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1. [bookmark: _Toc513735193][bookmark: _Toc51938682][bookmark: _Toc115689856]Purpose
0.1 [bookmark: _Toc513735194][bookmark: _Toc51938683][bookmark: _Toc115689857]	Introduction
This Code of Practice on Assessment (CoPA) describes the procedures for assessment and other related matters in the School of XXYYZZ. For schools with apprenticeship provision, this CoPA applies to all Leeds-taught components of the apprenticeship programme(s) [if there are any exceptions, state these in Section 1.1b below]. The aim is to explain the principles and processes governing assessment. The CoPA is based on a University template provided by the Assessment Leadership Team, supplemented by sections provided by the School. In this way, the CoPA identifies local practice within the context provided by the University’s regulations and procedures.
0.1a Audience
The CoPA is aimed primarily at students but will also provide useful information for staff and External Examiners. Where this CoPA refers to students or to you, this means students registered on modules and programmes parented by the School of XXYYZZ. Where the CoPA refers to the School, this means the School of XXYYZZ, including its staff and formal committees. Where the CoPA refers to the University, this means the Senate on behalf of the University of Leeds and/or those offices and committees that deal with academic matters on its behalf.
0.1b Exceptions [This section may be deleted if there are no exceptions]
[If there is any provision within the School which has additional or alternative rules and to which the CoPA does not apply to in full, for example collaborative provision with external partners including joint awards, or Apprenticeship integrated End Point Assessments should be listed here].
0.1c Version and Approval
This CoPA for the School of XXYYZZ was approved by the Faculty of XXXXYYZZ Taught Student Education Committee on the recommendation of the Faculty Assessment and Standards Committee on DATE [If subsequent amendments were made, insert version details here] and applies to assessment in the 2022/23 session.
0.1d Queries
Should you have any queries about this Code of Practice, please contact [insert name of the Academic Assessment Lead] or the Student Education Service contact for assessment [insert name].
0.2 [bookmark: _Toc513735195][bookmark: _Toc51938684][bookmark: _Toc115689858]	The University’s Approach to Assessment
The University’s approach to assessment aims:
· To qualify student achievement of programme and module learning outcomes through a variety of appropriate forms of assessment;
· To provide clear information on assessment to students, staff and external examiners;
· To give students appropriate guidance and support in meeting learning outcomes and in preparing for, and completing, assessment;
· To provide prompt and effective formative and summative feedback, through which students may learn how successfully they prepared for assessment and how they might improve; and
· To maintain effective quality management and enhance procedures designed to ensure accuracy, fairness and consistent standards of assessment.
Section 1 [bookmark: _Module_Assessment][bookmark: _Toc513735196][bookmark: _Toc51938685][bookmark: _Toc115689859]Module Assessment
1.1 [bookmark: _Toc513735197][bookmark: _Toc51938686][bookmark: _Toc115689860]	About this Section
In this section, you will find information on:
· How modules are assessed;
· The forms of assessment used by the University; and
· Assessment registration and timetables.
1.2 [bookmark: _Toc513735198][bookmark: _Toc51938687][bookmark: _Toc115689861]	Approval of Assessment Methods
Modules are assessed using methods appropriate for the level of study, the subject material, the method of delivery and the learning outcomes. There is a formal process through which the form of assessment for each module is agreed and approved in advance.
You can check the approved forms of assessment for each module in the module catalogue.
Schools must adhere to forms of assessment published in the catalogue unless the Faculty Taught Student Education Committee grants them express permission to make changes to accommodate exceptional circumstances. If changes have to be made after the catalogue has been published, you will be informed of this, and the reasons for doing so, in writing.
If you need to resit a module, the forms of assessment will usually be the same as for the first attempt. If the resit assessment is different from the original assessment, this will be described in the catalogue.
1.3 [bookmark: _Toc513735199][bookmark: _Toc51938688][bookmark: _Toc115689862]	Preparation of Assessment
The assessments set each year are agreed through a process of approval. For assessments that are scheduled by the University’s Assessment and Progress Team there is a University process for approving assessments.
[This section should explain the School’s internal approval process for assessments, as well as resits, and should include reference to oversight by the External Examiner(s). The headings can be amended to suit the School’s assessment regime if necessary. This section should provide a summary of the process for the sake of transparency for students. The detailed instructions for staff should not be included here.].
1.4 [bookmark: _Toc513735200][bookmark: _Toc51938689][bookmark: _Toc115689863]	Formative Assessment
Formative assessment is intended to monitor and enhance your learning and does not contribute to your overall module mark.
Your school will provide you with opportunities for formative assessment and will provide you with feedback that allows you to reflect on and improve your performance.
1.5 [bookmark: _Toc513735201][bookmark: _Toc51938690][bookmark: _Toc115689864]	Summative Assessment
Summative assessment is intended to consolidate and evaluate your learning and contributes to the final module mark. There are a number of different categories of summative assessment in use within the School.
1.5a University Examinations
A University Examination is a formal examination which is timetabled and invigilated by the Assessment and Progress Team. These are held during the one of the University’s formal assessment periods at the end of each semester, with an additional resit in August as appropriate. The times, dates and locations are published online by the Assessment and Progress Team. You can also access a personal exam timetable via Minerva. Occasionally, the School may organise formal examinations outside of the University’s formal assessment periods. These are called Ad Hoc Examinations. This will only be done where there is a reason the examination cannot be held during the formal assessment period. They are run in the same way as other University Examinations.  Details are available on the Students Key Dates and Locations website page.
In the School of XXYYZZ, the following Ad Hoc Examinations are held outside of the University’s formal assessment periods:
· [Describe exams/categories of examinations held as Ad Hoc exams, explaining the reasons].
1.5b Online Time Limited Assessment
An Online Time Limited Assessment with a duration of 48 hours or less is a formal University assessment which is timetabled by the Assessment and Progress Team. These are held during one of the University’s formal assessment periods at the end of each semester with an additional resit in August as appropriate. The times, dates and locations are published online by the Assessment and Progress Team. You can also access this through your personal exam timetable via Minerva. Details are available on the Students Key Dates and Locations website page.
Some Online Time Limited Assessments can take the form of open book assessments, more support can be found on the Library Skills website page.
1.5c Assessed Coursework
Assessed Coursework is a piece of work or activity completed outside of formal timetabled sessions. This may include essays, projects, reports and online assessment. For more details on the presentation of assessed coursework, deadlines, penalties for late submission and information on plagiarism, see Section 3 Coursework.
1.5d Presentations
Presentations are an important part of the learning process and sometimes these will be assessed. Assessed presentations can take the form of either an individual or group presentation to an audience which may include peers.
1.5e Apprenticeships: End Point Assessment [This section may be deleted if the School does not have apprenticeships]
In addition to module assessment and programme classification, all apprenticeship programmes are subject to a formal End Point Assessment (EPA) which confirms whether and at what grade you have met the requirements of the Apprenticeship Standard. The EPA is carried out by either an independent organisation selected by your employer from the Register of Apprenticeship Assessment Organisations (RoAAO) approved by the Education and Skills Funding Agency or in the case of an integrated EPA, through the University who will also be registered on the RoAAO. The details of the EPA are set out in the Apprenticeship Assessment Plan developed for each Apprenticeship Standard. Your employer, in consultation with the University, will decide when you are ready to sit the EPA. The EPA will be organised by the University. The apprenticeship assessment organisation will provide the outcome of the assessment and the apprenticeship certificate. Your School will inform you of the nature of the EPA.
1.5f Other Forms of Assessment
The University aims to continually develop and improve the way in which students are assessed. With this aim, other forms of assessment may be introduced from time to time. Where these contribute to the final module mark, they will be listed in the module catalogue and full information will be provided.
[Insert additional headings/paragraphs for other types of assessment in common use in the School which might require some degree of explanation, for example laboratory reports, creative work, online tests.]
1.6 [bookmark: _Toc513735202][bookmark: _Toc51938691][bookmark: _Toc115689865]	Registration for Assessments
[bookmark: _Toc513735203]You will automatically be registered for the first opportunity for each assessment. All assessments must be taken on the first occasion that they are offered in the year in which the module is studied, unless the School gives you specific permission to delay. Marks for assessments which are not taken will be recorded as absent.
If you have been permitted to resit a module as a further first attempt, you must confirm with your school if you wish to take it. Contact your parent school for further information.
For resits as a second attempt you will need to apply online and pay any applicable fees before you are registered for the relevant resit assessments.  
All resits must be taken at the next available opportunity.  Non-registration for a resit will mean that attempt is forfeited.  
1.6a [bookmark: _Toc513735204]Consecutive or Clashing Assessment
It is common to have assessment deadlines on the same or consecutive days and this is not grounds for applying for mitigating circumstances. If you have concerns about your assessment deadlines, please contact your School Student Education Service Team.
Online Time Limited Assessments, with a duration of 48 hours or less, that are scheduled to take place within the set University formal assessment periods, will often run consecutively or may overlap. However, if you have two of these assessments starting at the same time on the same day, you should immediately contact the Assessment and Progress Team by email so that alternative arrangements can be made where possible.
1.7 [bookmark: _Toc51938692][bookmark: _Toc115689866]	Archiving of Assessment
Assessed work is archived for at least one year after each student has left the programme. During this time period, assessed work may be made available for scrutiny during student education reviews or for scrutiny by regulatory bodies on request.


