direct result of carelessness on the part of the victim. Property can best be safeguarded if
students are constantly alert to the need to close and lock doors and windows and not to leave
valuable articles or cash lying about for any thief to pi ck up. Cycle owners should secure their
machines. It is not permissible to take cycles into buildings.

34 Media Services

ISL provides a wide range of cost effective, high quality audio, visual and print services for
students

1 Black/white photocopying f rom file or hard copy. E.g. books, essays, artwork, flyers,
invitation etc.

1 Thesis and dissertation presentation
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SECTION 438 REGULATIONS AND PROCEDURES (ACADEMIC)

4.1 Admission Procedures and Qualifications
4.1.1 Students may be admitted to the College

1. Toread f or degree of the College

2. Toread for non - graduate qualifications of the College

3. To attend course of tuition not leading to a qualification of the College

4.1.2 The College is committed to creating a working culture that respects, welcomes and
harnesses differ ences for the benefit of the organisation and the individual. Differences
include ethnicity, nationality, gender, sexuality, physical abilities, cultures, religions,
education, class, age, experience and background. The objective of this commitment is
the creation of a working environment in which students are enabled to develop and
progress to their fullest potential.

4.1.3 Except in cases specially approved by the College Director, students must have reached
the age of eighteen years before being admitted.

Application
4.1.4 All applicants for admission shall give a reference of which inquiry may be made.

4.1.5 Applicants who are under the age of eighteen years and who have been in attendance at
other educational institution within one year of the date of their applicatio n must arrange
for the head of the institution to provide a statement s to their suitability for admission.

4.1.6 Applicants from overseas may be required to produce certificates of identity.

4.1.7 Applicants whose native language is not English shall fulfil the fol lowing conditions in
order to provide evidence that they have a sufficient knowledge of both written and
spoken English:

1. Except with he sp ecial permission of the  Director of Studies , applicants for admission
to a programme of study leading to a first degree of the College must, before they can
be admitted to the College, provide evidence that they have attained at least a pass
(grade C) in the Certificate of Proficiency in English of the University of Cambridge or
equivalent as (2) below.

2. For applicants for admission to Taught Postgraduate programmes the minimum
English Language requirements for admission are a IELTS band score of 6.0 overall
with not les than 5.5 in any individual skill, or a paper based TOEFL score of 550 with 4
on the Test of Written Engli  sh or a computer based TOEFL score of 220 with 4 on essay
writing.

3. Upon admission to course of study in the College all applicants must undergo a test in

English as soon as possible and in any case not later than one month after registration.
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Students who fail to reach a satisfactory standard in this test will be required to
complete satisfactorily appropriate courses, as may be required. These may require a
year of study additional to the period required for a qualification of the College.

4.1.8 Applications for admissions must be made on the appropriate forms.

4.1.9
1. Applicants for admission to full -time Diploma, Certificate, Undergraduate and
Graduate programmes should apply direct to the College or through the College
appointed agents in their respective countri es.

2. Applicants for admission to other than full -time course must apply direct to the
College.

3. Applications received after the deadline dates may be considered if places are
available.

Matriculation

4.1.10 Applicants for admission to a degree programme must sat isfy the appropriate
Programme Entry Requirement. The normal requirement for undergraduate and graduate
programmes consists of a pas at Grade C or higher | English at GCSE together with the
requirement as set out at the beginning of the regulations for eac h degree programme.
All candidates must e able to provide evidence of having satisfied their requirement if
requested to do so. Students for taught higher degrees and diplomas will be required to
provide certificates to verify their qualifications on appli cation.

4.1.11 The College imposes the requirements with respect to admission to programmes of
study, including degree programmes . These requirements are listed in the notice board

and the College website.

4.1.12  Students, and applicants accepted for admission, must ¢ omply with such directions as
are given to them by their Head of Department.
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4.2

Registration

4.2.1

4.2.2

4.2.3

4.2.4

4.2.5

All students are required to register at the beginning of the session

As a condition of registration all students must sign a declaration that they will observe

the Statutes, Ordinances and regulations of the College for the time being in force.
Ordinances and regulations governing the award of degrees and diplomas may be revised

from time to time. Students who have started a programme of study will either continue it
under the old provisions or be given the opportunity of changing to the new provisions.

The faculties and Heads of Departments and their staff will be present to advise students
on their programmes of study. All students must obtain approval of the mo dules which
they wish to pursue.

Subject to the provisions of Regulation 13 below, students will then be registered as
students of the College provided that they pay the appropriate fees, or offer evidence
satisfactory to the Admissions Office that they a re holders of awards which include
payment of fees.

Except with the special permission of the Director, students may not attend any lecture,
laboratory or other class until they have received their student cards, which must be
presented on request to the head of the department concerned before beginning any
course or programme of study.

Payment of fees

4.2.6

4.2.7

4.2.8

4.2.9

Students must pay promptly on demand any amount due to the College. Amounts due

include academic fees, residence fees and any other charges levied by the College in
accordance with its current regulations and procedures, and demand for payment will be

made in accordance with the College practice at the time. If arrangements have been

made whereby periodic payments fall due on agreed dates, payment must be m ade on
those due dates without further notification to the student.

Students will not be registered wither as students of the College or for College
examinations until they have both (i) paid in full any amounts dues in respect of previous
sessions and (i i) made acceptable arrangements for the payment of academic fees for the
current session. Candidates required to return for external resit examinations become
classified as registered candidates for the day of the examination (s). The Academic
Director sha Il have the power to suspend the registration of any student who, once
registered, fails to pay in accordance with these regulations subsequent amounts due or
to maintain agreed payments.

A degree will not be conferred upon any student who is in debt to t he College.

Any student who is excluded from the College for non - payment of fees cannot be
considered for readmission until all the outstanding fees and dues have been paid. Only

then can the student apply to the department for readmission. In these circu mstances the
department is free either to decline readmission or to support the request but if the later
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this wildl be at a time of the departmentds choos
for readmission will be considered by the Admissions Office on beh alf of the College. A
reinstatement fee of £50 will be charged for readmission during a Session.

4.2.10 Students who, for any reason, cease to attend the College during a session have no
automatic claim to refund of fees.

Intercalation

Requests for absence inv olving personal, heath or financial reasons should be made under the
Temporary Withdrawal procedure in this Handbook

From time to time an opportunity may arise for a student to gain experience or additional
academic credentials which require him/her to le ave the College for a period of time, normally a
year or less, In these circumstances the student may request the Head of the Department to
support such a case. This is known as intercalation.

Such opportunities will be academically relevant to the progra mme of study and will not be
available at times other than during the studentds a

If the head of the department approves the request they will send to the Admissions Office a
6Request for I ntercalationd

All requests are subject to the maxi  mum time limit allowed forth programme of study (full - time
or part -time).

Extensions beyond the maximum time limit will require the approval of the Director. Requests
should be submitted by the Head of the Department to the Director.

Innovative Skills Limited Page 28 of 70



4.3 Unsatisfactory Stu dents Procedure

The Unsatisfactory Students Procedure is applied to students whose work, attendance or
progress is unsatisfactory. It does not apply to serious examination failure, which is dealt with

through the Referred Students Procedure, although evid
a contributory cause for applying either procedure.

ence of difficulties in either area can be

The College has adopted a method of identifying and responding to student who fail to meet
minimum work requirements. Any student whose work, attendance or prog ress
unsatisfactory in the study programme as a whole will be warned at an early stage, either orally

or in writing, by the Head of the Department. If there is no improvement immediately, the Head

of the Department will require the student to provide an
will then be applied:

explanation. The following procedure

4.3.1 Where the Head of the department, after investigation, judges the case to be sufficiently
serious for a formal Warning to be issued, he/she will send a Formal Written Warning to
the student. This Formal Written Warning will be copied to the Admissions Office.

432 The Admi ssions Office wi

| record the First

4.3.3 After the issue of the First Formal Written Warning, the student will be given a period of at

least two w e e k s in whi ch t o

is

For ma

redeem his/ her position.

work/attendance/progress continuing to be unsatisfactory, the Head of the Department

will send a report to the Admissions Office with a request that the student be interviewed.

The rep ort may, if the Department wishes include a list of any work that the student is

required to complete and deadlines for submissions.

4.3.4 The head of the Admissions Office will write to the student requesting him/her to attend

for interview.

4.3.5 Subject to the in terview, the student will be issued with the Second Formal Written

Warning. The student will be told that unless his/her work is completed satisfactorily

within a specified time and his/her attendance improves, a report will be sent to the

Academic Directo r with a recommendation that the student be excluded from the College.

This Second Formal Written Warning is therefore the Final Warning.

