
Further Education Academic Regulations 
2021-22 

Includes: 

Academic Appeals Policy 
Access Arrangements in Examinations and Assessments for Students 

with Disabilities 
Assessment Policy 

Assessment Malpractice Policy 
Recognition of Prior Learning Policy 



 

Academic Regulations 2.3 
 

Policy Owner Department 
FE Central FE Central 

Version Number Date drafted/Date of review 
2.2 
2.3 

07/09/2011 
14/09/2011 

Date Equality Impact Assessed Has Prevent been considered  
(see Policies Guidance if unsure) 

  
Reviewed and Approved by 

(see Policies Guidance for approval process) 
Date 

FEQMG 
Academic Board 

 

31/07/17 
27/05/21 

Access (tick as appropriate) 
Public access (website) ☒ 

And/Or 
Internal access (MyWi) ☒ 

Staff and Student access ☒ 
Or 

Staff access only ☐ 

 
Content 
 
Policy Overview and Scope 3 

Regulations Applicable to all Students on Further Education Programmes/ Courses 3 

Learner Responsibilities 6 

Regulations Relating to Assessment 7 

Programme / Course regulations / Standards 9 

External Verifiers 9 

Regulations Relating to Examinations 10 

Non-Achievement 10 

Progression 12 

Termination 12 

APPENDIX A – University College and learner Commitment 13 

APPENDIX B - Awarding Body Websites 16 

APPENDIX C - Glossary of Terms 17 

APPENDIX D – Student voice 20 

APPENDIX E – Recognition of Prior Learning Policy 21 

 
 
 
 
 
 
 



 

Academic Regulations 2.3 
 

Policy Overview and Scope 
 
The ‘College’ referred to throughout means Writtle University College. 
 
The Further Education (FE) Academic Regulations of the College apply to all students registered on ‘Further 
Education’ programmes / courses with Writtle, irrespective of mode of attendance and place of study.    These 
regulations apply from 1 August 2021 to 31 July 2022, and to any subsequent referral assessment arising from 
this period.  The Academic Board reserves the right to amend the FE Academic Regulations at any time.  Any 
such amendment will be communicated to all students and will not disadvantage any student. 
 
These regulations over-ride and displace any Programme / Course Scheme specific academic regulations.  
However, these academic regulations may be over-ridden by specific requirements of validating bodies.  These 
Regulations are reviewed annually. 

 
A number of specific terms are utilised in the text.  These are explained in more detail within the Glossary of 
Terms in Appendix C. 
 
Copies of these regulations can be downloaded from the Moodle.  If you require assistance with this or 
interpreting any of the regulations you should contact your Course Manager in the first instance. 
 

 

Regulations Applicable to all Students on Further Education Programmes/ 
Courses 
 
Student Entitlement 
 
All Further Education students are entitled to: 
 
Pre - registration: 
 
§ Initial advice and guidance which is impartial and will enable students to make the correct course choice 

considering previous qualifications and experience and future aims. 
o Provide information, advice and guidance in many formats and at many opportunities.  Through 

open days, information events, web-based materials and widening participation events at schools 
and fairs 

o Course information will be current and in clear accessible language, detailing curriculum content, 
assessment procedures and progression routes 

§ Access to a fair and efficient admissions process 
o Recruitment to courses will be conducted with integrity.  Interviewing staff will ensure students 

embark on courses which they are suitably qualified to study and are aware of any additional costs 
or commitments they are required to make. 

o All students will be treated fairly and equally. 
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On-programme / course: 
 
§ An induction programme enabling smooth transition on to the study programme 

o Ensure students are familiar and comfortable with their new environment 
o All students to sign the College Registration Form and Learner Agreement to show understanding 

of what the College will provide and what is expected of them  
o Have copies of regulations in an appropriate format and to demonstrate their understanding and 

agreement through signing the student charter 
o Familiarity with assessment regimens for their programmes 
o Student feedback obtained on the induction processes via Student Council, surveys and liaison 

meetings 
o Provided an accurate timetable showing days and times of individual sessions 

§ A high-quality learning experience delivered by well qualified, professional staff which considers different 
learning styles and which is monitored by the lesson observation process to ensure quality  

o All staff have lesson observations.  
o Mentoring for new staff to ensure they are prepared for their role 
o Sharing good practice taking place across teams, departments and sites 
o Suitably qualified staff 
o Student Council / Student surveys / liaison meetings to gather feedback on teaching and learning 
o Initial assessment taking place at interview – to help identification of individual student needs 

§ A safe and secure environment in which to study and learn 
o Child protection and Safeguarding policy  
o Up to date risk assessments 
o College wide Health and Safety policy with local policies as appropriate 
o Appropriately qualified staff 

§ Safe and secure access to work placements which are usually essential parts of study programmes, 
contribute to the learning experience and increase employability. 

o All placements are assessed to a minimum standard 
o All staff involved have undergone training 
o Safeguarding policy for learners in work placements 
o Students are visited regularly and their progress monitored 
o Curriculum teams consult with employers on programme development 

§ Access to College amenities that are fit for purpose, including buildings, resources and equipment 
(specialist and general) and relevant professional staff. 