Section 2 [bookmark: _Coursework][bookmark: _Toc513735205][bookmark: _Toc51938693][bookmark: _Toc115689867]Coursework
2.1 [bookmark: _Toc513735206][bookmark: _Toc51938694][bookmark: _Toc115689868]	About this Section
In this section, you will find information on:
· Submission and preparation of coursework;
· Penalties that may be applied to coursework that is submitted late or incorrectly; and
· Academic integrity and academic misconduct.
2.2 [bookmark: _Toc513735207][bookmark: _Toc51938695][bookmark: _Toc115689869]	Preparation of Coursework
2.2a Referencing
Referencing refers to acknowledging the sources used in producing a piece of work. Referencing correctly allows you to:
· Demonstrate how widely you have researched the topic;
· Show the basis of your arguments and conclusions;
· Acknowledge the work of others, and
· Avoid plagiarism.
2.2b Referencing Style
For modules in the School/Centre/Institute of XXYYZZ students should use the official University of Leeds version of the [Harvard/Numeric/Other] referencing style.
Guidance on how to source citations within the text and how to reference different types of material is available on the referencing pages of the Library website. Marking of all submitted coursework will be informed by this guidance and will correspond to the style outlined on the Library’s referencing website pages.
2.2c Group Work
If you are working in a group but are expected to submit an individual piece of work, then the coursework you submit must be your own work, even if the group shares the data or ideas obtained as part of a team. Copying or paraphrasing another student’s work constitutes plagiarism.
[Insert the School’s policy on submission and marking of group work].
2.3 [bookmark: _Toc513735208][bookmark: _Toc51938696][bookmark: _Toc115689870]	Submission of Coursework
2.3a Coursework Deadlines
Deadline times are set to ensure that you can submit your work well within office hours. Your teaching School will avoid, wherever possible, setting deadlines on:
· Fridays, the last day of term and the first day of the formal assessment period.
When you submit your work electronically, the time of submission is automatically logged.
It is your responsibility to ensure that work arrives by the deadline.
[Insert any School-specific information on deadlines here].
The deadline for submitting work is normally [INSERT TIME – not after 14:00 UK time] on the specified day.
2.3b Declarations of Academic Integrity
You must complete a Declaration of Academic Integrity for all assessment submissions. The statement reminds you of the University’s definition of academic integrity and the consequences of academic misconduct.
2.3c Submission of Coursework
Students should check the work that they submit carefully and are responsible for ensuring the correct work is submitted. The School will only accept the coursework which is submitted by the deadline, regardless of whether a student accidentally submits the wrong coursework or an incomplete draft.
[Include information on matters like locations, key contacts. Include information regarding provision of coursework schedule and include links, where relevant. Explain if electronic or hard copies (or both) are required and which is taken as the definitive version].
2.3d Penalties for Exceeding Word Count
[Insert School/Faculty policy on penalties for exceeding word counts].
2.3e Penalties for Late Submission of Coursework
If you submit your work past the deadline, penalties will be applied.
The penalty is deducted from the mark for the individual piece of work that has been submitted late. For every period of 24 hours or part thereof that your assessment is overdue, you will lose 5% of the total marks available for that assessment component. This includes weekends, Bank Holidays and University closed days.  The deduction is applied before any conflation with other marks (i.e. with other assessment components for the module) to give the overall result of the module. If your assessed work is over 14 days late, the submission will be deemed to have failed for non-submission (a day being a single 24-hour period).
Online Time Limited Assessments with a duration of 48 hours or less must be submitted within the time period stated. Late submissions will not be accepted in any circumstances.
[Insert school-specific information if required for example how this applies to weekly homework sheets or work where model answers are provided to students shortly after the deadline. Where both hard copy and electronic submission is required, explain the penalty that applies if one copy is on time and the other late; explain the penalty that applies if one copy is submitted and the other is not forthcoming].
2.3f Penalties for Academic Misconduct
[bookmark: _Hlt47429256][bookmark: _Hlt47429257]The University takes all forms of academic misconduct very seriously. You may be excluded from the University without award if you present coursework in breach of the University’s rules on academic integrity. Guidance on the Academic Misconduct Procedure is available through the Student Cases website page.
2.3g Proofreading
The University policy on proofreading provides definitions of proofreading in the University of Leeds context, and guidance to help avoid contravening the policy, and possible consequences of doing so.
You are required by the University to proofread your own work. Guidance on proofreading is available from the University Library website.
2.4 [bookmark: _Toc513735210][bookmark: _Toc51938697][bookmark: _Toc115689871]	Academic Integrity and Academic Misconduct
Guidance on Academic Integrity and Academic Misconduct can be found on the For Students website pages and definitions can be found in the Academic Misconduct Procedure.
2.4a Academic Integrity Tutorial and Test
There is a compulsory online academic integrity tutorial and test for all students. You must complete the tutorial and answer all questions correctly when you first register. Further details are available on the Minerva Support website page.
2.4b Academic Integrity Education
All taught programmes include specific advice regarding academic integrity and good practice in academic writing as well as the consequences of academic misconduct, such as plagiarism. The Library provides detailed guidance and training materials related to academic integrity in the Academic Skills section of the Library website.
[Insert further details on how academic integrity is delivered in the School].
2.4c [bookmark: _Definition_of_Plagiarism]Re-using Your Own Work
Submitting or re-submitting the same work or part of the same work to satisfy the requirements of more than one assessment is considered misconduct, even if the work is for a different module or qualification. If there are specific reasons to make an exception, you must have specific written permission from the University staff concerned.
2.4d 	Advice from Staff
It is your responsibility to work with academic integrity. Where the School agrees that you can submit a draft for initial advice and feedback, if evidence of academic misconduct is found in the draft, staff will advise you on academic integrity, but it is not their responsibility to identify and highlight academic misconduct in draft work.
Whether or not you have submitted a draft, and whether or not the School has identified academic misconduct in the draft, you remain responsible for the submissions you make.
2.4e Draft or Erroneous Submissions
You are responsible for assessment submissions. If, after making a submission, you claim that you mistakenly submitted a draft or the wrong version, your original version will be treated as the submission. If the School finds that it contains academic misconduct, it will attract penalties.
2.4f Cheating
Cheating in University examinations is taken very seriously by the University. If you are found to have breached the University’s rules governing the conduct of examinations, you are likely to be permanently excluded from the University with no award.
2.5 [bookmark: _Toc513735211][bookmark: _Toc51938698][bookmark: _Toc115689872]	Checking for Academic Misconduct
The School uses a number of ways to check for academic misconduct, including manual checks from the staff marking your work as well as electronic tools.
2.5a Explanation of Turnitin
The University uses an internet-based text-matching service called Turnitin to provide evidence of originality of electronic coursework submissions. The tool compares text submitted with a wide range of electronic material, including journals, websites and student work from current and previous years, from Leeds and other UK universities. The software highlights if you have submitted the same or similar text as another student, or published material, or if you have submitted the same or similar text for more than one assessment.
2.5b Use of Turnitin
Your School will provide you with an introduction to Turnitin during your first semester of study to support your understanding of academic integrity.
[Insert school-level practice. As part of a supervised teaching session, students should be allowed to see an originality report based either on a model assessment or a draft of their work and perhaps resubmit as a learning exercise early during their academic career and before marks count towards degree classification. At level 2 and above, students should not be provided with their originality reports. Schools should run a similar exercise with anyone who is new to study at the University (e.g. new taught postgraduate students who may not have been made aware of Turnitin at undergraduate level, study abroad students, and online distance learning students)].
2.5c Turnitin and Academic Misconduct
Whether or not the School has used Turnitin routinely for a particular assessment, if the person marking your work is suspicious of academic misconduct, that piece of work will be submitted to Turnitin.
2.5d Originality Reports
The originality reports created by Turnitin are considered for possible academic misconduct as part of a review of a submission. However, it is your School, and not the software tool, that will decide whether or not academic misconduct has taken place; Turnitin is just one element of the evidence used to make this decision.
Your School will check all originality reports for work submitted electronically through Turnitin for plagiarism, regardless of the percentage match indicated by the similarity index.
[Insert details of School arrangements for checking originality reports. It is at the School’s discretion when originality reports are checked, and whether before or after the marking is undertaken, but this must be around the time of the assessment and prior to the Assessment Board. Where plagiarism is suspected following consideration of an originality report, it shall be for the School to determine, whether or not the assessment will be marked. Any marks published by a School prior to checking of originality reports must be on a provisional basis. The Module Leader is responsible for checking of originality reports. It is at the School discretion whether the marker checks the reports. Checking might be assigned to an intern or Teaching Assistant to perform given adequate training and supervision. SES staff might undertake basic checking and pass any suspect cases to an academic for further consideration. Schools are required to write local guidance in the context of their discipline to be drafted by the Academic Integrity Lead].
2.6 [bookmark: _Toc513735212][bookmark: _Toc51938699][bookmark: _Toc115689873]Completion of Coursework
You are expected to submit all coursework associated with modules, including formative assessment. If you persistently neglect your studies or repeatedly fail to submit coursework within a reasonable time, the School may begin disciplinary proceedings which could result in you being excluded from assessments and/or required to withdraw from the University. The School will follow the University’s formal procedures for this.


Section 3 [bookmark: _Toc513735213][bookmark: _Toc51938700][bookmark: _Toc115689874]Module Marking 
3.1 [bookmark: _Toc513735214][bookmark: _Toc51938701][bookmark: _Toc115689875]	About this Section
In this section, you will find information on:
· Marking policy and practices;
· Marking scales; and
· Consideration, approval and publication of module marks.
These procedures apply to the School of XXYYZZ. If you are also studying modules in other schools, you should consult the teaching school’s CoPA for information on their process for module marking.
3.2 [bookmark: _Toc513735215][bookmark: _Toc51938702][bookmark: _Toc115689876]	Assessment Criteria
Each school has agreed assessment criteria which describe in detail how your performance for a piece of work will be rewarded, in respect of the learning outcomes. These statements specify the standards that must be met and what evidence is expected to show that you have achieved the learning outcomes.
[Explain where students can find the assessment criteria. Include separate taught postgraduate criteria if this is relevant. Schools can include these as an Annex to this CoPA or refer to a website or Minerva page].
The process of determining final module grades is the responsibility of the school teaching each module.
3.3 [bookmark: _Toc513735216][bookmark: _Toc51938703][bookmark: _Toc115689877]	Anonymous Marking
3.3a Anonymous Marking
In accordance with the University’s expectations, assessment is marked anonymously. However, the School may make exceptions to this rule, including:
· Where the assessment takes the form of a practical demonstration performed in the presence of examiners (such as orals, scientific practicals, lab books, clinical examinations, or performances);
· Where the assessment takes place over a period of time with support from a designated supervisor or tutor (such as projects, dissertations and portfolios); and
· Where the assessment takes place during a module for formative purposes and anonymity might prevent speedy and effective feedback.
It is students’ responsibility to follow those instructions regarding the submission of assessment that enable anonymous marking, such as the correct use of student identification numbers (SID) in electronic file names.  Failure to do so may remove the ability to mark anonymously.  
3.3b Exceptions to Anonymous Marking
In particular, [insert specific description of exclusions from anonymous marking within the School. It is good practice to have these agreed by the Student-Staff Forum].
3.4 [bookmark: _Toc513735217][bookmark: _Toc115689878]	Assessment of Written English
Assessment criteria will clearly specify the approach to assessing technical accuracy in written expression and, where appropriate, the approach will be referenced in assessment rubrics.
[All schools are required to operate a flagging system for work submitted by students with specific learning difficulties (SpLDs) and other disabilities which affect written work. Explain how the School operates the flagging system].
3.5 [bookmark: _Toc513735218][bookmark: _Toc51938705][bookmark: _Toc115689879]	Double Marking/Check Marking
3.5a Definitions
Double marking means that in addition to the first marker, another member of staff independently marks your work. Check marking means that in addition to the first marker, another member of staff samples or audits the marking across the module to review overall marking standards and consistency between individual markers.
3.5b Processes for Double Marking/Check Marking
[Describe the School’s policy for double marking/check marking of assessment.] 
[This section should provide a summary of the process for the sake of transparency for students. The detailed instructions for staff should not be included].
3.5c Projects and Dissertations
Projects and Dissertations must be double marked. The rationale for this is based on typically larger credit value, the student-led or independent nature of the topic, and one-to-one supervision conventions (typically supervisors support and mark some students on the module and double marking ensures that one or more of the markers is independent).
[Schools with Integrated Masters programmes may also add information here regarding projects taken in the penultimate year.]
3.5d Resolution of Discrepancies between Markers
[Describe the School’s process for resolution of discrepancies between internal markers].
[This section should provide a summary of the process for the sake of transparency for students. The detailed instructions for staff should not be included.]
3.5e The External Examiner
The role of the External Examiner is to ensure comparability of the University’s standards with those in peer institutions and national benchmarks. It is not to contribute to the assessment of individual students. If an External Examiner cannot endorse the marks given to assessed work within a sample, they may require:
· Additional marking of all the student work within the group;
· Additional marking of an element of the assessed work of all students within the group; or
· Adjustment of the marks for all students within the group.
In this way, the External Examiner has oversight of the whole cohort of marks, rather than those of individual students. However, in exceptional circumstances, an External Examiner may be permitted to determine an individual mark where they have been specifically invited to adjudicate between markers.
3.6 [bookmark: _Toc513735219][bookmark: _Toc51938706][bookmark: _Toc115689880]	Requests for Re-marking
Your School will follow the defined procedure for double marking/check marking as set out above. Assessed work will not be re-marked at your request. This will only be done if the School is instructed to do so by the University following a formal appeal.
3.7 [bookmark: _Toc513735220][bookmark: _Toc51938707][bookmark: _Toc115689881]	Normalisation [This section may be deleted if normalisation does not take place]
Normalisation refers to a process of adjusting mark profiles for each module so that the overall average falls within an expected range. Normalisation is used only exceptionally and if your school does normalise marks for a module, particular attention will be paid to setting and marking of assessment in that module the next time it is offered.
[If applicable, insert the School’s policy on normalisation of marks, including the modules the policy applies to. Note that the University advises that cohort averages may legitimately differ from module to module and therefore schools should not usually normalise marks].
3.8 [bookmark: _Toc513735221][bookmark: _Toc51938708][bookmark: _Toc115689882]	Marking Scales
The University uses a number of different scales to express results at different stages of the assessment and classification process.
3.8a Marking Scales
[Insert information on any local marking scales for assessment components].
3.8b Pass/Fail Modules
For a limited number of modules, you will not receive a numerical mark but instead a “pass” or “fail” grade. Within the School/Centre/Institute of XXYYZZ, the following modules are assessed on a pass/fail basis:
· [List/describe the pass/fail modules in the school. This list can be extracted from the catalogue].
3.8c Module Marks
Although local marking scales for individual pieces of work may differ, a single marking scale is used when expressing module marks. All module marks are expressed on the University’s 0-100 scale.
[Medicine and Dentistry use different scales which should be explained here.]
For more information, see the Rules for Award. For more information on how module marks contribute to classification decisions, see Section 2 Module Assessment.
3.9 [bookmark: _Toc513735222][bookmark: _Toc51938709][bookmark: _Toc115689883]	Pass Mark and Award of Credit
If you pass a module, you will gain the entire credit for that module. However, if you do not pass a module, you receive no credit for that module (the University does not award partial credit). The pass mark for modules at levels 0, 1, 2 and 3 is 40. The pass mark for modules at level 5M is 50.
	
