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The University is operating under particular restrictions arising from the Coronavirus 
emergency.  Regular updates for students can be found on the University website under Student 
FAQs at Coronavirus Advice . 

We will continue to keep this webpage updated. Should there be any major changes we will inform 
the University community directly. 

Students should observe all guidance issued by the University concerning the health and safety of 
students and staff.  

Students staying in University residential accommodation have been provided with specific 
guidance, to which they should adhere. 

A student who fails to adhere to reasonable instructions from the University arising from the 

/coronavirus/
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I. Every effort has been made to ensure that the information contained in this document is 
accurate at the time of publication. The University will use all reasonable endeavours to 
provide programmes of study listed in the prospectus and to deliver them in accordance 
with the descriptions of programmes set out. However, as the University is committed to 
ensuring that programmes remain up to date and relevant, it reserves the right to 

/study-here
mailto:admissions@qmu.ac.uk
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III. An offer of a place at the University is made on the understanding that, in accepting the 
offer, the student undertakes to observe and comply with these Terms and Conditions and 
to abide by, and to submit to the procedures of, the University’s Regulations, Policies and 
Codes of Conduct, as amended from time to time. The University’s Regulations, Policies and 
Codes of Conduct are set out in full within the University’s website under Regulations, 
Policies and Procedures. Changes to the University’s Regulations may be made from time to 
time for one or more of the following reasons: to reflect changes to the statutory 
requirements with which the University is required to comply; to reflect best practice 
regulation across the higher education sector and more broadly; to ensure that the 
University’s Regulations remain fit for purpose as a result of changes or developments 
within the University and across the higher education sector. Where the University’s 
Regulations are changed and the operation of a new regulation would place a student in a 
less favourable position than they would otherwise have been under the old regulations, 
that student may rely on the old regulation as if it continued to apply. Whether a student 
would be in a less favourable position is a matter to be determined by the University on a 
case by case basis, depending on the facts and circumstances of a particular student. This 
would not apply to a situation where the new regulations seek to address a previously 
unregulated matter. All policies and procedures are subject to regular review and formal 
approval by the appropriate committee. The University Court has agreed that the University, 
recognising t

/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/
/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/


5 

 
 

increases in the costs of delivering and administering the programme. Tuition fees for the 
forthcoming academic session are published on the QMU website well in advance of the 

/current-students/current-students-general-information/fees-and-charges/
/current-students/current-students-general-information/fees-and-charges/
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significant information has been omitted from, a student’s application form. 
 

IX. Admission to some degree programmes offered by the University, and to some of the 
professions for which it provides training, may be precluded by certain medical conditions. 
Students are obliged to include information regarding any medical condition, past or 
present, which may affect their participation on a programme when completing their UCAS 
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submitted to the EC Panel by the published deadline, and the student has no grounds for not 
submitting by that deadline. 

OAO! A student’s disagreement with the academic judgement of a Board of Examiners does not 
provide a valid ground for appeal. 

OAQ! Any student considering an appeal is encouraged to contact the Students’ Union for advic

mailto:appeals@qmu.ac.uk
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an academic or support area unrelated to the appeal, and a representative from the Students’ 
Union Executive Committee. Care will be taken to ensure an appropriate gender balance in 
the composition of the Panel. The University Secretary will act as technical adviser to the 
Panel and will nominate a clerk to the committee.   

 
SA8 The Academic Appeals Panel shall conduct its proceedings according to the principles of 

natural justice in that it will it will seek to act fairly, no person may be a judge in their own 
case and all parties shall have access to all the evidence used by the Committee in reaching its 
decision. 

 
SAJ The Appeals Panel shall meet, normally within one calendar month (excluding University 

vacations) of the referral from Part I, and communicate its conclusions to the student and the 
subject area/department concerned within one calendar month of its being convened.  The 
University Secretary will keep all parties informed of progress and will advise of any necessary 
extension of the timescale, for example, if an adjournment in the proceedings is necessary. 

!
SAO! The appellant shall have the right to appear before the Committee and to be accompanied by 

one other person of their choice. Representation external to the University will not be 
permitted in the context of this procedure.  

SAQ The Academic Appeals Panel may interview staff and/or students relevant to the appeal. If the 
appeal is on the ground of the actions of an individual, that individual has the right to be 
informed of the substance of the appeal, and to attend the appeal hearing and be 
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TAQ The Scottish Public Services Ombudsman has an online complaint form accessible through the 
website, although papers in support of the complaint would still have to be supplied to the 
Ombudsman by post or other means. The Scottish Public Services Ombudsman can also supply 
paper complaint forms direct to complainants. 

TAR! Further information may be accessed through the Scottish Public Services Ombudsman 

https://www.spso.org.uk/contact-us
https://www.spso.org.uk/contact-us
http://www.spso.org.uk/
http://www.spso.org.uk/contact-form
http://www.spso.org.uk/complain/form
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Queen Margaret University provides its users with access to state-of-the-art Information and 
Communication Technology (ICT) equipment and a wide range of electronic resources. All users need 
to be aware of what constitutes the Acceptable Use of these resources to enable them to be used in 
a safe and secure manner. This document outlines the policies relating to both ICT and e-resources 
and facilities.  
 
For all our users; staff, students, visitors and any others, using our technology infrastructure 
constitutes an undertaking to abide by this acceptable use policy and the legal requirements implicit 
and explicitly contained within. 
 
For the purposes of this document, designations include staff and students at collaborative partners. 
You are reminded that accessing QMU ICT systems and resources via the Remote Desktop service 
you are bound by the laws and regulations in the UK as well as any applicable laws in the country 
from which you are connecting. 
 
2NN$?&(=)$!D#$!<,)'NP!
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This policy outlines the University’s approach to acceptable use of its computing facilities 
and provides the guiding principles and responsibilities to ensure the University’s acceptable 
use objectives are met. 
 
Access to the University’s ICT facilities and resources requires users to accept certain 
responsibilities and obligations. All users must be aware of and comply with the JANET 
Acceptable Use Policy, which covers all UK HE academic and research network activity. 
 