o Access to general and specialist resources that are safe, fit for purpose and enhance learning 
o Staff with appropriate vocational and teaching qualifications who have regular and timely 

performance development reviews with CPD identified as appropriate and the opportunity to 
access industrial updating via secondment 

o The opportunity for students to feedback on the quality, safety and utilisation of general and 
specialist resources through surveys, liaison meetings and Student Council 

§ As required, access to relevant, assessed, specialist resources for students with disabilities, including: 
o Assessment of needs by qualified specialist and vocational staff during the application process 
o Reasonable adjustments identified prior to enrolment 
o Reasonable adjustments in place at the start of the learning programme 

§ Access to a range of additional support for students with specific identified learning difficulties or 
disabilities 

o Assessment of support needs for students with identified learning difficulties or disabilities during 
the application process 
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o Appropriate support in place at the start of the study programme 
o Review of support needs throughout the study programme for all students 

§ Access to opportunities to develop study skills, English and maths and to engage in enrichment activities, 
for example: 

o Undertaking English and maths qualifications as per the English and Maths Policy 
o Skills development (e.g. English, maths, employability) planned within vocational lessons 
o Preparing for successful life in modern Britain and promoting the fundamental British values of 

democracy, the rule of law, individual liberty and mutual respect and tolerance of those with 
different backgrounds, faiths and beliefs 

o A programme of personal development activities to enhance learning and employability 
o Facilities at the University College such as the Fitness Centre, Sports Hall, Multi Faith Room 
o Membership of the Students’ Union allowing attendance at University College social events and 

the opportunity to join the National Union of Students and to take advantage of associated 
benefits 

§ Be treated fairly and with respect throughout the learning experience 
o Able to feedback to programme teams via means as stated in the Learner Voice Summary 

(Appendix D) 
o Access to Appeals and Complaints procedures as per the appeals and complaints policy 

§ The opportunity to contribute to programme review and development by a variety of means such as 
satisfaction surveys, student council and liaison meetings  

o The student voice summary states ways in which students can contribute to programme review 
and development (Appendix D) 

o Annual review processes ensure contribution from students is collected and actioned as 
appropriate 

o Students present on committees such as Academic Board, Student’s Union, Equality and Diversity 
Group 

 
Advice and guidance: 
 
§ A tutorial support programme which will include regular group and individual tutorial sessions in which 

targets will be set to assist achievement of qualifications and aims for the future and which provides 
pastoral support 

o Students are entitled to a set number of individual tutorials per year (as set in the Tutorial Policy) 
at which targets, progress, progression and pastoral issues will be discussed with actions set for the 
future 

o A programme of group tutorials for all students providing the opportunity for obtaining 
information on a range of subjects including promoting spiritual, moral, social and cultural 
development and preparing for successful life in modern Britain and promoting the fundamental 
British values 

§ Access to impartial information, advice and guidance relating to financial support, emotional well-being 
and progression, including progression to Further Education, Higher Education and careers through 
internal and external means (e.g.  tutorials, visits, guest speakers, counselling) 

o Through individual and group tutorials 
o Through referral to student support and specialised support such as counselling and health care 
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Assessment: 
§ A schedule of assessments for the programme of study 

o Assessment schedules given to all learners at the start of programme and published on Moodle 
and Pro Monitor/Pro Portal, ensuring a reasonable spread throughout the duration of the 
programme 

§ Appropriate methods of assessment for the programme of study which meet awarding body requirements 
and include the provision of special arrangements as required.  

o Ensuring that students are registered on the correct programme and entered for the correct units 
and assessments which is demonstrated by successful external verification and student 
achievement. 

o Using a range of assessment types where possible such as practicals, written reports, projects, oral 
(e.g. presentations) which consider the group profile and individual learning needs where possible 
(e.g. not awarding body prescribed assessment). 

o Academic targets set for all learners and reviewed through the tutorial process and course team 
meetings 

o Formal assessment and implementation of exam access arrangements (e.g. readers, scribes, 
additional time) 

o Learner feedback obtained on assessment processes via learner surveys, liaison meetings and unit 
reviews 

§ Appropriately qualified assessors and internal verifiers for the programme of study 
o All assessors and verifiers qualified to at least minimum standard as required by awarding bodies 
o New tutors are mentored through their teaching qualification to ensure standardisation 

§ Assessments that have been through the internal verification (IV) process 
o IV policy in place with trained IVs verifying assessments and assessed work and which is reviewed 

annually. 
o Standardisation activities across College 

§ Formative and summative assessment including detailed feedback which enables improvement 
o All internal assessments to be marked, undergo IV and returned to learner in a timely manner 
o Lesson planning to include formative assessment to check learning 
o Feedback to be provided on vocational aspects of assessment and general skills such as English and 

maths  
§ Equality of opportunity in all aspects of assessment, including access to the appeals and complaints 

processes of the College 
o Discussion on appeals and complaints processes during induction 
o Central organisation of appeals and complaints via College Secretary to ensure consistency of 

approach 
 

Learner Responsibilities 
 
All learners are expected to sign up to the University College and Learner Commitment which lays out what 
learners can expect from the University College and, in turn, what the University College and other learners 
expect in return.   The full University College and Learner Commitment document can be found in the Student 
Handbook and as Appendix A of this document.   
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Any breach of this Agreement may result in disciplinary action and may affect any bursary payments that you 
receive.  The College reserves the right to contact parents/carers of students under the age of 18 (under 25 in 
the instance of a vulnerable adult). 
 