	Undergraduate Students
	Taught Postgraduate Students

	Undergraduate Modules
(Codes numbered 0, 1, 2 or 3)
	Pass mark is 40
	Pass mark is 40

	Taught Postgraduate Modules
(Codes numbered 5….M)
	Pass mark is 50
	Pass mark is 50


[Insert relevant information on differing rules for accreditation requirements]
3.10 [bookmark: _Toc513735223][bookmark: _Toc51938710][bookmark: _Toc115689884]Consideration of Module Marks
3.10a [bookmark: _School_Assessment_Board]School Assessment Board
The School Assessment Board agrees the modules marks/grades for all students. The School adopts the standard Terms of Reference and Membership for School Assessment Boards.
3.10b Semester 1 and Semester 2
The School Assessment Board normally meets after Semester 1 to agree recommended marks and grades for completed modules. These are published via Minerva. The marks/grades are provisional at this stage.
The School Assessment Board meets again after completion of Semester 2 to agree recommended marks/grades for completed modules. The marks/grades for all undergraduate Semester 1 and 2 modules (those at levels 0, 1, 2 and 3) will be approved by the Progression & Awards Board (of which the External Examiner is a member). The marks for taught postgraduate modules (those at level 5M) may be provisional if they have not yet been endorsed by the External Examiner(s).
3.10c Taught Postgraduate Modules
For taught postgraduate modules that finish after semester 2, [insert when taught postgraduate semester two modules, including dissertations/projects/portfolios are considered].
3.10d Consideration of Resit Results for Undergraduate Modules
The School Assessment Board normally meets again in September to agree marks/grades for August resits. 
3.10e Consideration of Resit Results for Taught Postgraduate Modules
[Describe when taught postgraduate module resit results are considered].
3.10f Other
[Insert information regarding any additional committees or school policies relating to module marks].
3.11 [bookmark: _Publication_of_Module][bookmark: _Toc513735224][bookmark: _Toc51938711][bookmark: _Toc115689885]Publication of Module Marks
If your school publishes provisional marks, you should be aware that these have not been approved by the School Progression & Awards Board (see 5.10b above). The final published marks may be higher or lower than the provisional marks.
[Insert school policy for publishing provisional marks to students, including how students are informed if their provisional mark changes].
The University will publish final confirmed marks and classifications on Minerva on 10 July 2023 for undergraduate students and on 23 November 2023 for taught postgraduate students.
3.12 [bookmark: _Toc513735225][bookmark: _Toc51938712][bookmark: _Toc115689886]Changes to Module Marks
Once the University has published the formal decisions of the School Progression & Awards Board, module marks will not be changed. The only exception is if the School is instructed to make amendments by the University following a formal appeal or consideration of an exceptional case.
[bookmark: _Toc513735226][bookmark: _Toc51938713]

Section 4 [bookmark: _Toc115689887]Feedback to Students
In this section, you will find information about the sort of feedback you can expect, how it is provided and how you are expected to engage with it.
4.1 [bookmark: _Toc513735227][bookmark: _Toc51938714][bookmark: _Toc115689888]	Principles
The University has a number of principles relating to academic feedback with the aim that you are provided with:
· Feedback that is personal to you and your work;
· Feedback that is constructive and helps you understand how it relates to assessment criteria; and
· Feedback that is specific and designed to help you see what you have done well and how you can improve.
Sometimes, your individual feedback will be supplemented with generic feedback that can be provided more quickly. Generic feedback is given to all students about general performance in a particular assessment.
4.2 [bookmark: _Toc513735228][bookmark: _Toc51938715][bookmark: _Toc115689889]	Information about Feedback
When assessment is set, you will be told when and how you will receive your feedback. The purpose of providing you with feedback will also be explained and you will be informed of who to contact should you want to discuss the feedback you receive.
In the School of XXYYZZ, you will be provided with feedback by… [Explain how this happens in the school].
4.3 [bookmark: _Toc513735229][bookmark: _Toc51938716][bookmark: _Toc115689890]	Feedback
In the School of XXYYZZ, our processes will provide you with individual feedback that is fit for purpose, in an agreed timeframe. This will help you to set yourself academic targets; and support for this can be provided by the School if you need it.
As part of the University’s policy on inclusive marking, some disabled students such as those with specific learning difficulties (SpLDs) will be eligible to attach an electronic cover sheet to their work. Feedback on the work will therefore be tailored sensitively.
In the School of XXYYZZ, you will be provided with feedback in the following way(s):
· [Explain how the process of providing feedback (of any type) happens in the School. When you are provided with individual feedback, it will be done in the following way(s):
· [Explain how individual feedback happens in the School. This will require that feedback is given on the work as well as on cover/summary sheets].
Sometimes, other ways of giving feedback can be more beneficial, this may be done in the following way(s):
· [Explain how generic feedback happens in the School, you will be helped to continue thinking about your work and stay in the ‘learning loop’ through group feedback, either face-to-face or via audio/video’].
4.4 [bookmark: _Toc513735230][bookmark: _Toc51938717][bookmark: _Toc115689891]	Feedback on Assessments Taken During a Formal Assessment Period
Your feedback on any assessment type (i.e. examination, Online Time Limited Assessment (OTLA)) taken during a formal assessment period can be different from other assessment feedback. For logistical reasons, you may not receive detailed individual feedback within the normal timescale.
Where an examination has taken place, your examination script belongs to the University and will be archived. Scripts have to be retained for use by External Examiners, internal review processes, and scrutiny by regulatory bodies if requested. You are encouraged to discuss your marked submissions as part of your feedback opportunities.
In the School of XXYYZZ, your feedback will be provided in the following way(s):
· [Explain how the School gives feedback on examinations and other time-limited assessments, including references to generic feedback and meetings with staff as appropriate].
4.5 [bookmark: _Toc513735231][bookmark: _Toc51938718][bookmark: _Toc115689892]	Engaging with Feedback
Engaging with the feedback you receive is an important part of your learning experience. You are expected to be active in obtaining, reflecting on and acting on the feedback given to you. As a student, you will find that feedback is provided in many different ways.   You are expected to make use of the range of different feedback opportunities available to you.
You should take up the opportunities for formative assessment and you should ask for support if you need it.
To help you get the most from the feedback you receive, you will be provided with opportunities to discuss your feedback and academic progress with staff. In the School of XXYYZZ this is done by:
· [Explain how this works in the School. Is feedback discussed through personal tutorials or some other means? How do students request a meeting?].
4.6 [bookmark: _Toc513735232][bookmark: _Toc51938719][bookmark: _Toc115689893]	Timing of Feedback
Usually, you will receive your feedback before your next assessment for the module is due. This will not be later than [15 working days – NOTE: Schools may shorten this expectation but cannot extend it] after you submit your piece of work.
Occasionally, an exception to the feedback timeline guidance might need to be made. The most common reasons for this are late changes outside of the School’s control, such as staff illness. If this happens, you will be told why the date has been changed and the school will provide you with a new date for when you can expect your feedback.
At the end of Semester 2, a significant amount of administrative work is undertaken which involves confirming, checking and processing marks to ensure Progression and Awards Boards can take place. If you submit assessment for any undergraduate modules at this time, the School will aim to provide your feedback in the normal timeframe, but your final results cannot be released until the University’s official publication date (see Section 4.11 Publication of Module Marks).


