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1 This Handbook

This handbook is for all students studying on undergraduate and postgraduate taught programmes.

It aims to give new and continuing students a central reference point for University-wide regulations,
processes and guidance to help and support you through your studies. You will also receive course-
specific information from your School of Study when you arrive at the University.

If you are studying for a research degree, further information is available at
https://www.uea.ac.uk/pgresearch

2 Schools of Study and Faculties

As a student at the University of East Anglia, you will be a member of a School of Study. Your School
provides a range of academic courses including the one you are registered on. Each School has a
Head of School who is responsible for the academic and strategic management of the School. In
addition there is a Senior Adviser who is responsible for the management of the Student Advising
System within your School and a Director of Teaching and Learning (sometimes known as a Teaching
Director) who is responsible for the academic quality of courses within the School.

Your School of Study belongs to one of four Faculties; details are available at the following websites:

Faculty of Medicine and Health Sciences (FMH) www.uea.ac.uk/foh
Faculty of Arts and Humanities (HUM) www.uea.ac.uk/hum
Faculty of Science (SCl) www.uea.ac.uk/sci
Faculty of Social Sciences (SSF) www.uea.ac.uk/ssf

Each Faculty is managed by a Dean of Faculty who is responsible for the academic and strategic
management of the Schools that fall within his/her Faculty. The Dean is supported in this by a
number of Associate Deans who have specific areas of responsibility, e.g. Admissions, Learning and
Teaching, Research, Enterprise and Engagement, together with an administrative team headed up by
a Director of University Services for the Faculty.
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3 Your Personal Adviser

Each student is allocated to a member of academic staff who will be their Adviser; usually you will
have the same person for the entire time that you are studying on a programme. You are required
to meet with your Adviser a minimum of three times during the academic year.

3.1 Role of the Personal Adviser

You can arrange to meet with your Adviser during timetabled advising sessions or at other times by
arrangement. Your Adviser is someone to whom you can turn with any problem, academic or not.
You will, for instance, discuss your coursework marks and progress with your Adviser, and seek
advice if you have any problems. On the personal side, you can discuss in confidence any matter,
from the break-up of a relationship to health problems, whether or not it affects your ability to study.
You should be aware that your Adviser is probably not a trained counsellor and if s/he is unable to
help you with a particular matter, he/she will be able to suggest who else you might be able to go to
in the University for help and support.

For routine appointments the preferred initial contact is via e-mail. Some Advisers post up weekly
times when they will normally be available to see their advisees. If you need to see your Adviser
urgently, don't be afraid to ask. Leave a note, or send an e-mail, and you will be contacted as soon
as possible. If your Adviser has alternative arrangements for organising meetings, such as the
provision of booking forms which may be completed on their door, then they will let you know in
your first meeting.

If you are having serious medical or personal problems, you may be able to take a break from your
studies or repeat a semester or year. Please discuss your situation with your Adviser as soon as you
can if this happens, so that we can give you the best advice and make a request for you to take break
in your studies if that is the best way forward for you. Such requests are referred to as concessions
for intercalation — ‘intercalation’ being the University’s term for a break in study.

At the end of the spring semester you will be invited to give your feedback on the advising system
and how well it has worked for you.

In some Schools your Adviser may fulfil a slightly different role as other academic staff may also be
involved in an academic advisory capacity — your Course Handbook will make this clear to you if this
is the case.

3.2 Senior Adviser

Each School has a Senior Adviser who has overall responsibility for matters related to student
welfare within your School. If, for any reason, you wish to change your Personal Adviser, then you
should arrange this with your School’s Senior Adviser, or else inform the Learning and Teaching
Service who will contact the Senior Adviser on your behalf.
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4 The Learning and Teaching Service

Although all students belong to a specific School, your everyday support for your learning and

teaching is provided by an integrated Learning and Teaching Service, operating out of four Hubs

across the campus. Your Hub will depend on the Course you are studying:

Learning and Teaching
Hub Location

Courses supported

Schools supported

Elizabeth Fry Building
(EFB)

UG courses, Grad
Dips, Integrated

AHP, ART, BIO, CHE, CMP, EDU, ENV,
MED, MTH, NBS, PHA, PSY, SCI, SWP

Masters
Zuckerman Institute PGT courses & AHP, ART, BIO, CHE, CMP, EDU, ENV,
Building (Zicer) placements MED, MTH, NBS,NSC, PHA, SCI, SWP, and

UEA London (inc. HUM)

Edith Cavell Building (ECB)

UG courses (inc
post registration)

NSC

ARTS Building (ARTS)

UG & PGT courses

AMS, DEV, ECO, FTV, HIS, LAW, LCS, LIT,
MUS, PHI, PSI

The Hubs are staffed from 08.00 to 18.00, Monday to Friday (except for University Closures, such as

Bank Holidays).

Visit our home page at: https://www.uea.ac.uk/learningandteaching

Email our teams at:

Team
General Enquiries EFB
AHP-UG
ART-UG
BIO-UG
CCE
CHE-UG
CMP-UG
EDU - UG
ENV-UG
EYPS
MED-UG
MTH-UG
NBS-UG
PHA-UG
PSY-UG
SCI-UG
SWFY-UG
SWK-UG

Hub
EFB
EFB
EFB
EFB
EFB
EFB
EFB
EFB
EFB
EFB
EFB
EFB
EFB
EFB
EFB
EFB
EFB
EFB

Email address
efb_ug.hub@uea.ac.uk
ahp_ug.hub@uea.ac.uk
art_ug.hub@uea.ac.uk
bio_ug.hub@uea.ac.uk
cce_efb.hub@uea.ac.uk
che_ug.hub@uea.ac.uk
cmp_ug.hub@uea.ac.uk
edu_ug.hub@uea.ac.uk
env_ug.hub@uea.ac.uk
eyps_efb.hub@uea.ac.uk
med_ug.hub@uea.ac.uk
mth_ug.hub@uea.ac.uk
nbs_ug.hub@uea.ac.uk
pha_ug.hub@uea.ac.uk
psy_ug.hub@uea.ac.uk
sci_ug.hub@uea.ac.uk
swfy_ug.hub@uea.ac.uk
swk_ug.hub@uea.ac.uk
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General Enquiries ECB
NSC-UG

NSC Placements
General Enquiries Zicer
PGCE
Placements
FMH-PGT
SCI-PGT
PHA-PGT
EDU-PGT
ART-PGT
NBS-PGT
PSY-PGT
SWK-PGT

UEA London UG
UEA London PGT
General Enquiries Arts UG
AMS-UG
DEV-UG

ECO-UG

FTM-UG

HIS-UG

LAW-UG

LCS-UG

LDC-UG

PHI-UG

PSI-UG

MUS-UG

ULP

General Enquiries Arts PGT
LAW-PGT
LDC-PGT
DEV-PGT
AMS-PGT
PHI-PGT
LCS-PGT
ECO-PGT
FTM-PGT
PSI-PGT

HIS-PGT
MUS-PGT
HUM-PGT

General Enquiries Assessments

ECB
ECB
ECB
Zicer
Zicer
Zicer
Zicer
Zicer
Zicer
Zicer
Zicer
Zicer
Zicer
Zicer
Zicer
Zicer
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Arts 1
Exams

ecb_ug.hub@uea.ac.uk
nsc_ug.hub@uea.ac.uk
placements_ech.hub@uea.ac.uk
zicer_pgt.hub@uea.ac.uk
pgce_pgt.hub@uea.ac.uk
placements_zicer.hub@uea.ac.uk
fmh_pgt.hub@uea.ac.uk
sci_pgt.hub@uea.ac.uk
pha_pgt.hub@uea.ac.uk
edu_pgt.hub@uea.ac.uk
art_pgt.hub@uea.ac.uk
nbs_pgt.hub@uea.ac.uk
psy_pgt.hub@uea.ac.uk
swk_pgt.hub@uea.ac.uk
ug_london@uea.ac.uk
pgt_london@uea.ac.uk
artsl_ug.hub@uea.ac.uk
ams_ug.hub@uea.ac.uk
dev_ug.hub@uea.ac.uk
eco_ug.hub@uea.ac.uk
ftm_ug.hub@uea.ac.uk
his_ug.hub@uea.ac.uk
law_ug.hub@uea.ac.uk
lcs_ug.hub@uea.ac.uk
Idc_ug.hub@uea.ac.uk
phi_ug.hub@uea.ac.uk
psi_ug.hub@uea.ac.uk
mus_ug.hub@uea.ac.uk
ulp_arts.hub@uea.ac.uk
artsl_pgt.hub@uea.ac.uk
law_pgt.hub@uea.ac.uk
Idc_pgt.hub@uea.ac.uk
dev_pgt.hub@uea.ac.uk
ams_pgt.hub@uea.ac.uk
phi_pgt.hub@uea.ac.uk
lcs_pgt.hub@uea.ac.uk
eco_pgt.hub@uea.ac.uk
ftm_pgt.hub@uea.ac.uk
psi_pgt.hub@uea.ac.uk
his_pgt.hub@uea.ac.uk
mus_pgt.hub@uea.ac.uk
hum_pgt.hub@uea.ac.uk
assessments@uea.ac.uk
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The Learning and Teaching Hubs are there to help you and can assist with teaching-related matters

such as:

Production of ‘confirmation of study’ letters

Production of letters of recommendation to enable you to open a bank account on campus
Timetables

Registration

Module enrolments

Course and module queries and information

Queries about your marks

Coursework submission

Coursework deadline extension requests

Advice on University regulations, policies and procedures

Applying for concessions against University regulations, e.g. requests to take a break from
study (intercalation)

Information about what to do if you wish to raise a concern about your academic results, or
if you wish to make a complaint

Advice about what to do if you miss an examination, a course test or an assessed practical
Advice about what to do if you are experiencing difficulties with your studies or have to miss
teaching sessions

5 Communication

5.1 Notices, letters and emails
Under the University’s ‘General Regulation for Students’ you are required to respond to any notices

or communication sent/directed to you within 48 hours of it being made available to you.

Email is the main method of communication. Official University emails will be sent to your
UEA email account.

Notices may be posted on University, Faculty or School notice boards. For example, School
Notice boards for general news, e.g., funding opportunities for higher degrees, open
lectures, conferences and other outside events.

Internal mail is placed in the student pigeon holes situated in each School. This may include
University letters, invoices or other official University communications. Please check your
pigeon-hole regularly.

In addition, messages may be posted on the Student Portal; details are given below.

You must, therefore, ensure that you are aware of the location of pigeonholes and notice boards,

and that you check pigeonholes and your University email account on a regular basis, at least every

48 hours, and preferably daily. All communications will be assumed to be known to you within 48

hours of the date of issue.

Every student must be in a position to respond to any notice or communication directed to
him/her within 48 hours of it being made available to them. The expectation is that if a response is

required from you that you will reply within 48 hours.
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5.2 External mail/post
External mail for a student resident on campus should be addressed to their residence at the

University of East Anglia, Norwich Research Park, NR4 7TJ. Your mail may be collected from the
University post room which is in the ARTS 1 building, lower ground floor, from 10h00-16h30 on

Monday to Friday.

5.3 Change of address

It is very important that you keep your semester-time and out-of-semester-time addresses up-to-
date, particularly if or when you move out of UEA Residences. You can change your address online

via e-vision https://evision.uea.ac.uk/ . Failure to do so will result in information being sent to your
last known address and may result in your not receiving important information relating to your study.
Failure to immediately notify the University of a change of your semester time or permanent
home address is a breach of the University’s General Regulations for Students.

6 The Student Portal and eVision

News items and University notices for students may be posted on the UEA intranet. The student

view of this is called the Student Portal, and from your home page you can access a range of services

and support, including Blackboard our Virtual Learning Environment, for course-specific learning
resources such as module outlines, and eVision for your view of your student record.

1. In order to access e:Vision you will first need to open the UEA Portal. There are two way to
access the Portal:

a. Using a UEA desktop PC on campus:

Once you have logged onto the computer using your UEA username and
password the Portal opens as your homepage
b. Using a non-UEA computer:

(0]

(0]

Open a web browser such as Internet Explorer and type

https://portal.uea.ac.uk into the address line. You will need to enter your UEA

username and password when prompted to access the Portal

Either of the above methods will open the Portal homepage as shown below:

m Academic

News Headlines

To personalise your news

Campus News

university

University of East Anglia

Faculty Help & Advice

Senices Social My Stuff

Acadenic tab

& icon above. Hide This Message

Academic director roles available
Colleagues are invited to apply for three academic director positions currently available at the

Police close investigation into hacked emails
Norfolk Constabulary has decided to close its investigation into the hacking of emails and data
from UEA's Climatic Research Unit in 2009

(A2 | B

UEA People

Email

My Announcements

L] Surname or Extension #

Port
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2. Inorder access e:Vision click the Academic
tab at the top of the Portal homepage. flome oy

3. At the next screen, scroll down to the Student Records container on the right hand side and
click Student View as shown below.

See module enrolment information
View course profiles information
See your current modules
Complete on-line registration

Student Records

E:Vision enables you to access some of your records held on the UEA Student Information System.