You should: 
 
§ Treat others with respect and consideration 
§ Value and respect each other’s differences, including their beliefs, religion, gender, disability or sexual 

orientation 
 
It is your responsibility to: 
 
§ Attend and commit to your studies 
§ Adhere to the notification of absence procedure. Provide a medical certificate in case of absence on 

health grounds in excess of one week 
§ Arrive on time prepared for your sessions with appropriate equipment including any PPE 
§ Meet course work deadlines and submission dates – you should be aware that you may be charged for 

missed assessments 
§ Avoid plagiarism and cheating 
§ Not disrupt other students' learning 
§ Retain assessed work for inspection until the final award is confirmed 
§ Attend any support sessions that have been arranged to assist you with your studies 
§ Keep the University College up to date with any change to your circumstances, for example change of 

address or phone number 
§ Follow University College procedures with regard to correct use of IT and computer equipment 

including email and internet 
§ Abide by University College and departmental rules surrounding use of mobile phones and personal 

music equipment 
§ Give fair and honest opinions during student surveys and liaison meetings 
§ Avoid behaviour, including inappropriate dress and language, bullying or harassment, that may cause 

offence or harm to University College staff, students and visitors and University College property 
§ Abide by the rules surrounding consumption of alcohol and illegal substances on University College 

premises or on University College activity 
§ Abide by the rules relating to the carrying and possession of blades and weapons 
§ Respect the University College environment, do not drop litter 
§ Only eat, drink and smoke in designated University College areas 
§ Drive safely with due care and attention with respect to speed limits and park within designated 

student parking areas  

Regulations Relating to Assessment 
 
Each student is required to: 
 
§ Attend examinations and submit work for assessment in accordance with programme regulations, and 

without cheating or otherwise seeking to gain unfair advantage. 
§ Undertake all assessed work within a unit, before the candidate can be deemed to have passed that 

unit.  Work-based units are not graded.  A candidate is either competent or not yet competent. 
§ Students may apply for, and be granted credit from, unit assessment on the grounds of accredited 

prior learning.  Credit will normally only be granted after an RPL process which will involve the 
documentation of evidence of prior learning (See Appendix E, Recognition of Prior Learning Policy). 
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§ Produce work for assessment that meets the specified criteria.  In order to pass a unit, students must 
complete all assessments containing outcomes that contribute to the final grade of that unit in 
accordance with the requirements of the Awarding Body. These may be internal or external 
assessments. 

§ Provide the Programme / Course Team or the Awards Board with any evidence regarding personal 
circumstances which may have affected performance, and which should be taken into consideration.  
This is to be done by delivering written details to the Course Manager, at least 7 working days before 
the Awards Board meeting.  (See also Academic Appeals policy) 

§ Students should be aware that it may be in their best interests to provide their Course Manager with 
details of any personal circumstances which may affect performance, irrespective of their current level 
of performance. 

§ Retain all assessed work in the form of a portfolio until their final Award has been conferred and 
allow access to the portfolio by the University College if required.  This may be a considerable period of 
time and  is to allow External Verifiers and Internal Verifiers to view evidence of assessments, and for 
the Awards Boards to complete the assessment processes in full.  Failure to do this may affect 
certification of the award 

 
Notes: 

An important principle, in relation to assessment, is that of fairness; both to the individual candidate 
and to the student body as a whole.  In particular, where the Programme / Course Team or the Awards 
Board is of the opinion that a candidate may be heading for non-achievement or termination, it is the 
duty of the Board to draw this to the candidate’s attention. 
Specific Learning Difficulties and Disabilities 
In some cases of students with formally diagnosed specific learning difficulties or disabilities it may not 
be appropriate to assess by the normal methods specified in the Programme / Course Scheme 
Regulations.  In such cases the Programme / Course Team can seek guidance from the Awarding Body 
to the appropriateness of varying the method of assessment, bearing in mind the objectives of the 
programme / course, and the need to assess the student on equal terms with other students.  They 
may be allowed extra time or to make use of appropriate aids.  It should however be noted that it is 
not permissible for students with specific learning difficulties or disabilities to be given work for 
assessment which is easier to pass. 

 
Conditions of Assessment: 
 
The student’s right to be assessed or re-assessed depends on fulfilment of the responsibilities specified below.  
Note that this guidance may be superseded by specific awarding body policy. 
§ No student shall be permitted to resume studies in the following semester, or be recommended to an 

awarding body for an Award, if they are in debt to the College or in breach of any College regulations, 
except with the explicit agreement of the College Senior Management Team.  Some awarding bodies 
will also withhold certificates until debts have been discharged and regulations obeyed. 

§ If a student/candidate does not fulfil attendance requirements without good cause, the Chair of the 
Awards Board has authority to withhold the right to be assessed and to deem the student/candidate to 
have not passed/achieved competence.  The Academic Board, through the Awards Board, reserves the 
right not to permit re-assessment in these circumstances. 

§ If a student/candidate does not attend for assessed work or fails to submit work for assessment 
without good cause, the Programme / Course Team or the Awards Board has authority to deem the 
student/candidate to have not passed/achieved the assessments concerned.  The Academic Board, 
through the Awards Board, reserves the right not to permit re-assessment in these circumstances. 
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§ If a student/candidate is found to have cheated (including plagiarism) or attempted to gain an unfair 
advantage, the Awards Board has authority to deem the student/candidate to have not 
passed/achieved the assessments concerned and to withdraw any right to be re-assessed. Please refer 
to the Assessment Malpractice Policy. 