Section 5 [bookmark: _Toc513735233][bookmark: _Toc51938720][bookmark: _Toc115689894]Programme Progression and Award
5.1 [bookmark: _Toc513735234][bookmark: _Toc51938721][bookmark: _Toc115689895]	About this Section
The process of determining awards is the responsibility of the parent school and is separate from the process of agreeing module marks (although in some cases, the two processes take place consecutively).
5.1a Definitions
Progression refers to a structured process undertaken by the School that determines whether you have met the requirements to continue to the next stage of your programme. This is usually only relevant for undergraduate students and takes place at the end of each year of study.
Classification refers to identifying the type of qualification and classification of award that you will receive on completion of the programme.
5.1b University Progression and Award Regulations
The criteria for progression/award are determined by the University’s regulations set out in the Rules for Award, as well as by individual programme rules set out in the programme specification. The programme specification identifies the modules within any given programme of study which must be passed in order to allow progression/award. The Progression and Awards Board is required to implement decisions in accordance with the Rules for Award and the programme specification. The School does not have discretion to vary the rules for individual students at the Progression and Awards Board.
5.1c Ad Hoc and Ad Personam Programmes
If there are exceptional circumstances, the School may consider varying the programme rules for a cohort of students (an ad hoc programme) or for an individual student (an ad personam programme). For example, the required combination of modules could be amended, or particular programme rules waived. This decision is taken in advance and is based on the circumstances affecting the group or individual. The decision is not taken by the Progression and Awards Board.
Any ad hoc or ad personam programme must be approved in advance by the Faculty Taught Student Education Committee or by the Pro Dean for Student Education acting on the Committee’s behalf. Once the ad hoc or ad personam programme is approved, this new programme is the one which will be applied by the Progression and Awards Board in considering your results. The School will provide you with a copy of the approved programme which supplements the published programme specification.
5.2 [bookmark: _Progression_and_Awards][bookmark: _Toc513735235][bookmark: _Toc51938722][bookmark: _Toc115689896]	Progression and Awards Boards and Related Committees
5.2a School Special Circumstances Committee
The School Special Circumstances Committee is responsible for assessing all applications for mitigating circumstances and making recommendations to the Progression and Awards Board on any adjustment that the Board should make to accommodate those circumstances. Anonymous minutes of the School Special Circumstances Committee are taken, along with a summary of the recommendations made, to the Progression and Awards Board.
[Insert membership details, including chair, of the Special Circumstances Committee. Describe when/how often the Special Circumstances Committee meets. Only a summary is needed here].
5.2b [bookmark: _Progression_and_Awards_1]Progression and Awards Board
The Progression and Awards Board has responsibility for approving module marks, making decisions about progression, and for deciding the award you will receive and, where relevant, its classification. The School adopts the standard Terms of Reference and Membership for Progression and Awards Boards.
5.2c Consideration of Progression and Awards
In the majority of cases, the Progression and Awards Board makes straightforward decisions based on credit requirements and the classification average. However, in academic borderline cases for candidates for awards in 2022/23, and approved cases of mitigating circumstances, the Board will make a judgement using the agreed criteria.
[Insert details of the agreed criteria for making a judgement in academic borderline cases and approved mitigating circumstances].
In cases of mitigating circumstances, the Board receives recommendations from the School Special Circumstances Committee.
[Describe when the Progression and Awards Boards for the various programmes meet – usually in June for undergraduate programmes and October/November for taught postgraduate programmes].
5.2d Referral to the University Special Cases Committee
The Progression and Awards Board can only exercise its powers within the context of the University’s rules and regulations, and in particular, the Rules for Award and the programme specification. However, if following these procedures would lead to a perverse or unfair judgement, the School may make an application to the University Special Cases Committee to make exceptions to the rules. If the School does this, you will be informed, giving the reason. The School must present a case to the Committee; you cannot apply yourself.
5.2e Other
[Insert information regarding any additional committees’ relation to progression and award].
5.3 [bookmark: _Toc51938723][bookmark: _Toc115689897]	Undergraduate Progression
To progress to the next year of an undergraduate Honours programme, you must:
- obtain a minimum of 100 credits in the current programme year;
- pass all of those modules listed as ‘pass for progression’ in the programme specification; and
- meet any other criteria listed in the programme specification.
[Insert any additional progression criteria here if the School wishes to, note that such criteria must also be listed in the approved programme specification].
5.3a Ordinary Progression Route [this section may be deleted if Ordinary progression is not specified]
Students on honours degree programmes who have obtained at least 80 but fewer than 100 credits may be able to progress with Ordinary degree status, if an Ordinary degree programme has been specified and approved.
[Insert information regarding progression on an Ordinary degree route and clearly detail where this is allowed/not allowed].
5.4 [bookmark: _Toc51938724][bookmark: _Toc115689898]	Classification Procedures
This section describes the main classification rules for the principle types of qualifications. This is a summary only and the full details of the procedure for all types of qualification are published in full in the Rules for Award.
5.4a Classification System
The University operates a unified institutional degree, diploma and certificate awarding/classification system for all undergraduate and taught postgraduate programmes. The classification system is based on averaging and is designed to be consistent with the national Frameworks for Higher Education Qualifications.
5.4b Classification Average
Modules are marked against a 0-100 marking scale. For the purposes of classification for candidates for awards in 2022/23, module marks are converted to a 0.00 to 10.00 Classification Average scale expressed to two decimal places and rounded accordingly.
For more information, see the Rules for Award. A Classification Calculator is also available which will allow you to estimate your final degree classification.
5.4c Bachelor’s Degrees with Classified Honours
Details about degree classification for Bachelor’s degree with classified honours is available on the Classification website page.
5.4d Integrated Degrees of Masters and Bachelor [Delete if not relevant to your School]
Details about degree classification for Integrated Masters and Bachelor’s degree with classified honours is available on the Classification website page.
5.4e Undergraduate Classification Thresholds
The classification thresholds for Bachelor’s degrees with classified honours in 2022/23 are:
	Classification Threshold
	Award Outcome

	6.85 or over
	First Class Honours

	5.90 – 6.84
	Upper Second Class Honours

	4.95 – 5.89
	Lower Second Class Honours

	4.00 – 4.94
	Third Class Honours

	3.99 or below
	Fail


5.4f 	Taught Postgraduate Awards
Taught postgraduate awards are classified by credit-weighted average grades across all modules studied as part of the programme.


5.4g Taught Postgraduate Classification Thresholds
The classification thresholds for taught postgraduate degrees in 2022/23 are:
	Classification Threshold
	Award Outcome

	7.00 or over
	Master with Distinction

	6.00 – 6.99
	Master with Merit

	5.00 – 5.99
	Masters Pass

	4.99 or lower
	Fail


5.4h Treatment of Supernumerary Modules (Prescribed)
If a programme prescribes that students must study more than 120 credits (undergraduate) or 180 credits (taught postgraduate) in any one programme year, the credit-weighted average over the full number of credits will be used for progression and classification purposes.
5.4i 	Treatment of Supernumerary Modules (Optional)
If students choose to take more than 120 credits (undergraduate) or 180 credits (taught postgraduate) in any one programme year, neither the credits nor the grades for the additional modules will be taken into account in determining progression or classification. You must decide at the point of enrolment which modules will count towards progression and classification; you cannot ask later for only a selection of the best results to be considered.
5.4j 	Advanced Standing
Credit imported as part of accreditation of prior learning contributes towards the credit requirements for the award but does not contribute to the classification average.
5.4k Treatment of International Programme Year
[Insert School policy on contribution of international programme year to the degree classification - suggested text is provided below].
EITHER
Students undertaking a four-year undergraduate degree programme which includes an international year, successful completion is determined on a pass/fail basis and marks do not contribute to classification. The form of assessment is described in the programme catalogue.
OR
Students undertaking a four-year undergraduate degree programme which includes an international year, marks are provided by the year abroad institution and the School uses a translation table to convert these into grades on the Leeds scale.
AND
[Insert where further information on the International Programme Year can be found, for example ‘further information about the School’s international programmes can be found in the relevant School handbook’].


5.4l 	Treatment of Industrial Programme Year
[Insert School policy on contribution of Industrial programme year to the degree classification].
EITHER
Students undertaking a four-year undergraduate degree programme which includes a year in industry, successful completion is determined on a pass/fail basis and marks do not contribute to the classification of your degree. The form of assessment is described in the programme catalogue.
OR
Students undertaking a four-year degree programme which includes a year in industry, the year in industry is assessed using the methods described in the programme specification and the marks contribute to the classification of your degree.
AND
[Insert where further information on the Industrial Year can be found].
5.5 [bookmark: _Toc51938725][bookmark: _Toc115689899]	Academic Discretion
The degree classifications of most candidates will be clear-cut. However, the Progression and Awards Board will identify students whose classifications are borderline for further consideration for candidates for awards in 2022/23. This is known as “academic discretion”. For undergraduate honours degree students, academic discretion applies if you have a classification average falling within a band of 0.05 below a classification threshold on the 
0.00–10.00 classification scale (e.g. between 6.80 and 6.85). For taught postgraduate students, academic discretion applies if you have a classification average falling within a band of 0.10 below a classification threshold on the 0.00–10.00 classification scale.
Satisfying these numerical criteria does not guarantee promotion to the higher degree classification. Progression and Awards Boards apply the established criteria, explained below, in making a decision. Module grades will not be adjusted, regardless of the outcome. The basis and process for the decision will be recorded in the minutes.
5.5a School Criteria for Academic Discretion (Undergraduate)
[School criteria for academic discretion UG. Criteria should be explicit (note that the School’s “discretion” is in relation to setting the criteria, not in applying them)].
5.5b School Criteria for Academic Discretion (Taught Postgraduate)
[School criteria for academic discretion PGT. Criteria should be explicit (note that the School’s “discretion” is in relation to setting the criteria, not in applying them)].
5.5c Viva Voce Examinations
The University does not permit interviews/viva voce examinations for the purpose of making a decision on borderline cases.


5.6 [bookmark: _Toc51938726][bookmark: _Toc115689900]	Special Circumstances Discretion
The Progression and Awards Board will consider applications for mitigating circumstances and decide what action to take. This is not confined to borderline cases. The Board will usually accept the recommendations of the School Special Circumstances Committee. The basis and process for decisions will be recorded in the minutes. Module marks will not be changed, regardless of the outcome, with the exception that where penalties for late submission have been applied, the School may choose to waive those penalties and restore the original mark.
5.7 [bookmark: _Toc51938727][bookmark: _Toc115689901]	Publication of Degree Classifications
The dates on which degree classifications are published apply across the University. These dates are published each year by the Programmes and Assessment Team. The School will not publish your classification, provide written confirmation of it nor discuss it with you prior to the official publication.
5.8 [bookmark: _Toc51938728][bookmark: _Toc115689902]	Diploma Supplement
The Diploma Supplement provides you with a formal description of the nature, level, context and status of studies undertaken for a particular qualification. The University issues this in addition to your degree certificate.
5.9 [bookmark: _Toc51938729][bookmark: _Toc115689903]	Graduation
Graduation ceremonies are held in July and December.  Alternatively, you can opt to receive your certificate through the post ‘in absentia’.  The University will provide you with full details nearer the time.  
[bookmark: _Mitigating_Circumstances][bookmark: _Toc51938730]

Section 6 [bookmark: _Toc115689904]Mitigating Circumstances
It is important that you let the School know about illness or personal circumstances that are affecting your attendance or assessed work. 
6.1 [bookmark: _Toc51938731][bookmark: _Toc115689905]	Absences Involving Assessed Work
If you are absent from a class involving assessed work, you must provide independent evidence of the illness or circumstances which caused you to be absent.
If you are absent from any assessment or fail to submit any coursework for a module, and you do not provide a reason/evidence to your School’s satisfaction, you will receive an “AB” code as the mark for that assessment. This translates to the lowest grade on the marking scale, “0”.
6.2 [bookmark: _Toc115689906]	Requesting consideration due to Mitigating Circumstances
Mitigating circumstances are defined by the University as normally exceptional, short term, unforeseen and unpreventable events that may have a significantly disruptive effect on your ability to take assessments. These events are over and above the course of everyday life, and normally outside of your control. They may affect your ability to complete coursework or other assessments, and revise for and attend examinations.
The University has procedures in place to assess claims for consideration and, at the parent School’s discretion, to take account of them when making decisions about assessment and/or Award. The Mitigating Circumstances Guidance is available in the Appendix.