Student View _ Finance ot
ACCEss your persong Student View View your account details
Make a payment

Amend your home and contact addresses

See information on fee changes and regulations
Download an Accommaodation Contract
Download a Direct Debit Form

Subscribe to your personal timetable in your email client or mobile device (How? [pdf] ) [ Alom B33 | IS5 ]

E:Vision will open at the next screen as shown below:

Student
Finance

Evaluation

Logout

Student home page

Student Adviser Information

Below are your details of your academic adviser.

Adviser Name |Dr Jayne Test
Email Address |jayne test{@uea ac.uk

If you do not have access to the Portal, e:Vision can be accessed directly by typing

https://evision.uea.ac.uk into the address line of your web browser, then entering your UEA

username and password at the log in screen.

7 Campus Cards

Campus cards are issued to all UEA students. You will need a Campus Card to gain access to the

following:

The Library

24 Hour IT Area on floors 0 and 1 of the Library Extension
Car Park

Sportspark

Restricted access areas - Labs in some schools

Student Union Membership (UEA & national membership)

The Campus Card service operates from 09.00-17.00, Monday-Friday. Staff will update existing or

expired membership during these hours. In order for applications to be authorised and manually

processed, please allow up to 5 working days (depending on staff availability). Non-standard

applications may take 10 to 15 days.
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If you make a personal visit to the Library, staff at the IT Helpdesk can assist you with all campus card
related queries. If you need a replacement card you need to fill in the following online application
form. The card can then be collected from the IT Helpdesk. We will do our best to print your new
card within 24 hours but please allow up to 48 hours at busy times.

Contact number for Campus Cards: extension 2419 (external callers 01603 592419)

8 Student Finances

Taking responsibility for your finances is an important part of your time at UEA. When you receive
an invoice from the University, you must pay it within 28 days. If you cannot pay your invoice then
you must go to the Cashiers Office in Registry as soon as possible to talk to someone about your
difficulty in doing so. It may be possible for alternative arrangements to be made so that you avoid
‘late payment’ fees added to your bill. Please make sure that you are aware of the consequences of
not keeping up with payments to the University — for example, non-payment could lead to
suspension from you studies. The Dean of Students’ Office (DOS) offers information and advice on
all aspects of student financial support and administers the grants and loans available to eligible
students: http://www.uea.ac.uk/services/students/Fin

9 Students with disabilities, specific learning difficulties (SpLDs) long-term
medical conditions and mental health concerns

The Disability and Mental Wellbeing Services within the Dean of Students’ Office (DOS) co-ordinate
support and information for all students whose disability, SpLD or physical or mental health
difficulty is impacting on their ability to achieve their academic potential and make the most of the
opportunities available at UEA. You may have declared a disability or SpLD on your application form
and already made contact with the Disability or Mental Wellbeing Service prior to your arrival to
discuss any particular requirements you have. However, do not hesitate to contact your Adviser or
DOS at any time while you are studying at the UEA, if you require advice or practical help.

Information can be found at the following websites :www.uea.ac.uk/services/students/disability

and https://www.uea.ac.uk/services/students/wellbeing

9.1 Students with dyslexia or other specific learning difficulties

If you have concerns that you might be dyslexic or if you already have identified dyslexia, advice and
support is available from friendly and qualified staff in the Dean of Students’ Office. They offer
individual tutorial support, screening for possible dyslexia/specific learning difficulty, on-campus
assessments by Educational Psychologists and help with applications for Disabled Students’
Allowances (DSAs). Their aim is to develop your independence and find ways of minimising your
learning difficulties. Early contact with the service is strongly advised.
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Appointments with a Dyslexia Tutor can be booked by contacting the Dean of Students’ Office in
person or by emailing dos.reception@uea.ac.uk.

9.2 Sticker system for students with Specific Learning Difficulties

The University has a voluntary sticker system for written assignments, formal University written
examinations and some course tests for use by students who have a specific learning difficulty or
difficulties. Such students may choose to put a sticker on their assessed work. A ‘virtual’ sticker can
be applied to electronic submission of work. A sticker will alert the marker to use marking criteria
that have been adjusted to take into account a range of learning difficulties such as dyslexia, and to
provide appropriate feedback on coursework. The sticker system is administered by the Dean of
Students’ Office.

9.3 Individual arrangements

All students who require individual arrangements in respect of their teaching and learning, and/or
coursework and examinations must contact the Dean of Students’ Office in the first instance.
Concessions are only granted when appropriate evidence has been provided, for example, medical
certificates or a recent Educational Psychologist’s report. For further information contact the Dean
of Student’s Office or your School’s Disability Liaison Officer (see below).

9.4 Disability Liaison Officer

Each School has a Disability Liaison Officer who provides staff and students with a point of reference
for advice and guidance about disability issues and support. The Disability Liaison Officers liaises
regularly with the Disability Co-ordinator in the Dean of Students’ Office in relation to general
policies and procedures and individual student requirements.

10 Regulations

10.1 General Regulations for Students

All students must abide by the General Regulations for Students. You should ensure that you are
familiar with the regulations and conduct yourself accordingly. If you have any queries about any

part of these regulations, please contact your Adviser, the Dean of Students’ Office or the Student
Union for further advice.

See: https://intranet.uea.ac.uk/calendar

Failure to abide by any University regulations may result in disciplinary action under the University’s
Disciplinary Procedures. The General Regulations and Disciplinary Procedures are available in the
UEA Calendar at: https://intranet.uea.ac.uk/calendar
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10.2 Regulations for Awards

There are also regulations governing the award of degrees and other qualifications, which you have
agreed to abide by when you registered as a student. Different regulations govern undergraduate
and taught postgraduate degrees.

Undergraduate Degrees:

Common Course Structure Regulations [PDF 627KB]
Integrated Masters Regulations [WORD 89KB]
EDU-Foundation-Programme-Regulations [WORD 41KB]

Postgraduate Degrees:
Common Masters Framework Regulations [WORD 86KB]

10.3 Plagiarism and Collusion

Plagiarism is defined as the reproduction (or ‘quotation’), without acknowledgement, of the work of
others (including the work of fellow students), published or unpublished, either verbatim or in close
paraphrase, including material downloaded from computer files and the internet. It can occur in
‘open-book’ examinations and/or coursework assessments which may take a variety of forms,
including, but not exclusively confined to: essays, reports, presentations, dissertations, projects.

Collusion is a form of plagiarism, involving unauthorised co-operation between at least two people,
with the intent to deceive.

By formally registering with the University, all students sign to declare that any work handed in is
their own work, free from plagiarism and collusion. All work submitted for assessment by you is
accepted on the understanding that it is your own effort without falsification of any kind. You are
expected to offer your own analysis and presentation of information gleaned from research, even
when group exercises are carried out. In so far as you rely on sources, you should indicate what
these are in accordance with the appropriate convention in your discipline.

The University’s Policy and Procedures for Dealing with Suspected Cases of Plagiarism and/or
Collusion can be found at:

https://intranet.uea.ac.uk/calendar/Policy+on+Plagiarism+and+Collusion

If you have any questions relating to these procedures, please do not hesitate to contact your
Adviser, or the School Plagiarism Officer.

If you are deemed guilty of plagiarism or collusion your mark will be penalised. You may also be
subject to disciplinary action in accordance with the University’s Disciplinary Procedures, see:
https://intranet.uea.ac.uk/calendar/Disciplinary+Procedures
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10.4 Attendance and Absence

10.4.1 Attendance

You are required to attend all lectures, seminars, workshops and other classes as prescribed by your
course of study. If you find that you are unable to attend, due to illness or another unforeseen
reason, you must contact your Learning and Teaching Hub as soon as possible to explain your
absence. Regulation 13 of the University’s General Regulations for Students lays out your
obligations with regard to attendance, engagement and progress:
https://intranet.uea.ac.uk/calendar/General+Regulations+for+Students

Unsatisfactory work, attendance and/or engagement may lead to a formal Head of School warning
under the University Disciplinary Procedures:
https://intranet.uea.ac.uk/calendar/Disciplinary+Procedures

If there is no improvement, your case may be referred to the Senate Discipline Committee and you
may be withdrawn from the University. The University’s Disciplinary Policy and Procedures relating
to Attendance, Engagement and Progress can be found here:
https://www.uea.ac.uk/Itgo/studentexperience/Statement+of+Policy+-

+Attendance,+Engagement+and+Progress

10.4.2 Absence due to illness

All absence due to illness must be reported, in writing or by email, to your Learning and Teaching
Hub on the first day of the illness occurring. If the initial information is given by telephone, this
must be followed up with an email or letter. You are required to self-certify for absence due to
medical reasons of up to 7 days. Forms can be obtained from the University Medical Service or the
Learning and Teaching Service.

If your illness is likely to be of over 7 days duration or prevents you from attending two or more
successive classes, or prevents you from attending a course test or assessed presentation, you
should make an appointment with the University Health Centre or your General Practitioner to
obtain a medical certificate to cover the period for which you are absent. The medical certificate
must be passed to the Learning and Teaching Service as soon as possible.

10.4.3 Absence for reasons other than illness

If you find yourself in circumstances that require you to be absent during a semester for reasons
other than illness, you must contact your Adviser or the Learning and Teaching Service to explain
why you are unable to attend. If possible this should be prior to the period of absence, if not then as
soon as possible thereafter.

Absence for any reason does not exempt you from submitting coursework by the due date

You may apply for an extension to your coursework deadline where absence has affected your ability
to complete your coursework on time. Please refer to the Extension section this handbook. It is your
own responsibility to make up work that you have missed whilst absent from UEA.
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10.5 Intercalation (interruption to your period of studies)

The General Regulations for students make provision for students who are facing particularly serious
personal difficulties outside of their studies to interrupt a course of study for an agreed length of
time. This is referred to as ‘intercalation’. Intercalations are granted for a variety of reasons, usually
these are medical, financial, or personal, or it can be combination of these reasons. Often the factors
which have led to the intercalation request will have affected academic progress.

If you think that you may need to intercalate, you should contact your Adviser in the first instance,
and then see someone in the Learning and Teaching Service to discuss your options. All the Learning
and Teaching Hubs have meeting rooms where you can talk to staff confidentially about any such
matters. Intercalations require the approval of the University and you should not assume that your
request has been granted until you are formally informed by the University.

10.6 Withdrawing from your course

If you decide that University study in general, or UEA in particular, is not right for you at present,
please contact your Adviser to discuss this. If, after talking things over with your Adviser, you are
sure that you wish to withdraw from the University, you should contact the Learning and Teaching
Service by email or by letter to confirm your decision.

11 Health and Safety

Regulation 12 of UEA General Regulations for Students states:

(1) A student shall exercise reasonable care:
(a) for his or her personal safety
and (b) for the safety of other persons who may be affected by his or her acts or
omissions
and (c) for the safety of the property of the University and of its students, staff and visitors.

(2) As regards any duty or requirement imposed on the University, its employees or any other
person under the Health and Safety at Work Act or under any relevant statutory provisions relating
to health and safety, a student shall co-operate with that body or person so far as is necessary to
enable that duty or requirement to be performed or complied with.

(3) A student shall comply with the University’s Health and Safety policy as published from time to
time and with any health and safety procedures relating to the facilities which the student is using.

(4) A student shall not intentionally or recklessly interfere with or misuse anything provided by the

University in the interests of health, safety or welfare in pursuance of the Health and Safety at Work
Act or of any relevant statutory provisions relating to health and safety.
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(5) Where a period of work experience / placement away from the University campus is an integral
and required part of a student's course, attendance will be in accordance with the University's Code
of Practice on Placement Learning.

See: https://intranet.uea.ac.uk/learningandteaching/placements/Placements

(6) It shall be a disciplinary offence to be in or on the Broad except as may be expressly or by
implication authorised by the University authorities concerned.

What this all means is that you have Individual Responsibility. You have a duty to ‘exercise
reasonable care for both your own health and safety and that of others who may be affected by your

acts or omissions at work’ (Management of Health and Safety at Work Regulations 1999).

Health and Safety may seem tedious until something goes wrong, often from the most apparently
innocuous set of circumstances.

In Schools which run practical sessions, field work or laboratory classes, you will be informed of the
specific and appropriate safety measures.

12 Your Course

12.1 Course Directors

Each course has a Course Director who is responsible for the management of the course, and you
should consult with the Course Director if you have queries about your course.

12.2 Programme Specification

Each course also has a programme specification which sets out the requirements for the course, the
specific and generic learning outcomes, the course profile, the assessment requirements and any
specific requirements for progression and degree classification; a copy is available on the web at:
http://www.uea.ac.uk/ltq/programmeSpecs/programmeSpecs.html

12.2.1 Course profile

Each course has a course profile, which forms part of the Programme Specification, provides an
outline of what you are required to study to satisfy the requirements of your course. The course
profile for each year specifies the modules you must take, the options available and the semester in
which each module is offered. Your course profile is available via your student portal page.

12.2.2 Course and Assessment Definitions

Assessment The process by which academic work is marked and overall
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Compulsory module

Core module

Course

Course code

Course profile

Coursework (CW)

Credit

Dissertation

Examination (EX)

Free Choice module

Good cause

Intercalation

Level

progress monitored

A module designated as one which students must take in
their chosen course — you will automatically be enrolled on
modules which are compulsory for your course

A module designated as one which students must take and
pass in their chosen course — you will automatically be
enrolled on modules which are core for your course

A grouping of modules leading to an award

The code which, with the title, defines a specific course or
programme of study.