4.3.6 In the event of the student failing to comply, the Head of the Department will submit a

further report to the Admissi  ons Office with the request that the case be submitted to the

College Director with a recommendation that the student be excluded from the College.

The Head of the Admissions Office will write to the student and ask if he/she wishes to

draw any matter to t he attention o the College Director, before a final decision is made.

The student may, if he/she wishes, contact the academic Director for advice.

4.3.7 Any plea received from the student is then sent to the College Director, along with the

st udent 0 s thd findl degisiofi. ®he student will then be informed, in writing, of the

Directorods decision. | f
withdrawn.

Innovative Skills Limited

no plea is received

Page 29 of 70

the s



Internal Repeat

Students who are permitted an internal repeat year following e xamination failure are subject to the
normal academic discipline and must fulfii the normal attendance requirements. Such students
should understand that they are subject to the Unsatisfactory Students Procedure and if they are
excluded on the basis of non - attendance they will be excluded from the College.

Carry - forward of Warnings

Al l War ni ngs remain on the studentds file throughout
forward.

Readmission

If a student is excluded from the College by the Director, t he student is not permitted to reapply to

the College.

4.4 Examination Regulations
4.4.1 Departmental Examinations

Departmental examinations may be held at times and on conditions determined by the
heads of the departments concerned.

All students are required t o present themselves for the departmental examinations in
their subjects of study.
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4.4.2 College Examinations

The examinations will be held at end of each term period. Candidates will be required to
present themselves for the examinations in each module norm ally at the end of the term
in which they have completed the module.

Candidates will be admitted to the examination provided that they have regularly
attended the prescribed course of study and performed the work of the classes to the
satisfaction of the head of the department concerned.

Candidates will be admitted to the examination only if they have enrolled by the deadline
prescribed by the examination board. In the case of re - examination, external candidates
should complete the appropriate entry form; internal candidates carrying failed modules
into the next academic session should complete the appropriate section on their
Enrolment form. All candidates will be required to pay the fees prescribed for re
examination.

External Examinations

Students wh o are enrolled onto courses for which the examinations are held externally,
have to register with the respective awarding body within the deadline date as specified
by the awarding body. The College Admissions Office can provide all the required
informatio n and support.

4.4.3 Special Arrangements for Examinations

Special arrangements will be made for candidates with a disability. Wherever practicable,
special arrangements will also be made for candidates suffering from sickness or who are
unable to undertake wo rk at particular times for religious reasons, provided due notice is
given by the candidate. Medical evidence must be supplied to the College Examinations
Board prior to the Examinations(s). If extra time is requested for a candidate suffering a
short - term illness or disability.

Note: Special Exam Arrangements can be arranged by the College, only for the internal
exams conducted by it at its own campus. The College cannot arrange for Alternative
Exam Arrangements at non - ISL premises, for any of the externa | examinations organised
by the External Awarding Bodies.

4.4.4 Conduct of Candidates

Candidates who have been admitted for examinations will be supplied with an
acknowledgement of their entry and information concerning the publication of the
timetable. The re gulations are provided in this Handbook (see above). It is the
responsibility of the candidates to ascertain the time and place of each examination they
are taking.

Candidates should consult the lists posted on the doors of the examination rooms in

order to ascertain the numbers of their places.
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Results of examinations will be published as soon as possible.

It is the responsibility of the candidate to notify the Department and Admissions Office of

any and all absences from College Examinations or a=Asses sments caused by illness
which must be supported by a medical certificate from a doctor stating the nature,
severity and duration of the illness in relation to the absence. If appropriate certification

is not provide to the Head of the Department and Admis sions Office the candidate may be
considered absent without good cause.

4.4.5 Cheating
Candidates are warned that during he examinations they are expressly forbidden to copy
from another candidate or from notes. They are also forbidden to communicate with
oth er candidates of with any person(s) except the invigilators.

4.4.6 Temporary Withdrawal and Examinations

All request are subject to the maximum time limit allowed for the programme of study
(full - time or part - time).

Extensions beyond the maximum time limit wi Il require the approval of the College
Director. Requests should be submitted by the Head of the Department to the Director.

A student unilaterally withdraws, this is taken as being permanent and re - admission is
not normally possible.

When a request for temporary withdrawal is received, the College Director will only
support the request in exceptional circumstances (which will not include the
unpreparedness for the forthcoming examinations). Any request granted will be
considered by the Director.
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4.5 Referred Students Procedure

The Referred Students Procedure applies to candidates with serious or repeated examination
failure where the regulations should otherwise permit further attempts. The procedure operates

under the terms of the General Regulations, whi ch state that candidates who fail College
Examinations may be excluded from the College without having been previously warned.

A Department will apply the procedure when it decides that it no longer wished to take
academic responsibility for a candidate. This normally occurs where a candidate either
catastrophically or repeatedly fails examinations, or makes no serious attempt.

The Admission Office will be pleased to offer procedural advice but will not comment on or
offer advice upon the content of a spe  cific case.

4.5.1 Appeal to the College Board

()  Where the decision of the Department is that the student is required to withdraw
from the College, the student may submit an appeal against this decision to the
Academic Director. The appeal must be received withi n four weeks of the date of
the | etter notifying the student of the Depart

(i)  Receipt of the Appeal will be acknowledged but only by email and if an emalil
address has been provided or by stamped self - addressed reply - card if enclosed
with the appeal.

(i) The appeal is then sent to the College Board together with the Director and
Departmentds decision and the case papers. T
writing, of the College Board decision.

4.5.2 Supplementary

0] If a candidate submits a response to r  equesting a further resit opportunity, and
the resit examination is imminent, he/she should prepare for the resit
examination while awaiting the College Board decision. If the candidate is
permitted to resit, being unprepared will not be accepted as a vali d reason for
failure in the resit examination.

(i)  Where a student is permitted one final opportunity to redeem him/herself and is in
successful the student will normally be required to withdraw from the College.

(i)  No student who has been required to withdraw from the College under this
procedure will be permitted tore - enter the College.

(iv)  No student will be released for transfer to a new programme of study who is the
subject of this Procedure. Requests for transfer shall be reported to the
Admissions Office so that the College Board can be informed.
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4.5.3 Correspondence and Address Information
Correspondence from the admissions Office to the student that will arrive in term - time
will be sent to the term -time address. Similarly, correspondence that will arrive in
vacations will be sent to the permanent home address.

4.5.4 Advice and Contacting the Office

® The Admissions Office will be pleased to give procedural advice but will not
comment on or offer advice upon any part of the case itself.

(i)  The Papers for submission sho uld be posted or given by hand to Admission Office,
to arrive within the time limits.

4.6 Cheating, Plagiarism and Fraudulent or Fabricated Coursework
The College determines and resolves all allegations relating to cheating, plagiarism and fraudulent or
fabr icated coursework through the on Applications. A student cannot have a degree conferred or an

award made while any such allegation against him/her remains unresolved.

Where a student faces such an allegation he/she may if he/she wishes, speak to a member of staff
from Admissions Office.
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4.6.1 CHEAITNG IN COLLEGE EXAMINATIONS
1. Definition

Cheating in College Examinations occurs when a candidate transgresses any of the
following College rules governing the conduct of College Examinations. Specifically,
candida tes shall not:

1 Copy from other candidates or from notes;

1 Introduce specified items (e.g. pencil case), notes or other unauthorised material
(including blank paper) into the examination room;

1 Communicate in ay way with other candidates or person(s) excep t the
invigilators;

9 Access sources of information (except as allowed by examiners of the Exams
Officer) or annotate or mark this information (except as authorised by the
examiner);

1 Remove script books (blank or otherwise) from the examination room;
9 Bring mobile telephones or pagers into the examination room;
1 Disobey the regulations relating to the use of calculators.

2. Penalties

Cheating in College Examinations is treated as an absolute offence. Normally one of
two penalties will be applied:

A Repeat, as an external candidate, the examination or some or all of the
examinations in the Term where the incident of cheating has occurred to pass
standard but for a mark of zero.

The pass is an absolute condition of graduation from the College irrespective of
the status of the assessment in the programme of study. Unless specified by the
College Board, the student will be given a single opportunity to take and pass the
assessment, the timing of which will be at the convenience of the department
concerned. Where the assessment is failed a report will be made to the College
Director where it will be decided whether or not a further opportunity is to be
given and, therefore, whether or not the student may be eligible to graduate
from the College.

A Withdraw from the College.

The above penalties will not constrain the College Board on Applications from

making particular and specific decisions in individual cases. The College Board
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reserves the right to add comments to the transcript in the event of an allegation
bein g proved.