Section 7 [bookmark: _Toc51938733][bookmark: _Toc115689907]Resits
If you do not pass a module at the first attempt, it is normally possible to resit. However, you cannot resit a module that you have already passed in order to improve your grade.
Where schools deliver higher/degree apprenticeships:
Either an apprentice’s employer decides how many attempts an apprentice may have to pass an End Point Assessment or the number of resits are pre-determined in the Apprenticeship Assessment Plan, as set out by the Institute for Apprenticeships.
7.1 [bookmark: _Toc51938734][bookmark: _Toc115689908]	Number of Attempts
Undergraduate students are permitted two attempts to pass a module; the first attempt plus one resit. Attempts must be taken at the next available opportunity.
An exception to this rule is International Foundation Year students who studied their foundation year in 2015/2016, who will be permitted three attempts to pass a module; the first attempt plus two resits.
Postgraduate students are permitted one resit attempt, which must be taken at the next available opportunity. This will be in August if a resit opportunity is offered for that module, otherwise the next attempt will take place in the following academic session.
Decisions about mitigating circumstances can change the number, timing, and type of resit attempts. The Progression and Awards Board in your parent School makes this decision. For more information on mitigating circumstances, see Section 7 Mitigating Circumstances.
7.2 [bookmark: _Toc51938735][bookmark: _Toc115689909]	Timing of Resits
For students commencing their programmes in September, resit examinations are normally held in the August resit period. Students with coursework resits will be advised of the submission deadlines, which will normally be during the August resit period. [Some programmes /students will have an alternative resit period in July]
There may be circumstances which affect these timings, for example if you have been granted mitigating circumstances, if you need to undertake significant laboratory or project work in order to pass a module, or if the resit will clash with other work for your programme. The School will provide information on the resit opportunities available to you when we publish the final module marks.
7.3 [bookmark: _Toc51938736][bookmark: _Toc115689910]	Unreasonably Poor Attempt; Denied Summer Resit
The School Assessment Board may judge that you have made an unreasonably poor attempt. If this applies to you, a suffix “S” will be added to the module mark, and you will not be allowed to apply for an August resit. You must attempt to pass the next time the module is offered, usually in the next academic session. This rule is designed to prevent you from opting out of teaching and assessments that are required as part of the programme. Application of the rule may prevent you from progressing to the next level of study or from receiving an award.
7.4 [bookmark: _Toc51938737][bookmark: _Toc115689911]	Format of Resits
Usually, the format of the resit will be the same as for the original module. If a different form of assessment will be used for the resit, this will be explained in the module specification in the online module catalogue.
[Insert additional School requirements, i.e. accreditation re: failed project modules].
7.5 [bookmark: _Toc51938738][bookmark: _Toc115689912]	Capped Resit Marks
The maximum mark you can obtain for a second attempt (i.e. a resit) is 40 for undergraduate modules and 50 for taught postgraduate modules.
	
	Undergraduate Students
	Taught Postgraduate Students

	Undergraduate Modules
(Codes numbered 0, 1, 2 or 3)
	Capped at 40
	Capped at 40

	Taught Postgraduate Modules
(Codes numbered 5….M)
	Capped at 50
	Capped at 50


7.6 [bookmark: _Toc51938739][bookmark: _Toc115689913]	Failed Resit Marks
If you undertake a resit as a second attempt, but your mark for the resit assessment is lower than the mark you originally received, the highest mark achieved will apply when calculating classification. Marks achieved in the different attempts will appear on the transcript.
7.7 [bookmark: _Toc51938740][bookmark: _Toc115689914]	Resubmission of Coursework
[Insert School policy on resubmission of coursework for resit students].
7.8 [bookmark: _Toc51938741][bookmark: _Toc115689915]	Resits in the Final Year
In the final year of study, it is possible to apply to resit failed modules in order to improve the classification average and/or to make up the credits. This applies whether or not the results obtained so far are sufficient for the award of a degree. However, once you have accepted and received an award, you cannot then resit for a different award/classification. You must choose either to resit or, if you are eligible, to receive the award.
If this situation applies to you, you are strongly recommended to get in touch with the School to discuss your options before you make a decision.
7.8a Eligible for Ordinary; Resit for Honours
[Insert if relevant: Ordinary degrees must only be awarded by a Faculty/School Progression and Awards Boards on the basis of performance meeting learning outcomes specified in approved programme specifications. Schools to include additional relevant scenarios. Similarly, final-year students registered on an undergraduate honours programme, who are eligible to be awarded an Ordinary degree, are permitted to resit to gain an Honours degree.]


Section 8 [bookmark: _Toc51938742][bookmark: _Toc115689916]Appeals and Complaints
8.1 [bookmark: _Toc51938743][bookmark: _Toc115689917]	Appeals
You have the right to appeal against a final decision of the Assessment Board or Progression and Awards Board. The deadline for receipt of your appeal is 20 working days from the date of the publication of the decision against which you wish to appeal. Before entering the formal appeals process you should attempt to resolve the issue within the School. You should raise your concerns with the Head of School.
Guidance on the formal appeals procedure is available through the Student Cases website page.
8.2 [bookmark: _Toc51938744][bookmark: _Toc115689918]	Complaints
The University is committed to listening and being responsive to student views and needs and it is recognised that sometimes the University may get things wrong. You therefore have the right to lodge a complaint against a School, Service or individual in the University if you feel that your legitimate expectations are not being met.
[Insert information about School contacts for complaints, including job titles].
Complaints should initially be raised as near as possible to the point at which the problem occurred - in the School or University Service - and should normally be pursued informally in the first instance. However, there may be times when you do not feel able to make a complaint locally, or when you are dissatisfied with the response or proposed remedy. If this happens you can make a formal complaint using the Student Complaints Procedure.
You can seek further guidance on making an appeal or a complaint from Leeds University Union (LUU) Student Advice using the self-help LUU Help and Support website pages or by contacting LUU Help and Support by email.


Section 9 [bookmark: _Toc51938745][bookmark: _Toc115689919]Annexes
9.1 [bookmark: _Toc51938747][bookmark: _Toc115689920]Annex I. School UG Assessment Criteria
[Insert School Assessment Criteria/Marking Scheme – Undergraduate, if applicable, or delete this section]
9.2 [bookmark: _Toc51938748][bookmark: _Toc115689921]Annex II. School TP Assessment Criteria
[Insert School Assessment Criteria/Marking Scheme – Taught Postgraduate if applicable, or delete this section]
9.3 [bookmark: _Toc51938749][bookmark: _Toc115689922]Annex III. School Mark Translation Table (International Year)
[Insert Mark Translation Table for International/European Programme Year, if relevant, or delete this section]
9.4 [bookmark: _Toc51938750][bookmark: _Toc115689923]Annex IV. Staff with Management Responsibility for the Assessment Process
This section describes the key members of staff and committees involved in the assessment process within the School/Centre/Institute of XXYYZZ and describes their main responsibilities.
Schools may wish to include the names of role holders in this section.
9.4a Head of School
The Head of School, as the representative of the Senate, is ultimately responsible for all examination and assessment matters in the School. However, many of these responsibilities are delegated to other members of staff and to various formal committees.
9.4b Director of Student Education (DSE)
The Director of Student Education is responsible for the overall management of undergraduate and taught postgraduate examinations and assessment. Whilst the Director of Student Education has a responsibility to oversee the range of different types and timing of assessments on programmes, this is often discharged in co-operation with Programme Leaders. The Director of Student Education chairs the School Taught Student Education Committee.
9.4c Academic Assessment Lead
The Academic Assessment Lead is responsible to the Director of Student Education, on behalf of the Head of School, for the development, organisation and management of the assessment policy and practices within the School.
9.4d Programme Leaders
A Programme Leader is responsible to the Director of Student Education for the development, organisation and management of a named programme and for the academic experience of the students on that programme. Programme Leaders play an active part in the development of the School’s portfolio of programmes and the enhancement of the student academic experience. The Programme Leader for each programme is listed in the programme catalogue.


9.4e Module Leaders
A Module Leader, a contracted member of academic staff, is appointed to lead each module in the School’s portfolio and is responsible for its development, organisation and management, as well as for the assessment of students. Module Leaders, in liaison with Programme Leaders, are responsible to the Director of Student Education acting on behalf of the Head of School. The Module Leader for each module is listed in the module catalogue.
9.4f Academic Integrity Lead
The Academic Integrity Lead is a nominated member of academic staff who is responsible for ensuring consistency within the School in implementing academic misconduct procedures and practice, and investigating suspected cases of academic misconduct. The aim is to ensure equity of treatment of students. The role also involves academic integrity education, such as raising staff and student awareness of academic misconduct issues.
9.4g School Academic Lead for Inclusive Pedagogies
The School Academic Lead for Inclusive Pedagogies is a nominated member of academic staff who is responsible for promoting and embedding inclusive approaches.
9.4h Pro Dean for Student Education
The Pro Dean for Student Education, at the Faculty level, is not directly involved with the assessment of most students, but has overall responsibility for quality assurance, standards and quality enhancement of the Faculty's learning and teaching provision. The Pro Dean chairs the Faculty Taught Student Education Committee.
9.4i Student Education Service
The Student Education Service (SES) is responsible for the support of students throughout their time at University and supports academic staff in the administration of module assessments and final Degree Classification. SES staff manage the administration in relation to assessment for modules (including the collation, entry, and release of marks in line with University regulations), support School level procedures such as mitigating circumstances and academic integrity and services all Assessment, Progression and Awards Boards.
[Insert additional headings using style Heading 4, for any additional roles, such as Director of Postgraduate Studies].
9.5 [bookmark: _Toc51938752][bookmark: _Toc115689924]Annex V. Internal Examiners and Assessment Assistants
9.5a Internal Examiners
Every taught credit-bearing module must have an internal examiner, an identified individual who takes responsibility for the assessment on each module. Although marking of assessment may be undertaken by a team, the internal examiner has responsibility for the marks awarded. The internal examiner is usually the module leader.
There may be occasions when it is appropriate for another qualified and experienced individual, such as a Foreign Language Assistant, a member of staff at a collaborating partner institution, or a retired or visiting member staff, to act as internal examiner. The module leader retains overall responsibility and accountability for the module whilst delegating responsibility for assessment to another. In such cases, the School will make a formal nomination of the individual as an internal examiner and the appointment will be approved by the Faculty Taught Student Education Committee, or by the Chair acting on its behalf.
9.5b Assessment Assistants
Assessment assistants are individuals who, working under the supervision of the internal examiner, assist with the marking of students' work. The internal examiner remains formally responsible for assessment design and for the marks awarded. Assessment assistants usually have a formal link with the University (for example, are studying for a research degree), but are not academic members of staff. Assessment assistants are approved, appointed and monitored at the school level.  
9.5c Use of Assessment Assistants
The School appoints assessment assistants under defined circumstances:
· Where the assessment is conducted against well-defined success criteria, e.g. in the case of an MCQ paper; or
· where.... [any other defined circumstances appropriate to the School]
[Insert any School-specific information about how and when the School uses assessment assistants. This should be a summary for the sake of transparency for students. The detailed instructions for staff need not be included].
9.5d Monitoring and Training for Assessment Assistants
Marking undertaken by Assessment Assistants is comprehensively monitored. The School maintains a complete, detailed and up-to-date record of appointed assessment assistants and the training they have received.
9.6 [bookmark: _Toc51938753][bookmark: _Toc115689925]Annex VI. External Examiners
The School follows the agreed University procedures relating to external examiners for all taught programmes.
An External Examiner is appointed by the University to oversee each programme or area of study. The External Examiner provides independent assurance of the efficacy and fairness of the assessment procedures and maintenance of academic standards. External Examiners’ reports from previous years are available to students.
9.7 [bookmark: _Toc51938754][bookmark: _Toc115689926]Annex VII. Student Education Committees
The process of approving programme and module specifications, including assessment design, is the responsibility of the formal Faculty Taught Student Education Committees and School Taught Student Education Committees.
9.8 [bookmark: _Toc51938755][bookmark: _Toc115689927]Annex VIII. Assessment Committees
There are two types of meeting: the School Assessment Board (see Section 4.10a School Assessment Board), which oversees module marks/grades, and the Progression and Awards Board (see Section 6.2b Progression and Awards Board), which determines final outcomes (such as classification). 