The definition, for each course, of the modules which must
be studied, and passed, for each stage of a specific course.

Work of any type (essays, class presentations, course tests,
practical laboratory work) excluding examinations, projects
or dissertations

An indicator of the volume of study associated with each
module

The module(s) representing independent research or
investigation and assessed by a dissertation or its
equivalent

Examination which includes an element of the unseen
and/or an element of strict time limitation.

A module that may be selected by students on certain
programmes, subject to the approval of the Board of the
School of study (normally agreed with the Personal
Adviser).

Sufficient and reasonable grounds to indicate that a
student was prevented from taking an examination by
factors outside the student’s own control

An approved period of interruption to a period of study

Modules shall be classified at one of the following levels:

(a) Access level (level 0)

(b) Introductory degree level, not normally counting
towards the final degree classification (level 1)

(c) Honours Degree level, counting towards the final
degree classification (level 2 and level 3)

(d) Masters (M) level. The regulations for Integrated
Masters require that 50% of the Masters award is
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based on 120 credits of M level modules for which
the pass mark is 50%.

Mark Marks are expressed as a percentage, except where
approval has been granted for marks to be expressed as
pass/fail

Module A discrete block of study for on which a student is enrolled.

Each module is classified by its level and credit value.

Module assessment All modules are assessed by one of the following methods:
° Wholly by coursework (CW)
. Wholly by examination (EX)
. As a project (PR)
° Wholly by assessment of practice (AP)
. By a combination of two or more of the following:

coursework, examination, project, assessment of
practice (WW for modules which include an
examination; CP for modules which include a
project and coursework; CA for modules which
include coursework and assessment of practice)

Optional module A module included within a range of options from which a
student must select, subject to the approval of the Board
of the School of study

Programme Specification An outline of a degree course which specifies its content
and requirements; similar to the course profile.

Project (PR) A substantial piece of work, carried out by an individual
student or group of students involving scholarly research
and/or the analysis or application of data/knowledge in
practical undertakings

Restrictions Restrictions on enrolment for modules may take the form

of:

° Pre-requisites —a module which a student must
have already completed before enrolling on a
module

° Co-requisites —a module on which a student must
also enrol if taking a specific module

° Post-requisite —a module which must be taken
after the module on which the student is enrolled

. Non-compatible — a module which may not be

taken with a specified module
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12.2.3 Modules

Each module has a Module Organiser who is responsible for the management of the module. Details
of the module, giving an outline of the content of the module and how it is assessed are available via
your student portal. If you have any queries about a module please contact the Module Organiser.

12.2.4 Module Enrolment
You can see the modules on which you are enrolled on your student portal.

If you have a choice of modules to make for your first semester, you will be provided with guidance
about how to do this and you should select your modules as soon as possible. If you are an
undergraduate student during Semester 2, you will be asked to select modules for the following
academic year. When making module choices, you are recommended to discuss the options with
your Adviser.

Changes to Module Enrolments are not normally permitted after the second week of teaching in any
semester. If you need to change your module enrolments you should contact your Learning and
Teaching Hub as soon as possible to discuss your options. Schools may set an earlier deadline for
module enrolment changes and fines may be imposed for late changes.

13 Marking Criteria

The University has introduced revised ‘Senate Scales’ to aid the marking and feedback of assessed
Coursework, Dissertations and Oral Presentations. The tables are reproduced below:

Table One: Senate Scale for Coursework
Table Two: Senate Scale for Dissertations
Table Three: Senate Scale for Oral Presentations

Some Schools may provide their own versions of these, taking into account discipline requirements,
via their course handbooks or Blackboard sites.
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UEA SENATE SCALE: COURSEWORK

Classification Learning outcomes & Presentation | Argument & Criticality & Use of sources and Academic Written
scholarship understanding analysis evidence referencing communication
90-100% Learning outcomes have been Exemplary Highly effective and Work demonstrates Exemplary use of sources/case Exemplary in all respects. | Exemplary standard of written
Exemplary 1t met to an exemplary standard presentation: sustained arguments, exemplary standard studies and/or evidence. Outstanding bibliography | English. Written
el showing creativity and clear, logical, demonstrating of critical analysis Demonstrates impressive with academic communication, including use
innovation. imaginative, exemplary level of and/or originality command of data or literature, referencing conventions of subject-specific language, is
Coursework is Demonstrates an exemplary creative and understanding of the and creativity. drawing on a very broad range of | employed accurately, of highest standard that can be
OABAIT Bl A J understanding of link between original. Almost topic and associated Exemplary in its use material and/or examining the consistently and reasonably expected from a
most areas theory and practice and practice- | flawless. issues/debates. of ideas, concepts topic in considerable detail. according to established degree-level submission.
related issues and/or standards. Addresses all aspects of | and theory. Demonstrates an exemplary practice within the
Attains the highest standards of the assignment to Exemplary analysis sensitivity to the discipline.
scholarship that can be expected exemplary standard. of data. Exemplary limits/limitations of evidence.
of a degree-level submission. self-reflection.
80-89%, Learning outcomes have been A very high Coherent and articulate | Work demonstratesa | Work demonstrates a very strong | A very high standard of A very high standard of written
High 15t met to a very high standard. standard of arguments, very high standard of | command of data or literature, referencing throughout. English
g Demonstrates a strong presentation: demonstrating a very critical analysis drawing on a broad range of Bibliography conforms to
understanding of link between clear, logical and | high level of and/or originality material and/or examining the a very high standard.
Coursework is theory and practice and practice- few errors. understanding of the and creativity. topic in some detail. Also
strong in most related issues and/or standards. topic and associated Employs ideas, demonstrates a high level of
areas and may be | Attains avery high level of issues/debates. Has concepts, and theory | awareness of, and sensitivity to,
exemplary in scholarship, though small addressed most or all to good effect. High the limits of evidence.
some potential improvements can be aspects of the level of self-
readily identified. assignment to a high reflection.
standard.
70-79% Learning outcomes have been A high standard Coherent and articulate | Work demonstratesa | Work demonstrates a strong A high standard of A high standard of written
1st fully met to a high standard. of presentation: arguments, high standard of command of data or literature, referencing throughout. English
Demonstrates a strong clear, logical and | demonstrating a high critical analysis drawing on a broad range of Bibliography conforms to
understanding of link between few errors. level of understanding and/or originality material and/or examining the a high standard, though
Coursework is theory and practice and practice- of the topic and and creativity. topic in some detail. The there may be a number of
strong in most related issues and/or standards. associated Employs ideas, submission shows awareness of small errors
areas Attains an impressive level of issues/debates. Has concepts, theory to the limits/limitations of evidence.
scholarship, though there may be addressed most or all good effect. High
scope for improvement in a few aspects of the level of self-
areas. assignment to a high reflection.
standard.
60-69% Learning outcomes have been A good standard The work contains The work contains The student draws on a good A good standard of A good standard of written
. met to a good standard. of presentation: evidence of insight. some good examples | range of material but lacks the referencing, though a few | English, with only minor errors
Pass 2 (1) Demonstrates a good clear, mostly Though it may lack of critical analysis breadth of engagement with the errors or inconsistencies present

Coursework is
Oci i Ad EI
areas and strong
in some.

understanding of link between
theory and practice and practice-
related issues and/or standards.
Attains a good level of
scholarship, but lacks
sophistication of a 1t class piece.

logical, and
errors are mostly
very minor.

finesse, it is thorough,
clear and shows an
understanding of the
subject context. Has
addressed most or all
aspects of the
assignment.

but limited
originality and
creativity in use of
ideas, concepts, case
studies etc. Good
level of self-
reflection.

secondary literature required to
achieve a 15t class mark. Good use
of evidence. Topics are mostly
addressed but not always
examined in sufficient detail.
Partial awareness of the limits of
evidence.

may be present. Good
bibliography but possibly
containing technical
errors, some minor, some
more serious.
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UEA SENATE SCALE: COURSEWORK

Classification Learning outcomes & Presentation | Argument & Criticality & Use of sources and Academic Written
scholarship understanding analysis evidence referencing communication

50-59%, Learning outcomes have been A satisfactory Competent work, with Conscientious work Draws on a satisfactory but Referencing satisfactory A reasonable standard of

P 2 (i met satisfactorily. Some have standard evidence of and attentive to relatively limited range of on the whole, though written English, though a

ass (11) been met to a good standard. achieved: mostly | engagement in the subject matter sources. Some assessment of some inconsistencies or number of errors may be

Demonstrates some clear, some relevant issues, but and/or task set, but evidence. Topics are mostly instances of poor/limited | present.

Coursework is understanding of link between evidence of little originality and balanced more addressed but not always citation may be present.

o C 117 A8 ET| theoryand practice and practice- logical only occasional insight. | towards a descriptive | examined in sufficient detail. Satisfactory bibliography

areas but only related issues and/or standards. progression. Gaps in understanding rather than a critical, | Some use of examples. Treatment | but likely to reveal some

tisfact . Standard of scholarship likely to Some minor and knowledge; may analytical treatment. of data or literature is basically weaknesses in

SEURIEEeIR [T be undermined by poor linkage of | inaccuracies. not have addressed all sound but too narrow in scope composition and use of

_Others' Good issues/themes, poor use of aspects of the and underdeveloped. referencing conventions.

intellectual evidence, unsubstantiated claims assignment. Understanding of the limits of

engagement but etc. evidence not fully articulated or

execution flawed. understood.

40-49% Learning outcomes have been Barely Work shows some Narrow range of data | Draws on a limited range of Citations present, but A barely satisfactory standard

P 3rd met to the minimum required satisfactory understanding of the and/or literature sources. Little attempt to assess referencing is poor, of written English; a number of

ass level. Understanding of link standard of topic and some employed is very evidence. Examples are provided suggesting that little serious errors may be present;

between theory and practice and presentation. relevant knowledge, limited. May be but are poorly chosen or effort has been made to Poorly structured and written,

Coursework is practice-related issues and/or Some but its treatment is mostly limited to employed. Lacking in follow guidance. with poor attention to
standards is only adequate. inaccuracies basic, unimaginative, material provided in sophistication or finesse. The Bibliography barely vocabulary and grammar.

only satisfactory
in most areas and
weak in some
other s. Modest
evidence of
intellectual

engagement.

Standard of scholarship
undermined by poorly
constructed ideas, arguments, use
of evidence, partial response to
the question etc.

/errors may be
of a more serious
nature.

and superficial and the
student’s grasp of key
concepts is weak.
Arguments employed
are poorly evidenced
and/or contain flaws.

lectures/seminars.

submission reflects a limited level
of engagement in wider reading
and a limited confidence/ability
in the use of evidence. Limits of
evidence very poorly articulated
or understood.

adequate. Many errors,
some serious, revealing
limited awareness of

mechanics of scholarship.

Marks awarded in the range below indicate that the candidate has failed to achieve the standards required for a pass mark on this occasion. It is recommended that students receiving marks in this range meet
with their adviser or the marker to review the factors that may have influenced the mark and ways in which their performance might be enhanced in subsequent assessments.
Work representing unsafe practice in professional schools will be marked as a fail.

35-39%
Marginal Fail

Coursework is
barely
OOAOEOAEAA
few areas and
weak in most
others.

Insufficient demonstration of
learning outcomes to justify a
pass grade.

Understanding of link between
theory and practice and practice-
related issues and/or standards is
not sufficient for a pass.

Standard of scholarship
insufficient for a pass, with
weaknesses in several areas.

Unsatisfactory
standard, lacking
sufficient clarity,
and a logical
progression, with
serious
errors/inaccurac
ies.

The submission contains
some material of merit,
but it is only a partial
attempt to address the
question and fails to
answer the question fully
or in a robust manner
with few (and mostly
unsuccessful) attempts to
construct argument(s).
Poor understanding of
key issues or concepts

The treatment is
mostly
descriptive.
Whilst the work
contains some
evidence of
criticality or
analysis, it is too
limited or partial
or lacking in
depth to justify a
pass.

Draws on a very limited range of
sources. No real attempt to assess
evidence. Examples are occasionally
provided but are poorly chosen and
employed. Entirely lacking in
sophistication or finesse. The
submission reflects a very limited
level of engagement in wider
reading and a limited
confidence/ability in the choice and
use of evidence.

Citations present but very
limited. Referencing is very
poor. Bibliography is either

omitted, partial or poorly
structured.

Guidance not followed. Many
serious errors, revealing very

limited awareness of

mechanics of scholarship.

Unsatisfactory standard of
written English; too many
serious errors present.
Weaknesses undermine
clarity of meaning. Text
occasionally
incomprehensible. Includes
significant flaws in spelling,
grammar, and basic
sentence/paragraph
composition

Page 23 of 51




UEA SENATE SCALE: COURSEWORK

Classification Learning outcomes & Presentation | Argument & Criticality & | Use of sources and Academic referencing | Written
scholarship understanding analysis evidence communication
20-349% Learning outcomes have been Very poor Little material of meritor | The treatmentis Draws on minimal range of sources. | Citation almost or entirely A poor standard of written
ol met in a limited way. standard of relevance, revealing a almost wholly Rarely goes beyond paraphrasing absent. English. . Includes serious
al Understanding of link between presentation, lack of understanding of descriptive. bits of lecture notes or easily Guidance largely ignored. flaws in spelling, grammar,

theory and practice and practice-

lacking sufficient

key issues or concepts.

