
TEACHING AND LEARNING

The vast majority of students successfully complete their degrees and the drop out rate for students
who leave the University without a degree is one of the lowest in the country at around 4%.  However,
there will inevitably be occasions when you feel that you need assistance on particular matters and on
such occasions there are a number of people to whom you can turn to seek assistance.  For academic
problems, the main source of help will be provided in your department.  Do not be afraid to approach
an appropriate member of your department (e.g. tutor, year co-ordinator, programme leader), the
Chairman/Chairwoman of your Department/School or, where appropriate, the Director(s) of Combined
Honours Degrees or the Sub-Dean of Science.  If you believe that the nature of the issue you wish to
discuss makes it awkward for you to approach somebody in the academic department, you should
discuss the matter either with your College Tutor or with the Dean of the Faculty.

STUDENTS' VIEWS

All departments in the University take care to ensure that there are means for consulting students about
academic programmes and standards of teaching provided.  This includes questionnaires which are a
valuable means of finding out what students think of the programme. Please take the time to complete
these questionnaires fully when you are asked to do so. All departments have a staff/student
consultative committee or similar body with elected student representatives being able to present the
views of the student body to members of academic staff.

QUALITY ASSESSMENT

The Quality Assurance Agency monitors the quality of teaching provided in universities and other
higher education institutions through a rolling programme of reviews which has now covered all
subject areas in the University.  Initial teacher training is reviewed by the Office for Standards in
Education and some subject areas are also accredited by appropriate professional bodies.  Copies of
the QAA reports are available on the QAA website www.qaa.ac.uk and on request from the Academic
Office, phone 2938.

ACADEMIC TERMS

In Durham, the University operates a traditional academic year, structured into three terms:
Michaelmas, Epiphany and Easter.  During term, full time undergraduate students are expected to be
resident in, or within easy travelling distance of, the University. You should not leave before the end
of any term without permission from your department and College or Society.

REGISTRATION

It is important that students register at the correct time to ensure that they have access to appropriate
academic advice.  In exceptional circumstances permission can be given for students to register early;
however, such permission is normally granted only where there is good academic reason and a late
registration fee will be charged where students fail to register without permission.  Students who do
not register at the correct time may not have access to guidance from their Department(s) and might
not be able to take their first choice modules.

CHANGING YOUR REGISTRATION

On occasion, students wish to change their module or degree/programme registration after handing in
their registration form.  If you wish to do this within four weeks of the start of the module to which
you wish to transfer you should:

(a) complete a change of registration form which can be obtained from Student Planning and
Assessment Section of the Academic Office, University Office, Old Elvet, Durham;

http://www.qaa.ac.uk/


(b) obtain written endorsements on the form from the appropriate departmental representatives
and, where applicable, the Director(s) of Combined Honours degrees or the Sub-Dean of
Science;

(c) return the completed form to the Student Planning and Assessment Section.

If you wish to change your module or degree registration after more than four weeks you should:

(a) complete a change of registration form which can be obtained from the Student Planning and
Assessment Section of the Academic Office, University Office, Old Elvet, Durham;

(b) obtain written endorsements on the form from the appropriate departmental representatives
and, where applicable, the Director(s) of Combined Honours degrees or the Sub-Dean of
Science;

(c) return the completed form to your Faculty Office;
(d) make arrangements for your 'receiving' department to forward direct to the Dean of the

'receiving' faculty a special case in writing to permit the change of registration.

PENALTIES FOR THE LATE SUBMISSION OF ASSESSED WORK

Assessed work must be submitted on or before the deadline for submission.  If you are unable to do
this you must make a written request for an extension to the Chairman/Chairwoman of the appropriate
Board of Examiners, or his/her appointed nominee(s), well in advance and explain your reasons.
Where appropriate you must provide supporting evidence.  Normally, the only grounds on which an
extension would be granted are where circumstances beyond your control have prevented submission.
If you are not granted an extension and fail to submit a piece of assessed work by the due deadline, the
work will not be marked and a mark of zero will be recorded.