§ If a student/candidate does not, without good cause, provide the Course Manager, at least 7 working 
days before the meeting of the Awards Board, with evidence in writing of personal circumstances that 
may have affected performance in assessed work, the Awards Board (and Academic Appeals Panel) has 
authority to reject any appeal on those grounds. 

 
Notes: 

Students/candidates should be aware that it may be in their best interests to provide their Course 
Manager with details of any personal circumstances which may affect performance, irrespective of 
their current level of academic performance. 
 
If a student/candidate is found to have acted in breach of the disciplinary requirements of either the 
College or another institution in which study (or other programme related experience) is being 
undertaken, the College or other institution at which the student/candidate is enrolled has authority 
to ban the student/candidate from attendance and to deem the student / candidate to have not 
fulfilled the requirement to attend the programme of learning and examinations / assessments, 
provided that this authority is exercised through the approved disciplinary procedures of the College 
or other institution. 

 
 

Programme / Course regulations / Standards 
 
Regulations relating to specific programmes / courses are available from the FE Central Office or Awarding 
Body Websites (details in Appendix B).  These specific regulations: 
§ Specify the means by which students may progress through the programme of study (identifying core 

and optional units) and the progression points at which they must be completed. 
§ Identify all the competencies or outcomes that will be assessed. 
§ Specify the means of assessment, its nature and timing. 
§ Identify the components of the study that must be completed and passed in order for a student to 

achieve the Award. 
§ Specify the criteria governing the successful achievement of the Award including any classification and 

distinctions that may be available. 
 

External Verifiers 
§ Appointment 

o External Verifiers are appointed by the awarding bodies and in some instances on the 
recommendation of the College. 

§ Purpose 
o The role of the External Verifier is to ensure that the College is delivering and assessing the 

programme / course in accordance with Awarding Body requirements. Further details on the 
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role of External Verifiers are available from the FE Central Office.  External Verifiers are able to 
recommend withholding of learner certificates if requirements are not met. 

§ External Verifiers liaison with the College appointed Internal Verifier/Programme / Course Manager 
o The Internal Verifier ensures that candidate portfolios, assessment records and documentation 

meet the College and Awarding Body requirements.  In order to achieve the above, Internal 
Verifiers are required to sample portfolios and assessments.  External verifiers will also wish to 
sample and examine students’ work, which must be made available on request for this 
purpose. 
 

Regulations Relating to Examinations 
 
The Joint Council for Qualifications (JCQ) is a membership organisation comprising the seven largest providers 
of qualifications in the UK and provides a single voice for its members on issues of examination 
administration.  Full details can be found at www.jcq.org.uk/about-us 
 
It should be noted that candidates in breach of any of the Examination Regulations below may be suspended 
from one or all of the examinations, may be deemed by the Interim Awards Board and the Awards Board to 
have not passed those examinations, and may face disciplinary action.  All such cases will be reported to the 
Chair of the Interim Awards Board and Awards Board in writing by the Invigilator. 
 
JCQ ‘Information for Candidates’ on examinations can be found at www.jcq.org.uk/exams-office/information-
for-candidates-documents and should be read prior to any examinations. 
 
 

Non-Achievement 
 
Awards Board Remit 
 

When deciding on appropriate action following a non-achievement grade, the Programme / Course 
Team and the Awards Board is obliged to only consider the best interests of the student concerned, 
and the maintenance of College and Awarding Body academic standards. 
Where the Awards Board believes the student is likely to attain a pass on re-assessment, then it is 
obliged to offer the opportunity subject to Awarding Body guidance.  Where it believes the student is 
most likely not to pass, then it should avoid misleading the student into further fruitless expenditure of 
money, time and effort – and should not offer re-assessment. 
Interim Awards Boards are held at regular intervals to review student progress, the decision to 
terminate or transfer learners to a more appropriate programme / course can be made by this Board. 

 
Awards Board Options 
 
§ In the case of non-achievement and/or borderline grades in a whole or part unit being reported to an 

Awards Board, that Board has the option to: 

https://www.jcq.org.uk/about-us
https://www.jcq.org.uk/exams-office/information-for-candidates-documents
https://www.jcq.org.uk/exams-office/information-for-candidates-documents


 

Academic Regulations 2.3 
 

o offer a referral/resit (i.e. an opportunity to undergo re-assessment).  This may be similar to the 
original assessed work, or be in a different format – but in all cases should be equivalent in 
level of difficulty.   

o recommend a retake (i.e. an opportunity to undertake further learning – often a repeat of the 
programme / course – followed by re-assessment).  This option may involve a delay of up to 
1 year for the student to join the following group, and should only be offered where the 
Awards Board considers the student is not likely to pass a referral.  A tuition fee will normally 
be payable. 

o confirm the non-achievement (i.e. preclude further re-assessment other than that following re-
registration by the student – which would be at the discretion of the institution receiving the 
application, and would normally involve the payment of further fees by the student). 