Contains little

accessible web sources. No attempt

Bibliography omitted or very

and basic

Coursework is related issues and/or standards is | clarity, and a Fails to address most evidence of a to assess evidence. Examples are poorly assembled. sentence/paragraph
weak in most considerably below that required | sufficiently aspects of the task or critical or very rarely provided, those that are, | Awareness of mechanics of composition
areas. for a pass. Standard of logical question set. Work lacks analytical being very poorly employed. scholarship very weak.

scholarship insufficient for a pass, | progression, with | any sustained engagement in Submission reflects a very limited

with weaknesses in many areas. many serious argument(s). the topic. level of engagement in study on a

inaccuracies. more general level.

10-19% The work submitted will have Little evidence No material of merit or The treatmentis | Almost complete absence of Citations absent. A very poor standard of
Bl very limited relevance to any of that any thought | relevance, revealing a wholly evidence. Guidance entirely ignored. No | written English throughout

the stated learning outcomes.
Understanding of link between

has been given to
the standard of

complete lack of
understanding of key

descriptive. No
evidence of a

Submission reflects a very limited
level of engagement in study on a

bibliography that could merit
description as such. Work

with little care taken in the
composition of proper

Coursework is theory and practice is very weak. presentation. issues or concepts. critical or more general level. shows no real attempt to sentences or paragraphs.
very weak in Standard of scholarship Many serious Fails to address all analytical apply the mechanics of
most areas. insufficient for a pass, with errors/inaccurac | aspects of the task or engagement in scholarship.
weaknesses in all areas. ies. question set. No attempt the topic.
to construct argument(s).
0-9% Lacks any understanding of No evidence that | No understanding is The treatment is Evidence absent Citation entirely absent. Incomprehensible. No
. learning outcomes. No any thought has demonstrated. wholly Submission reflects a very limited Bibliography omitted. attempt to compose proper
Fail understanding of link between been given to the | Arguments notable for descriptive level of engagement in study on a Application of the mechanics sentences or paragraphs.

Coursework is
very weak in all
areas.

theory and practice and practice-
related issues and/or standards.
Standard of scholarship very poor
throughout.

standard of
presentation.

their complete absence.

more general level.

of scholarship entirely
absent.
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UEA SENATE SCALE: DISSERTATIONS

Classification | Learning Presentation Methodology Argument & Criticality & Use of sources Academic Written
outcomes/scholarship understanding | analysis and evidence referencing communication
90-100% Learning outcomes are met to Exemplary Underpinned by a Highly effective and Work demonstrates an Exemplary use of Exemplary in all Exemplary standard of
exemplary standard. presentation: clear, | sophisticated sustained arguments, | exemplary standard of case studies and respects. written English. Use of
Exemplary 1st Dissertation demonstrates an logical, methodology. demonstrating a critical analysis and/or evidence. Outstanding subject-specific
lesertat[on IS | exemplary understanding of imaginative, Demonstrates exemplary | detailed and originality and creativity. | Demonstrates bibliography. language is of the
OA@AIT BI1 Al link between theory and creative and sensitivity in the use of impressive level of Exemplary in its use of impressive command highest standard one
most areas practice and related issues/ original. Almost quantitative and/or understanding of the | ideas, concepts, theory. of data or literature, can reasonably expect
standards. Attains highest flawless. qualitative methods. topic and associated Limitations in the drawing on a very in a degree level
standards of scholarship that Research tools employed | issues/debates. research or incomplete broad range of submission.
can reasonably be expected of a are of exemplary conclusions are material and/or Vocabulary exemplary.
degree-level submission. standard. recognised and examining the topic
Exemplary awareness of explained. Exemplary in considerable
research ethics. level of self-reflection. detail.
80-89% Learning outcomes have been A very high The dissertation is Coherent and Dissertation Work demonstrates | A very high A very high standard
0 " met to a very high standard. standard of underpinned by a sound articulate arguments, | demonstrates a very high | avery strong standard of of written English.
Hllgh 1s . . Demonstrates a strong presentation: clear, | methodology. demonstrating a very | standard of critical command of data or referencing Vocabulary of a very
Dissertation is understanding of link between | logical and few Demonstrates a very high | high level of analysis and/or literature, drawing throughout. high standard.
strong in most theory & practice and practice- errors. level of skill and understanding of the | originality and creativity. | onabroad range of Bibliography
areas and may related issues and/or sensitivity in the use of topic and associated Employs ideas, concepts, material and/or conforms to a
be exemplary in | standards. Attains a very high quantitative and/or issues/debates. Has and theory to good effect. | examining the topic very high
some level of scholarship, though qualitative methods. addressed most or all | Very high level of self- in some detail. Also standard.
potential improvements can be Research tools employed | aspects of the reflection. demonstrates a high
identified. are of a very high assignment to a very level of awareness of,
standard. high standard. and sensitivity to, the
High level of awareness limits of evidence.
of research ethics
70-79% Learning outcomes have been A high standard of | The dissertation is Coherent and Work demonstrates a Work demonstratesa | A high standard A high standard of
1st fully met to a high standard. presentation: clear, | underpinned by a sound articulate arguments, | high standard of critical good command of of referencing written English is
] o Dissertation demonstrates a logical and few methodology. demonstrating a high | analysis and/or data or literature, throughout. demonstrated. Text
Dissertation is strong understanding of link errors. Errors Demonstrates a high level | level of originality and creativity. | drawing on abroad Bibliography may reveal some
strong in most between theory & practice and present are mostly | of skill and sensitivity in understanding of the | Employs ideas, concepts, range of material conforms to a limitations in use of a
areas. related issues and/or of a minor nature. the use of quantitative topic and associated and theory to good effect. | and/or examining high standard, wide vocabulary.
standards. Attains a high level and/or qualitative issues/debates. Has Limitations in the the topic in some though there

of scholarship, though there
may be scope for improvement
in a few areas.

methods. Research tools
employed are of a high
standard.

High level of awareness
of research ethics.

addressed most or all
aspects of the
assignment to a high
standard.

research or incomplete
conclusions are mostly
recognised and some
attempt is made to
explain them.

detail.

may be a number
of small errors.
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UEA SENATE SCALE: DISSERTATIONS

Classification | Learning Presentation Methodology Argument & Criticality & Use of sources Academic Written
outcomes/scholarship understanding | analysis and evidence referencing communication

60-69% Most learning outcomes have Good standard of Some weaknesses in Dissertation contains | Contains some good The student draws A good standard | A good standard of
been met to a good standard. presentation: clear, | methodology or use of evidence of insight. examples of critical on a good range of of referencing, written English is

2(1)

Dissertation is

Demonstrates a good

mostly logical,

research tools, but good

Though it may lack

analysis but limited

material but lacks the

though some

demonstrated, with

2 oSS understanding of link between though lacking the attempt at the research finesse, it is originality/creativity in breadth of minor errors or only minor errors
OCI I Ao theory and practice and ‘flair’ of 15t class process. Competent use thorough, clear and use of ideas, concepts, engagement with the | inconsistencies present. Vocabulary
areas and practice-related issues and/or submission. of quantitative & shows an case studies etc. Although | secondary literature may be present. demonstrates a rather
i standards. Attains a good level Errors mostly of a qualitative methods. understanding of the | there may be some required to achievea | Good limited range.
strong In ) . ) ) .
of scholarship, but lacks minor nature, but Research tools of good subject context. Has awareness of the 1st class mark. Good bibliography, but
some. sophistication of a 15t class some may be more | standard, though may addressed mostorall | limitations of research, use of evidence. lacking slightly in
piece. substantive. lack sophistication. Good aspects of the awareness of reasons for | Topics are mostly either breadth or
awareness of research assignment. these and their addressed but not depth.
ethics. implications is variable. always examined in
sufficient detail.
50-59% Most learning outcomes have A satisfactory Methodology approachis | Arguments are Diligent execution. Satisfactory but Referencing A reasonable standard
(i been met satisfactorily. Some standard achieved: | basically sound but presented but lack Conscientious and relatively limited satisfactory on of written English,
.(11) o have been met to a good mostly clear, some under-developed and contextualisation. attentive to subject range of sources. the whole, though a number of
[_)ISS?HE.atI?n_ IS standard. Demonstrates some evidence of logical lacking in sophistication. Competent work, matter but balanced Some assessment of though some errors may be present.
o) Cl 1l Ao understanding of link between progression. Some Research tools employed | with evidence of more towards a evidence. Topics are inconsistencies Vocabulary reveals a
areas but only theory and practice and minor inaccuracies. | are satisfactory but lack engagement in the descriptive rather than a mostly addressed but | or instances of lack of development.
satisfactory in practice-related finesse. Data retrieved relevant issues, but critical, analytical not always examined | poor/limited
others. Good issues/standards. Standard of may be of limited, little flair and only treatment. in sufficient detail. citation may be
: scholarship likely to be breadth veracity or occasional insight. Awareness of the Some use of present.
intellectual . ) o . . ) e Tirseors ;
t undermined by poor linkage of reliability. Only a basic Gaps in knowledge dissertation’s limitations examples. Treatment | Satisfactory

engageme_n issues/themes, poor use of awareness of issues and understanding is demonstrated but at a of data or literature bibliography
but execution evidence, unsubstantiated associated with us of basic level. sound but
flawed. claims etc. qualitative/qualitative underdeveloped.

data. Awareness of

research ethics limited.
40-49%, Most learning outcomes have Poor standard of Methodological approach | Arguments employed | Narrow range of data Limited, modest Citations present, | A barely satisfactory
3rd pj . been met to a satisfactory level. | presentation. Some | is barely adequate and are poorly evidenced | and/or literature range of sources. but referencing standard of written
h Dissertation Understanding of link between errors & flawed in some areas. and/or flawed. Work | employed. Mostly limited | Little attempt to is poor. Little English; a number of
is only theory and practice and inaccuracies may Research tool simplistic shows some to material provided in assess evidence. attempt to follow | serious errors present.

satisfactory in
most areas and
weak in some
others. Modest
evidence of
intellectual
engagement.

practice-related
issues/standards is barely
adequate. Standard of
scholarship undermined by
poorly constructed ideas,
arguments, use of evidence,
partial response to the question
etc.

be of a more
serious nature.
Work has been
rushed to
completion.

and under-developed.
Data may be of very
limited breadth or
reliability. Very little
awareness of issues
associated with us of
qualitative/qualitative
data. Awareness of
research ethics barely
satisfactory.

understanding of
topic and relevant
knowledge, but its
treatment is basic.
Grasp of key
concepts is weak

lectures/seminars. Little
awareness of the
dissertation’s limitations
or the implications of
conclusions/recommend
ations.

Examples are
provided but are
poorly chosen or
employed. Lacking in
sophistication or
finesse. Limited level
of engagement.

guidance.
Bibliography
barely adequate.

Poorly structured and
poor vocabulary and
grammar. Vocabulary
reveals major short-
comings
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UEA SENATE SCALE: DISSERTATIONS

Marks awarded in the range below indicate that the candidate has failed to achieve the standards required for a pass mark. It is recommended that students receiving marks in this range should meet with their adviser or the marker

to review the factors that may have influenced the mark and ways in which their performance might be enhanced in subsequent assessment.

Classification | Learning Presentation Methodology Argument & Criticality & Use of sources Academic Written

outcomes/scholarship understanding | analysis and evidence referencing | communication
35-39%, Learning outcomes not mettoa | Unsatisfactory Methodological approach | Contains some The treatment is mostly A very limited range Citations present | Unsatisfactory
Marginal Fail satisfactory standard. standard, lacking is unsound and flawed in material of merit, but | descriptive. Whilst the of sources. No real but very limited. standard of written

. L Understanding of link between sufficient clarity, too many areas. Research | only a partial attempt | work contains occasional | attempt to assess Referencing is English; too many
Dissertation is theory and practice is structure. Many tools under-developed to address the evidence of criticality or evidence. Examples Very poor. serious errors present.
b,af,eb’ AL . | insufficient for a Pass. Standard | serious errors. and/or inadequate. Data question. Fails to analysis, it is too limited are occasionally Bibliography is Weaknesses
OOAOE O AA| of scholarship insufficient for a of insufficient breadth or address research Qs or partial or lacking in provided but are omitted, partial undermine clarity of
a few areas and | pass, with serious weaknesses reliability. Awareness of fully. Few (and depth to justify a pass. poorly chosen or or poorly meaning. Weak
weak in most in several areas. issues associated with us mostly unsuccessful) Hardly any awareness of irrelevant. Entirely assembled. vocabulary.
others. of qualitative/qualitative | attempts to construct | the dissertation’s lacking in Guidance
data appears to be argument(s). Poor limitations is sophistication or ignored.

minimal or non-existent.

understanding of key
issues or concepts.

demonstrated.

finesse. Very limited
level of engagement.