Use of IT and associated resources should always be legal and ethical and reflect academic 
integrity and the standards of the University community. 
 

8A B$#?,%#'=')'&P!
 
The Information Security Steering Group, ISSG, is responsible for ensuring the updating of 
this policy and monitoring its effectiveness.  The University reserves the right to update this 
policy in line with new or updated legislation or requirements. 
 

JA /N,?$!
 
This policy is applicable across the University and applies to: 
 
 all individuals who have access to University information and technologies; 
 all facilities, technologies and services that are used to process University information; 
 all information processed, accessed, manipulated, or stored (in any format) by the 

University pursuant to its operational activities; 
 internal and external processes used to process University information; 
 external parties that provide information processing services to the University; 
 

http://www.ja.net/company/policies/aup.html
http://www.ja.net/company/policies/aup.html
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The policy will be communicated to users and relevant external parties.

http://www.opsi.gov.uk/acts/acts2000/ukpga_20000023_en_1
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 

http://www.qmu.ac.uk/lb/IFS_Harvard.htm
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Anyone found abusing QMU ICT systems will usually be cautioned in the first instance. 
Continued abuse will lead to your account being disabled. This means that you will be unable 
to access any of 

http://www.legislation.gov.uk/ukpga/2000/11/section/1
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 You will ensure that all the requirements of the agreements, contracts and licences 
under which the Product is held by the Institution will be maintained. (Copies of the 
relevant agreements, contracts and licences may be seen by application to the School or 
Department which made the Product available). 

 You will adhere to the regulati

http://www.opsi.gov.uk/acts/acts1990/Ukpga_19900018_en_1.htm
http://www.opsi.gov.uk/acts/acts1990/Ukpga_19900018_en_1.htm
http://www.opsi.gov.uk/acts/acts1996/ukpga_19960031_en_1
http://www.opsi.gov.uk/ACTS/acts1998/19980029.htm
http://www.legislation.gov.uk/ukpga/2000/11/section/1
http://www.opsi.gov.uk/acts/acts1988/Ukpga_19880048_en_1
/footer/foi-and-data-protection/data-protection/
http://www.opsi.gov.uk/acts/acts2000/ukpga_20000023_en_1
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 You must undertake to abide by all licence agreements for software entered into by the 

University with other parties (see below) 
 
 You may only use software and/or information provided by the University for 

educational purposes as a member of the University 
 
 

:8A 3,1$!,+!3,%10N&!Z>$%!0#'%M!,0-!+(N')'&'$#!
 
All users at QMU shall: 
 
 
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Regular training and testing will be carried out by the University involving all users to ensure 

/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/
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and explicit ‘popup’ advertising. If any of these things happens whilst you are out on 
placement: 

 
 Take a note of the URL (web address) of the site and the time you accessed it 
 Tell someone immediately. If possible, show them what happened. 
 If you are working in a public area, you may want to ‘lock’ the PC before fetching help. 

(You can do this by pressing the CTRL-ALT-DEL keys at the same time, then clicking on 
Lock Computer. If you can’t lock the PC, then make sure you have the details of the site 
you accessed, then log off.) 

 Tell your placement supervisor as soon as possible 
 Tell local ICT staff (any alerts regarding inappropriate internet use will go to them first) 
 Tell your QMU supervisor to advise them of what has happened 
 
There may be an investigation into your online activities, but if the accident was legitimate 
and these steps are followed, it will be resolved quickly. 
 

:RA B$N,-1'%M!,+!)$N&0-$#!
 
QMU recognises that from time to time students may wish to record lectures, seminars and 
tutorials for their own personal use to support their learning. As a matter of courtesy 
students should inform the lecturer prior to the commencement of the recording. If the 
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dissemination by the University. Included in this is any material that could lead to legal 
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D#$-# are required to complete information security awareness training and are responsible 
for making informed decisions to protect the information that they process. 
!

:GA B$^'$Z!(%1!4$^$),?.$%&!
 
This policy, and any supporting security sub-policies, will be reviewed and updated by the 
*//L!as necessary on a scheduled basis to ensure that the policy/policies  
 
 remain operationally fit for purpose; 
 
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1. Introduction 
2. Admissions Principles 
3. Service delivery 
4. Terms and Conditions 
5. Roles and Responsibilities 
6. Admissions Process 
7. Entry requirements  

7.1
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2.3 Queen Margaret University is committed to equality of opportunity. We seek to promote 
diversity amongst our students, staff and applicants. We recognise the particular 
contributions that are made by individuals from a wide range of backgrounds and experiences, 
to the achievement of our vision and strategic objectives. We aim to promote entry to, and 
provide education at, undergraduate and postgraduate level to a diverse range of students, 
whatever their background. Our equal opportunities policy is available on our website. 

 
2.4 Each application received by the University is considered carefully on its own merits, taking 

into account educational, professional and personal experience. 
 

In assessing candidates for admittance to the University, we are committed to the following 
principles: 
 
 V('-%$## – the University strives to use admissions assessment methods that are reliable 

and valid. 
 I-(%#?(-$%NP – details of our entry requirements are published in our prospectus and on 

our website, and are clear and transparent to applicants and their advisers. 
 B$+)$N&'%M!,0-!N,..0%'&P – we are committed to admitting as wide a range of applicants 

as possible to reflect our community. 
 



/current-students/current-students-general-information/matriculation-and-enrolment/applicant-and-student-terms-and-conditions/
/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/
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applicants to demonstrate an exploration of the profession within their personal 
statement.  

!
! 7.1.4! If an applicant does not have the normal entry requirements, but has relevant 

experience and can demonstrate that there is a reasonable expectation that they 
will complete the course, then it may still be possible to consider them.   
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7.2.7 
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7.2.15 We also accept a wide range of other qualifications, including diplomas and 
certificates that equate to SCQF level 7 or 8 for advanced entry. However, the content 
and level must match that of our courses sufficiently for us to be satisfied that the 
learning outcomes have been achieved. 