3. Procedure

The Head of Examination Board (Examinations Officer)

3.1. Where a student is suspected of cheating in a College Examination, the
Examinations Officer will initially investigate the allegations, consulting and
informing both the teac  hing and Head of the Departments.

Forwarding the Case fo the College

3.2. The College Examinations Officer will provide and assemble within 7 days the
following documentation and supporting evidence:

1

This

(i)

(ii)

(iii)

The Examinati on Of ficerds r espaf rDepartmantall udi ng

consultation and any recommended penalty

The evidence relating to the allegation (see below)

A copy of the Examination Question Paper (see below)

A copy of the candidatefs script

A copy of this  Procedure

documentation will be provided simultaneously to:

The Admissions Office

The candidate

The teaching and Head of the Department of the candidate report.

book(s) for

The original evidence will be sent to the Office and a copy will be provided to the

candidate. If the evidence is of a type that makes it difficult or impossible to provide

a copy i.e. a mobile pone, pencil case, annotated dictionary etc, then this will be

recorded as such ain the Examination Officerd:
Office.

The Candidate

[The procedure continues under paragraph 4.6.3 (1)]

4.6.2 PLAGIARISM IN COLLEGE ASSESSMENTS AND THE SUBMISSION OF FRAUDULENT OR

FABRICAT
Innovative Skills Limited

ED COURSEWORK
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1. Definition

Plagiarism is defined as the copying of ideas, text, data, or other work (o

combination thereof) without due acknowledgement.

Fraudulent or fabricated coursework is the submission of work, particularly reports of

laboratory or practical work, to satisfy the requirements of a College Assessment in

whole or in part that is kn

own by the candidate to be untrue and/or made up.

It should be noted that the College Board has offered support for local definitions of

both plagiarism and of fraudulent or fabricated course work provided that these do not

conflict with and can be incorp

orated

wi t hi

n t he

Accordingly, it is important that departmental advice is followed when making

submissions to satisfy the requirements of College Assessments.

Penalties

The College Board has approved the following indicativ

e range penalties for students

who have plagiarised in a College Assessment of have submitted fraudulent or

fabricated coursework. Departments have been given the latitude to issue a Warning to

first year students, provided it is for a first offence.

for maximum mark of 40**

pass for maximum mark
of 40**

First Year # Degree and Masters Second or Subsequent
Offence

Written Warning N/A N/A

0 with repeat for full marks N/A N/A

0 with repeat for maximum 0 with repeat for N/A

mark of 40** maximum mark of 40**

0 with requirement to pass 0 with requirement to N/A

0 with requirement to pass
but retain 0 # #

0 with requirement to
pass but retain O # #

0 with requirement to
pass but retain 0 # #

the College

N/A 0 for whole Term* 0 for whole Term*
N/A 0 for whole Year* 0 for whole Year*
N/A Immediate Exclusion from Immediate Exclusion

from the College

# all penalties in this column will apply only to the individual assessment where

plagiarism or fraudulent/fabricated coursework has been found

# # where the assessment is passed, the credits will be awarded but the mark of zero

will be recorded on the transcript
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* these repeats to be determined by the College Board on Applications following advice
from the Department

* * or the Collegeds foicmatthedime pass mar k in
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3. Procedure
Where a student is suspected of plagiarism in work submitted as part of a College
Assessment or the submission of fraudulent or fabricated coursework that constitutes
in whole or in part a College Assessment, the Department where the suspicion arose

shall investigate as follows:

The Department will, if not the same, ensure the
is kept informed.

Departmental Investigation

3.1 The Department will assemble the case and will give the student no t less than 3
days notice in writing:

1  Of the allegation(s)

I  Of the details of all the piece(s) of work that will be discussed

1  Of the date of the meeting (see below) together with

1 A copy of the work fully marked - up together with the evidence which the
student will retain after the Departmental meeting and

1 A reminder that this Procedure will be followed.

3.2 The departmental meeting will:

1 Normally comprise the Head of the Department and those tutors most closely
associated with the work in question;

1 Arrang e for a member of the departmental meeting or other member of staff
to take the minutes (full record) of the meeting;

1 Address all the allegations faced by the student;

1 Permit the student an opportunity to justify the work;

3.3 Where the student admits the a llegation(s) in full the Department may inform the
student of the recommended penalty, i f one i
attention should be drawn to paragraph 4.6.7.

3.4 If the student denies the allegation(s) in whole or in part then, after the studen t
has withdrawn from the meeting, members of the departmental meeting will
determine whether or not the student has plagiarised or the course work is
fraudulent or fabricated. Members will record the reasons for their findings as the
conclusion of the minu  tes in 3.2 above.
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If the meeting finds that plagiarism has not occurred, or that the coursework is not
fraudulent or fabricated, then the Department will, within 7 days after the
departmental meeting, write to the student accordingly. The case will then b e at
an end.

If the meeting considers the student guilty members will recommend a penalty
(see section 2 above). This recommendation penalty will form a separate sheet of
the minutes and will not be made known to the student.

Forwarding the Case to the C ollege

3.5 Where the student admits the allegation (3.3) or where the departmental meeting
considers the student to be guilty (3.4), the Department shall, within 7 days of the
departmental meeting, send to:

(@) The student:

(i) A letter informing him/her that the case is being sent to the Admissions
Office for consideration by the College Investigating Officer;

(i) A copy of the minutes of the departmental meeting;

(b) The Admissions Office:

(i) The documentation referred to in paragraph 3.1 (as provided to the student)

(ii) A copy of the letter informing the student the case is being referred

(i) The minutes of the departmental meeting (as provided to the student 0 see
above 3.5(a))

(iv) Wher e applicabl e, a separate sheet (see
recommended penalty;

463 TheStudent s/ Candi dateds Response to the Allegation

1. Once the College Examinations Officer/Department notifies the student that the case is
to be referred to the Office for consideration by the College Investigating Officer, the
student should be aware that he/  she may be required to appear before the College
Investigating Officer (see 4.6.5).

2. Within 14 days of receiving the documentation referred to in paragraphs 4.6.1 (3.2) or
4.6.2 (3.5) the student shall send to the Office:

T His/her comments and confirmation as to whether the allegation is admitted or
denied;

Innovative Skills Limited Page 40 of 70



9 Any statement in defence of his/her innocence or in mitigation;

NB. The Student must ensure that no evidence or information is held over n the
expectation that it can be presented later in the procedur e.

9 [where the student has admitted the allegation(s) (see 4.6.7)] notification of an
intention to appear before the College Investigating Officer;

fan address to which all correspondence concerning the allegation can be sent (see
4.6.8).

4.6.4 The College Inve stigating Officer

1. The case papers will be put before the College Investigating Officer to determine
whether or not there is a prima facie case.

2. If the College Investigating Officer determines that there is a prima facie case, it will
come before the Direc tor. The Admissions Office will inform the student and the
Department of this decision and of the date for the haring (see 4.6.5).

3. If the College investigating Officer determines that there is no case for the student to
answer, the student and the departme  nt will be informed and the College Examination
or Assessment will be marked in accordance with normal arrangements and without
penalty.

4.6.5 The College Board

The case will be heard and determined on behalf of the college Board by the College
Director. The s chedule of meeting will be informed to the student and he/she should
ensure that he/she is available on these dates. The date of the hearing will be determined
by the volume of business and normally a minimum of two weeks notice will be given.
Cases are sc heduled to be heard in the order that paragraph 4.6.4 (2) of the procedure is
completed.

The Hearing

Alleged cases of Cheating, Plagiarism and of the submission of Fraudulent or Fabricated

Coursework that have not been dismissed earlier in the procedure will be heard by the
College Director. The College Board will determine the cases and, as appropriate, impose
penalties.

1. The College Board may proceed as it determines subject to the following:

(@ The student(s) must be heard in person (but see paragraph 4. 6.7 (2)); I: if the
student does not attend without good cause (0
is under the Examination Regulations) the case will be heard in his or her
absence;

(i)  The student may be accompanies by a single supporter of his or her choi ce who
may or may not be a member of the College (but that supporter cannot represent
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the student and cannot appear if the student is not present in person) also see
paragraph 4.6.7 (4);

(i)  Either the student or the supporter may put his or her case but the C ollege Board
may require the student to answer questions in person;

(iv)  All papers available to the College Board shall be available to the student, except
where the student denies the allegation, the recommended penalty from the
Department. (see 4.6.2 (3.4));

(v)  The student and the Departmental representative shall appear separately before
the College Board;

(vi) The College Board will not permit plea bargaining or discussion of any penalty
with anyone who is not a member of the College Board;

(vii)  All hearings shall be in  private and shall remain confidential,

(viii) The College Board shall give its findings at the earliest opportunity;

2. The College Board may elect to hear the Head of Department concerned, or his/her
nominee.

3. Where the student has been found guilty the College B oard will decide upon a penalty.
The decision and notification of any penalty will be sent to the student not later than 7
working days after the determination has been made. Where the student has contested
the allegation(s), and has been found guilty this will be issued similarly and in addition
a reasoned judgment will be provided not more than 21 days later.