20-349, Learning outcomes have been Very poor standard | Dissertation reflects a Little material of The treatment is almost Draws on minimal Citation almost A very poor standard
. met in a limited way. of presentation. very poor understanding | merit or relevance, wholly descriptive. range of sources. or entirely of written English.
F‘?Ul L Understanding of link between Many serious of what a ‘methodology’ revealing a paucity of | Contains little evidence of | Simply paraphrasing | absent. Too many serious
Dissertation is theory and practice is very inaccuracies, is. Approach is unsound understanding of key | a critical or analytical bits of lecture notes Guidance errors present.
weak in most weak. Standard of scholarship errors, and and flawed ata issues or concepts. engagement in the topic. or easily accessible ignored. Weaknesses greatly
areas. insufficient for a pass, with weaknesses in fundamental level. Work lacks any No awareness of the web sources. No Bibliography undermine clarity of
serious weaknesses in most layout. Research tools under- sustained dissertation’s limitations. | attempt to assess omitted or very meaning. Very weak
areas. developed and/or argument(s). evidence. Minimal poorly vocabulary.
inadequate. Data engagement. assembled.
minimal.
10-19% The work submitted will have Little evidence that | Little understanding of No arguments The treatment is wholly Almost complete Citation(s) A very poor standard
. very limited relevance to any of | any thought has ‘methodology’ is present. No material descriptive. No evidence absence of evidence. largely absent. of written English.
F_all o the stated learning outcomes. been given to apparent. Approach is of merit or relevance, | of a critical or analytical Submission reflectsa | No awareness of | Often
Dissertation is Standard of scholarship presentation. entirely unsound and revealing a complete | engagement in the topic. very limited level of good academic incomprehensible.
very weak in insufficient for a pass, with Many serious seriously flawed at a lack of understanding | No awareness of the engagement in study | practice. Work Hardly any evidence of
most areas. serious weaknesses in all areas. | errors/ fundamental level. Tools of key issues or dissertation’s limitations. | on a more general shows no real engagement or
inaccuracies and data concepts. level. attempt to apply discipline-specific
unreliable/unsound. the mechanics of | vocabulary.
scholarship.
0-9%, No learning outcomes have No evidence that Nothing that might be No understanding is The treatment is wholly Evidence absent Citation entirely Incomprehensible. No
. been met. Standard of any thought has described as a demonstrated. descriptive. No Submission reflectsa | absent. attempt to compose
F?ll . scholarship very weak in all been given to ‘methodology’ is Arguments notable awareness of the very limited level of Application of proper sentences or
Dissertation is areas. Falls a very long way presentation. apparent. Total absence for their complete dissertation’s limitations. | engagement instudy | the mechanics of | paragraphs.
very weak in all short of a pass. of proper research tools absence. on a more general scholarship
areas. or usable data. level. entirely absent.
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UEA SENATE SCALE: ORAL PRESENTATION

Classification Learning Presentation Projection, language Argument & Organisation & Criticality & Use of sources and
outcomes and spoken English understanding structure analysis evidence
90-100% Learning outcomes Exemplary: clear, logical, Exemplary standard of Highly effective Exemplary structure with | Demonstrates Exemplary use of case
- met to an exemplary imaginative, creative and original. | spoken English and diverse arguments; deeply clear, logical progression. | exemplary studies/evidence. Impressive
Exemplary 1 standard. Almost flawless. vocabulary. Exemplary use of | impressive level of Organisation exemplary. standard of command of data/literature.
Demonstrates an Very high level of choreography. discipline-specific understanding. Presentation has razor- criticality. Draws on very broad range of

Presentation

exemplary
understanding of link

Almost flawless in delivery.
Encouraged group participation

terminology and language.
Exemplary voice

Key points are rigorously
argued and convincingly

sharp focus and sense of
purpose.

Exemplary in its
analysis of ideas,

material. Examines the topic
in considerable detail.

exemplary L between theory and and discussion and responded to projection/eye contact/body presented, with concepts & theory. Exemplary academic
most areas. practice.. questions with considerable flair language. exemplary use of Where underpinnings.
and authority. supporting evidence. appropriate, the
Exemplary use of visual aids. latter are applied
Time management exemplary. in a sophisticated
manner.
80-89%, Learning outcomes A very high standard achieved: A very high standard of Coherent and effective Structure clear and well- Work Work demonstrates an
. met to a very high clear, logical, few errors. The spoken English. Very good argument(s) are suited to topic. demonstrates a excellent command of data or
ngh 1st standard. delivery - whilst not exemplary - breadth of vocabulary. presented. Whilst not entirely very high standard | literature, drawing on a
Demonstrates a very is lively, with excellent use of Very good use of discipline- Demonstrates a very high | without flaws, there is of critical analysis broad range of material
Presentation strong understanding | visual aids (if appropriate) and specific terminology. level of understanding of | evidence of careful and/or originality and/or examining the topic in
strong in all of link between some evidence of practice and Good voice projection and the topic and associated planning and attention to | and creativity. some detail. Sound academic

areas and may

theory and practice
and practice-related

choreography.
Encouraged group participation

eye contact/use of body
language.

issues/debates.

detail. Logical
progression.

Employs ideas,
concepts, theory to

underpinnings.

be exemplary in | issuesand/or and discussion and responded very good effect.
one or two. standards. well to questions. Very good use
of visual aids. Time management
very good.
70-79% Learning outcomes A high standard achieved: clear, A high standard of spoken Coherent and effective Structure clear and well- Work Work demonstrates a good
1st fully met to a high logical, few errors. The delivery - English. Good breadth of argument(s) are suited to topic. demonstrates a command of data or
standard. whilst not exemplary - is lively, vocabulary. presented, but some Whilst there is evidence high standard of literature, drawing on a
Demonstrates a with good use of visual aids (if Good use of discipline- scope for improvement. of careful planning and critical analysis broad range of material
Presentation strong understanding | appropriate) and some evidence specific terminology. Demonstrates a high level | attention to detail, there and/or originality and/or examining the topic in

strong in most
areas.

of link between
theory and practice
and practice-related
issues and/or
standards.

of practice and choreography.
Encouraged group participation.
Responses to questions are

sound, but could be more incisive.

Good use of visual aids. Time
management good, but use of
time could have been improved
upon.

Good voice projection and
eye contact/use of body
language.

of understanding of the
topic and associated
issues/debates.

is some scope for
refinement. Logical
progression.

and creativity.
Employs ideas,
concepts, theory to
good effect, though
there is some scope
for improvement.

some detail. Some minor
gaps may be identifiable, but
no major omissions.
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UEA SENATE SCALE: ORAL PRESENTATION

Classification Learning Presentation Projection, language Argument & Organisation & Criticality & Use of sources and

outcomes and spoken English understanding structure analysis evidence
-6909, earning outcomes good standard of presentation: good standard of spoken ost points are tructure generally clear e work contains raws on good range o
60-69% L i A good dard of i A good dard of spok M i S lly cl Th k i D d f
P 2(i have been met to a clear, mostly logical, and errors English and vocabulary. Good | illustrated with relevant and there is logical some good material but lacks the
ass (1) good standard. are mostly minor. Whilst lacking use of disciplinary examples, though they progression. examples of critical | breadth of engagement with

Demonstrates a good | some finesse, the presentation is terminology and language. may not always Whilst the presentation analysis and but the secondary literature

Presentation understanding of link | clear and lively. Makes Voice projection and eye contribute convincingly shows evidence of care in | limited originality required to achieve 1t class

good in most between theory and appropriate use of visual aids. contact/body language are to the argument(s) made. | its planning, needs more and creativity in mark. Good use of evidence.

e practice and practice- | Time management good. Makes better than average, though Evidence of insight and careful ‘honing’, and use of ideas, Issues mostly addressed but

strong in some.

related issues and/or
standards.

some attempt to engage the
audience and responds well to
questions.

some room for improvement.

an understanding of the
subject context.

clearer focus.

concepts, case
studies etc.

not always examined in
sufficient detail.

50-59%
Pass 2(ii)

Presentation is
good in some
areas but only
satisfactory in
others.

Learning outcomes
have been met
satisfactorily. Some
have been met to a
good standard.
Demonstrates some
understanding of link
between theory and
practice and practice-
related issues and/or
standards.

A satisfactory standard achieved:
mostly clear, some evidence of
logical progression. Competent
but lacks dynamism or
creativity/imagination; rather
‘stagey’ in its delivery. More or
less to time, though some parts
may have been slightly rushed
Makes some attempt to engage
the audience, though responses to
questions of limited
sophistication or
authoritativeness.

Satisfactory standard of
spoken English & vocabulary.
Some discipline-specific
terminology and language are
used, mostly accurately. Voice
projection/eye contact/body
language are satisfactory.

Competent work, with
evidence of engagement
in the relevant issues, but
little flair and only
occasional insight. Gaps
in understanding and
knowledge; may not have
addressed all aspects of
the assignment.

Generally accurate and
relevant but some gaps
and or irrelevant
material.

Not always clear or
logical.

Conscientious
work and attentive
to subject matter
and/or task set, but
balanced more
towards a
descriptive rather
than a critical,
analytical
treatment.

Some illustrative
material, but not
consistently
critically evaluated.

Relatively limited range of
sources. Some assessment of
evidence. Topics are mostly
addressed but not always
examined in detail. Some use
of examples. Treatment of
data or literature is basically
sound but narrow.

40-49%
Pass 3rd

Presentation is
only
satisfactory in
most areas and
weak in some.

Most learning
outcomes have been
met to a satisfactory
level.

Understanding of link
between theory and
practice and practice-
related issues and/or
standards is barely
adequate.

Barely satisfactory standard of
presentation. Some errors of
more serious nature. Not always
easy to follow. Unimaginative and
un-engaging.

Lacks dynamism or flair -
conveys meaning, but is
sometimes unclear, muddled or
clumsy. Uncomfortable
responding to questions and little
attempt at engaging audience.
Poor time management: slightly
under/over time.

Standard of spoken English
and vocabulary is only just
adequate for a pass. Use of
discipline-specific
terminology and language
lacks precision and may be
flawed.

Use of voice projection and
eye contact/use of body
language are poor -
considerable scope for
improvement.

Work shows some
understanding of the
topic and some relevant
knowledge, but its
treatment is very basic,
unimaginative, and
superficial and the
student’s grasp of key
concepts is quite weak.
Arguments employed are
poorly evidenced and/or
contain flaws.

Material fairly
disorganised with poor
sense of ‘mission’ or key
points the student
wished to convey.

Narrow range of
data and/or
literature
employed.

A fairly superficial
level of
interpretation and
generally
derivative and
lacking criticality
in its use of
evidence and/or
sources.

Draws on a narrow range of
sources. Mostly limited to
material in
lectures/seminars.

Little attempt to assess
evidence. Examples are
provided but are poorly
chosen/employed.

Limited level of engagement
in wider reading.
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UEA SENATE SCALE: ORAL PRESENTATION

Marks awarded in the range below indicate that the candidate has failed to achieve the standards required for a pass mark. It is recommended that students receiving marks in this range should meet with
their advisor or the marker to review the factors that may have influenced the mark and ways in which their performance might be enhanced in subsequent assessments.

Classification Learning outcomes Presentation Projection, language | Argument & Organisation Criticality & Use of sources and
and spoken English | understanding & structure analysis evidence
-390 nsufficient demonstration nsatisfactory standard: lacks tandard of spoken Englis ontains some materia tructurally weak, e treatment is raws on very limite
35-399%, Insulfficient d i Unsatisf: dard: lack: Standard of spoken English | C i ial S 11 k Th i D limited
M el el of learning outcomes to clarity, and logical progression, and vocabulary falls below of merit, but only a muddled, lacking mostly descriptive. range of sources. No real
arginal rai justify a pass grade. with serious errors/inaccuracies. | the standard required fora | partial attempt to incoherence. Little Whilst the work attempt to assess evidence.

Presentation is
barely
satisfactory in
some areas and
weak in most

Understanding of link
between theory and
practice and practice-
related issues and/or
standards is not sufficient
for a pass.

Delivery is clumsy, or muddled or
even incomprehensible.
Unimaginative and un-engaging.
Very little evidence of ‘practise’
prior to delivery. Fails to respond
adequately to questions. No
attempt to engage audience. Poor

pass. Use of discipline-
specific terminology and
language is inaccurate
Voice projection and use of
body language are poor.

address question/topic.
Few attempts to
construct argument(s).
Poor understanding of
key issues or concepts.

sense of focus or
sense of ‘mission’.

contains some
evidence of criticality
or analysis, it is too
limited or partial or
lacking in depth to
justify a pass.

Examples occasionally
provided but poorly
chosen/employed. Very
limited engagement in
wider reading and little
understanding of how to
select and use evidence.

others. time management, -significantly
under/over time.
20-349% One or two learning Very poor standard of Standard of spoken English Little material of meritor | Disorganised and The treatment is Draws on minimal range of
. outcomes have been metin | presentation, lacking sufficient and vocabulary is very relevance, revealing a incoherent. No almost wholly sources. Rarely goes
Fail a limited way. clarity, and a sufficiently logical poor. Use of discipline- paucity of understanding | obvious or descriptive. beyond paraphrasing bits

Presentation is
weak in most

Understanding of link
between theory and

practice and practice-
related issues and/or

progression, with many serious
inaccuracies. Little awareness is
demonstrated of the ‘purpose’ of
the oral presentation and the

specific terminology and
language is inaccurate
No awareness of voice
projection and body

of key issues or concepts.
Fails to address most
aspects of the task or
question set. Work lacks

apparent focus or
sense of ‘mission’.