COLLECTIONS

A number of departments, including some of those in the Faculty of Science, hold examinations and
tests, known as Collections, during the first week of the Epiphany Term.  Collections do not normally
count towards your final mark in a module, but give departments the opportunity to gauge your
progress and provide feedback to you.

ILLNESS, DISABILITY AND ACADEMIC COMMITMENTS

If you are unwell and therefore unable to fulfil all your academic commitments – for example attend
all your lectures and classes or complete all your coursework – it is essential that you make members
of staff in your college and department aware of your difficulties.  Your circumstances will be treated
in confidence but if you do not inform us, we cannot help you.  In particular, if you do not inform your
department of your problems allowances cannot be made when marking your work.  Your
departmental handbook should explain how you should notify the department of any problems.  If you
need further information, you must ask.  Please note in particular the following points:

(a) you can self-certify illness (without the need for a GP’s medical certificate) on two occasions
per term for up to five days each time.  You must use a standard form which you should obtain
from your College or Society;

(b) if you wish the Board of Examiners to take your circumstances - whether medical or personal
- into account at the end of the year when your marks are confirmed and (for final-year
students) your degree classification is established, you must provide the necessary information
to the Board in advance of the meeting.  You are advised to provide independent evidence of
your difficulties (e.g. a GP’s certificate or a letter from your Counsellor or psychiatrist as
appropriate) wherever possible and not to just rely on self-certification.  For further details
about this see under Illness and Boards of Examiners below. Ask in your department if you are
not sure how to get information to the Board of Examiners. You can also get advice from your
college;



(c) if you have a disability or illness (whether permanent or temporary) it may be appropriate for
you to be given special treatment. Examples of this might be extra time in an exam if you are
dyslexic or a scribe to write for you if you break your arm. Your college or department or
DUSSD can advise you on how to apply for a concession to give you this kind of help. If you
get such a concession you should be aware that this is regarded as ‘making up for’ your
difficulty. If you think that the Board of Examiners may need to take your situation into
account over and above that you will need to inform the Board additionally through the usual
process (see (b) above and Illness and Boards of Examiners below);

(d) if you tell one part of the University about your difficulties you should not assume that
information will be passed on to another part.  This is because it is quite proper that
confidential information is not circulated round the University.  So, if you tell the Counselling
Service, DUSSD or your college for example, you must not assume that they will pass the
information on to your department.  In fact, to do so could contravene the Data Protection Act.
However, with your permission or at your request, any of the support services will provide
information to your department in connection with any case you may make about the effect of
your difficulties on your work.  You should discuss this with your college or with the support
service in question;

(e) you must not assume that information submitted to the Board of Examiners in one year will be
brought forward when considering your marks in another year.  In many cases this would be
inappropriate: if you had a broken arm in your second year it would not normally have
implications for your third year work.  If you have an on-going illness or disability (like
dyslexia, ME, mental health difficulties, depression or on-going personal difficulties) you must
seek a concession for special treatment each year (see (c) above) and/or inform the Board of
Examiners each year of your continuing problems (see (b) and (c) above).  This is to ensure
that we have up-to-date information about the impact of your problems on your current work;

(f) information submitted on your UCAS form is used for the purpose of admissions only and is
not brought forward for use in other contexts.

If you believe that your preparation or academic performance for summatively assessed work (which
includes both coursework and examinations) has been seriously affected by an ailment then you
should provide medical evidence of your condition.  Only if problems are known in advance can
examiners note them and make allowances for them when appropriate.  However,

(a) there is no automatic right to receive a medical certificate; such certificates are issued on the
discretion of individual doctors;

(b) the powers of the Boards of Examiners with regard to medical certificates are strictly limited.