 
7.2.16! !We are able to consider accreditation of non-certified learning (APL) and we have a 

rigorous process in place for assessing APL. We are also able to identify, explore and 
claim academic credit for previous certificated and/or experiential learning through 
the Recognition of Prior Learning (RPL) process. For learning to be awarded as credit 
towards your programme of study, it needs to match learning outcomes and to be 
evidenced.   

 
You .(P! be able to gain RPL credit for previous certificated study, undertaken 
elsewhere. You also may be able to gain academic credit for experience; for example 
experience gained through volunteering, or in your workplace. Please see the 

http://www.qmu.ac.uk/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures
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If a student wishes to register on a named award in a similar area after studying as an 
‘associate student’, any modules they have successfully completed may be given as 
credit towards their named award. 
The commencement date for the period of registration for the named award would 
be taken from the point when the student first registered as an ‘associate student’. 
 
If a former ‘associate student’ requires a Student visa in order to study a full time, 
named award they will be required to complete an application and provide evidence 
of English language proficiency at the level required for the named award, before they 
can be issued with a Confirmation of Acceptance for Studies (CAS). 

!
7.4 Postgraduate Research entry requirements 

!

/study-here/how-to-apply/phd-and-professional-doctorate-applications/
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8.1 QMU is a licenced student sponsor. QMU can issue Confirmation of Acceptance for Studies 
(CAS) allowing applicants to apply for immigration as a student. QMU has reporting 
responsibilities to the Home Office and UKVI as a student sponsor

https://www.ukcisa.org.uk/
https://www.ukcisa.org.uk/


/media/8054/contextual-admissions-policy.pdf


mailto:studentfunding@qmu.ac.uk
/media/8054/contextual-admissions-policy.pdf
/media/8054/contextual-admissions-policy.pdf
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http://www.qmu.ac.uhttp/www.qmu.ac.uk/quality/documents/Complaint%20Form%2017.6.docxk/quality/documents/Committee%20dates%20planner%2012-13.xls
mailto:complaints@qmu.ac.uk
http://www.qmu.ac.uk/footer/foi-and-data-protection/data-protection/
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EH21 6UU  
 Tel: +44 (0)131 474 0000 

 Email: admissions@qmu.ac.uk  
 
 
 
Sarah Bailey, Head of Admissions and Recruitment  
Reviewed August 2021 
  

mailto:admissions@qmu.ac.uk
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1. <-'%N'?)$# 

Queen Margaret University is wholly committed to fostering an environment in which all 
students, regardless of their background and personal circumstances should be treated with 
dignity, respect and fairness.   

The University recognises that bullying and harassment can have a serious detrimental effect 
on the confidence, morale, performance and health of those affected, and may in extreme 
circumstances ultimately lead to students withdrawing from studies.  The University believes 
that this situation should never be permitted to materialise and will treat all reports of 
bullying and harassment seriously.    

The purpose of this policy is to promote a culture where bullying and harassment are 
acknowledged to be unacceptable and are not tolerated under any circumstances.  Where 
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All information gathered on individuals as part of the Anti-Bullying and Harassment Policy and 
Procedure will be processed in accordance with the Data Protection Act 2018.  

QA
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 Unwanted physical contact or physical attack. 
 Offensive, suggestive or derogatory remarks, gestures, mockery, taunts, pranks, jokes, 
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Concept Definition 
 

Direct Discrimination 
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 Public humiliation;
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Website ZZZA#?#,A,-MA0[!
!
Online contact form ZZZA#?#,A,-MA0[;N,%&(N&F+,-.!
!
You can fill in the complaints form online at ZZZA#?#,A,-MA0[;N,.?)('%;+,-.!
!
Fax 9T99!JSS!SJJ: 

 !

http://www.spso.org.uk/
http://www.spso.org.uk/contact-form
http://www.spso.org.uk/complain/form
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/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/
/about-the-university/equality-and-diversity/
mailto:dmartin1@qmu.ac.uk
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The Library Code of Conduct is underpinned by the Library Regulations and the Acceptable 
use policy for information and communication technology and electronic resources. The 

/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/
/media/5810/equality-policy.pdf
/about-the-university/equality-and-diversity/mainstreaming-report-equality-outcomes-and-employee-information/
/about-the-university/equality-and-diversity/mainstreaming-report-equality-outcomes-and-employee-information/




/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/
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SA: I>'#!/N'$%N$!K(=,-(&,-P!3,1$!,+!3,%10N&!>(#!=$$%!1$^$),?$1!&,!#0??,-&!&>$!M$%$-()!

D%'^$-#'&P!3,1$!,+!3,%10N&A 
 
SA8 L$%$-()!<-'%N'?)$#!
 
SAJ 2))!#&01$%&#!(&!c5D!#>())@!
 
SAJA: 
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Queen Margaret University is committed to providing an excellent education and high-quality 
services to our students from enrolment to graduation.  

U$!^()0$!N,.?)('%&#!(%1!0#$!'%+,-.(&',%!+-,.!&>$.!&,!>$)?!0#!'.?-,^$!,0-!#$-^'N$#A!!

1. If something goes wrong or you are dissatisfied with our services, please tell us. This leaflet 
describes our complaints procedure and how to make a complaint. It also tells you about how 
we will handle your complaint and what you can expect from us.  

U>(&!'#!(!N,.?)('%&d  

2. We regard a complaint as any expression of dissatisfaction about our action or lack of action, or 
about the standard of service provided by us or on our behalf.  

U>(&!N(%!*!N,.?)('%!(=,0&d!!

3. You can complain about things like:  
 

 failure or refusal to provide a service  
 inadequate quality or standard of service, or an unreasonable delay in providing a 

service  
 the quality of facilities or learning resources  
 dissatisfaction with one of our policies or its impact on the individual (although it is 

recognised that policy is set at the discretion of the institution)  
 failure to properly apply law, procedure or guidance when delivering services  
 failure to follow the appropriate administrative process  
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  a routine first-time request for a service  
 a request for compensation only  
 an insurance claim  
  issues that are in court or have already been heard by a court or a tribunal (if you decide 

to take legal action, you should let us know as the complaint cannot then be considered 
under this process) 

 disagreement with a decision where there is a statutory procedure for challenging that 
decision (such as for freedom of information and subject access requests), or an 
established appeals process followed throughout the sector (such as an appeal about an 
academic decision on assessment or admission)  

 

/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/
/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/
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10.  When complaining, please tell us:  

 your full name and contact details  
 as much as you can about the complaint  
  what has gone wrong; and  
  what outcome you are seeking.  