Contains little
evidence of a critical
or analytical
engagement in the

of lecture notes etc. No
attempt to assess evidence.
Examples rarely provided &
very poorly employed.

areas. Poor standards is considerably techniques required in delivering | language. any sustained topic. Submission reflects a very
engagement. below that required for a it. argument(s). limited engagement in

pass. study.
10-19% The work submitted will Little evidence of care or serious Spoken English and No material of merit or Totally The treatment is Almost complete absence of
el have very limited relevance | thought being given to the vocabulary cause for major | relevance, revealing a disorganised and wholly descriptive. evidence.

Presentati on is
very weak in most
areas. Very poor

to any of the stated learning
outcomes. Understanding
of link between theory and
practice is very weak.

standard of presentation. Many
serious errors/inaccuracies.

concern: may require
remedial intervention. Use
of discipline-specific terms
and language suggests
major deficiencies in
reading/ knowledge.

complete lack of
understanding of key
issues or concepts.

Fails to address all
aspects of the task or
question set. No attempt

incoherent. No
obvious or
apparent focus or
sense of ‘mission’.

No evidence of a
critical or analytical
engagement in the
topic.

Submission reflects a very
limited level of engagement
in study on a more general
level.

engagement. to construct argument(s).
0-99% Lacks any understanding of | Very poor standard of Standard of spoken English | Understanding and/or Difficult to discern The treatment is Evidence absent
el learning outcomes. presentation which has not been totally inadequate for an arguments either entirely | any organisation or | wholly descriptive Submission reflects a very

Presentation is
very weak in all
areas. Almost
total lack of
engagement.

No understanding of link
between theory and
practice and practice-
related issues and/or
standards.

informed, in any meaningful way,
by any of the guidance provided.

oral exercise at degree
level. Remedial
intervention essential.
Hardly any knowledge
demonstrated.

absent or barely
discernible.

structure.

limited level of engagement
in study on a more general
level.
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14 Timetables

You can view your personal timetable via your student portal. There may be last-minute changes to
your timetable, for example, a change of room, so you should check your online timetable regularly
and not rely on a printed out copy which may become out of date. The Hub staff will endeavour to

inform you of late changes via email.

15 Coursework Submission and Return

The University’s policy on Submission of Work for Assessment (Taught Programmes): Submission of
Anonymised Work for Assessment, Word Limits and Penalties, Extensions and Penalties for
Unauthorised Late Submission, Provisional Marks and Feedback, and Retention of Coursework is
published in the Calendar, and is available at:

https://intranet.uea.ac.uk/calendar/Submission+of+Work+for+Assessment+(Taught+Programmes)

Detailed useful information for students is available on the Learning and Teaching Service website at:
https://intranet.uea.ac.uk/learningandteaching/coursework

15.1 Word Limits and Word Count Penalties

From 2012-3, a penalty will be imposed for exceeding the word limit. The policy also clarifies what
should be included and excluded in the word count. Students must include their word count on the
coursework coversheet when they submit their work. Specifically, where appropriate:
e The word limit for assignments will be clearly published, normally in the assessment title.
e Assessment outlines/marking criteria will include a requirement to answer the task/question
in a specified number of words
e Word limits for written assignments for undergraduate and taught master’s assessments
should only include the text and should exclude footnotes, endnotes, bibliographies,
diagrams and labels

15.1.1 Penalties for exceeding the word limit

Up to 10% over word limit No Penalty

10% or more over the word limit Deduction of 10 marks off original mark

Failure to provide an electronic copy | Mark capped to the pass mark
when requested

Intentional misrepresentation of the | Mark capped to the pass mark
word count on the coversheet
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NOTE:

1. When the original mark is within 10 marks of the pass mark, the penalty will be capped
at the pass mark

2. Original marks below the pass mark will not be penalised

15.2 Deadlines
The deadline for submission of coursework is 15:00 (3pm) on the submission/due day. This is for
both electronic submission and paper copy submissions.

In the event that students are sending coursework by post (please note that submission by post is
only available for certain designated modules, for example some Distance Learning modules),
students should plan for it to arrive at the Hub by the deadline day. Students must retain
receipts/records of postage.

15.2.1 Penalties for late submission

Work submitted Marks deducted
After 15:00 on the due date and before 15:00 | 10 marks

on the day following the due date

After 15:00 on the second day after the due | 20 marks

date and before 15:00 on the third day after the
due date

After 15:00 on the third day after the due date
and before 15:00 on the 20" day after the due

All the marks the work merits if submitted on
time (i.e. no marks awarded)

date.

After 20 working days work will not be marked and a mark of zero

will be entered.

Late submission of pass/fail marked work for assessment in the absence of acceptable extenuating
circumstances will be awarded a fail mark.
All summative coursework deadlines will be available for students to view through eVision.

There is a University requirement that for standard coursework assignments, there must be a
maximum of a 20-day turnaround between the coursework submission deadline and return of

feedback/marks. Wherever possible, Module Organisers will stagger deadlines to help with students
management of their workload.

15.3 Submission

This will be managed via the Hub delivering the module. Electronic submission of assignments will
be set up for all assignments except those that need to be handed in in hard copy, such as portfolios
or worksheets. Further details are given below. In addition, there is a document covering
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instructions and technical aspects of submission, ‘Submission of Assessed work using eVision’, which
will be available through a link on the Assessment and Awards box of the students’ eVision page.

Submission details will be displayed for students on their eVision page, in ‘Assessment and Awards’.
This will show all assessments for all modules the student is enrolled on for the current academic
year, and will give further details for those items which require submission including type of
submission (hard copy or electronic), links to electronic submission (where appropriate) and the
ability to print a coversheet for hard-copy submissions.

15.3.1 Electronic submission

The majority of assignments will be submitted electronically via eVision. For identified modules,
students will be able to submit coursework electronically from one week before the deadline, using
a link from the eVision page. If your assignment is set up for electronic submission, you must submit
electronically; this year there will not be an option to submit a hard copy instead of electronic
submission. Even late assignments, or those that have extensions, should be submitted
electronically rather than in paper format. Work uploaded after 3pm on the specified deadline day
will incur a late penalty unless there is an approved extension. Students are advised not to leave it to
the last few minutes before 3pm to upload work, just in case they encounter any upload problems.

15.3.2 Requirements for e-submission
Electronic submission will be by PDF. The work will be printed out for the marker, and printing will
be in black and white unless your Module Organiser has indicated otherwise.

15.3.3 Coversheets

As part of the upload process, a coversheet will be automatically attached to your work before the
work is printed out. The coversheet will auto-populate with a barcode (unique to the module
assighnment and student number) and delivery point (ie the Hub managing the module), plus Section
A fields: Student registration number, Module Organiser, Module Code, Module Title, Assignment
Due Date and Assignment Title.

What students need to fill in on the e-coversheet:

1. Students should add in the marker’s name where they have been asked by their lecturer to
do so. Please can you ensure that you add your Seminar Leader name, if you are submitting
a module in the Arts and Humanities faculty, as they will be marking your work, and it
speeds up getting the script to the correct person.

2. Students should add in the Word Count for their piece of work, excluding the appendices,
footnotes, endnotes, bibliographies, graphs, charts, diagrams, tables and their labels

3. Students should also apply their Specific Learning Difficulty (SpLD) e-sticker, if appropriate
(See below for details)

15.3.4 Specific Learning Disability Stickers

If you have a Specific Learning Difficulty you must have had an assessment by the Dean of Students’
Office and have been told that you can use a sticker. This notifies the marker that the script has
been written by a student with a SpLD and it should be marked in accordance with guidelines
approved by the University. The DOS office will update the Student Information System with your
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details, and when you upload your work you will be given the option of attaching a sticker. There
may be a delay between you having your DOS assessment and the system being updated. If you
think you are entitled to a sticker but it is not appearing on the system when you upload, please go
to your Hub for advice. More details are available at
http://www.uea.ac.uk/services/students/disability

15.3.5 Exceptions to standard electronic submission

There may be one or two exceptions to this standard method of electronic submission, for example
computer coding, where there has to be non-pdf electronic submission to test the coding, and some
instances of postal submission from Distance Learning students. Students doing any such
assignments will be notified of this in good time.

15.3.6 Paper submission

For a small number of specific modules, hard copy paper submission will still be the only suitable
method of submission. If this is the case for any of your modules, this will be clearly stated on your
eVision record. You must print off a coversheet to accompany your piece of work, and then submit it
to your Hub by the deadline. Please note that the coversheets are assignment- and student-specific,
so you must print a different one off for each different assignment which requires paper submission.
As with the electronic submission, most of the form is pre-populated, with the student registration
number and module details, along with a barcode for easy logging by LTS staff. The only additional
information that you have to add is the Marker’s Name (mainly in use for some HUM modules,
where marking will be organised directly with the marker), and the application of a Specific Learning
Difficulty sticker, if appropriate. The coversheet should be stapled to your work and submitted in
the Hub coursework drop box or the Reception desk, as appropriate, from a week before the
deadline day. If students are entitled to use stickers on their assignments to identify to markers that
they have a Specific Learning Difficulty, they should collect their stickers from the Dean of Students’
office in the normal way, and attach a sticker to the top left hand corner of the coursework
coversheet as indicated.

15.3.7 Electronic copies for Plagiarism and Collusion investigation

Students are reminded that, in the event of a suspicion of plagiarism or collusion, they are obliged to
submit an electronic version of their work which can be submitted to Turnitin (ie the version needs
to be in Word). This is irrespective of whether the original piece of work was submitted
electronically or in paper format. This is in accordance with the University’s Plagiarism and Collusion
Policy, and failure to do so will result in the work receiving an automatic mark of zero. Where the
electronic copy is corrupted or is different from the original submission, a mark of zero will be
recorded for the assessed work in question:

http://www.uea.ac.uk/calendar/Policy+on+Plagiarism+and+Collusion

15.4 Return of Coursework

There are two main methods of return for coursework/feedback. Work will be returned either in
module-specific coursework boxes in the Hub, or via the Module Organiser/marker. The method for
your assignment will be available on your eVision page. The eVision page will also detail the status of
your work at each point after the submission deadline has passed ie whether the work is in the Hub
being processed before marking, with the marker, back in the Hub for post-marking processing, or
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ready to be collected. Please note that work ‘ready to be collected’ will mean either that it is ready
to be collected by the student or that it will be ready for the Module Organiser to collect in order to
return it to students at the their next class. It is hoped that this new information available to
students will reduce the queries relating to coursework return at the Hub Receptions.

15.4.1 Return of work via the Hub

For coursework that is to be returned via the Hub, students will be notified when it is ready to collect
from the Hub. Please note that due to limited space, coursework will only be available to collect
from the Hub for one week, so please pick up your coursework as soon as it is available.

In some areas, it has been practice to only return the feedback and not the coursework itself. This
practice will continue in those areas where this has been the custom.

15.4.2 Marks on eVision

To encourage students to pick up their work, there will be a time delay of up to a week between the
coursework being available for collection and the marks being published on eVision. Marks will be
published on eVision weekly, normally on a Monday.

15.4.3 Uncollected work

Any work not collected in the week that it is available in the Hub will be sent to the student’s adviser;
you should contact your adviser if you haven’t been able to collect your work from the Hub on time.
The Module Organiser will also be notified that you have not picked up your work.

Where there has been past practice to return coursework by post, for example for Distance
Learners, the Hubs will continue to do this.

15.5 Extensions

If students have a compelling reason for an extension to a deadline for a piece of work, they should
submit a request before the deadline to the appropriate Learning and Teaching Service Hub, on a
University Extension Request Form accompanied by appropriate evidence. If the students’
extenuating circumstances prevent them from applying for an extension in advance of the deadline,
and they submit their work late, a completed University Extension Request Form should be
submitted as soon as possible.

Extension requests will be considered by the appropriate Learning and Teaching Service Manager in
those instances where (a) acceptable extenuating circumstances exist and (b) the request is
submitted before the deadline. In all other cases a member of academic staff, nominated by the
Head of School to consider extensions, will consider the request. (Heads of Schools are required to
identify a role holder, a School Extension Officer, with responsibility for considering extensions such
as the Director of Teaching and Learning, the Senior Adviser, or a Coursework Convenor).

Guidance is provided below about what would usually be considered as acceptable reasons for
extensions.

Medical:

Extensions on the grounds of illness or injury will normally only be granted when a medical
certificate is available to cover all, or a significant part of, the period during which the
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coursework is being prepared. A medical certificate should be attached to the extension
request form or sent separately as soon as possible to the appropriate Learning and
Teaching Service Hub. The UEA Health Centre will issue a medical certificate for less than six
days incapacity if a special event is affected (e.g. a course test, exam test or assessed
practical).

Personal and other circumstances:
Extensions for non-medical reasons are considered only in exceptional cases as in the
following examples:

e Bereavements and funerals of close friends and relatives, or family crises which
prevent the student from submitting coursework by the deadline. If possible
students should provide a statement from a family member (if appropriate) or the
student’s adviser.

e Looking after sick relatives, or other carer responsibilities. Medical evidence would
normally be expected.

e Computer failure. Supporting evidence will be required and this could take the form
of written evidence on headed paper from a recognised computer repair service or a
systems log when the computer is running again. Students needing assistance in
obtaining a systems log should contact the ITCS Helpdesk. It is anticipated that
there may be occasions when there is a delay in submission of the required evidence
of computer failure while the machine is being repaired. On these occasions, it will
be appropriate to offer an extension on the deadline for coursework, conditional
upon retrospective submission of the required evidence.