 
Maximum Re-Assessment 
 

Within any one registration period (normally 3 or 5 years) a student may be re-assessed for a unit in 
which they have not attained a pass grade.  The number of occasions will be determined by the 
Awards Boards and Awarding Body regulations.  The re-assessment may require further learning and 
registration which could incur further costs to the candidate. Re-assessment is not permitted in cases 
where a pass grade has already been achieved. 
 

Tutor Action 
 

Where a student has not passed an initial assessment, the tutor may, at his/her discretion immediately 
proceed with a referral (especially in the case of non-achievement due to late hand-in of work) without 
waiting for Internal Verifier approval (NOTE: except for in the case of Edexcel / BTEC programmes).  
The basis of such action is that it will often be more convenient to the student, and will have less of a 
disruptive effect on other studies, than would a referral postponed to the following semester.   
However, the original grade must be reported to the Internal Verifier or the Awards Board together 
with the subsequent referral grade.  This action does not pre-judge the decision of the Awards Board 
that may or may not decide to accept the referral grade. 
 

Failure to Submit Work 
 

Where a student does not meet the deadline for handing in work, or does not submit work for 
assessment, then in the absence of a previously negotiated extension or a medical certificate or other 
good reason, the student shall be deemed to have not achieved that assessment.  The Awards Board 
will make a decision as to whether to offer an additional attempt at the assessment under guidance of 
Awarding Body regulations. 
For all other programmes / courses, work handed in late will be treated as a referral, and may only be 
eligible for the minimum pass mark at best, this will depend on individual Awarding Body regulations. 
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Progression 
 
Progression Points 
 

Many programmes / courses of learning contain progression points at which each student’s progress 
will be reviewed by an Awards Board and a decision taken on whether or not the student should be 
allowed to progress to the next stage,  transferred to a more appropriate programme / course or 
terminated. 
 

Criteria for Automatic Progression within a programme / course 
 

To be allowed to automatically progress, the student must have: 
1. Achieved a satisfactory level of performance in all standard units. 
2. Completed satisfactorily all referrals and retakes. 
3. Received a satisfactory report from the Programme / Course Team (to include attendance, 

punctuality and attitude to study). 
4. Settled all outstanding bills with the College. 

 
Failure to Automatically Progress 
 

In cases where the student does not meet the requirements to automatically progress, their 
progression requires the specific agreement of the Awards Board.  Conditions for the student, with 
deadlines, will normally be part of such agreement. 
Non-achievement of these conditions will result in the student not being allowed to progress further, 
until the conditions are met.  This may involve further teaching and assessment, and may result in 
delays of a year or more before the conditions are met and the student’s normal programme / course 
can resume. 

 
 
 

Termination 
 
Awards Boards Remit 
When deciding on appropriate action in a potential termination case, the Awards Board is obliged to only 
consider the same issues as when considering instances of non-achievement – namely the best interests of 
the student concerned, and not of the rest of the student body. 

 
When to Consider Termination 
While each case must be considered individually, termination should be recommended on academic grounds 
only when it is the opinion of the Awards Board that the student is not capable of achieving the Award at that 
time, or in serious cases of cheating. 
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Student Withdrawal 
Where the Awards Board deems it appropriate, it may recommend or suggest withdrawal to a student instead 
of enforcing the course termination process itself.  Where withdrawal is recommended, the student’s 
sponsors will also be informed of this decision. 

 
Withdrawal Through Absence 
Students will normally be deemed by the Course Team or the Awards Board to have effectively withdrawn 
from their programme / course of study if they are absent from all timetabled classes, tutorials and 
assessments for a continuous period of three weeks, without the consent of the Programme / Course 
Manager. 

 
Student Continuation 
In some cases, a student who is clearly not going to achieve the Award may nevertheless be genuinely 
benefiting from the study programme, without significantly hindering other students.  In such instances, the 
Awards Board may permit continuation of study, even where the majority of units are not being achieved – 
provided the student and his/her sponsors are made aware that he/she is unlikely to achieve the Award. 
 

APPENDIX A – University College and learner Commitment 
 

The University College and Learner Commitment agreement is designed to make it clear what learners can 
expect from the College and, in turn, what the University College and other learners expect in return. 

All FE learners should read this document carefully and sign with their course tutor.  Please ask your tutor if 
you are not sure about what any part of the Commitment means. 

Your Entitlement 
 
Writtle University College aims to provide a high quality, stimulating learning environment where you are 
respected as an individual. 
 
We are committed to providing an atmosphere where you have equality of opportunity regardless of race, 
ethnicity, religion or belief, sex, gender identity, sexual orientation, age or disability.  We take issues related to 
harassment and bullying seriously. 
 
We have clear policies and procedures which will support you whilst at University College; full details are 
available on Moodle. Some relevant policies are listed below: 
 

§ Academic regulations 
§ Academic Appeals 
§ Special examination arrangements 
§ Student Disciplinary Procedure 
§ Single Equality Scheme 
§ Attendance and Absence procedures 
§ Complaints procedure 
§ Child Protection and Safeguarding policy 
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We will endeavour to provide: 
 

• Learning opportunities suitable to your individual needs, ambitions and achievements 
• Equal access to teaching resources, staff, support, guidance and information 

 
We will also listen to and foster your views through student liaison groups, student surveys and fair and 
transparent policies and procedures. 
 