60-!N,%&(N&!1$&(')#  

 <>,%$@ 0131 474 0000 (ask for complaints when prompted);  
 ".(')@ complaints@qmu.ac.uk;  
 <,#&: Complaints, Division of Governance and Quality Enhancement, Queen Margaret 

University, Musselburgh, East Lothian, EH21 6UU  

Y,Z!),%M!1,!*!>(^$!&,!.([$!(!N,.?)('%&d  

11. Normally, you must make your complaint within six months of:  
 

 the event you want to complain about; or  
 finding out that you have a reason to complain.  
 

12. In exceptional circumstances, we may be able to accept a complaint after the time limit. If you 
feel that the time limit should not apply to your complaint, please tell us why.  

U>(&!>(??$%#!Z>$%!*!>(^$!N,.?)('%$1d  

13. We will always tell you who is dealing with your complaint. Our complaints procedure has two 
stages.  

/&(M$!:@!V-,%&)'%$!-$#?,%#$! 

14.  

mailto:complaints@qmu.ac.uk
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18. Stage 2 deals with two types of complaint: those where the complainant remains dissatisfied 
after stage 1 and those that clearly require investigation, and so are handled directly at this stage. If 
you do not wish your complaint to be handled at stage 1, you can ask us to handle it at stage 2 
instead.  

19. When using stage 2:  

 we will acknowledge receipt of your complaint within three working days  
 we will confirm our understanding of the complaint we will investigate and what 

outcome you are looking for 
 we will try to resolve your complaint where we can (in some cases we may suggest using 

an alternative complaint resolution approach, such as mediation); and  
 where we cannot resolve your complaint, we will give you a full response as soon as 

possible, normally within 20 working days.  

20. If our investigation will take longer than 20 working days, we will tell you. We will tell you our 
revised time limits and 

http://www.spso.org.uk/contact-us
http://www.spso.org.uk/
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22. We understand that you may be unable or reluctant to make a complaint yourself. We accept 
complaints from the representative of a person who is dissatisfied with our service. We can take 
complaints from a friend, relative, or an advocate, if you have given them your consent to 
complain for you.  

23. Useful contact details:  

 Student Services (studentservices@qmu.ac.uk)  
 Disability Services (DisabilityAdvisers@qmu.ac.uk)  
 QMU Students’ Union (helpzone@qmu.ac.uk)  
 Scottish Independent Advocacy Alliance   
 Citizens Advice Scotland 

24. We are committed to making our service easy to use for all members of the community. In line 
with our statutory equalities duties, we will always ensure that reasonable adjustments are made 
to help you access and use our services. If you have trouble putting your complaint in writing, or 
want this information in another language or format, such as large font, or Braille, please tell us 
in person, phone us on 0131 474 0000 (asking for Complaints when prompted), or by emailing us 
at: complaints@qmu.ac.uk.  

60-!N,%&(N&!1$&(')#  

25. Please contact us by the following means:  

 <>,%$@ 0131 474 0000 (ask for complaints when prompted); 
 ".(')@ complaints@qmu.ac.uk; 
 <,#&@ Complaints, Division of Governance and Quality Enhancement, Queen Margaret 

University, Mussel

mailto:studentservices@qmu.ac.uk
mailto:DisabilityAdvisers@qmu.ac.uk
https://www.qmusu.org.uk/
mailto:helpzone@qmu.ac.uk
https://www.siaa.org.uk/
https://www.cas.org.uk/
mailto:complaints@qmu.ac.uk
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Quick guide to our complaints procedure 
 
 
 
 

 
! !
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V6B"U6B4!

The actions of complainants who are angry, demanding or persistent may result in unreasonable 
demands on time and resources or unacceptable behaviour towards the University’s staff. The 
University will, therefore, put into place policies and procedures to protect staff from such 
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This is the privacy statement of Queen Margaret University. This privacy statement explains how we 
collect and use personal information about you. 

Queen Margaret University (QMU) is a Data Controller in terms of the General Data Protection 

https://ico.org.uk/ESDWebPages/Entry/Z6013920
https://ico.org.uk/ESDWebPages/Entry/Z6013920
https://www.qmusu.org.uk/privacy-policy


https://www.hesa.ac.uk/about/regulation/data-protection/notices
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http://www.qaa.ac.uk/en/AboutUs/Pages/Scotland.aspx
http://www.leapsonline.org/
http://www.leapsonline.org/
https://www.hesa.ac.uk/about/regulation/data-protection/notices
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 The Student Awards Agency for Scotland (SAAS).  
 Home Office/UK Visas and Immigration (UKVI).  
 The Office for Students. 
 UKRI, including agents managing the Research Excellence Framework (REF)   
 HM Revenue & Customs (HMRC).  
 Local authority for Council Tax exemption purposes. 
 Electoral Registration Office in accordance with the Representation of the People (Scotland) 

Regulations 2001. 
 Professional bodies, for example HCPC, NMC, GTCS.  
 Embassies and other Governments.  
 Law enforcement agencies and debt controllers.  
 Potential employers or education and placement providers.  
 Research surveys approved by the University covering student progress, attitudes, social and 

financial circumstances including the National Student Survey (NSS) and the International 
Student Barometer (ISB).  

 Relevant authorities dealing with emergency situations at the University.  
 The University also provides limited information to the QMU Students’ Union for the 

purpose of academic representation, running of elections, administering clubs, societies and 
sports clubs and social marketing activities.  
 

*%&$-%(&',%()!1(&(!&-(%#+$-!

As an international organisation, the University may need to process your personal information in a 
country other than the one you are studying in, when this is necessary to provide you with academic 
and support services, meet a legal obligation, fulfil a contract with you, or where we have your 
consent. 