Students are reminded of the importance of making a back-up copy of all electronic work and data,
and of regularly updating these to the latest version. Extensions will not be given for loss of work or
data due to failure of the student’s own storage media (e.g. usb storage, discs, CDs).

Staff will generally be sympathetic and supportive of difficult personal circumstances, especially
where these occur for reasons outside the student’s control. However, if the circumstances are
largely due to factors arising from the student’s own actions, then the School may be less
sympathetic (e.g. stress arising from lack of forward planning, poor work practices).

If the medical or other circumstances are severe and/or ongoing, the student should make this
known to their Adviser, the School Senior Adviser or the appropriate Learning and Teaching Service
Hub, in order to discuss alternative options.

15.6 Retention of Coursework

Electronic copies of coursework submitted via eVision will be destroyed at the end of the academic
year in which they were submitted. For submissions following the standard academic year, in
practice this will be in the October immediately following the year in which they were submitted.

Paper copies of coursework which students have failed to collect will be destroyed to the same
timescale.

A sample of student work may be kept for a period of up to 6 years, for quality assurance purposes.
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Students should note that they are responsible for keeping copies of their work, for production in
the event of an appeal or a plagiarism and collusion investigation.

15.7 Feedback

Your marker will typically annotate your returned work, or attach separately, comments about your
work (feedback’)’. Some markers make all their comments at the end of your work and others
might use a form that is tailored to the particular requirements of the work. Feedback is also given
to you in person during seminars or class discussions, as you work through practical sessions and
often by your Adviser in advising meetings. Feedback may also be given by your peers in class
discussions or sometimes when students assess the merits of each other’s work (‘peer assessment’).

There are two main types of feedback: ‘formative’ and ‘summative’. ‘Formative feedback’ is
sometimes called ‘feed forward’ because comments are intended to help you improve future work.
A mark is not usually given; the feedback is solely qualitative although occasionally a lecturer will
give an ‘indicative’ mark. A formal mark is given in ‘summative assessment’ and this mark counts
towards the formal assessment of the module, and apart from Year 1 at undergraduate level,
towards the mark of your final degree. Deadlines still apply for submission of formative work.

16 Examinations
16.1 Attendance at examinations

All students, including Visiting Students, are required to take any prescribed examinations for
Module(s) studied. Failure to sit an examination without prior approval will result in a mark of zero
being recorded for the examination. The regulations relating to University Examinations and the
conduct of examinations are published in the General Regulations for Students:
https://intranet.uea.ac.uk/calendar/General+Regulations+for+Students

It is your responsibility to check the examination timetable and ensure that you are present for
examination at the appropriate time and place.

The dates of examinations are set by the University and cannot be amended to suit the preference
or interest of any particular student or group of students. You should, therefore, not make any plans
to be away from UEA until you know the precise date(s) of any examination(s) you are required to
take. Please note that if you are referred to reassessment in an examined module, you will be
required to return to UEA in late August for your reassessment examination/s. Please refer to the
section on Important dates for20122013for details of these dates.

FIELD WORK: If planning any field work over the Christmas or Easter break, please check the dates
carefully to avoid a clash with any examination(s). You may need to adjust your exam preparation to
allow for this work if absent on field work immediately prior to the exam period.

16.2 Religious festivals

You are reminded about the UEA regulation regarding religious festivals:
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A student who for religious reasons is unable to carry out University work or assessments on
days during the year shall give notice of this fact in writing to the relevant University Services
Office on first registering at the University

It is the responsibility of such students to inform themselves concerning the work which has
been done in classes from which they have been absent.

Students who feel they may be adversely affected by assessment or examination/course test
arrangements should advise the relevant University Services Office in writing as soon as possible
on receipt of notice of the assessment arrangements

The University will endeavour to make reasonable adjustments, which may be, for example,
where practicable, avoiding holding examinations on those days for which students concerned
have given notice in writing as above. However, the University reserves the right to hold
examinations/course tests on those days if there is no alternative. It is essential that you let your
Adviser know if you will be missing timetabled work because of a religious festival.

16.3 Sitting Exams and course tests

o  You will be sent an individual timetable by e-mail by a published deadline for centrally
timetabled exams. Your timetable will also be available via e-Vision.

e You should make sure you know the location of the exams venue in advance of the date and
how long it will take you to get to the venue. You will be asked to attend the venue at least
20 minutes before the start time of the exam.

e At the start of the exam or course test it is essential to read the examination paper carefully
and ensure that you know how many questions you have to answer.

o Allocate your time appropriately between the different questions, paying attention to any
marking-scheme given on the paper.

e Make sure that you attempt the required number of questions.

e Think carefully about what the question is asking.

e Try to attempt each part if there is more than one section in the question paper.

e If you fail to complete the paper, you will get no marks at all for the unanswered parts.

e Itis much better to write something for each question rather than to complete a smaller
number of questions in greater detail.

16.4 Calculators

Non-programmable calculators may be used in most exams and course tests. The regulation relating

to the use of calculators in exams and course tests can be found at:

https://intranet.uea.ac.uk/calendar/General+Regulations+for+Students

In addition, the list of approved calculators is available at:

https://intranet.uea.ac.uk/learningandteaching/exams/calculators

16.5 Dictionaries
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Students for whom English is not their first language are permitted to use a simple translation
dictionary in examinations unless the exam tests language competence or the use of dictionaries is
prohibited by the rubric. The regulation relating to the use of dictionaries in exams and course tests
can be found at: https://intranet.uea.ac.uk/calendar/General+Regulations+for+Students.

Further details, including an approved list is available at:
https://intranet.uea.ac.uk/learningandteaching/exams/dictionaries

16.6 Progression and Reassessment

At the end of the year, or usually for PGT students, at the end of the taught module element of your
course, the Board of Examiners will meet to consider the performance of each student on the course.
Students who have not passed all taught modules may be referred to reassessment in modules
failed. These students will be notified of the modules in which they will be required to be reassessed.
Reassessment may be by coursework or examination. The reassessment examinations take place in
late August. Students referred to reassessment are required to attend and will be required to pay a
Reassessment fee. The fee for 2012/3 is £70 per module.

If you are referred to reassessment, you will be responsible for ensuring that you are available to sit

the examination at the prescribed time. The dates of reassessment examinations cannot be changed.
Please refer to the section on ‘Important dates for 202-2013C¥or details of these dates.

16.7 Degree classifications

16.7.1 Undergraduate degrees

Degrees are classified according to the Senate scale set out below:

Degree Classification % Mark
I 100-70
(1) 69.99-60
I1(2) 59.99-50
I 49.99-40
Fail 39.99-0

16.7.2 Taught Postgraduate degrees

In order to be awarded a Masters Degree, students need to obtain at least the pass mark of 50% in
all modules and have an overall aggregate for the taught component of the course of 50%. Where a
student has not completed the taught components satisfactorily as specified, the Board of Examiners
shall determine whether through use of discretion, the fail mark(s) should be condoned, or the
student should be offered the option of reassessment. Taught modules totalling no more than 40
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credits may be condoned and marks above 45% are automatically condoned if the student meets all
other requirements.

Students may be considered for a distinction if they have achieved an aggregate over 180 credits of
at least 70%.

Candidates may be asked to submit their coursework for consideration by the External Examiners
and may be asked to attend for a viva examination if they fall into a borderline category.

16.8 Degree pass lists, parchments and transcripts

16.8.1 Your official name for display on your parchment and transcript

Please note that the name you use for registration will be the name used on Pass Lists and Degree
Parchments. It is important to correct any spelling mistakes or other errors. The order of
appearance of your names may also be important to you if you want your degree recognised by
external organisations. Once published, neither the Pass lists nor your degree parchment can be
changed.

16.8.2 What your degree transcript will contain

Please be aware that although your degree parchment lists only your degree title and classification,
the transcript (Diploma Supplement) which you will receive to accompany your parchment, lists all
your modules along with the overall mark for each module. Many employers and university
admissions officers (if you are applying for further study) will wish to see your full transcript.

16.8.3 Higher Education Achievement Report (HEAR)

During the second half of the academic year 2012/13 the University will be launching the Higher
Education Achievement Report (HEAR). This report is designed to provide additional information
over and above that which is already included in official University transcripts. Itis anticipated that
students will be able to share their HEAR with prospective employers and other interested parties. It
is important to note that, as with transcripts, the HEAR will show all marks for all modules studied
for the duration of your course. It will also be possible for the University to validate certain types of
extra-curricular activity undertaken whilst you are at UEA. More details on the types of activity that
will be recorded will be provided when the HEAR is launched.

17 Important dates for 2012-13

Page 40 of 51



Standard Academic Year

Autumn Semester: 24 September 2012 to 14 December 2012
(Christmas Break - 15 December 2012 to 6 January 2013)

Spring Semester: 7 January 2013 to 22 March 2013

(Easter Break - 23 March 2013 to 14 April 2013)

Spring Semester continues 15 April 2013 to 19 April 2013
Assessment Period: 22 April 2013 to 31 May 2013

Examination Boards and processing of results/pass lists

3 June 2013 to 12 July 2013

Congregation: 15 July 2013 to 19 July 2013

Reassessment Examinations: 15 August 2013 to 23 August 2013

Dates of subsequent Standard Academic Years can be found at:

https://intranet.uea.ac.uk/committeeoffice/semdates

In addition, the UEA Almanac for 2012-2013 contains dates relating to programmes not using the
Standard Academic Year dates:

https://intranet.uea.ac.uk/almanac/Almanac1213

Postgraduate Taught Students are expected to be in attendance during the standard semester dates
and during the dissertation element until the end of their course. They may also be required to
undertake University assessments outside semester during the Christmas and Easter vacations.

18 Appeals and Complaints
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Academic appeals and academic complaints are now covered by one set of regulations, which can be
found at http://www.uea.ac.uk/calendar/Academic+Complaints+Procedure . Complaints that are

non-academic in nature retain their own specific regulations:

http://www.uea.ac.uk/calendar/Non-Academic+Complaints+Procedure

Certain circumstances are best addressed through the Academic Appeals route and others through
the submission of an Academic Complaint. The differences between these two routes and when
each of them should be used are explained below. If you are uncertain which applies in your
particular situation you should contact staff in your Hub who will be happy to ensure that you
receive the right advice.

18.1 Submitting an Academic Appeal

The Academic Appeals Procedure is intended to allow UEA students formally to raise concerns about
their academic results or circumstances relating to them. We take such concerns seriously at UEA
and the Procedure is designed to enable a student’s concerns to be considered fully and action taken
to remedy the situation, where appropriate, in a timely manner.

The Academic Appeals Procedure comprises two parts: Stage One, in which a Faculty Panel considers
the appeal and Stage Two, which a student may follow, if dissatisfied with the outcome of the Stage
One appeal. Stage Two appeals are considered by the relevant Director of University Services and
the Academic Director of Taught Programmes or Academic Director of Research Programmes as
appropriate.

If you have a concern about a mark or assessment decision, you should first try to resolve the matter
informally before beginning the formal Procedure. You can seek further advice or explanation from
your lecturer, Module Organiser, Personal or Senior Adviser, a supervisor, the School Director
(Learning and Teaching), or the Learning and Teaching Service. You can also seek advice from the
Dean of Students’ Office and/or the Student Union’s Advice Centre.

Under the Academic Appeals Procedure, you may be able to have coursework re-marked without
having to pursue a formal Academic Appeal. If you are concerned about an academic result for a
piece of assessed coursework that has been marked by a single teacher or examiner, you can apply
via the Learning and Teaching Service for the work to be re-marked independently by a second
teacher or examiner. Applications for a remark must be made to the Learning and Teaching Service
preferably within 10 working days of the provisional result being issued to you. Whilst we will
endeavour to deal with your request, it may not always be possible to have work re-marked if you
delay applying until the period preceding the meeting of the Board of Examiners to confirm module
results.

If you wish to make an appeal against a mark or assessment decision, you should ensure that you are
familiar with the Academic Appeals Procedure before completing and submitting the Stage 1 Appeal
Form. You may seek help in completing the form from the Student Union Advice Centre or Dean of
Students’ Office.

18.2 Making a complaint
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The University has complaints procedures for use by any student who wishes to make a complaint
about matters which are the responsibility of the University. Complaints will be dealt with promptly
and fairly with an appropriate remedy, if upheld, within the bounds of what it is reasonable and
practicable for the University to provide.

The University procedures for dealing with complaints are published on the UEA Intranet as follows:

. Non-academic complaints:
https://intranet.uea.ac.uk/calendar/Non-Academic+Complaints+Procedure

. Academic complaints:
https://intranet.uea.ac.uk/calendar/Academic+Complaints+Procedure

If you have a complaint you should, in the first instance, seek to resolve the matter informally by
taking it up as quickly as possible with the person(s) who are most directly involved if at all
practicable in an informal manner. This may involve contacting your Personal Adviser/Supervisor,
another member of the academic staff or other appropriate person.

If you remain dissatisfied following the process of informal resolution, you may take up your
complaint formally through the appropriate Complaints Procedure. You may seek the advice of the
Students’ Union Advice Centre when making a complaint. You will not be disadvantaged if you make
a complaint in good faith.