Whenever possible, efforts are made to place a student suffering from some temporary or permanent
impairment in, as nearly as can be achieved, the same position as other candidates.  For example, a
candidate with a broken wrist who cannot write can be allowed to dictate their examination and may
be given extra time for this process.  There are circumstances when it is not possible to alter the
examination conditions to take account of temporary or permanent impairment.  The nature of sudden
illness or serious bereavement may be such that candidates cannot be expected to deliver their normal
quality of performance.  Only in circumstances where evidence is provided are examiners empowered
to vary their normal conventions and, if they see fit, set aside certain marks affected by the
impairment.  To take an example, for examiners to award a 2:2 and not a 3rd class degree when the
examination conventions indicate a 3rd, they must

(a) be satisfied that the candidate's normal performance is at 2:2 level,

(b) have good reason to suppose that the marks for certain papers or assessments were seriously
affected by exceptional circumstances and do not represent the candidate's true ability,



(c) convince the External Examiner that a decision to award a 2:2 is fair and reasonable.

Nothing can be done for someone whose performances are consistently at a 3rd class level even if
achieved during periods when they were clearly afflicted in some way.  Such candidates lack the
evidence of being capable of a higher level of performance.  There is no possibility of any system of
adding marks, say one for flu or two for a broken leg.  Boards of Examiners must take decisions on
academic not pastoral grounds.  It may be worth noting that it is not uncommon for students to have
higher marks in course work or continuous assessments than written examination papers and this itself
is not necessarily sufficient evidence of a higher level of performance required for a 2:2 in the above
example.  Examination papers are intended to test different skills.

CHEATING IN EXAMINATIONS AND OTHER ASSESSMENTS

Any form of malpractice associated with assessment of any kind is a serious matter which can result in
expulsion from the University without the award of a qualification.  Such malpractice may take the
form of:

(a) plagiarism: unacknowledged quotation or close paraphrasing of other people's writing,
amounting to the presentation of other person's thoughts or writings as one's own. This includes
material which is available on the world-wide web and in any other electronic form;

(b) collusion: working with one or more other students to produce work which is then presented as
one's own in a situation in which this is inappropriate or not permitted and/or without
acknowledging the collaboration;

(c) impersonation: presenting work on behalf of someone else as if it were the work of the other
individual;

(d) cheating: using any inappropriate or unauthorised means to achieve credit for a piece of
coursework or an examination answer;

(e) use of inadmissible material: using material which is not permitted to achieve credit for a piece
of coursework or an examination answer.

Students are responsible for informing themselves of the regulations regarding assessment (Calendar
Vol. 1 General Regulations Section VIII), available for consultation in departmental offices.  Further
information is also available in the Teaching and Learning Handbook, Section 6.1.4.4
http://www.dur.ac.uk/teachingandlearning.handbook/

PROBLEMS OR COMPLAINTS

1. There may be occasions when a student believes that he/she has not received an adequate level of
assistance from the University to support his/her academic studies or with other matters.  In such
cases a student should initially discuss the matter with those directly responsible for providing the
assistance.  If, after such discussions, he/she believes that the assistance received is not up to the
standard which could reasonably be expected from the University the student may wish to take
the matter further by following the Complaints Procedure set out below.

2. The Complaints Procedure may not be used where another appropriate procedure is already in
place such as the procedure for Student Discipline, the procedure for Academic Appeals, the
procedure for Keeping of Terms, the Grievance Procedure for Postgraduate Students, the
Complaints Procedure for Student Organisations or the Code of Practice on Personal Harassment.
Advice on which procedure is appropriate may be obtained from the Registrar's Office.

3. The Complaints Procedure is intended for use where an individual wishes to pursue a particular
complaint.  Where there is an appropriate consultative committee in place to consider issues
relating to the general provision of services and support this should be used instead.  Such
consultative committees include the Staff/Student Consultative Committees established by each
Board of Studies and the IT Users’ Committee.



4. The effectiveness of the University’s Complaints Procedure depends upon the ability to collect
appropriate information from all parties involved.  Anonymous complaints will not normally be
considered.1

5. Complaints under the various stages must be made within 14 days of the original decision or
action that gave rise to the complaint.

6. ACADEMIC DEPARTMENTS

(a) Stage 1: Informal Stage

If the complaint is about a matter relating to an academic department the student should
discuss the problem either with an appropriate member of academic staff or with the
Chairman/Chairwoman of the Department/School* with a view to resolving the issues at this
stage.  If, exceptionally, the complaint directly concerns the Chairman/Chairwoman of the
Department/School* the student should follow Stage 2.