4.6.6 Appeals

1. The student may appeal to the College Board from either the findings of, or the
penalty imposed by the College Director accept as provided for in paragraph 4.6.7 (2).
Such appeals must be made in writing no later than 28 days after either the dispatch
of the College Directorf6s decision or, i f i ssu
must be sent to the Admissions Office.

2. Having considered the appeal, the College Board may:

() Confirm the findings and penalty in all respects;

(i)  Change, revise or vary the penalty in accordance with the decision on the appeal;

(i)  Uphold the appeal, remove the penalties and quash the finding of the College
Director.

4.6.7 General

1. A student cannot have a degree conferred or an award made while an allegation (s)
remains unresol ved. The studentds name wil |l n c
ceremony lists and publications while an allegation is under consideration.

2. Where an allegation(s) is admitted, the student may elect not to appear before the
College Board an the accept the penalty that the College Director imposes. There is no
right of appeal from the College Directorés dec

student is excluded from the College.
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3. Students are responsible for retaining copies of their case papers, correspondence and
other records. The College will not provide additional copies or replacement of
documents to the students or their supporters.

4. ltis the responsibility of the student to invite the supporter to attend any hearing and
notify the supporter of the time and place of the hearing. The student is responsible
for providing any documentation they wish their supporter to receive. The student is
respo nsible for the conduct of their supporter at the hearing.

5. The student will respond to the accusation personally. This does not affect the
student ds right 0O a supporter. No substantive ¢
entered into by the College or th e admissions Office with a third party including a
supporter. All substantive correspondence will be addressed directly to the student
personally, and will not be copied by the Admissions Office to a third party or a
supporter.

6. The student shall be entitl ed to object to why member of the College Board on
grounds that he or she may not be impartial by reason of personal knowledge of the
student or otherwise. The objection shall be considered by the Director of the College
Board. If the objection is upheld b  y the Director the member shall withdraw for the
case in question.

7. In the event of an allegation(s) being proved after a student has graduated, any degree
or award of the College that is held by the student may be revoked by the College
Board.

8. If the stu dent believes there to be a procedural irregularity at any stage in the
procedure, this should be notified to the Admissions Office immediately where an
explanation will be offered or appropriate action take.

4.6.8 Address Information

Unless the student notif ies the Admissions Office otherwise, correspondence from the
Office to the student that will arrive in term - time will be sent to the term - time address.
Similarly, correspondence that will arrive in vacations will be sent to the permanent home
address.

No change of address will be accepted unless a specific and separate request is made in
writing directly by the student to the Admissions Office. Changes of address embedded in
correspondence will not be accepted as notification of such a request. (A form is available
at he Admissions Office.)
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4.6.9 Advice and Contacting the Office

1. Staff will be pleased to give procedural advice but will not comment on or offer advice
upon the specific content of the case.

2. The timescale may be affected when the Admissions Offic e is closed during public
holidays and when staffs of the Office are on annual leave.
4.7 Appeals Against the Results of College Examinations and Assessments
1. Scope
This procedure applies to students registered on taught programmes of study or taught
modul es who appeal against the results of their College Examinations or Assessment as
determined by the Department. Such results may affect the progress in, the award of, or the
classification or level of the degree or qualification.
2. Potential Appellants
2.1 Prior to taking the final decision as to whether to proceed with an appeal or not, the
student shall speak to his/her tutor and /or Head of Department informally to attempt
to resolve the issue at the Departmental level, and
The Appeal
If the student has any cause for concern his or her first resort is to contact the academic
advisor. If this does not resolve the problem, the student may contact the Academic Head. If a

problem still exists, the student may request the Academic Board to arbitrate.

What to do if you have a complaint?

If you feel you are a victim of discrimination or harassment you should approach the ISL
management. They will treat the matter seriously and in confidence an advise ISlbs Equal
Opportunities Advisor (EOA) of your situation if the matter appears to be a breach of ISL

Equality Policy.
The EOA along with the relevant  ISL staff will then discuss the case with you to ascertain if and
how you wish to progress your case. If after discussing the case you do not wish to proceed,

the c ase will be closed.

If you wish to proceed, the complaint can be handled in 2 ways:

Informal Action
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In many cases, an informal interview by the Manager with the person giving offence, explaining
that their behaviour is unwelcome, embarrassing and is in terfering with work, will resolve the
situation.

Formal Action

However, if you wish, the sae will be dealt with formally. The EOA is responsible for ensuring
that a full investigation is carried out by the Company in conjunction with Client.

If at any time during the investigations by the line manger. Guided by the EOA, potential
misconduct is uncovered and the complaint is upheld. Then the action taken will be as follows:

If the alleged offender is a N  ISL staff/employee/faculty the case will be dealt with under the
companyds disciplinary procedur e.

In either case you will be kept advised of the basis and progress of the case.

Should the investigations not uncover potential misconduct and the complaint is not upheld,

and you are not satisfied, you ca n appeal to the College Board to review the case. This must be
done by you in writing within 5 working days of receipt of the decision. If the appeal is upheld

the case will be dealt with as above. No person making a complaint will suffer as a result of
making a complaint unless there is clear evidence that the complaint was malicious, in which
case disciplinary action may be taken. This could result in dismissal.

If you make a complaint you can expect a decision within 15 working days. If for any reason
this is not possible you will be advised at the time.
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SECTION 53 REGULATIONS WHEN USING SERVICES

5.1 College Library Regulations

This section has been prepared so that users of the Library may be informed about the rules
governing use of the Library.

The Library Regulations have been approved by the College Board, with the aim of giving all

Library readers the opportunity to make the fullest
resources. Ignorance of the Regulations nay lead to inconvenience for oth er users and to fines

or other penalties for you, so please take the trouble to read them.

The Regulations describe what we expect of you in your dealings with Library. Equally, they
show hat you may expect from us. Please note especially Regulations 9 an d 10, which forbid
the lending of your Student Card which is also your library card to anyone else, and the passing

on of Library books to other people. It is also well worth remembering Regulation 22, about the

recall of Library books. Failure to adhere t o these Regulations can result in heavy fines.

The Regulations do not attempt to cover every eventuality. We recognize that there are often
cases when a strict interpretation of the rules is not justified. For example, although fines are
levied for the la te return of books, there may be a good reason for the late return (e.g..
sickness, or unavoidable and unforeseen absence). In such cases fines will be reduced or
waived altogether.

If you foresee difficulty in returning your books on time or in answering a recall notice
promptly, speak to the Administrative Staff about the problem as soon as possible. Remember,
thought that the fact that you have not yet finished with a book is not acceptable as a reason

for not returning it when recalled.

To sum up, the Regulations help to ensure that you can get the books you need, within a
reasonable time. If they seem to be preventing you from using the Library as fully as possible,

we shall be as flexible as we can without hindering other users. In return, we expect you to help
us by keeping us informed of changes of address, returning books promptly (especially when

they have been recalled), and not lending your Student card or Library books to anyone else.

5 Use of the Library is normally permitted to registered user s only and is conditional on the
observance of its Regulations. All registered users are presumed to know these Regulations,
which are included in the Student Handbook. These Regulations may be amended from time
to time by the College.

6 Any modifications o f these Regulations or any special regulations applying to the library are
displayed in the Library.

7 The opening hours of the Library will be as determined from time to time.

8 The Librarian is authorized to levy a charge for specific services, as displaye d at those
service points.
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9 The Librarian may temporarily suspend access to any part of the collection or any section of
the Library at any time to facilitate work on the collections or fabric of the Library; where
possible, arrangements will be made to al low users access to material they require.

10 The Librarian is authorised to suspend the Library privileges of any person and to impose
appropriate penalties for breaches of the Regulations. Any action taken under this
Regulation may be reported to the appro priate authorities. Any person wishing to appeal
against the Librariands decision must write to the
the appeal.

11The Library wil!/l send notices, including recalll r
address known to the Library. It is the responsibility of users to notify the Library of any
change of address, temporary or permanent, for receipt of their Library mail.

12 Members of staff of the College and registered students of the College, together with any
others who are, or who have privileges as, members of the College, are entitled to the use of

the Library.

13 The Student Card which is also used as Library Card is for the use only of the person named
on it; it must not be lent to or transferred to or used by any other person.