If you wish to make a complaint about the Students’ Union or Graduate Students’ Association you
should consult the appropriate procedure below:

- Complaints concerning the Students' Union www.ueastudent.com/

- Complaints concerning the Graduate Students' Association http://gsa.uea.ac.uk/
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19 Equal Opportunities for Students

The University of East Anglia is a premier research and teaching university, the University’s mission is
to understand, empower and act, to enhance the lives of individuals and the prospects of
communities in rapidly changing work. As a reflection of its mission the University is a large,
international and multicultural community which values and encourages diversity.

The University is committed to equality of opportunity and fair treatment for all its students and

staff and aims to create an atmosphere of learning that is tolerant and respectful of differences. The
University has developed policy and code of practice to promote equality of opportunity for students,
to ensure that no student receives less favourable treatment on grounds of sex, marital status, race,
colour, ethnic origin, age, sexual orientation, disability, political or religious belief or any other
criterion accepted as irrelevant by the University Council.

If you have any concerns or queries related to equal opportunities you may seek advice from your
Adviser, staff of the Dean of Students’ Office (DOS), the Students’ Union, the Graduate Students’
Association, and in the case of students with disabilities, your School’s Disability Liaison Officer or
the University’s Disability Co-ordinator. You can also contact the Equality and Diversity Office by
emailing equality@uea.ac.uk

The University Counselling Service, the Chaplaincy and the University Health Service are also
available to students requiring their help.

For further information, please visit the pages of the Equality and Diversity Office
www.uea.ac.uk/equality/welcome

20 Student Representation and Feedback

20.1 Student Charter

The Student Charter rests on the guiding principle that students are to be active partners in their
own education and in the academic development of the University.

The Student Charter can be found on the intranet at:
https://intranet.uea.ac.uk/calendar/The+Student+Charter

If you wish to pursue an individual concern, you should do so through the mechanisms that exists in
your School —through your Adviser, the Senior Adviser, the Staff-Student Liaison Committee or the
Head of School. Beyond this, the University has a comprehensive set of procedures, for example, the
Academic Appeals, Academic Complaints and Non-Academic Complaints procedures — which enable
students to raise specific concerns without prejudice.
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20.2 Staff/student liaison groups/committees

Each School will operate a staff/student liaison group or committee at which student representatives
can raise issues of concern or seek information and guidance on matters related to their course or
University experience.

20.3 Representation on School Board

Each School meets at least twice per annum under the constitution of the School Board. Each School
Board will have student representation, and further details on the election process for student
representatives will be made available to you at the start of the academic year. Being a student rep
gives an insight into how some of the UEA Teaching and Learning Committees work and how
students’ views are included in decision making.

20.4 Student evaluation of courses/modules

At various times during your UEA career you will be invited to give feedback on your experience of
your course and your modules through the completion of anonymous questionnaires. The
information you provide is an important part of the University Quality Assurance process, enabling
Academic Staff to take student views and experience into consideration when reviewing Modules
and Courses as part of the annual Course and Module Update process. You are strongly encouraged
to complete all questionnaires to help your School to continually improve the level of provision for
students.

20.5 The Union of UEA Students/Graduate Students’ Association

All UEA students are automatically members of the Union of UEA Students and there are loads of
ways for you to get involved. The UUEAS webpages can be found at:

http://www.ueastudent.com/

In addition, the UEA Graduate Students’ Association represents the interests of postgraduate
students:

http://gsa.uea.ac.uk/
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21 Preparing for your future career

21.1 Developing your employability

21.1.1 What is employability?

Your degree programme provides the opportunity for development of skills and knowledge that

form a basic requisite for graduate level employment. In addition, there are other important skills

and attributes that increase the likelihood of securing and thriving in a chosen occupation. These
employability skills include your ability to:

reflect on your strengths, past experiences and areas for development;
research into different occupational areas;

find appropriate opportunities;

write a persuasive CV, covering letter and application form;

perform well at interviews.

21.1.2 How will | develop my employability?

There are a number of ways you can develop these skills:

by undertaking work experience placements;

through part-time work and/ or voluntary work;

by attending careers workshops and talks including career options and CVs;

through projects, presentations and visits to external organisations as part of your course;
other activities such as involvement with societies, sports or travel.

The importance of gaining some kind of work experience cannot be over-emphasised. Employers of

graduates require evidence of workplace awareness and skills such as the ability to work with others

in teams and to communicate effectively.

21.1.3 When do | need to develop these skills?

Below are practical suggestions of things you can do in each year of your studies. Careers &
Employability can offer assistance with all of these.

Take a part-time job to help pay the bills and gain experience (www.employability.uea.ac.uk).
Write and update your CV. Use CV Builder linked from your schools Jobs and Careers
blackboard pages.

Make the most of university life: there are plenty of clubs, societies, sports teams and other
activities to get involved in and employers will value this.

Speak to one of the Careers Advisers to discuss ideas related to developing work experience
and the future. Take a look at the Jobs and Careers pages for your school on Blackboard.
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e Make applications for work experience. This is usually undertaken during the Christmas,
Easter or summer vacations. Many people also find work experience by taking a speculative
approach, which means being proactive and contacting employers who aren’t necessarily
advertising formal placements. This is particularly the case in the creative sectors. Careers &
Employability can help you tailor your approach and support you in this process.

e Participate in one of the Coaching and Mentoring programmes for 2" and final year
students, details of which are announced in Careers & Employability bulletins

e Attend careers talks and events to find out about different areas of work related to your
degree subject. These will be advertised to you by email or will be part of your timetable.

e Consider taking voluntary work. As well as the satisfaction of giving something back to
society you will gain useful skills valued by employers.

e Attend presentations by employers and alumni, develop your networking skills (not as awful
as it sounds!) and gain insight into different roles and sectors.

e Visit Careers & Employability early on and avoid last minute panic.

21.2 UEA Careers & Employability

Each academic year there are a series of careers related talks, workshops, coaching, employer-led
events and recruitment fairs run by the UEA Careers & Employability. You are strongly advised to
attend these throughout your course. They supplement the academic programme by covering
topics such as finding work experience, writing CVs and finding out about different occupations and
employers. Regular email bulletins are sent out to you with details of what’s on, and how to register.

Careers & Employability also offers careers guidance that aims to help you assess your personal
strengths, interests and skills and begin to think about how these relate to different career options.

You can book two types of appointment. A shorter 15 minute appointment is for CV feedback or
quick queries, whereas a longer guidance appointment can be used to explore career options and
increase your self-awareness of what you have to offer.

Careers & Employability is situated between the Library and Suffolk Terrace at walkway level.

Semester opening hours are as follows:

Information Room:

Mon, Tues, Thurs & Fri 09:00-17:00
Weds 10:15-17:00

Email: careers.advice@uea.ac.uk
Telephone 01603 593452

Quick Query sessions can be booked on the day, by phone , email or in person, every weekday
11:00-16:00.
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The website gives much more information and advice on most careers matters
[www.uea.ac.uk/careers].

21.3 UEA EmployAbility Service

EmployAbility is administered by Careers & Employability at the University of East Anglia (UEA). It is

a UEA Student Job shop, listing vacancies for paid, voluntary, part-time, campus, casual and vacation
work placements. EmployAbility on the Square 10.00-16.00 Monday to Friday (closed 13.00-14.00
during vacations: www.employability.uea.ac.uk

22 Sources of advice, guidance and support

22.1 Academic staff within your School

Your Personal Adviser is your first point of contact within the School for academic and other advice.
If, for whatever reason, you are unable to contact your Personal Adviser or her/his nominated
deputy, you should contact the Senior Adviser in your School. You may also wish to contact the
School Disability Liaison Officer. You may wish to discuss academic matters and your future career
plans with your Course Director, and with other academic staff specialising in your area of interest.
In addition to your Adviser, there are central services available for all students who would like
someone to talk to about their concerns in confidence. These include the Dean of Students’ Office,
your Senior Resident (if you are living in UEA Residences), the UEA Chaplaincy the Student Nightline
(evenings in term time) and the Counselling Service. Contact details for all these services are at the
end of this handbook.

22.2 Dean of Students’ Office

The Dean of Students’ Office offers confidential and wide-ranging advice and guidance to any
student who is experiencing difficulties or who wishes to maximise the benefits of the opportunities
available to them. Staff in the Dean of Students’ Office will do their best to respond to enquiries
related to any aspect of your University experience. Within the Office there are also teams with
specialist expertise in the following areas:

. Accommodation (https://www.uea.ac.uk/services/students/Accomm)

° Student finance (https://www.uea.ac.uk/services/students/Fin )

° International student matters (https://www.uea.ac.uk/services/students/international )

° Disability, dyslexia and physical health (https://www.uea.ac.uk/services/students/disability)
° Mental wellbeing (https://www.uea.ac.uk/services/students/wellbeing)

° Childcare and family life (https://www.uea.ac.uk/services/students/childcareandfamilylife )
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The Learning Enhancement Team (LET) is also part of the Dean of Students’ Office and offers a
range of ways to help you study more effectively and improve your work Learning Enhancement
Tutors provide expert guidance on:

e study skills
e academic writing, including use of English
e the mathematical and statistical parts of your course.

The LET Team offers free and confidential drop-in and tutorial appointments. The Team also runs
workshops and offers a wide range of study guide materials (see www.uea.ac.uk/dos/let ). Further
information can be found at www.uea.ac.uk/dos/let .

The Dean of Students’ Office is based on The Upper Street: telephone 01603 592761, email
dos@reception@uea.ac.uk. Further information on the wide range of services available from Dean

of Students’ Office can be found on the DOS website www.uea.ac.uk/dos .

The University Counselling Service and UEA Chaplaincy are also part of the Dean of Students’ Office,
but are based in separate buildings. Information about the services they provide is available from
their websites : www.uea.ac.uk/counselling and www.uea.ac.uk/chaplaincy .

23 Student Union Advice Centre

The Student Union Advice Workers offer impartial student-focussed advice in a range of areas
including academic appeals and complaints, legal matters and employment and housing rights. The
Advice Workers are based in Union House, telephone 01603 593463 or email
advicecentre@uea.ac.uk

Further information can be found at the Student Union website www.ueastudent.com/advice

24 University Services

24.1 UEA Accommodation

The UEA Accommodation Office is part of the Dean of Students’ Office and is responsible for all UEA-
owned or managed student accommodation. Staff in the Office will resolve practical difficulties
relating to UEA accommodation such as broken equipment, lost keys etc

The Accommodation Office is based The Street, telephone 01603 592092, email accom@uea.ac.uk

There is a Team of trained Senior Residents (SRs) who live in UEA Residences and provide out of
hours advice and support for students living on campus and in the University Village and Mary
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Chapman Court. Contact details for Senior Residents are posted in each kitchen in residences.
Further information about the role of the SR and how they can help students can be found at:
www.uea.ac.uk/services/students/Accomm/SR

24.2 Library information

The UEA Library is open seven days a week during semesters and has a range of books, journals,
audio-visual material and electronic resources as well as study places and computers available for
student use. Full details of the opening times, services, catalogue, electronic resources, borrowing
entitlements and fines are available on the Library Intranet www.uea.ac.uk/is/lib

24.3 University Medical Service

The University Medical Service is a National Health Service general practice that also provides a
range of specialist services focussed on the needs of students; these include sexual health and
contraceptive services, and a travel clinic. Unless you are registered with another local practice you
must register with the UMS as soon as possible after your arrival.

There are also a National Health Service dentists based in the University Medical Centre providing a
dental service available to all UEA students.

Further information about the University Medical Service is available on the internet,
WWWw.umsuea.co.uk

The University Medical Service is based in the University Medical Centre, University Drive, (beside
the Bluebell Road entrance to UEA) telephone 01603 506579, email umsuea@nhs.net

24.4 Security Services

The team of security officers provides a security presence of campus for the prevention and
detection of crime and also provides security-related information and guidance. The Security Service
is based at the Lodge in University Drive, telephone 01603 592352 email security@uea.ac.uk

You are strongly encouraged to report straightaway any crimes or suspicious persons or activities, or
to seek direct help from Security staff if you are at all concerned about your safety.

24.5 Chaplaincy

The Chaplaincy provides a centre for quiet reflection, worship, and conversation between students
and staff of all faiths or none. There are Chaplains and faith representatives for Christian, Jewish,
Islamic and Buddhist and Hindu faith groups. The Chaplaincy is located on The Square, telephone
01603 592168, email chaplaincy@uea.ac.uk
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Further information can be found on the web at www.uea.ac.uk/chaplaincy

24.6 Counselling Service

The Counselling Service provides confidential counselling on an individual or group basis. The Service
also has expertise in educational counselling. Further information on the Counselling Service is
available on the website

www.uea.ac.uk/counselling

The Counselling Service is based on The Upper Street, telephone 01603 592651, email
csr@uea.ac.uk

24.7 Nightline

Nightline is a strictly confidential service run by students for students, every night during semesters.
It offers information about local events, travel times and welfare matters, as well as a friendly
listening service for those wishing to talk something through. You can make contact with Nightline
by telephoning 01603 503504 or by dropping in to the Nightline Office in Norfolk Terrace C03.11/12
or by sending an email: nightline@uea.ac.uk.
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