Personal data may be transferred outside the European Union, to countries which may not have 
equivalent data protection laws. Examples of circumstances when personal data may be transferred 
outside the EU include:  

 Managing collaborations with overseas educational institutions including student exchanges 
and partnership programmes.  

 Working with overseas recruitment agencies.  
 Information posted on our website which is accessible outside the EEA.  
 Some of the systems and services the University uses to store data in the Cloud which may 

include storage facilities based outside the EEA.  

<$-#,%()!'%+,-.(&',%!?-,N$##$1!=P!N,%#$%&!!

Where the processing of personal information falls outwith the scope of your contract with the 
University (i.e. the information that the University is required to process to manage and administer 
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We do not use profiling or automated decision-making processes.  Some processes are semi-
automated but a human decision maker will always be involved before any decision is reached in 
relation to you.  !!

L-(10(&',%!N$-$.,%'$#!!

/footer/privacy-statement/
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 Y
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/footer/foi-and-data-protection/data-protection/
mailto:casework@ico.org.uk
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!
1.1 All students of the University are subject to the jurisdiction of the Principal in respect of their 

studies and their conduct. It is a condition of entry to the University that each student shall 
conform to the published rules and regulations. 

 
1.2 Under these regulations the University has the power to discipline students and to suspend or 

expel any student for good cause. 
 
1.3 Once disciplinary proceedings have been instituted against a student under these regulations, 

no disciplinary action will normally be taken against the student under other disciplinary rules 
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h) Theft, misappropriation or misuse of University property, or the property of the 
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4.1 A student who is the subject of a complaint of misconduct or against whom a criminal charge 
is pending or who is the subject of police investigation, may be suspended or excluded from 
the University by the Principal, pending disciplinary hearing or trial. 

 
4.2 A student who is suspended is prohibited from entering University premises and from 

participating in University activities. Suspension may be subject to qualification, such as 
permission to take an examination. The terms of the suspension will be notified in writing to 
the student. An order of suspension may include a requirement that the student shall have no 
contact with a named person or persons. 

 
4.3 A student who is excluded from the University has restricted rights to enter University 

premises and to take part in University activities. The terms of the exclusion will be notified in 
writing to the student. An orderOI)O n) Sem9- m n 
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!
5.1 Allegations of misconduct under these regulations should be made to the University Secretary, 

who will refer them to the Principal. The Principal may dismiss the allegation immediately if 
they believe that there is no case for the student to answer, or that it is for some other reason 
appropriate to do so.   
 

5.2 
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6.3 The student may attend the disciplinary hearing, and may be accompanied by an adviser, 
friend, or other representative. If a student is accompanied and opt to have their adviser, 
friend or representative speak on their behalf, should it become necessary to ensure good 
order in the hearing, the Committee may stipulate that the student may speak only when 
called upon to give evidence by their representative. Legal representation is not permitted. 
 

6.4 The Committee will rely only on evidence presented at the hearing. The deliberations and 
decisions of anyone previously considering the matter shall be irrelevant for the Committee's 
purposes. 
 

6.5 The Committee will find a student guilty of misconduct only if, on the evidence before it, it is 
satisfied of the student's guilt. If the members of the Committee cannot agree, the verdict of 
the Committee will be that of the majority of its members. Any decision of the Committee 
shall be based on the balance of probabilities. 
 

6.6 Subject to the provisions of these regulations, the order of proceedings shall be at the 
discretion of the Committee. Members of the Committee may ask questions of any witness 
called before it. The Committee may ask for additional enquiries to be undertaken, and may 
call for additional witnesses to attend. 
 

6.7 If two or more students are involved in related misconduct, the Committee may at its 
discretion deal with their cases together. 
 

6.8 The evidence presented at the hearing will normally be oral evidence, given by witnesses 
appearing in person. The Committee may accept a witness's written statement in evidence 
where it agrees that the witness need not attend, or where it is impracticable for the witness 
to attend, or where in the opinion of the Committee it is for some other reason in the interests 
of justice to do so. 
 

6.9 
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If it appears to those considering an allegation of misconduct that the student in question is 
suffering from mental illness or mental instability, the proceedings may be adjourned for the 
preparation of a medical report. 
 
If there is medical evidence that the student is suffering from mental illness or mental 
instability, those dealing with the case may suspend or terminate the proceedings, if it is felt 
appropriate to do so. It may be made a condition of suspension or termination of the 
proceedings that the student seeks medical treatment. 

 
G 2??$()#!

!
9.1 A student may appeal against a finding of guilt. The appeal must be made to the University 

Secretary within twenty-eight days of the conclusion of the proceedings, which includes the 
imposition of a penalty. The student must set out in writing the grounds on which the appeal is 
based.   

 
9.2 There will be no entitlement to a rehearing of the case, which will be allowed only in 

exceptional circumstances.   
 
9.3 The appeal will be submitted to the Principal, who will judge whether or not a prima facie case 

exists on the basis that: 
 

 there has been demonstrably an irregularity in the disciplinary procedure; 
 

 
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9.7 A student may appeal against a penalty imposed following a finding of guilt. The appeal must 
be made to the University Secretary within twenty-eight days of the conclusion of the 
proceedings. The student must set out in writing the grounds on which the appeal is based.   

 
9.8 The committee hearing an appeal against penalty may impose a lesser or greater penalty, 

having considered whether the original penalty imposed was fair and reasonable in the light of 

http://www.spso.org.uk/
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Online contact form ZZZA#?#,A,-MA0[;N,%&(N&F+,-.!
!
You can fill in the complaints form online at ZZZA#?#,A,-MA0[;N,.?)('%;+,-.!
Fax 9T99!JSS!SJJ: 

  

http://www.spso.org.uk/contact-form
http://www.spso.org.uk/complain/form
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Ethics permeates all research, so only by getting it right can research excellence be achieved. 
It is essential for researchers to gain an understanding of ethical principles, because in practice 
ethical issues are often complex, relative to the particular research project, relative to the 
competence of the research team and require the reasonable anticipation of likely future risks 
and problems. The core of ethical research is the ethical sensitivity of the research team, 
which is an art based on principles rather than a rule-governed process, or a set of tick box 
barriers to be overcome before the real work can begin.  