14 Persons suing the Library should at all times carry with them their Student Card which they
may be requested at any time to show to Library staff. Admission may be refused if a valid ID

cannot be shown.

15 Any behaviour likely to disturb or in convenience other readers or be detrimental to the
contents or fabric of the Library is forbidden.

16 Users must not write in or otherwise damage books belonging to the Library. Any damage
to, or loss of, books must be made good to the satisfaction of the Li brarian.

17 All members of the Library staff are authorised to inspect any books in the possession of
users leaving the Library.

18 Smoking and the consumption of food and drink in any part of the Library are forbidden.

19 Bottles of ink or correcting fluid may not be used in the Library.

20 The reservation of seats is not permitted. Books and other articles left unattended for any
length of time may be removed by the Library staff.

21 The College accepts no responsibility for loss or theft of or damage to personal b elongings
left anywhere in the Library at any time.

22 Mobile telephones, cameras personal stereos, typewriters, and mains - powered equipment
may not be used in the Library without the permission of the Librarian.
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23 Users must leave the Library by closing time , immediately on hearing the fire alarm, or when
required to do so in an emergency.

24 Users should immediately report any accident, theft or other incident to a member of the

staff.

25Books on |l oan, except -dtalyo sleo amar, k enta yo6 Chnee rther toenwe d  f ¢
period, if they are not required by another user. Books may be renewed in person or by
telephone.

26 A book on loan may be recalled by the Library at any time, and the book must then be
returned to the Library by the date specified on the recall n otice, notwithstanding the date
stamped in the book or notified to the reader at the time of issue or renewal. It is the
responsibility of users to ensure that they are in a position to respond promptly to recall
notices.

27 Fines are levied for the late ret urn of items, in accordance with notices displayed in the
Library. Users who fail to return books may be invoiced for the accumulated fines, the cost

of replacement, and an administration charge, and their borrowing rights may be suspended.

28 No person shal | borrow a book from the Library if the maximum fines threshold has been
reached.

29 The Librarian may grant special facilities during a limited time to any person entitled to the
use of the Library.

5.2 Conditions for Use of Computer Systems
These rules apply to all users of computers and/or systems owned or operated by the IT Lab o
the ISL In this document, the word, system(s) means any computer or collection of computers,
including printers, plotters, scanners and any equipment used to connect computers to each
other or to any other new work or equipment.
Access to Computer Systems
1. You may use ISLcomputing systems if you are:
a) An employee of the College;
b) A student registered for any course at the ISL;
c) You must not use any ISL computing systems without  permission.

2. All students are allocated a username, individually or in groups.

3. Your username entitles you to use ISL systems for your own College work only. The

majority of services are free of charge at the point of use. Certain specialist facilities, su ch
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as laser printing are charged for. You must obtain special permission before starting any
work which is chargeable.

Proper Practice

4. You must not try to gain unauthorised access to any computer system anywhere. (This is
commonly known as hacking.)

5.  You must abide by any Codes of Practice and Guidelines relevant to the use of computers,
software and networks that are in place at any time.

6. You must not do anything which might cause harm of any sort to any computer system
anywhere, or to any of the progra ms or information on any system. You must not allow
harm to occur by your negligence. (The work harm includes any kind of damage, and any
kind of unauthorised access or alteration.)

7. You must not generate, change, make use of, store, print or transmit obs cene materials or
information which can reasonably be judged to be inappropriate or offensive. This includes
harassment via email or other forms of electronic communication, and the propagation of
chain email.

Laws and Regulations

8. You must always comply with all valid regulations covering the use of software and
datasets, whether those regulations are made by law, by the producer or supplier of the
software or datasets, by the IT Lab, by the College or by any other legitimate authority.

9. The Data Protecti on Act regulates the storage of personal information (i.e. any information
that can be identified as relating to a particular person or persons) on computing systems.
It is your responsibility to ensure that any such information complies with the law.

Discipline

10. The HOD may immediately suspend access to the computing systems by any persons
suspected of contravention of any of these conditions. After enquires, the HOD may:

a) Re-instate access to computing systems;

b) In the case of students, after consultat ion with the relevant Head, continue the
suspension;

c) In the case of students, after consultation with the Academic Director, continue the
suspension.

Where a decision is taken to continue the suspension, the person concerned has an
automatic right of app  eal to the Academic Director.

Liability, Warranty and Related Matters
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11. Whilst every reasonably endeavour is made to ensure that the computing systems are
available as scheduled and function correctly, no liability whatsoever can be accepted by ISL
for any loss or delay as a result of any system malfunction.

12. Whilst every reasonable endeavour is made to ensure the integrity of software products, the
ISL does not offer an warranty on any software or its support. Accordingly, no liability can
be accepted in ¢ onsequences of any such product producing incorrect results or failing to
work as documented. The final responsibility for ensuring that any software is suitable for
the purpose for which it is used, or that any result obtained on the computer system is
correct, must always rest with the user.

13. Whilst every reasonable endeavour is made to ensure the integrity and security of
information held on computer media, no consequent liability can be accepted as a result of
any such information being inadvertently lo st, corrupted or inappropriately accessed.

14. Whilst every reasonable endeavour is made to ensure the accuracy of advice and
information provided by the College, no liability can be accepted for any consequential

damages or loses arising from its use.

15. The College reserves the right to dispose of spoilt work and waste media in any way of its
choosing.
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SECTION 6 8 DISCIPLINARY REGULATIONS (NONACADEMIC)

6.1

6.2

6.3

Application

6.1.1

6.1.2

6.1.3

These Regulations apply to all registered Students of the College other than those who
are members of the staff of the College.

All references in these Regulations to the College Director shall, where the context so
admits, includes a nominee of the Director.

All allegations, proceedings and penalties imposed under this code shall be private to the
accused student, members o the College who are directly concerned with the
consideration of the offence, the studentds
of staff as the College Board or the Director may decide. All hearings shall be in priv ate. It
will be for those conducting the hearing to determine, having regard to the needs of

justice, whether or not the defending students and any witnesses or alleged victims will

appear together or separately in any hearing.

Offences

These regulation s apply to the following offences:

6.2.1

6.2.2

6.2.3

6.2.4

6.2.5

6.2.6

6.2.7

6.2.8

The breach of any College regulation (including these regulations)

Failure to observe a provision of any code of practice approved by the Director, College
Board or other competent authority of the College

Failure to d eclare to the College any criminal conviction.

Riotous or disorderly behaviour.

Wilful or negligent damage of College property or the property of others (including that of
members of the public and public property) on or off College premises and the refu sal to

make good any wilful or negligent damage

Harassment or other inappropriate behaviour towards staff or students including through
e- mail, telephone, writing or orally.

Serious interference with any aspect of the College work of other members or emp loyees
of the College

Conduct likely to bring the College into disrepute.

Immediate Temporary Dismissal
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6.4

6.5

Where the Head of the Department perceives that the continued presence of a student in the
College could pose a significant danger to other members of the College or College property,
he or she may require the student to withdraw immediately for a period not exceeding three
months. During that tie, the student may return to the College only with the specific permission

of the Head of the Department, 0 r to attend disciplinary hearing(s) called in connection with his

or her case. If the Academic Director confirms or imposes an exclusion, either permanent or
temporary, this shall be enforced during the time preceding an appeal.

Criminal Prosecution

6.4.1 When the Police proceed against a student, the College will suspend/not initiate
disciplinary action other than, if the circumstances warrant, under 6.3 (see above/),
pending the outcome of Police investigations or the completion of the judicial process.

6.4.2 If the Police issue a student with a Police warning or caution or if the Police decide to act
no further, then the College may, if it deems fit proceed under the provisions of these
Regulations. If the case is referred to the Court, the College will await the outcome of the
trial and will then act as follows:

(&) |If the verdict is not guilty, the College will take no further action in respect of the
specific offence;

(b) If a non - custodial sentence is imposed then the College may decide, in addition, to
proceed unde r the provisions of these Regulations;

(c) If a custodial sentence is imposed then the student will have his or her current
registration status rescinded.

On receipt of a request from the student to be re - admitted, the College will take
appropriate advice be fore the request is considered and determined by the Director. If he
student is permitted to return this may include the imposition of additional penalties or
conditions as the Director determines.

Preliminary

6.5.1 Every allegation of an offence under these Regulations shall first be investigated by the
College Admissions Officer, which may include a preliminary interview with ay of the
parties concerned. If the Admissions Officer decides that there is into a prima facie case,
then no further action will be t  aken If he decides that there is a prima facie case then the
allegation will be addressed under either the summary procedure or the non - summary
procedure (6.6 and 6.7 below).