9.9 [bookmark: _Annex_XI._Mitigating][bookmark: _Toc51938756][bookmark: _Toc115689928]Annex IX. Mitigating Circumstances Guidance
Requesting Consideration for Mitigating Circumstances
Guidance for Undergraduate and Taught Postgraduate Students
2022-2023
[bookmark: _Toc51939021][bookmark: _Toc52171109][bookmark: _Toc52221298][bookmark: _Toc52254858][bookmark: _Toc83636614]1. 	Introduction
2. 	What are mitigating circumstances?
2.1	Circumstances normally accepted
2.2	Circumstances that may be considered
3. 	What are not mitigating circumstances?
3.1	Support needs that arise during the semester
3.2	Events which you are reasonably expected to manage
3.3	Ongoing circumstances and long-term health conditions
4.	Disability (including Specific Learning Difficulties (such as dyslexia and dyspraxia), mental health conditions and long-term medical conditions)
5.	Circumstances with an impact on all students, or groups of students
6.	Forms of mitigation available
7.	Extension to Coursework Deadline for up to 14 calendar days
7.1	Applying for an Extension to a Coursework Deadline
7.2	Deadline for applications for an Extension to a Coursework Deadline
8.	Additional Consideration
8.1	Applying for Additional Consideration
8.2	Types of Additional Consideration available
8.3	Deadline for applications for Additional Consideration
8.4	Adjustments to Application Process
9.	Evidence in support of mitigating circumstances
10.	Consideration of mitigating circumstances
10.1	Who considers my application?
10.2	How is my application considered?
10.3	When will my application be considered?
10.4	What happens to the application form and my evidence once reviewed?
11.	What are the possible outcomes?
12.	How will I be told the outcome?
13.	What if I am not satisfied with the decision?
14.	Frequently Asked Questions (FAQs)

1. Introduction
As a student at Leeds, you are expected to comply with the terms of the Student Contract https://students.leeds.ac.uk/studentcontract, which includes regular attendance and participation in your studies, including assessment (coursework or exams). You are expected to sit and submit all assessments as timetabled unless you have a good reason not to do so.
We understand that you may be affected by illness and/or difficult and distressing events that are outside your control and which may affect your ability to take assessments. The guidance explains the additional consideration that can be given by the University in relation to your assessments.
This guidance explains the types of adverse events or circumstances that we will consider as a mitigating circumstance for assessment and sets out the process by which applications are to be submitted and considered. If you are unclear about any stage of the process, ask your parent school for help. Alternatively, guidance can also be sought from the Leeds University Union (LUU) Help and Support.
2. [bookmark: _Toc51939022][bookmark: _Toc52171110][bookmark: _Toc52221299][bookmark: _Toc52254859][bookmark: _Toc83636615]What are mitigating circumstances?
Mitigating circumstances are normally exceptional, short term, unforeseen and unpreventable events that may have a significantly disruptive effect on your ability to take assessments. These events are over and above the course of everyday life, and normally outside of your control. They may affect your ability to complete coursework or other assessments, and revise for and attend examinations.
Mitigating circumstances must be:
	Significant
	The event or circumstances must have had a serious impact on your studies.

	Unexpected
	You must normally have had no prior knowledge that a particular event or circumstance would occur.

	Unpreventable
	There must have been no reasonable steps that you could have taken to prevent the event or circumstance from occurring.

	Relevant
	You must be able to link the event or circumstance, and its impact, on the period for which the application is being made.

	Corroborated
	An application for mitigating circumstances must meet the normal requirements for independent documentary evidence (see Evidence section).


Not all difficult or distressing events will constitute mitigating circumstances; there must be a demonstrable adverse effect on your academic performance, which may take a number of forms:
· You were unable to submit work by a deadline or attend a scheduled test, examination or practical activity.
· The event or circumstance may have caused you to underperform in an assessment, either in the preparation for the assessment, or on the day (i.e. whilst completing a piece of coursework or undertaking revision and/or sitting an examination).
2.1 [bookmark: _Toc51939023][bookmark: _Toc52171111][bookmark: _Toc52221300][bookmark: _Toc52254860][bookmark: _Toc83636616]	Circumstances normally accepted
Supported by evidence, these are examples of circumstances normally accepted as mitigating if they occur immediately prior to or during an assessment period:
This list is not exhaustive, and each application will be considered on its own merit.
· The death of someone you are close to e.g. parent, grandparent, guardian, partner, sibling, child.
· Serious personal illness or personal injury, or a significant change or deterioration in a long-term condition.
· Victim of crime (usually with police crime number, or supporting evidence from University member of staff/professional person to whom the student has confided).
· Jury service.
· Involvement in a criminal case/witness.
· Failure in the provision of reasonable adjustments, or failure in, or inaccessibility of, school provided equipment.
2.2 [bookmark: _Toc51939024][bookmark: _Toc52171112][bookmark: _Toc52221301][bookmark: _Toc52254861][bookmark: _Toc83636617]	Circumstances that may be considered
Supported by evidence, these are examples of circumstances that may be considered as mitigating:
This list is not exhaustive, and each application will be considered on its own merit.
· Personal problems/trauma/family crisis/domestic issues/unexpected issues with childcare provision.
· Illness of a close family member.
· Planned medical operation (if advance notice is provided).
· Planned hospital tests (if advance notice is provided).
· Unforeseen consequences of disability which have not been mitigated by agreed reasonable adjustments.
· Unforeseen accommodation issues, outside of your control (this would not include house moves caused due to the end of a lease).
3. [bookmark: _Toc51939025][bookmark: _Toc52171113][bookmark: _Toc52221302][bookmark: _Toc52254862][bookmark: _Toc83636618]What are not mitigating circumstances?
3.1 [bookmark: _Toc51939026][bookmark: _Toc52171114][bookmark: _Toc52221303][bookmark: _Toc52254863][bookmark: _Toc83636619]	Support needs that arise during a semester
Whilst you should make every effort to manage your life and studies in conjunction with such events, it is also understood that sometimes you may need some support.
Should such circumstances begin to affect your ability to participate in your studies, it is your responsibility to let your parent school know as soon as possible. There is a great deal of support available across the University, and your parent school will provide advice regarding who to contact and how. It is important to let your parent school know of any difficult circumstances, at any stage, and as early as possible.
It is often said that your university years are the best of your life and we hope that is the case for you in Leeds. However, there might be times when it does not always feel like that. Wherever you are from and whatever your circumstances and support needs, our expert teams can work with you during your time in Leeds.
The key services are:
· Student Counselling & Wellbeing
· Disability Services
· LUU Help and Support (https://www.luu.org.uk/help-support/)
· Chaplaincy
· International Student Office
· Accommodation Office
· Security Services
· Online support through Togetherall
· School Student Support teams
· Skills@Library
See students.leeds.ac.uk/#Support-and-wellbeing
If you think you need some help or support, you should talk to someone, such as your School Student Support team or your Academic Personal Tutor within your parent school in the first instance.
3.2 [bookmark: _Toc51939027][bookmark: _Toc52171115][bookmark: _Toc52221304][bookmark: _Toc52254864][bookmark: _Toc83636620]	Events which you are reasonably expected to manage
Not every event which you believe has disrupted your ability to take assessments will be considered as mitigating circumstances. An unexpected event or illness does not automatically lead to academic underperformance. If you are unsure whether your circumstances will be considered, please seek guidance from your parent school. Examples of situations which would not normally be considered mitigating circumstances include:
This list is not exhaustive, and each application will be considered on its own merit.
· Short-term minor ailments (coughs, colds, etc.) even when supported by medical evidence – these should be covered by an application for an extension to the deadline.
· Late submission of coursework without good reason (or where you could reasonably have been expected to apply for an extension).
· Pressures of academic work i.e. multiple deadlines, time mismanagement, non-availability of high demand books and other resources (except disability-related resource outside of your control).
· Lost or not backed-up coursework, or other computer failure.
· Financial problems, even if this is a change of circumstances (other than cases of extreme hardship).
· Domestic events such as house moves, family celebrations, holidays, weddings or other such events where you have control over the date or can choose not to attend.
· Normal academic work commitments.
· Appointments which could be rearranged (or advance notification given to the school).
· Mistaking a deadline, misreading the examination timetable or submitting the wrong assignment in error.
· Transport difficulties (i.e. strikes, traffic jams, delayed trains).
· Pregnancy. You should determine whether you believe you will be fit to undertake assessment around your expected due date and discuss and agree in advance any risk assessment or adjustment to assessments appropriate. Applications related to unexpected difficulties, impact of unplanned pregnancy, or health issues may however be considered, if supported by appropriate evidence.
· Examination nerves, feeling generally anxious, suffering from low mood, stress or panic attacks (where no diagnosis of a mental health condition has been made).
· Ignorance of the regulations or examination or assessment arrangements.
3.3 [bookmark: _Toc51939028][bookmark: _Toc52171116][bookmark: _Toc52221305][bookmark: _Toc52254865][bookmark: _Toc83636621]	Ongoing circumstances and long-term health conditions
You are expected to manage ongoing circumstances in conjunction with your studies where feasible. Where this is not possible, you are advised to discuss with your parent school taking temporary leave from your studies. Where you choose to continue to study, you are encouraged to access support available to you. You will not normally be awarded mitigating circumstances for known or ongoing circumstances unless there are events beyond your control that prevent you from accessing support. You will need to provide evidence to support this.
4. [bookmark: _Toc51939029][bookmark: _Toc52171117][bookmark: _Toc52221306][bookmark: _Toc52254866][bookmark: _Toc83636622]Disability (including Specific Learning Difficulties (such as dyslexia and dyspraxia), mental health conditions and long-term medical conditions)
If you are disabled, or you have a long-term health condition (12 months or more) that impacts on your day-to-day activities, you should register with Disability Services who will advise further on support and reasonable adjustments to your study and assessment. Disability includes specific learning difficulties (such as dyslexia and dyspraxia), as well as diagnosed mental health conditions. You can find out more about Disability Services and how to register here: https://students.leeds.ac.uk/settingupyoursupport.
· If you are a disabled student and you experience mitigating circumstances unrelated to your disability you should apply through this procedure.

· If you are a disabled student with flexibility with assessment submission or deadlines as a reasonable adjustment (as detailed on your Support Summary Sheet), you can also apply for an extension to a coursework deadline using the online form (see Section 7 below). 