Guidance and Support 
 
You are entitled to: 
 

• Your information and records being treated confidentially in accordance with the Data Protection Act 
(1984) the Children Act (1989, 2004) and Every Child Matters (2004)  

• Initial guidance which will enable you to make the correct course choice taking into account your 
previous qualifications and experience and your future aims 

• A tutorial support programme which will include regular group and individual tutorial sessions, in 
which targets will be set to assist you in achieving your qualification and aims for the future 

• Access to information advice and guidance relating to financial support, emotional well being and 
progression, which includes progressing to Further Education, Higher Education and careers 

• Safe and secure access to work placements and enrichment opportunities  
 
Environment 
 
You are entitled to: 
 
§ A safe, stimulating and appropriate learning environment 
§ Access to University College amenities that are fit for purpose, including buildings, resources and 

equipment and relevant professional staff 
§ Clear Health & Safety information including a non smoking environment (with designated areas for 

use) 
§ Appropriate resources for students with learning difficulties and/or disabilities (e.g. accessible learning 

materials and hearing loops). 
 

Teaching and Learning 
 
You are entitled to: 
 
§ A high quality learning experience delivered by well qualified professional staff  
§ Course information published and available from a variety of sources giving clear detailed achievement 

and progression routes  
§ Opportunities for guidance related to assessment, target setting and submission of work 
§ Access to a range of additional support for students with specific identified learning difficulties or 

disabilities 
§ Access to opportunities to engage in sport and other enrichment activities 
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Your responsibilities 
As a student at Writtle University College you have responsibilities to yourself, to fellow students, to staff and 
to the University College environment.  This means that you should respect and uphold others and your rights 
to study in an environment that is free from discrimination. 
 
You should: 
 
§ Treat others with respect and consideration 
§ Value and respect each others differences, including their beliefs, religion, gender, disability or sexual 

orientation 
 
It is your responsibility to: 
 
§ Attend and commit to your studies 
§ Adhere to the notification of absence procedure. Provide a medical certificate in case of absence on 

health grounds in excess of one week 
§ Arrive on time prepared for your sessions with appropriate equipment including any PPE 
§ Meet course work deadlines and submission dates – you should be aware that you may be charged for 

missed assessments 
§ Avoid plagiarism and cheating 
§ Not disrupt other students' learning 
§ Retain assessed work for inspection until the final award is confirmed 
§ Attend any support sessions that have been arranged to assist you with your studies 
§ Keep the University College up to date with any change to your circumstances, for example change of 

address or phone number 
§ Follow University College procedures with regard to correct use of IT and computer equipment 

including email and internet 
§ Abide by University College and departmental rules surrounding use of mobile phones and personal 

music equipment 
§ Give fair and honest opinions during student surveys and liaison meetings 
§ Avoid behaviour, including inappropriate dress and language, bullying or harassment, that may cause 

offence or harm to University College staff, students and visitors and University College property 
§ Abide by the rules surrounding consumption of alcohol and illegal substances on University College 

premises or on University College activity 
§ Abide by the rules relating to the carrying and possession of blades and weapons 
§ Respect the University College environment, do not drop litter 
§ Only eat, drink and smoke in designated University College areas 
§ Drive safely with due care and attention with respect to speed limits and park within designated 

student parking areas  
 
Any breach of this Agreement may result in disciplinary action.  The University College reserves the right to 
contact parents/carers of students under the age of 18 (under 25 in the instance of a vulnerable adult) 
 

Student Name: ………………………… Student Ref. No: ………………………… 

Student Signature: ………………………… Date: ………………………… 

    

Tutor Name: ………………………… Date: ………………………… 

Tutor Signature: …………………………   
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APPENDIX B - Awarding Body Websites 
 
Awarding Body Websites: 
 
 

British Horse Society www.bhs.org.uk/  

The British Horseracing Education & 
Standards Trust 

www.bhest.co.uk/  

Central YMCA Qualifications www.cyq.org.uk/  

City and Guilds www.cityandguilds.com/uk-home.html  

Edexcel / BTEC www.edexcel.com/  

NCFE www.ncfe.org.uk/  

Royal Horticultural Society www.rhs.org.uk/  

  

 

https://www.bhs.org.uk/
https://www.bhest.co.uk/
https://www.cyq.org.uk/
https://www.cityandguilds.com/uk-home.html
https://www.edexcel.com/
https://www.ncfe.org.uk/
https://www.rhs.org.uk/
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APPENDIX C - Glossary of Terms 
 
 
Academic Board The highest level academic committee in the College with overall responsibility 

for academic standards and the formulation and review of policies, procedures 
and regulations for the assessment of academic performance, the granting of 
awards and for making recommendations of awards to external bodies. 

Academic Year The annual cycle which forms the basis of most study programmes.  It runs 
from 1 August to 31 July. 

Accreditation of Prior 
[Experiential] Learning 
(AP[E]L) 

The formal recognition of a student’s previous learning achievements.  This 
may include taught qualifications, or experience gained through work, home or 
leisure activities. 

Assessment The Process of marking or grading knowledge, skills, competencies or 
outcomes against specified criteria, where the mark, grade or outcome 
contributes towards a unit or overall award. 

Assessed Work Any activity or piece of work which may be marked or graded as part of the 
‘Assessment’ for a unit or overall award. 