Ethical research requires a balance to be struck between minimising probable harm and 
advancing academic knowledge, being appropriate in terms of human dignity, and in social 
and cultural impact. Researchers should use the basic ethical principles outlined here to guide 
their decisions about how to conduct research, how to treat their research participants and 
how to handle the data that they gather about them. For much research the relevant 
decisions are straightforward or have sound precedents.  

I
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in some sense, ‘stand out’ or be incriminated by refusal. For example, does refusal imply that 
they have something to hide?  

A third, rarer, limitation is when research offers money or other benefits that are so large as 
to easily persuade people to participate for the benefits alone. This is generally considered to 
exclude modest payments to cover the costs of travel and inconvenience. Pay and other 
benefits offered should be modest in proportion to the effort required to participate.  

8A:AJ! U>,!/>,0)1!3,%#$%&d!!

Only persons able to freely understand, question and refuse without fear of sanction or 
reprisal can give informed consent. For research involving participants who may lack the 
capacity for understanding and questioning, such as children, people with mental or 
intellectual difficulties, or people severely ill or heavily medicated, consent should be obtained 
from a parent, carer or other person serving in a responsible capacity AND from the 
participant themselves, to the extent that they are capable of understanding and offering 
consent. Ingenuity needs to be exercised in providing satisfactory consent procedures in such 
cases. Consent from the parent or carer alone is rarely adequate.  

The freedom to refuse to participate in research is potentially threatened where there is a 
power imbalance between the prospective participant and the researcher, along with their 
perceived allies. For example, students may believe that refusing to participate in staff 
research will not count well for them when they are being educationally assessed. This can 
occur even if the researcher is not directly one of the student’s teachers. The two key 
methods of ensuring true refusal are: 

 to ensure whenever possible that the research team is completely independent of anybody 
in a position of power over the potential participants, and 

 that the procedures to ensure independence are explicit during the informed consent 
process. For example, should the medical consultant be one of the research team (as is often 
the case), it should be clear that they will have no knowledge of whether an individual 
patient has participated or not. Where this is impossible, other means of enabling true 
refusal should be actively written into the research protocol. 

 
It is also important to remember that research on groups, societies, organisations, institutions 
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 The following strategies may help to safeguard informed consent: 

 Close attention to the language and readability of written material, which includes 
translation procedures for non-native language speakers. 

 Honest explanation of the possible risks and benefits of participation. Particular caution 
should be exercised to avoid ‘lies of omission’; if the research procedure is boring, 
unpleasant or simply lengthy, it is best to make this clear. 

 The opportunity for potential participants to discuss the project and ask questions with 
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However, this situation is relatively rare. Usually, ethical research involving human 
participants is about minimising harm, rather than increasing likely benefits.  

8AO!! g0#&'N$!

It is important to treat people equally and fairly and ensure that they are accorded their full 
rights. In research practice, much of this occurs under issues of truly informed consent (see 
2.4.2). It is also worth mentioning the need to consider issues of participant selection criteria. 
There are often legitimate reasons for restricting a study to a specific gender, or age group, or 
excluding non-native speakers of the predominant language, or excluding specific ethnicities. 
However, sometimes these choices are made mainly for convenience, which may be ethically 
debatable and can require justification. There are many instances where convenient sampling 
criteria have resulted in a consequent lack of knowledge of whether findings apply to excluded 
groups. Any inclusion or exclusion criteria to be employed in the research should be clearly 
outlined and justified in the ethical approval application. There are also issues, now widely 
recognised by research councils and the NHS, of the extent to which research participants are 
entitled to help form the research agenda. Participant involvement in research design is good 
practice. 

8AOA:! 3,%+'1$%&'()'&P 

As well as being a basic rule of research ethics, confidentiality is also the subject of 
considerable literature and legislation including the Data Protection Act 2018. It is important 
to keep confidentiality distinct from anonymity. 

Anonymity involves the protection of the participant so that even the research team cannot 
link them to the information provided. Nowadays, this not only requires the avoidance of 
names, but also other identifier information such as postcodes, or NHS CHI numbers. 
Moreover, particularly in small-scale more qualitative studies, some participants may be 
identifiable solely by the data they provide. Consequently, true anonymity from start to finish 
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data must be demonstrated. This includes avoiding the unnecessary duplication of electronic 
data sets, which increases the chances of their being misused. 

8AOA8A!4(&(!/&,-(M$!

 The data protection act and confidentiality requirements (see above) pose a dilemma for data 
storage, which is another ethical requirement of research. If research is not going to be 
published in the public domain, but was conducted primarily for educational purposes, then 

http://eresearch.qmu.ac.uk/
http://etheses.qmu.ac.uk/


/about-the-university/quality/forms-and-guidance/research-ethics/
/about-the-university/quality/forms-and-guidance/research-ethics/
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8AJ  The second option, ‘We find this application acceptable and an application for ethical approval 
should now be 
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three members of the Panel and the Convener. If satisfied that the required amendments 
have been appropriately completed, ethical approval may be granted by Convener’s Action.  

JAO  The third option available to the Panel is ‘The Panel invites the applicant to resubmit a revised 
application to its next meeting’. This option will be chosen when the Panel agrees that the 
proposed research involves significant ethical issues that have not been adequately addressed 
by the applicant in the application for ethical approval. The issues raised by the Panel when 
considering the application will be notified to the applicant in writing by the Secretary, along 
with the submission deadline and date of the next meeting. The revised application should be 
submitted to the Secretary for review by the Panel members that reviewed the original 
application. If the applicant chooses to resubmit on another topic, an application should be 
submitted to the DivREC in the first instance and should be treated as a new application. 

JAQ  Where applicants require an urgent decision on their application, a special request for fast 
track approval should be lodged with the Secretary. Fast track involves the review process 
described above, but reviewers’ comments are returned directly to the Convener for decision. 
The Panel reserves the right to delay fast tracked applications to the next application cycle, 
should the Convener deem this necessary. 