· If you have requested reasonable adjustments and find that they have not been effective or have not been put in place in time (particularly at the start of the year), you can also submit an application for mitigating circumstances where your assessments have been affected. It is accepted that sometimes it will take time to get the right support in place, and you should feel able to bring this to the attention of your school when it has affected your performance. You will be required to provide evidence to support such claims. You should contact Disability Services for advice and further support.
5. [bookmark: _Toc51939030][bookmark: _Toc52171118][bookmark: _Toc52221307][bookmark: _Toc52254867][bookmark: _Toc83636623]Circumstances with an impact on all students, or groups of students
Sometimes there will be unanticipated circumstances which have an impact on all students, or specific groups of students. Where this is the case the University will take action to apply mitigation and will let students know what this will be. For example, where there is industrial action or public health requirements which impact on learning and teaching arrangements, action will be taken to adjust teaching and learning arrangements for students, and consideration will be given to mitigate the impact on assessment, for example by assessing content taught, or changing the method of assessment.
If you consider that the impact of circumstances with an impact on all students affects you severely and is not mitigated by the action taken by the University, you should apply for mitigation in the normal way. Evidence will be expected of individual impact. Consideration of circumstances that may be considered will follow the guidance set out in sections 2 and 3 above.
[bookmark: _Toc83636624][bookmark: _Toc51939031][bookmark: _Toc52171119][bookmark: _Toc52221308][bookmark: _Toc52254868]

6. Forms of Mitigation Available
There are two forms of mitigation available: Extensions to Coursework Deadlines and Additional Consideration.
​
7. [bookmark: _Toc51939032][bookmark: _Toc52171120][bookmark: _Toc52221309][bookmark: _Toc52254869][bookmark: Extension][bookmark: _Toc83636625]Extension to Coursework Deadline for up to 14 calendar days
Circumstances which will have a short-term impact on your ability to complete coursework assessments (for example, minor illness) should be covered by an application for an extension to a coursework deadline of up to 14 days. It is an expectation that you will be able to resume your usual pattern of study after a relatively short period.
The maximum period schools can grant extensions for coursework deadlines is normally 14 calendar days. If a coursework extension is granted but you are unable to submit the work after 14 calendar days, you will need to make an application for Additional Consideration to request either the removal of penalties for late submission (if incurred) or a further attempt at the assessment at the next available opportunity.
If you are applying for a coursework extension on medical grounds you will be able to self-certify for a period of up to 7 calendar days.
All other applications will require supporting evidence to accompany the request. If you are applying for a coursework extension on disability grounds and are registered with Disability Services at the University, your Summary Support Sheet will constitute supporting evidence.
7.1 [bookmark: ApplyingExtension][bookmark: _Toc83636626]	Applying for an Extension to a Coursework Deadline
You can apply for an extension to a coursework deadline by completing the online application form.
7.2 [bookmark: DeadlineExtension][bookmark: _Toc83636627]	Deadline for applications for an Extension to a Coursework Deadline
You can apply for an extension to a coursework deadline up to the original coursework deadline.
Applications submitted after the original coursework deadline will not be considered retrospectively.
8. [bookmark: _Toc83636628] Additional Consideration
Where your circumstances cannot be mitigated via an Extension to a Coursework Deadline of up to 14 calendar days, an application for Additional Consideration may be appropriate.
8.1 [bookmark: _Toc83636629]	Applying for Additional Consideration
You can apply for Additional Consideration by completing the online application form.
8.2 [bookmark: _Toc83636630]	Types of Additional Consideration available
	Further Attempt at the Next Available Resit Opportunity
	This applies to a first attempt (uncapped mark) or a resit attempt (capped mark). For example, if you missed the original attempt at your assessment, you may be granted a further first attempt. If you missed a resit attempt at your assessment you may be granted a further resit attempt. Note: If you have passed your assessment, you will not normally be permitted a further attempt.

	Remove Penalties
	This should be selected if you are requesting that a late submission penalty or penalty for exceeding a word count be waived.

	Other
	Less common requests for consideration are listed in section 11, such as consideration at Progression and Awards Boards when determining your final degree classification.


8.3 [bookmark: _Toc83636631]	Deadline for applications for Additional Consideration
The deadline for applications for Additional Consideration is normally within 5 working days of the deadline of the assessment the application relates to.  Any alternative deadlines will be publicised by your parent School.
8.4 [bookmark: _Toc83636632]	Adjustments to Application Process
If you require an adjustment to the process due to disability or accessibility need you are asked to contact your School to let them know. Disability Services can also assist you in liaising with your School about your support needs: https://students.leeds.ac.uk/info/10710/disability_services.
9. [bookmark: Evidence][bookmark: _Toc83636633][bookmark: _Toc51939038][bookmark: _Toc52171126][bookmark: _Toc52221315][bookmark: _Toc52254875]Evidence in support of mitigating circumstances
Except for the ability to self-certify when requesting a coursework extension, as set out in paragraph 7 above, applications for mitigating circumstances will not normally be considered unless they are supported by independent documentary evidence. Decisions on applications will not be confirmed until this evidence has been received (applications can be submitted without this evidence, but relevant documents must be submitted within 14 calendar days of submitting an application).
Independent evidence would normally be letter-headed correspondence and signed by an appropriate third party, giving details of the circumstances, its dates and/or duration and, where possible, its impact. An appropriate third party would be one who knows you in a professional capacity, or one who can verify the circumstances and who is in a position to provide objective and impartial evidence. Evidence will only be accepted from verifiable addresses.
All evidence must be provided in English. It is your responsibility to provide translations of any non-English documentation, and any documents not in English or without translation will not be accepted as evidence. The translation must be certified as accurate by a Public Notary or translated by an accredited translator.
Personal information about third parties should not be submitted to the University unless necessary. If your circumstances are connected with someone close to you, what we need to know is the impact on you of their circumstances rather than their details. By disclosing data relating to a third party in order to evidence your mitigating circumstances application you are confirming that you have the consent of the third party to do so.
The following list aims to provide guidance on the types of evidence that we would normally expect to be provided to support an application for mitigating circumstances. This list should not be considered definitive, and schools should always consider other forms of documentary evidence provided.
Your parent school may request additional evidence to help to clarify a set of circumstances.
It is your responsibility to obtain evidence in support of your application. We will not be able to obtain medical, or other, evidence on your behalf.


Guidance on Evidence
	Illness or accident of student requiring medical intervention (short-term)
	Medical certificate or letter, signed by an appropriately qualified medical practitioner, giving dates affected by illness and containing a medical opinion on how you would have been affected.

	Illness of another person, usually a close family member (this can be either short-term or chronic illness)
	Independent evidence to demonstrate the impact on you (this will preferably come from an independent third party (e.g. your doctor or other qualified professional). You will need to make clear why and how your ability to take assessments was affected.
OR
Where third party permissions exist and it is necessary to explain the severity of circumstances to evidence their impact upon you, medical evidence relating to the illness of the third party (clearly indicating dates of illness). You may be required to provide evidence of your connection to the person who is ill (where that person is not a family member).
By disclosing data relating to a third party in order to evidence your mitigating circumstances application you are confirming that you have the consent of the third party to do so.

	
Bereavement
	Evidence of bereavement can take several forms, for example:
· A letter from funeral director or minister conducting the service.
· An Order of Service showing date, or other relevant documentation.
· A statement from a doctor or other qualified professional, or member of University staff (e.g. Academic Personal Tutor) confirming you had disclosed a bereavement.
· A corroborating statement from a family member.
· A death certificate.

	Disability
	Disabled Students registered with the University’s Disability Services can use their Support Summary Sheet provided by Disability Services as evidence in support of an application for a coursework extension.

	
Other domestic disruption (family issues, financial or accommodation difficulties
	Statement must provide clear details, including dates which link to the assessment(s) affected. You must also provide evidence of how you were affected and why this prevented you from completing the assessment(s) on time.
This could include a corroborating statement from professional person, e.g. counsellor, employer, landlord/agent, University staff member (i.e. Academic Personal Tutor, module leader, exam invigilator).

	Absence arising from such things as jury service or maternity, paternity or adoption leave.
	Official correspondence relating to these events.

	Victim of crime
	Crime number (these are usually issued by the police for all reported crimes).
For crimes which are of a personal nature, where you find it difficult to report the matter to the police, appropriate evidence can be provided from a medical professional, counsellor or other relevant person.