(b) Stage 2: Formal Stage2

If the student believes that the matter has not been resolved to his/her satisfaction he/she may
make a formal complaint to the Dean of the relevant Faculty using a complaint form
available from the University Office at Durham or the Academic Office at Queen's Campus,
Stockton.  The Dean, Deputy Dean or Sub-Dean will investigate the matter with a view to
finding a solution satisfactory to all parties if possible.  He/she will prepare a written report
outlining the action proposed normally within four weeks of the receipt of the formal
complaint.

7. COLLEGES AND SOCIETIES

(a) Stage 1: Informal Stage

If the complaint is about a matter relating to a College or Society the student should discuss
the problem with a tutor or a College officer with a view to resolving the issues at this stage.
If the student believes that the matter has not been resolved to his/her satisfaction he/she
should raise the matter with his/her Head of House.  If, exceptionally, the complaint directly
concerns the Head of House, the student should follow Stage 2.

(b) Stage 2: Formal Stage2

If the student believes that the matter has not been resolved to his/her satisfaction he/she may
make a formal complaint to the Dean of Colleges using a complaint form available from the
University Office at Durham or the Academic Office at Queen's Campus, Stockton.  The
Dean of Colleges will investigate the matter with a view to finding a solution satisfactory to
all parties if possible.  The Dean will prepare a written report outlining the action proposed
normally within four weeks of the receipt of the formal complaint.

8. ACADEMIC, ADMINISTRATIVE OR SUPPORT SERVICES

(a) Stage 1: Informal Stage

If the complaint is about one of the University’s academic or support services the student
should discuss the problem with the head of the service or his/her deputy with a view to
resolving the issues at this stage.  If, exceptionally, the complaint directly concerns the head
of the service the student should follow Stage 2.



(b) Stage 2: Formal Stage2

If the student believes that the matter has not been resolved to his/her satisfaction he/she may
make a formal complaint to the Registrar and Secretary using a complaint form available
from the University Office at Durham or the Academic Office at Queen's Campus, Stockton.
The Registrar and Secretary will investigate the matter with a view to finding a solution
satisfactory to all parties if possible.  The Registrar and Secretary will prepare a written
report outlining the action proposed normally within four weeks of the formal complaint.

9. GENERAL PUBLICITY AND INFORMATION ABOUT THE UNIVERSITY

(a) Stage 1: Informal Stage

If a student has a complaint about the general publicity or information provided by the
University (including the undergraduate and postgraduate prospectus) he/she should discuss
the problem with the Director, Marketing and Corporate Communications, with a view to
resolving the issues at this stage.  If, exceptionally, the complaint directly concerns the
Director, Marketing and Corporate Communications, the student should follow Stage 2.

(b) Stage 2: Formal Stage2

If the student believes that the matter has not been resolved to his/her satisfaction he/she may
make a formal complaint to the Registrar and Secretary using a complaint form available
from the University Office at Durham or the Academic Office at Queen's Campus, Stockton.
The Registrar and Secretary will investigate the matter with a view to finding a solution
satisfactory to all parties if possible.  The Registrar and Secretary will prepare a written
report outlining the action proposed normally within four weeks of the formal complaint.

10. STAGE 3: FOR ALL COMPLAINTS

If following consideration under the appropriate Stage 2 of a complaint a student still believes
that the matter has not been resolved to his/her satisfaction, he/she may appeal to the Vice-
Chancellor and Warden for further action to be taken.  The Vice-Chancellor and Warden or a Pro-
Vice-Chancellor will consider the request and take whatever action he/she deems appropriate.

1If a complaint is considered by a properly recognised authority to be brought with vexatious or malicious intent he/she may
refer the matter to the Vice-Chancellor and Warden who shall consider if it is an appropriate matter to be dealt with under the
regulations on Student Discipline.
2At Stage 2 the person responsible for considering the complaint may, if he or she deems appropriate, hold a hearing to
collect evidence from the parties concerned prior to reaching any decision.

* Course Leader, Queen's Campus, Stockton.