Award A formal educational qualification, gained by accreditation of specified units. 
Awarding Body A body approved by the Department for Education and Skills to design and 

operate as assessment and quality assurance system for learning programmes 
and to provide certification for candidates. 

Awards Board A sub-committee of the Academic Board.  Each Programme / Course has an 
Awards Board at the end of each academic year established to consider 
student marks or competencies, and to make assessment and progression 
decisions.  Full terms of reference are available separately.  Interim Awards 
Boards take place throughout the year. 

Cheating a) It is an academic offence for a student to cheat in any examination 
or other piece of work, the mark for which will count either towards 
the student’s result for the year, or towards his or her final 
classification of Award.  To ‘cheat’ includes: 

  i) to copy the work of another candidate, or otherwise 
communicate with another candidate in an examination; 

  ii) to introduce any written, printed or electronically-stored 
information into an examination or other form of 
assessment, other than material expressly permitted in the 
instructions for that examination or other form of 
assessment; 

  iii) to repeat work previously submitted for a different assessed 
assignment without the full acknowledgement of the extent 
to which that previous work has been used. 

 b) It is an academic offence for a student knowingly to assist another 
student to cheat in any examination or other piece of work, the 
mark for which will count towards the student’s result for the year, 
or towards his or her overall classification of Award. 

 c) Allegations of academic offences involving cheating and/or 
plagiarism shall be dealt with in accordance with published College 
procedures.  Previous offences shall be taken into account. 
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 d) Plagiarism is a serious academic offence, which involves taking and 
using another person’s thoughts or writings as one’s own.  Although 
students are strongly encouraged to utilise other sources, these 
must always be acknowledged through the provision of reference 
details.  Quoting other sources without any reference details 
contravenes copyright law, and suggests intent to mislead the 
assessor. 

Competence The ability to perform work within an occupation to specified national 
standards. 

Credit Recognised educational value.  Credits for individual units may be accumulated 
towards an Award. 

Element A sub-division of a unit of competence. 
Evidence Candidates have to provide evidence of their performance in order to prove 

their competence against specified grading criteria or learning outcomes. 
Examination A substantive assessment or series of assessments that are normally time 

constrained and that are completed in a controlled environment under 
arrangements made by the Course Manager. 

External Verifier Appointed by Awarding Bodies to make regular visits to approved centres and 
monitor quality. 

Grading Criteria Criteria which indicate the standard of performance required. 
Internal Verifier Appointed by the College to monitor and develop quality systems of 

assessment. 
Programme/course A route of study, normally comprising of a specific series of units. 
Progression Point A specified point in a programme of study, when the student’s progress to 

date is reviewed by an Awards Board, and a decision taken on whether the 
student should be allowed to progress to the next stage.  Progression points 
occur throughout the academic year 

Re-assessment This simply means further assessment – which may be offered when a student 
does not pass an earlier attempt.  Re-assessment may be offered in the 
context of a referral (assessment only), or a retake (learning and assessment). 

Referral An opportunity to be re-assessed, which may be offered when a student does 
not pass an earlier attempt.  Normally a short interval is allowed before 
referral assessments, to provide opportunity for the student to prepare and 
revise. 

Registration The formal commitment to the Awarding Body by a student to a particular 
programme/course. 

Retake An opportunity to undertake further learning – often a repeat of the previous 
programme – followed by the relevant re-assessment.  Like a referral, a retake 
may be granted when a student does not pass an earlier assessment.  An offer 
of a retake is made where the Awards Board considers the student is not likely 
to pass a simple referral and requires additional input and support. 
A retake is by its nature a more lengthy process, requiring considerable further 
study effort from the student.  This may therefore result in delays of up to 1 
year, before completion and progression. 

Unit  A self contained block of learning and assessment. 
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Work for Assessment Any activity or piece of work (including practical task, verbal presentation, 
written report, test or examination) defined as a requirement of the 
‘Assessment’ for a unit or overall award. 

Working Days Monday to Friday inclusive, but exclusive of Bank Holidays. 
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Course Liaison Meetings
Held in the week prior to Student Council

PROCESS:
§ Chair – member of the curriculum team other than course manager
§ Appoint course representatives
§ Attended by all course members
§ Standard agenda – Moodle / Teaching and Learning Toolkit
§ Review previous Course Liaison Meeting Minutes
§ Review Student Satisfaction Surveys

OUTCOMES:
§ You said… We did…
§ Referral of items to the Student Council

Student Satisfaction Surveys

PROCESS:
§ Online via Moodle (paper based available if required)
§ Induction, On-programme, Exit

OUTCOMES:
§ You said… We did…
§ Review at Course Liaison Meetings

Student Council

PROCESS:
§ Arranged via FE Central
§ Chair – Head of Curriculum (FE)
§ Focus on cross-college issues
§ Representatives from all Faculties plus the SU
§ Standard agenda to include, College Life, Health and Safety / Safeguarding, E&D
§ Review previous Student Council Minutes
§ Review Student Satisfaction Surveys
§ Obtain feedback on any proposed changes to College life e.g. resources

OUTCOMES:
§ You said… We did…
§ Referral of items to specific focus groups if required
§ Reported to FE Committee of Governors

Unit Reviews

PROCESS:
§ Arranged by Unit Leaders, either paper based or via 

Moodle

OUTCOMES:
§ You said… We did…
§ Review at Course Liaison Meetings

Tutorials / Ad Hoc discussion

PROCESS:
§ One to one feedback
§ Referral to Course Liaison as appropriate

OUTCOMES:
§ You said… We did…
§ Review at Course Liaison Meetings and Team Meetings

External Collection of Learner 
Views

§ Social media e.g. Twitter, Facebook
§ Ofsted via online questionnaire
§ Peer Review activity e.g. Landex
§ FE Choices surveys

Focus Groups

As commissioned by 
Student Council and FE 

Central

Students Union 
Liaison Group

You said… We did...
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APPENDIX E – Recognition of Prior Learning Policy  
 
Policy Overview and Scope 
 
This policy applies to all programmes running within the Further Education Division at Writtle University 
College which are not finally assessed through external / national examinations. 
 