10. [bookmark: _Toc83636634]Consideration of mitigating circumstances
10.1 [bookmark: _Toc51939039][bookmark: _Toc52171127][bookmark: _Toc52221316][bookmark: _Toc52254876][bookmark: _Toc83636635]Who considers my application?
Your application for an Extension will be considered by appropriately trained Student Education Service staff. All decisions are ratified by your parent school’s Special Circumstances Committee.
Your application for Additional Consideration will be considered by your parent school’s Special Circumstances Committee (this is likely to consist of an academic chair and member/s of the Student Education Service staff within your school). Details of membership of the Committee can be found in your parent school Code of Practice on Assessment. This Committee will make a recommendation (without disclosing the circumstances) to the Progression and Awards Board (and/or Assessment Board), who will make the final decision regarding the action to be taken in respect of your application.
10.2 [bookmark: _Toc51939040][bookmark: _Toc52171128][bookmark: _Toc52221317][bookmark: _Toc52254877][bookmark: _Toc83636636]How is my application considered?
The remit of the Special Circumstances Committee is as follows:
· To consider under the authority and on behalf of the Progression and Awards Board details of applications for mitigating circumstances and make recommendations on the outcome of each application to the Board.
· To determine whether the circumstances cited are acceptable grounds to grant mitigation.
· To ensure that decisions are equitable and that there is consistency of treatment across cohorts.
Account shall be taken of:
· Whether the mitigating circumstances are considered to be circumstances genuinely beyond your control or ability to foresee.
· The nature of the circumstances disclosed (e.g. length of impact).
· Evidence of impact of the event or circumstance on your assessments.
· The proximity of the event or circumstance to the assessment(s).
· Whether all/other assessment(s) might equally be affected.
· Whether there is verifiable and current third party evidence to support the request.
The Chair of the Special Circumstances Committee is authorised to approve applications for mitigating circumstances outside formal meetings in exceptional circumstances where the application is clearly evidenced.
10.3 [bookmark: _Toc51939041][bookmark: _Toc52171129][bookmark: _Toc52221318][bookmark: _Toc52254878][bookmark: _Toc83636637]When will my application be considered?
Extension requests are dealt with at the time of application, and you can normally expect a decision within 3 working days.  
Applications requesting Additional Consideration (for example, a further attempt) will be considered at meetings of the School Special Circumstances Committee, with the final outcome determined by the Progression and Awards Board at the end of the year.
10.4 [bookmark: _Toc51939042][bookmark: _Toc52171130][bookmark: _Toc52221319][bookmark: _Toc52254879][bookmark: _Toc83636638]What happens to the application form and my evidence once reviewed?
The School will keep details of your application confidential, but it may be necessary for the School Special Circumstances Committee to review it again if relevant to a later application you may make, or to disclose it to the Student Cases Team in response to any appeal that you may make.
Information about your application may be used anonymously to improve services for students and inform development of programmes and services at the University.
The University holds and retains information about your application in accordance with the University Student Privacy Notice. For more information see www.leeds.ac.uk/privacynotice.
11. [bookmark: _Toc51939043][bookmark: _Toc52171131][bookmark: _Toc52221320][bookmark: _Toc52254880][bookmark: _Toc83636639]What are the possible outcomes?
Module marks must always reflect the actual academic performance in the assessments that you take. The University does not change module marks because of mitigating circumstances, or take circumstances into consideration when marking work.
There are a number of possible decisions that the School Special Circumstances Committee may make when considering your application, set out below. This list is not exhaustive, and recommendations are made on an individual basis.
1. Further Attempt – First Attempt Resit. If the assessment you failed or missed was the original attempt or had previously been granted as a first attempt resit, then the Committee may grant you a further ‘first attempt’ for an uncapped mark. In this circumstance your original mark will be permanently removed from your record and overwritten by the mark you receive for the fresh attempt whether it was higher or lower than the original attempt. Please note that if you have passed the module, you will not normally be permitted a further attempt.
2. Further Attempt – Resit Attempt. If the assessment you failed or missed was a resit, the Committee may grant you an exceptional ‘extra’ resit attempt for a capped mark.
3. Remove penalties for late submission or exceeding the word count.
4. To give you the opportunity to re-take all or part of an academic session, with first attempts or resit attempts at assessments, including attending teaching. Please note that if you have passed your assessments, you will not normally be permitted a further attempt on a resit year. Please also note that if you are given the opportunity to repeat all or part of an academic session you will normally be expected to pay fees.
5. Not to grant any concessions or take any action in relation to your application.
6. Consideration of your mitigating circumstances and overall profile of marks when your degree is classified, and where appropriate to depart from the normal rules for classification in order to award a higher class degree.
7. The School Special Circumstances Committee may suggest an alternative outcome based on your specific circumstances.
Where you have been granted a first or further attempt at an assessment following an application for mitigating circumstances, any attempts must be taken at the next available opportunity (or within the timeframe agreed with the school). If you decline the offer of a further attempt (whether a first attempt resit or otherwise) following a successful application for mitigating circumstances, that further attempt will not normally be restored at a later date.
The School Special Circumstances Committee may recommend that you seek additional support either through the student support available in your parent school or from other professional services, for example Counselling Service, Medical Practice or Disability Services.
The School Special Circumstances Committee may also recommend that you meet with your School to discuss support for your study as part of the Fitness to Study Procedure.
On occasion, the School Special Circumstances Committee may ask you to submit further evidence or information if you have provided insufficient details for them to make a decision.
12. [bookmark: _Toc51939044][bookmark: _Toc52171132][bookmark: _Toc52221321][bookmark: _Toc52254881][bookmark: _Toc83636640]How will I be told the outcome?
Your parent school will contact you to inform you of the outcome of your application and what steps you will need to take next.
You can expect to receive a decision on your application for an extension in a timely manner, normally within 3 working days. Requests for coursework extensions are not granted automatically and it may be decided that there are insufficient grounds to award an extension. If an extension request is refused and work is submitted after the deadline, penalties will be incurred.
Confirmed decisions on your application for Additional Consideration are likely to be published with the assessment results.
13. [bookmark: _Toc51939045][bookmark: _Toc52171133][bookmark: _Toc52221322][bookmark: _Toc52254882][bookmark: _Toc83636641]What if I am not satisfied with the decision?
If you are not happy with the decision, you should contact your parent school in the first instance. Your parent school should explain the decision to you, and also explain any recommendations that have been made (e.g. why you have been advised to defer taking an examination). If you remain dissatisfied with the outcome of your application, and you consider that you have grounds to do so, you may appeal the decision once the Progression and Awards Board has met to confirm your academic results, and the results have been finally published.  To appeal you use the Academic Appeals Procedure. Details of this process can be found on the Secretariat website:
http://www.leeds.ac.uk/secretariat/student_cases.html
The Student Cases Team can offer further advice on the appeals process. Leeds University Union Help and Support can also help you complete your appeal.
Your appeal must be received by the Student Cases Team within 20 working days of final publication of the academic results affected by your circumstances. For details of the publication dates for assessment see your School Code of Practice on Assessment.
14. [bookmark: _Toc51939046][bookmark: _Toc52171134][bookmark: _Toc52221323][bookmark: _Toc52254883][bookmark: _Toc83636642]Frequently Asked Questions (FAQs)
I am ill/something has happened, and my studies are being affected. What do I do?
We understand that sometimes, something occurs which will have a negative effect on your ability to study. In such circumstances, we always encourage you to speak with someone in your parent school. There are a number of options available to you, and your parent school will be best placed to explain them to you, and advise how to request them. Those options include:
Support to catch up with your work – all students have an Academic Personal Tutor. You are encouraged to discuss with your Academic Personal Tutor your plans to catch up with your work.
Support services to help you get back on track – the University has support services – both online and face to face. You are encouraged to access these to help you get back on track.
Extensions to deadlines– usually short-term remedies to give you a little extra time to complete a piece of coursework. Extensions should be requested before the deadline for submission. You should consider the impact an extension may have on any other deadlines. 
Temporary leave/suspension of studies – for longer term issues, for example (but not exclusively) an injury or illness that will take time to recover from, require treatment, and will most likely require you to be absent from campus. If you are required to be absent for more than 4 weeks in any semester you will normally be expected to take temporary leave.
Deferring assessment until a later date – for more serious illness or circumstances which may not be resolved quickly, but will not require temporary leave. This allows you to attempt the assessment at a point where, hopefully, you are no longer being affected by the circumstances.


I am stressed about my examinations, what should I do?
Examination stress is a normal part of student life and if you are finding that you are particularly stressed about your examinations then you should talk to someone for some help and advice. This could be your Academic Personal Tutor, your programme leader or a member of the Student Education Service within your parent school. They will guide you to further support within the University such as Skills@Library or Student Counselling who run occasional exam stress workshops. Should you feel that you are experiencing a significant adverse effect on your wellbeing due to examination stress, you should seek medical advice and support.
Usually exam stress will not be considered as grounds for an application for mitigating circumstances unless there is evidence of an underlying mental health condition, as this is not an unexpected event.
Something has happened, and I have an assignment due for submission/examination to take in the next few days, what do I do?
Your first action, under such circumstances, should be to contact your parent school. They will advise you of the next steps to take.
If something happens close to the deadline for an assessment, you should contact your parent school (your Academic Personal Tutor, the Student Education Service, programme leader, a module tutor you feel you can approach) as soon as possible and let them know. They will advise you whether to request a coursework extension or submit an application for Additional Consideration, and the process you need to follow.
Normally, an application for a coursework extension (of more than 7 calendar days) or Additional Consideration will require evidence of some form. If you are ill and require medical attention, you should also contact your doctor.
You should then check the deadline for when such applications need to be made (normally within 5 working days of the assessment deadline); determine what evidence you will require to support your application and begin to obtain it. Do note that evidence obtained at the time of your illness/the issue affecting your studies, will usually carry more weight than evidence obtained several weeks or months later.
I am ill/have circumstances affecting me but I want to go ahead and sit the assessments. Can I do this?
You are encouraged to continue to sit assessments if you are well enough to do so, or your circumstances allow. You should seek medical advice from your doctor or support before sitting assessments where possible. Where you have attempted to continue with your assessments and submitted work, or sat an exam but illness or other circumstances mean you do not think you performed to the best of your ability, you will need to submit an Additional Consideration application.
You must not sit assessments if by sitting the assessments you are likely to put the health of others at risk (e.g. if the UK Government Guidance for your illness is to self-isolate).
I am ill and I have an examination today.
If you fall ill on the day of an exam, contact your parent school immediately. If you are unable to attend, let them know as soon as possible, preferably before the examination. You will need to see a doctor to confirm that you were unfit to sit the examination. If you fall ill during an examination, notify the invigilator, who will complete an examination report to confirm this – this can act as a record of your illness when you apply for mitigation. You will still need to present medical evidence of your illness, and must see a doctor as soon as you can after you leave the examination room.


I talked to my Academic Personal Tutor about my problem, do I still need to complete a form?
Yes, you do still need to complete a form so that your circumstances can be considered by the School Special Circumstances Committee.
Can I ask my Academic Personal Tutor to provide a statement to support my application?
Yes, if you have talked to your Academic Personal Tutor about your circumstances you can ask them to provide a supporting statement to that effect, which should be submitted directly to the parent school. The Committee may accept this as evidence, however this would be in addition to, and not instead of, professional evidence such as a medical note in the case of illness.
I don’t think my mitigating circumstances have affected my performance, should I still submit an application?
You must submit an application if you wish your circumstances to be considered. It is too late to submit an application after the event and when you have seen your marks and believe they are not a reflection of your actual ability.
I find it difficult to talk about my circumstances.
We understand that you might not be comfortable raising personal issues, particularly where the circumstances in question are private or of a sensitive nature. We cannot, however, take into account circumstances we are not told about, and retrospective applications, where circumstances are not raised until results, will not normally be considered or accepted. All applications for mitigating circumstances are treated confidentially. No details of mitigating circumstances are presented to the Assessment and Progression and Awards Boards, only that there are mitigating circumstances and the decisions made.
Who should I ask for advice?
You can speak to your Academic Personal Tutor, Student Education Service staff within your parent school or your programme leader. The LUU also have a help and support service, and they can guide you on the various procedures available to you, and direct you to other sources of support (including Disability Service and the Counselling and Wellbeing Service).
Should I apply for Additional Consideration or a coursework extension?
For coursework, where you can’t meet the deadline because of a short term or minor issue that has arisen, you should submit a request for a usually short extension. Contact the Student Education Service within your parent school for advice on the process for extension requests. You should consider the impact of an extension on other deadlines you may have to ensure that you are not creating workload pressure at a later date.
In some circumstances, particularly serious health issues or significant events which may affect all aspects of your studies, an extension would not be appropriate and you should seek advice on the other options available to you. You can also apply for Additional Consideration if you miss the opportunity to request an extension (although you will have to explain why).
What happens if my mitigating circumstances application isn’t approved?
If you consider that you have grounds to do so, you can appeal against the school’s decision not to approve an application for mitigating circumstances via the Academic Appeals Procedure:
http://www.leeds.ac.uk/secretariat/student_cases.html
The Student Cases Team in Secretariat can provide further advice on this process.


Will I be given additional marks, or will my marks be changed, if my case is approved?
No. Module marks for assessments must always reflect the actual academic performance. No marks will be changed because of mitigating circumstances, nor will mitigating circumstances be taken into consideration when marking your work.
If I am granted a first attempt resit for an assessment, can I decide not to take it?
Yes. However, if you do decline the offer of a further attempt (first attempt or resit attempt) following a successful application for mitigating circumstances, you will not normally be permitted to take that attempt at a later date.
Where you have been granted a first or further attempt following an application for Additional Consideration, any attempts must be taken at the next available opportunity (or within the timeframe agreed with the school).
If you do decide not to take up the offer of a first or further resit attempt, you must inform your parent school of your decision straight away to ensure that you are not registered to take it, and that your original mark is not permanently removed from your record.
I have taken temporary leave from my studies, do I still need to submit a mitigating circumstances application?
If you are requesting temporary leave after the week 8 deadline in either semester, an application for mitigating circumstances will need to be made. This is because after teaching week 8 you are still expected to complete your assessments for that semester.
9.10 [bookmark: _2._Where_to][bookmark: _How_should_I][bookmark: _Mitigating_Circumstances_–][bookmark: _10._What_are][bookmark: _Toc51938783][bookmark: _Toc115689929]Annex X. The Rules for Award
The Rules for Award are the rules, approved by the Senate, under which the schools are allowed to make awards on behalf of the University. The Rules for Award explain the University’s general requirements for each type of qualification.
9.11 [bookmark: _Toc51938784][bookmark: _Toc115689930]Additional Annexes
[Use “heading 3” for the titles of any additional annexes].
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