6.5.2 The College Admissions Officer shall send to the student a statement of the alle gation
and state whether it is proposed that the allegation be heard summarily or by the
Academic Director.
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6.6 Summary Procedure

6.6.1

6.6.2

6.6.3

6.6.4

6.6.5

6.6.6

6.6.7

6.6.8

All minor offences shall be dealt with summarily.

Where a minor offence occurs in College and the alleged member is the studen t, the
allegation will be heard under the College Disciplinary Regulations.

The definition of a minor offence shall be at the discretion of the College Admissions
Officer, but would typically be incidents of lesser gravity than injury or threats to the

person, extreme nuisance or serious damage to property.

Major or serious offences can also be dealt with summarily of the student so requests and
the College Admissions Officer agrees.

Within seven days of receiving the statement referred to in para. 6.5.2 above the student
shall send to the College Admissions Officer his or her comments and state whether the

offence is admitted or denied in full or in part.

If the allegation is both minor and admitted in full, the College Admissions Officer may

issue a fo rmal warning which will be confirmed to the student in writing and will be

l odged on the studentds file and wil!]l remain

leaves the College permanently.

If the student denies the allegation either in whole or i n part, the case will be heard by the
Academic Director and if required by the College Director.

Examples of penalties to be imposed for a minor offence are as follows:

(&) Awarning (as in 6.6.5);

(b) a severe warning with any future offence being automaticall y treated as serious;

(c) afine not exceeding £50;

(d) a combination of the above.

6.7 Non- Summary Offences

6.7.1

6.7.2

In the case of a major or serious offence (except under 6.6.3 above), within fourteen days

of the student receiving the statement referred to in paragraph 6.5.2 above, at the
st udent &s8me/bhome address, the student shall send to the College Admissions
Officer his or her comments and state whether the offence is admitted or denied in full or

in part.

As soon as reasonably practical thereafter, but not later than twenty - eight days if in term
time or than two weeks after the beginning of the following term if in vacation, a meeting

of the Academic Director will be convened to hear the case. The Academic Director may
proceed as it determines subjecttot  he following:
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@)

(b)

(©

(d)

(e)

)

)

(h)

The student(s) will be heard in person except if the student does not attend without

good cause (6good causebd being interpreted
regulations) the case may be heard in his or her absence;

The student may be acco mpanied by a single supporter of his or her choice who

may or may not be a member of the College (but that supporter cannot represent

the student if the student is not present in person);

Either the student or the supporter may put his or her case but the Board may
require the student to answer questions in person;

All papers available to the Board shall be made available to the student;

The Board may not permit plea bargaining nor discussion of any penalty with
anyone who is not a member of the Board;

All hearings shall be in private and shall remain confidential (see 6.1.3 above);

The Board shall not be bound by the strict rules of evidence;

The Board shall give its findings at the earliest opportunity;

In the event of the charge being proved, the B oard shall allow the student or his or

her supporter to give a statement in mitigation in advance of determining the
penalty.

6.7.3 The Board shall reach a decision, and shall give reasons for its decision; if it finds that

there has been a disciplinary offence , it may impose one or more penalties examples of

which are as follows:

@)

(b)

(©

(d)

(€)

()

A fine not exceeding £250.

Disqualification of the student from the use or access to any College service or
facility or premises for such period as the Board may decide.

Suspension of the student from membership of and/or attendance at the College for
a specified time.

Imposition of such conditions as the Board deems appropriate to the continued
pursuit of the studentofs studies.

Expulsion from the College.

Ordering an apology to a n aggrieved individual and/or compensation and/or
payment for damage to property.
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6.8

6.9

6.10

Al penalties imposed shal/l be recorded wupon

at appeal (see 6.8 below).

Appeals

6.8.1 A student may appeal to the College Board fro m either the findings of, or the penalty
imposed by, the Academic Director. Such appeals must be made in writing and notice of
any such appeal must be given to the Admissions Officer within seven days of the
findings being made known to the student.

6.8.2 Having considered the appeal, the College Director may either dismiss it or refer the
appeal for hearing by the College Board. In determining the appeal, College Board may:

(@) Confirm the findings and penalty in all respects;

(b) Decrease, increase or vary the penal ty;

(c) Uphold the appeal, and quash the findings of the Academic Director.

General

6.9.1 A student shall be entitled to object to any member of the College Board on grounds that
he or she may not be impartial by reason of personal knowledge of the student or
otherwise. The objection shall be considered by the Director. If the objection is upheld by
the Director another person shall be appointed.

6.9.2 A record of all disciplinary proceedings shall be kept under the auspices of the College
Admissions Officer butnore f erence to such record shalll
except as permitted under the terms of these regulations (see 6.1.3 above).

6.9.3 A student who is away from the College for reasons of study may be required to return to
comply with the provisions oft  hese regulations.

Criminal Offences

The College has a duty of care to its students and staff. If at any time during your academic
career at the College you are arrested by the police for a criminal offence you are required to
report this immediatelyt o the Admissions Officer.

If you are sent for trial the Admissions Officer must be kept informed at all stages either by you
or your solicitor. If you are convicted and the sentence imposed must be reported to the
Admissions Officer.
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SECTON 7 8 REGULATONS APPLYING TO PERSONAL DISPUTES

STUDENT COMPLAINTS PROCEDURE

7.1

7.2

The College is committed to being responsive to the views of its students and to managing
complaints in a way that is sensitive to the needs of each specific case, and supportive of the
Colleg e 6 s-gaing quality enhancement goals. There are a number of informal channels by
which it is hoped that most problems can be resolved. If, however, you need to pursue a

complaint formally, you can be sure that the College will treat it seriously and imp artially, on
the basis set out in this document; the College will in any case systematically monitor all formal
complaints.

Advice on how to use the complaints procedure is available from a variety or sources (see
below), but in the first instance student s are encouraged to consult the Admissions Office.

What complaints can be considered?

7.3

Grounds for complaint might include:

Dissatisfaction with standards of academic provision (for example, the basic academic
framework such as course design, content an d structure; resources and facilities;
arrangements for assessment; ad information provided to you about your course).

Dissatisfaction with the quality of supervision and tuition.

Failure to meet obligations (such s those set out in the Prospectus, the S tudent Charter,
Equal Opportunities Code etc  d or those promises or assurances that may have been given

to you on an individual basis).

Deficiencies in standards of service (which might include problems with support facilities
such as accommodation or adm inistration services).

Harassment, bullying and victimization.

Other deficiencies in the quality of your learning experience.

Apart from the exceptions below, no grounds of complaint are excluded.

What is excluded form the procedure?

7.4

Appeals against a cademic judgement (the outcome of degree examinations and assessments)
are covered by a separate procedure. There is also a separate procedure for considering
appeals against disciplinary decisions taken by the College.
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7.5 This complaints procedure will only apply to complaints initiated and conducted by an
individual student or group of students in person; a complainant does however have the right
to be accompanied and assisted by a friend or adviser.

7.6  The College aims to ensure that the rights of the studen t complainant and those of any person
complained against are kept in balance; all parties must be treated with fairness and dignity. A
student should not expect to suffer any reprisals for making a complaint in good faith. Any
evidence of recrimination sho uld be brought immediately to the attention of the Admissions
Officer. If, however, a complaint which is not upheld was found to have been made maliciously,
the student may be subject to disciplinary procedures.

Where do | begin?

7.7 Complaints should initia lly be raised as near as possible to the point at which the problem
occurred 9 in the department concerned 0 and should normally be pursued informally in the
first instance.

7.8 You might, for example, want to talk to your tutor or to the member of staff invo Ived.
Alternatively, you might consider approaching your department Head or using one of the other
feedback mechanisms in the College.

7.9 Many departments will have a Head who can help you seek informal resolution of your
complaint. If you cannot get such he Ip, you should approach the College Admissions Office.

What if I cannot gain a satisfactory answer through informal channels?

7.10 If you cannot get a satisfactory answer through the informal channels, or if your complaint is of
a kind that makes informal res olution inappropriate, you are entitled to lodge a formal
complaint (in writing) with the department. If it is not clear to whom you should address such
complaints, you should write to the head of the department. The head, or other member of
staff dealing with your complaint, is required to meet with you to discuss your concerns within
five days of receiving formal notification of the complaint and should seek to resolve the
problem and report back to you in a further ten days.

What if I cannot resolve the  problem at a local level/?

7.11 If you cannot resolve a problem at the level of the service or department concerned, you can
pursue your complaint at College level.

7.12 At this stage, the complain has to be make in writing and should be addressed to the Academic
Director. Your letter should contain a clear statement of your concerns, including any
supporting documentation, and should explain how you think your complaint might best be
resolved. Liasing where necessary with academic colleagues, the Academic Director will ensure
that the matters you have raised are thoroughly investigated.