JAR  Please note that fast tracking should only be requested in exceptional circumstances. 
Researchers should allow sufficient time in the planning of their research for completing the 
ethical approval process, including, if necessary, revisions to the application or resubmission 
to the Panel. 

OA!! 2II"74273"!6V!IY"!2<<K*327I!2I!2!<27"K!5""I*7L!

If the application has been 
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2??$%1'_!:!
Process for Obtaining Ethical Opinion at QMU-wide Research Ethics Panel level – guidance on 
deciding which committee (internal or external) should grant approval is available from 
researchethics@qmu.ac.uk 
 
 

Applicant decides which 
Ethics Panel to submit to (See 

Figure 1)

(For student projects) 
Application reviewed and 

signed off by Project 
Supervisor

Application incomplete/
inadequate/missing 

documentation

Application returned
 to applicant

Application signed off by 
Divisional Ethics Panel 
for quality assurance

Application submitted to 
Secretary to Research

 Ethics Panel (REP) 
(researchethics@qmu.ac.uk)

Satisfactory

Applicant 
completes Ethical 

Approval Form 
and attaches all 

relevant 
documentation

If submitting to QMU REP

Satisfactory

Unsatisfactory

Unsatisfactory

Unsatisfactory

Approval not 
granted

Amendments and/or 
more information 

required
Approval granted

Research begins

Submit Notification 
etion 

mailto:researchethics@qmu.ac.uk
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B$#$(-N>!"&>'N#!<(%$)!B$.'&!(%1!5$.=$-#>'?!

B$.'&!

To ensure that the research conducted in the University complies with appropriate ethical standards 
and to make recommendations to the Research Strategy as set out below. 

The Panel will have delegated authority to: 

a) determine the ethical propriety of such research projects as are referred to it; 
b) provide advice to researchers and supervisors on the ethical propriety of their research; 
c) review on a regular basis the University’s Guidelines on Ethics related to research; 
 
5$.=$-#>'?!

3,%^$%$-! Nominee of the Research Strategy Committee 

7,.'%(&$1 

mailto:researchethics@qmu.ac.uk
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Note: This is an example of a consent form.  You will need to adapt it for your own study. 

“The title of the project goes here” 

Add version number (eg Version 1) and date (eg 10/11/2021) 

 
 I have read and understood the participant information sheet (add version and date of 

mailto:sstudent@qmu.ac.uk
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"_(.?)$!*%+,-.(&',%!/>$$&!+,-!<,&$%&'()!<(-&'N'?(%&#!
 
Note: This is an example of an information sheet for potential participants.  You will need to adapt it 
for your own study. 
 
Add version number (eg Version 1) and date (eg 10/11/2021) 

My name is Sam Student and I am an undergraduate student from the School of xxxxxxxxxx at Queen 
Margaret University in Edinburgh.  As part of my degree course, I am undertaking a research project 
for my Honours dissertation.  The title of my project is: xxxxxxxxxx 
 
This study will investigate / is about / is looking into xxxxxxxxxx. 
 
[If applicable: The findings of the project will be useful / valuable because xxxxxxxxxx.] 
 
[If applicable: This research is being funded by xxxxxxxxxx.] 
 
I am looking for volunteers to participate in the project.  There are no criteria (e.g. gender, age, or 
health) for being included or excluded – 



mailto:LKerr2@qmu.ac.uk
mailto:sstudent@qmu.ac.uk
mailto:clecturer@qmu.ac.uk
mailto:head%20of%20division@qmu.ac.uk
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 the reasons behind a request for a restriction should be ascertained and an assessment of 
the justification for any restrictions should be assessed, along with an estimate of their 
practical effects; 

 due regard should be given to different effects of restrictions on different areas of research; 
 where restrictions are agreed, they should be precisely defined, including specification of 

beginning and end points of the time scale involved and the procedure and time scale for 
reaching a decision between funder and researcher on submission for publication; 

 where restrictions are agreed, the University should protect itself against the possibility of 
being legally restrained from disclosing results which ought urgently to be disclosed for the 
public good; 

 where restrictions are agreed, a level of funding which reflects their financial impact should 
be negotiated; 

 in the case of research leading to a post-graduate award, for which restrictions are agreed, 
the arrangements for external examination of the thesis should be agreed in advance; 

 QMU will not accept any contract which contains restrictions on publication which cannot be 
justified on ethical grounds. 

 
!

!

!

!

!

!

 

!

!
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4.1 
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QA9! *7/IBD3I*67/!I6!3274*42I"/!V6B!"h25*72I*67/!

QA:! L"7"B2K!
 
5.1.1 Candidates must ensure that they are aware of the published examinations timetable for 

both first and second diet examinations and their requirement to attend. 
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hand held personal technology, including smartwatches, personal organisers, electronic 
dictionaries and mobile phones is not permitted. All mobile telephones must be switched off 
prior to entrance into the examination room and retained in candidates’ bags at the front of 
the examination room. The use of programmable calculators and those with text, symbolic 
or graphic capabilities is not permitted unless their use is expressly authorised by the 
examiners, as stated on the front cover of the examination paper. 

 
5.3.2 Candidates are advised that they should complete the front cover(s) of examination answer 

book(s) before the start of the examination. Candidates should ensure that they have 
completed and sealed the fold-down edge to maintain anonymity. You must also ensure that 
your name is not shown anywhere else on the examination answer book. 

!
5.3.3 Candidates should ensure that they have been issued with the correct question paper and 

note the duration of the examination. 
 
5.3.4 Once the examination has started, communication or any other irregular practice is not 

allowed between candidates. 
 
5.3.5 For the duration of reading time (where allocated this will normally last 5 minutes), 

candidates should not commence writing in the answer books, but may be permitted to 
write on the question paper (unless they are required to answer on this paper) or on scrap 
paper. The invigilator will instruct candidates when to commence writing in the answer 
books. 
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5.4.1 Candidates .0#& obey the Senior Invigilator’s instructions either to remain in their seats 

until answer books are coll
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c) Informed that examination regulations still apply, and that candidates should not 
communicate with one another. 

d) asked to check that their name is on at least one answer book;  
e) instructed to evacuate the room, leaving question papers, answer books and personal 

        belongings in the examination room 
f) asked to proceed as a group to the nearest the assembly point.  
 