Recognition of Prior Learning (RPL) is a method of assessment that considers whether learners can 
demonstrate that they meet the assessment requirements for a unit through knowledge, understanding or 
skills they already possess and so do not need to develop these through a course of learning. 
 
RPL may also be known as Accreditation of Prior Learning (APL), Accreditation of Prior Experiential Learning 
(APEL), Accreditation of Prior Achievement (APA), Accreditation of Prior Learning and Achievement (APLA) and 
Recognition of Prior Learning (RPL). 
 
It is acceptable to RPL aspects of units, complete unit(s) or a whole qualification using a range of evidence 
which should be valid (including current) and reliable. 
 
Individual Awarding Bodies have policies for RPL and these should be reviewed with any request by a learner 
for RPL. 
 
NOTE: Where previous achievements have already been certificated and taking into account the rules of 
combination, it may be possible to use one of the following options: 
 
Credit transfer is the process of counting credit(s) awarded in the context of one qualification towards the 
achievement requirements of another qualification. 
 
Exemption is where a learner may claim exemption from some of the achievement requirements of a QCF 
qualification, using evidence of certificated, non-QCF achievement deemed to be of equivalent value 
 

 

 
Policy and Procedure 
 
The Principles of RPL 
 

- RPL is a valid method to enable students to claim credit for units irrespective of how their learning 
took place; there is no difference between the achievement of a unit or aspects of units through RPL or 
a formal study programmes 

- All the processes and subsequent decisions made in relation to RPL should be rigorous, transparent, 
fair, reliable and accessible to ensure that all stakeholders can be confident in the decisions and 
outcomes agreed 

- RPL should be learner-centred and voluntary, a learner wishing to take advantage of RPL should be 
provided guidance and support to make a claim for credit through the process 

- Assessment for RPL is subject to the same QA processes as any other form of assessment 
- Assessment for RPL should be of equal rigour to any other assessment method and can be used for any 

unit unless the assessment requirements of the unit / qualification do not allow this. 
- RPL can be used for learners transferring across learning programmes and do not hold relevant credits, 

for example transfer from NQF to QCF programmes. 
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Where may RPL be appropriate? 
 
RPL may be appropriate or of particular value in situations such as: 
 

- A learner with no formal qualifications but experienced in a subject, for example through employment 
- A learner who has undertaken a programme of study but has not had their learning formally 

recognised through a qualification.  NOTE: if a learner has certificated learning, then they should apply 
for exemption rather than RPL 

 
The process 
 
If it is identified through information, advice and guidance that a learner may wish to claim RPL for aspects of 
a qualification, the process below should be followed. 
 

1. Learner should be registered on the qualification as soon as evidence gathering commences 
2. The learner identifies possible areas of a unit / qualification that they feel they may be able to 

demonstrate RPL 
3. The Programme Team confirm that it is appropriate for the learner to gather evidence to demonstrate 

RPL and provide guidance on what is required.  For example: 
 

i. Witness statements 
ii. Photographs 

iii. Training previously received 
iv. Job descriptions 
v. Appraisals  

 
4. The Programme Team will ensure that the learner understands that the information should be: 

i. Valid – i.e. match the level and competence required 
ii. Sufficient – does it cover all aspects being looked for and cover the full range 

iii. Authentic – is it definitely the learner’s own work 
iv. Reliability – would a different assessor make the same assessment decision 
v. Currency – is the evidence recent enough to measure current competence and be 

appropriate considering changes that may have taken place in thinking and technology 
over time 

 
5. Once the learner has compiled a portfolio of evidence, an appropriate member of the Programme 

Team will assess the evidence against the criteria / units that RPL is being claimed for; this decision will 
then undergo internal verification by the Lead IV for the programme. 

6. Records of assessment are maintained in the same way as for any other method of assessment i.e. 
criteria achieved are recorded in ProMonitor. 

7. The learner should go through the Awards Boards process in the same manner as usual 
8. Certification claims are made according to normal processes 

 
 
 
 
 
This policy supersedes any other policy and procedural guidelines, which may be in other existing University 
College documents.  Writtle University College may amend this policy from time to time and any such 
amendments will be notified via the website, through Writtle Weekly or by email.   
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If this information is difficult to access, read or understand, it can be provided in another format, for example 
in Braille, in large print, on audiotape, in another language or by someone talking it through with you. 
 
Version Control 
 

Version Number Purpose/Amendment Date 
2.1 Updated for 2016/17 01/08/2016 
2.2 Updated for 2017/18 31/07/2017 
2.3 Updated for 2021/22 27/05/2021 
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