7.13 Following investigation, the Academic Director will either:
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1 Seek to resolve the complaint informally (through mediation or some other form of
reconciliation);

1 Upholdthe complain t (and take action accordingly)éo
1 Refer the matter to local level if local procedures have not previously been exhausted;
1 Refer the matter direct to College Director; or

1 Dismiss the complaint where it is judged that there is no case to answer or that the
complaint is trivial, malicious or vexatious.

7.14 The Academic Director aims to provide a response within twenty days of receiving the written
complaint albeit that in complex cases our investigations may take longer (in which case we will
keep you informed  of the reasons for the delay).

7.15 If you are dissatisfied with the outcome of the procedure outlined above, you may appeal to the

Director of the College who can either uphold the decision already reached or refer the matter
to the College Board.
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SECTION8 § STATUTORY REGULATOINS

8.1 General Regulations for Students

8.1.1. Residence

All Students are required to inform Admissions Office of their permanent home address
and their term -time address. Any change to either of these must be reported tot that
officcas soon as possible on a 6Change of Address® For

8.1.2. Attendance

Each student has a responsibility to a senior member of staff, normally to the Head of
Department offering the programme of study which the student is following. Each student
is responsible for i nforming this senior member of staff of any problems or difficulties
which he or she has been unable to resolve directly with his or her teachers, or which may
affect his or her other studies.

Students must keep the appropriate person fully informed of il Iness which may affect

their studies, and seek that personds permission
College. Where a student is ill for seven days (including Saturday and Sunday) or less,

he/she shall inform the Head of the Department in writing ¢ opied to Admissions Office.

Where the absence through illness exceeding seven days, a Medical Certificate will be
required and this should be copied to the Head of the Department and the Admissions
Office. Self - certification will not be accepted when the interval between such certificates
is less than fourteen days. Where a student is absent through illness within fourteen days

of the expiry of a self - certificate, a full Medical Certificate will be required.

It is most important to note, however, that an y and all absences from College
examination or assessments caused through illness must be supported by a Medical

certificate stating the nature, severity and the duration of the illness in relation to the

absence. If appropriate certification is not immedi ately provided to the Head of the

Department and Admissions Office the candidate may be deemed absent without good

cause. In addition, particularly in the post - examination period, departments may require

students to attend for viva voce examinations. It is the studentds responsibi
before permission is sought from the Head of the Department for leave before the end of

session that such action dies not interfere with these requirements.

During the prescribed periods of study students shall att end regularly, punctually and in
an orderly manner the course of lectures, laboratory work, tutorial periods and
examinations prescribed in their programmes of study, together with such other lectures,

cases or examinations as may be directed. Persistent n eglect of work, repeated failure in
examinations or unreasonable delay in presentation for an examination may result in a

student being required to withdraw from the College. A student who becomes absent
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through illness or other sufficient cause shall send a written explanation promptly to the
Head of Department. In cased where absence through iliness extends for more than one
week, the student shall send a medical certificate to the Head of Department.

Absence without permission may result in a student be ing required to withdraw from the
College.

8.1.3.  Warnings and Dismissal

A clear indication will be given to students at the outset of their programmes of study
that unless there are special circumstances affecting their progress they will be expected
to fulfil the College examination requirements within the normal time.

Warnings, not necessarily in writing, may be given to students at any time by Heads of
Departments, Admissions Officer or Director, that failure to improve the standard of their
work may lead t o their course of study being terminated.

Students may be required to terminate their course, after consideration of their
examination results, without previously having been warned.

Students required to withdraw from the College forfeit all fees and pri vileges.

8.1.4. Interference with the work of the College

Members of the College who engage in activities that deliberately obstruct any aspect of
the work of the College or prevent members or employees from going about their lawful
business will thereby render  themselves liable to disciplinary action.

8.1.5. Damage

Students shall replace or repair at their own expense equipment or other property of the
College which may have been destroyed or damaged by their fault.

8.1.6. The use of College IT lab by students

(@) Unless th ey have special permission from the head of the department concerned,
students may not undertake any experimental work in the IT lab except that which is
approved in connection with course for which they are registered, and which is
undertaken at times whe n the labs or work are supervised. Students who are required
to carry out individual project work may be allowed to undertake lab work for this
purpose at any tie, without continuous supervision, when Lab is normally closed,
subject to any restrictions imp  osed by the head of the department concerned having
regard to, inter alia, the danger of the work involved.

(b) Before a student is permitted to work independently the Head of Department must
ensure that the student has attained a sufficient standard of pract ical ability. On being
satisfied that the necessary standard has been attained, the student shall then be

deemed qualified to carry out work independently and may be permitted to work in lab
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without direct supervision subject to any restrictions on the use of the lab imposed by
the Head of Department concerned.

8.1.7.  Safety Regulations

Students must abide by the safety regulations. For further details of the precautions
students are required to take are given at 8.1.9 below.

8.1.8.  Guidance on Intellectual Property R ights and related matters

Except with the special permission of the College students shall not exploit for
commercial gain nor publish the methods and results or any other matters given as part
of the teaching of the College.

Students may be involved in  research which is capable of producing intellectual property.

This can arise under an arrangement involving a commercial sponsor or other outside

party or from purely spontaneous research within the College itself from a student acting

on his/her own or in  collaboration with other member of he College. In any such case, a
studentds work could be affected in several respe

They may receive or develop confidential information which he or she will not e be at
liberty to disclose, except to those who have a n immediate interest in it. Should the
student wish to make use of any such information, for example in a thesis or dissertation,

it nay be possible for this to be done, but only subject to proper safeguards to ensure

that confidentiality is maintained.

If commercial sponsors are involved in research projects, the contractual terms may be

such that all intellectual property belongs to them, but in other cases the results belong

to the College in common with results generated by College employees in the cou rse of
their work. For the avoidance of any doubt, the College states that no student shall be

able to acquire personal rights in intellectual property derived from any research or other

project in which he or she is engaged in the College, but that if any income - generating
intellectual property does result from such work the College will share the financial
benefits equitably with those who have engaged in producing it.

8.1.9. Summary of Safety Regulations

All students must familiarise themselves with the gener al safety regulations set out
below, but students themselves are also responsible for familiarising themselves with the
particular regulations in force in particular areas. If you are in any doubt about either the
general or the local regulations you shoul d speak with your supervisor or the responsible
member of staff in your department.

The prevention of accidents in labs, stores, classrooms and other places of work is a duty
of every individual using or entering them. Ensuring the safety others is as imp ortant as
the avoidance of personal injury. Accidents at the least result in wasted time, spoiled
materials or broken equipment. If there is also personal injury, then to the casualty it

means pain and suffering and to his or her family it may even bring t ragedy.
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Responsibility for safety is vested in the Heads of Departments and individuals are
responsible through their supervisors to the Head of their department as set out in the
College Statement of Safety Policy. Get to know the layout of the building d in particular,
ways of getting out of the building in an emergency, location of the fire alarm call points

and fire - fighting appliances, where telephones are sited, and first aid arrangements.
Emergency first aid treatment is available from at least one qualified First Aider.

REMEMBER: IT WILL BE TOO LATE TO FIND OUT VERY MUCH WHEN AN EMERGENCY ACTUALLY
HAPPENS.
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In the event of fire:

It is College policy that all students immediately evacuate buildings on the sounding of
the fire alarm. In such areas as computer clusters and libraries, you may not necessarily
be supervised during an evacuation. Therefore, the onus is on you to act accordingly on
hearing the fire alarm.

You should also read the blue fire instruction notices which are clearly displayed. If there
is an accident, you should:

(a) Assist any casualties;
(b) Seek assistance, if appropriate, including first aid assistance;
(c) Take appropriate steps to control the emergency;
(d) Avoid becoming a casualty yourself;
(e) Inform the Head of Department.
The Coll ege is required by law promptly to report certain types of accident to the Health
and Safety Executive. This is the responsibility of the department and if, following an
accident associated with your course work, you require more than local aid you must le
the department know as quickly as possible the nature and extent of your injury.
8.2 Students with Criminal Records: Policy Statement
Introduction
8.2.1. The College does not wish to debar individuals with criminal records from taking
advantage of the opportuni  ties provided by Higher Education. In general a criminal record

is not being regarded as an obstacle to studying at this College.

8.2.2. The College must also balance its responsibilities to provide a safe and secure
environment for its staff, students, visitors and others.

8.2.3.  The College will balance the interest of the student/applicant with its responsibilities
to other people. The College does reserve the right to refuse to admit/expel students
where in accordance with 8.2.4 and 8.2.5 below, their criminal reco rd makes it
inappropriate for them to be admitted.

Grounds for Refusing Admission

8.2.4.  The test the College will use is whether the criminal record of an applicant/student
gives reasonable grounds for considering that the admission/continuation of studies of
the individual: (a) poses a real threat to the safety or property of staff, students, visitors,

those coming into contact with the applicant during their studies or others involved in
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College business; or (b) would be contrary to the law of to the requirem ents of any
relevant professional or other regulatory body.

Process

8.2.5.  All applicants are required to disclose unspent (and in the circumstances mentioned
above, spent) offences when applying for admission to the College. If information relating
o offences is not given or is given in incomplete form, then the College reserves the right
at any stage to reject the application. Applicants also agree where required to submit to
additional criminal record checks.

8.2.6. Once a criminal record has been disclosed to the College by an applicant | the
admissions process the application will initially be considered in the normal way
alongside all other applications. The criminal record will only be considered if the
applicant has achieved all other criteria that would otherw ise mean that they would be
admitted to the College. If the applicant would others wise be admitted, then the
Admissions Officer will review the disclosed criminal record. In many cases, the
Admissions Office will then go on to seek further background info rmation on
circumstances surrounding the criminal record. In particular the admissions officer may
consider any or all of the following.

1 Whether the criminal record or other matter revealed is relevant to the programme o
offer (including any secondments o r placements);

9 The seriousness of any offences;

1 The number of any offences;

1 Whether the offences show a pattern of behaviour that seems to be recurrent and
ongoing;

1 Whether the offences involve violence or threats of violence;

1 Whether the circumstance s surrounding the offences were unique;

1T Whether the applicantés circumstances have

1 What evidence the applicant produces to support the view that the applicant is unlikely
to offend again.

8.2.7. Before the Admissions Officer reaches a final de cision she/he shall consult with the
College Director. The admissions Officer shall in addition, try to ensure that there is
consistency in treatment towards applicants across the College.

8.2.8.  As soon as the Admissions Officer and the Admissions Office have r eached a decision
the applicant will be advised as to whether or not their application to the College has
been successful. Such confirmation shall always be in writing. If admission has not been

allowed, then notification will provide a summary of the reas ons why.
Innovative Skills Limited Page 64 of 70

now

c



8.2.9. If an applicant has been denied admission then he/she may appeal to the College
Director. Such appeal must be lodged in writing within 14 days of written naotification by
the Admissions Office that admission has bee n denied.

Ongoing Obligations

8.2.10. Where applicants have been admitted to the College and if the College Board decides,
there is good reason to believe that a false declaration of a criminal record has been
made, the applicants agree to submit to a criminal records check.

8.2.11. |If at any stage between application and completion of a programme of study an
individual is charged with an offence that would ordinarily lead to a custodial sentence or
is convicted to a criminal offence, then they shall immediately inform their prospective (if
an appli cant) or existing (if a student) head of department. If any action is taken by the
College on the assumption that a conviction is likely and it transpires that the individual is
not convicted then following a written request by the individual to the Colleg e Board, the
College shall review its earlier decision to take action.

False Declaration or Failure to Declare

8.2.12. If at any stage an applicant/student fails to accurately disclose information required on
their past criminal record, it will be regarded as an extremely serious matter any lead to
any offer being withdrawn, or if the applicant has commenced their programme of study,
the student may be required to cease their studies.

Security

8.2.13. Except where third parties are involved in the delivery of the relev ant programme of
study all information provided by an applicant/student relating to their criminal record
will not be disclosed outside of the College.

8.2.14. Information within the College relating to criminal records will be restricted to only
those who are in volved in ay of the processes detained above.

8.2.15. All information relating to criminal records will be kept securely. In particular
documents will be stored in locked filing cabinets and access to keys or combinations to
those filing cabinets will be restric ~ ted.

8.216. Generally no information on applicantds/ student

longer than six months after completion of the admissions process or if admitted onto a
programme of study six months after completion of that programme by the studen t.
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SECTION 93 ATTENDANCE PROCEDURE

9.1 The College requires students to attend all lectures and classes and to submit written work and
attend all tests and examinations and to work hard and diligently throughout the course.

9.2 Applicants from overseas are r  eminded that they must comply with the Home Office regulations
particularly in respect of attendance at the College, whi ch is not supposed to go below 9 0% at
any point of time during your period of study. You must give good reasons for absence and will
be accepted only if the College finds it genuine.

9.3 Failure to attain at least 9 0% of attendance in a particular term may lead to expulsion from the
College and you may not be able to undertake the examinations or complete the course.

9.4 The classes for each pro gramme are organised to cover 24 hours of full - time study per week,
which is also a requirement by the UK Home Office for Overseas students.

9.5 All the students are required to sign the attendance sheet with the tutor in ee4ry session.

9.6 Warning letterwould be sent to the student ds hik/mecatdndarce fdlise ss ev
below 9 0%. The student needs to respond immediately and contact the admissions office.

9.7 If the student continues to be irregular, he would be subject to Disciplinary Action by the
Academic Head/Director, which may also result in the student being expelled from the College.

9.8 If any student is expelled from the course due to poor attendance, he/she would not be
refunded any fee paid.

9.9 If the absence is due to a valid and satisfactory r eason as per the College guidelines and the
Home Office regulations, the student would be permitted to undertake a similar course in the
next intake and the proportionate fee would be adjusted against the new course to be
undertaken.

9.10 Atthe end of everyd ay manual registers per class will be transferred daily to the database.

9.11 Learners are required to maintain  90% attendance along with displaying academic progression.

Learners failing to do so, will receive 2 warning letters before their enrolment is ter minated.
Terminations of enrolments are simultaneously reported to the UKBA. In the event of
termination of an enrolment, the learner is directly responsible for any repercussions this would
have on his/her academic legal, professional and social circumsta nces.

9.12 Spot attendance will also be carried out from time to time.
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SECTION 10 8 COUNCIL TAX

Council Tax is a tax payable on dwellings. If you live in a student - only household, you will not
have to pay any Council Tax. If you receive a bill you can ap ply for exemption.

If you have non -students living in your house and you have an individual contract with your
landlord, your landlord will be liable to pay the bill (but can pass the costs on to the student).

Should you require a Council Tax Exemption C ertificate from the College, this can be requested

from Admissions Office.
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SECTION 11 8 APPEALS AND COMPLAINTS PROCEDURE
If the student has any cause for concern his or her first resort is to contact the academic advisor. If
this does not resolve the pr oblem, the student may contact the College Academic Director. If a
problem still exists, the student may request the College Board to arbitrate.
11.1 Equal Opportunities Appeals Procedure
Innovative Skills Limited is committed to a policy on Equal Opportunity . If a student feels he or
she has complaint to make, regarding a breach of his or her equal opportunity rights, he can

make an appeal/ complaint, which will be dealt with speedily and fairly.

What to do if you have a complaint?

If you feel you are a vic tim of discrimination or harassment you should approach the ISL
management. They will teat the matter seriously and in confidence and advise ISLO s Equal
Opportunities Advisor (EOA) of your situation if the matter appears to be a breach of ISL

Equality Poli cy.

The EOA along with the relevant  ISL staff will then discuss the case with you to ascertain if and
how you wish to progress your case. If after discussing the case you do not wish to proceed,
the case will be closed.

If you wish to proceed, the compla  int can be handled in 2 ways:

Informal Action

In many cases, an informal interview by the Academic Director with the person giving offence,
explaining that their behaviour is unwelcome, embarrassing and is interfering with work, will
resolve the situatio n.

Formal Action

However, if you wish, the case will be dealt with formally. The EOZA is responsible for ensuring
that a full investigation is carried out by the College in conjunction with the Staff/Student.

If at any time during the investigations by the Academic Director, guided by the EOA, potential
misconduct is uncovered and the complaint is upheld, then the action taken will be as follows:

If the alleged offender is an ISL staff/employee/faculty the case will be dealt with under the
c o mp a ny éiginay pracedure.

In either case you will be kept advised of the basis and progress of the case.

Should the investigations not uncover potential misconduct and the complaint is not upheld,
and you are not satisfied, you can appeal to the College Board to review the case. This must be
done by you in writing within 5 working days of receipt of the decision. If the appeal is upheld

the case will be dealt with as above. No person making a complaint will suffer as a result of
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making a complaint unless thee is clear evidence that the complaint was malicious, in which
case disciplinary action may be taken. This could result in dismissal.

If you make a complaint you can expect a decision within 15 working days. If for any reason
this is not possible you willb e advised at the time.
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