5.6.3 The invigilator will be the last person to leave the examination room and will record the time 
of the fire alarm activation and evacuation of the examination room. 

 
5.6.4 Invigilators will return to the examination room when authorised by the Security Wardens and 

will re-admit the candidates.  
 



108 

 
 

cheating in any form. You are also expected to revise and prepare as you would for a 
traditional exam 

 The exam will be time-limited, but rather than having, for example, two or three hours as for 
a standard exam, some exams will have 24 hours between the exam paper being made 

/current-students/current-students-general-information/examinations-and-assessment/
/current-students/current-students-general-information/examinations-and-assessment/
/current-students/current-students-general-information/examinations-and-assessment/
https://portal.office.com/account


mailto:examinations@qmu.ac.uk
https://support.texthelp.com/help/lets-get-started
https://support.texthelp.com/help/lets-get-started
https://support.texthelp.com/help/lets-get-started
https://support.texthelp.com/help/lets-get-started
https://support.texthelp.com/help/lets-get-started
https://www.youtube.com/watch?v=w7h_J8fYXNc&list=PLvSZbmGbKpCTkk3S93CXtQWNf50f_Ow3D
https://www.youtube.com/watch?v=w7h_J8fYXNc&list=PLvSZbmGbKpCTkk3S93CXtQWNf50f_Ow3D
https://www.youtube.com/watch?v=w7h_J8fYXNc&list=PLvSZbmGbKpCTkk3S93CXtQWNf50f_Ow3D


/study-here/learning-facilities/it-services/remote-access/
https://www.youtube.com/watch?v=hPcATViVzkA&list=PLvSZbmGbKpCQEi1OB-nu-wA5KexHppO9C&index=8&t=0s
https://www.youtube.com/watch?v=hPcATViVzkA&list=PLvSZbmGbKpCQEi1OB-nu-wA5KexHppO9C&index=8&t=0s
https://www.youtube.com/watch?v=hPcATViVzkA&list=PLvSZbmGbKpCQEi1OB-nu-wA5KexHppO9C&index=8&t=0s
https://www.texthelp.com/en-gb/products/read-write/
https://www.texthelp.com/en-gb/products/read-write/
https://www.texthelp.com/en-gb/products/read-write/
https://www.youtube.com/watch?v=hPcATViVzkA&list=PLvSZbmGbKpCQEi1OB-nu-wA5KexHppO9C&index=8&t=0s
https://www.youtube.com/watch?v=hPcATViVzkA&list=PLvSZbmGbKpCQEi1OB-nu-wA5KexHppO9C&index=8&t=0s
https://www.youtube.com/watch?v=hPcATViVzkA&list=PLvSZbmGbKpCQEi1OB-nu-wA5KexHppO9C&index=8&t=0s
https://www.callscotland.org.uk/information/scottish-voice/
/media/6622/plagiarism-policy.pdf
/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/
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mailto:Examinations@qmu.ac.uk
mailto:examinations@qmu.ac.uk


/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/


/study-here/student-services/disability-service/
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circumstances on their work/performance. If this is not explained sufficiently, then the student may 
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Since such evidence does not refer to the impact of the event 
on the student, further evidence may also be required for 
ECs claimed to have affected the student 
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illness where possible. For periods of illness lasting more than 5 days, the student should submit a 
medical certificate [see below]. 

Self-certification (short illness lasting 1 - 5 consecutive days) may be accepted to support absence 
from lectures, classes and examinations. It is not normally accepted in resp
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 the severity of the problem and the length of time involved; 

 any supporting documentary evidence; 

 whether all work in the same period appears to have been equally affected; 

 whether it is possible to gauge the effect of the extenuating circumstances upon 
academic performance; 

 whether achievement is consistent with past performance; 

 the type of assessment affected, and how the student had to complete the work (i.e 
date when work set and deadline for submission). 

The Extenuating Circumstances Panel will not give extra marks because a student’s work has been 
affected by extenuating circumstances, nor will they amend marks from previous years of study, or 
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3.1 The application will first be considered on its academic merits, in line with the University’s 

Admissions regulations.  
 
3.2 Where applicants meet the academic criteria, staff of the Admissions department will discuss 

with the Admissions Tutor whether the applicant’s support needs can be met.  
 
3.3 If additional support is identified as being likely to be required, the Admissions Tutor will 
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4.11 In those cases where the conduct reported as giving rise to concern is linked to a mental 

health condition, the case will normally be referred to the Fitness to Practise Panel as a health 
matter.  

 
4.12 Where a matter has been referred to a Fitness to Practise Panel, the Panel will be constituted 

as set out in Section 2 above.  The proceedings of the Panel will be governed by the 
procedures set out in Section 6 of this procedure. 

 
4.13 Legal representation will not be permitted at the Panel hearing.   
 
4.14 The standard of proof applied in considering the case will be the civil standard of proof, ie the 

balance of probabilities.  
 
4.15 A Fitness to Practise Panel has delegated authority to reach the following decisions, ie that:  
 

i) The student continues on the programme 
ii) The student continues on the programme but is cautioned, meaning that if any 

further fitness to practise issues arise in the following twelve months, the student 
will be dealt with for both matters 

iii) The student continues on the programme subject to fulfilment of certain conditions 
as specified by the Panel (which conditions can include the requirement to attend 
specified courses or counselling if deemed appropriate) 

iv) The student is required to suspend study to allow time for medical investigations 
(for cases where unacceptable behaviour is linked to a mental health condition) 

v) The student is required to suspend study for a period up to twelve months 
vi) The student is advised to transfer to an alternative programme 
vii) The student is asked to exit with an alternative award which does not permit the 

student to register with a regulatory body 
viii) The student is required to withdraw 

 
4.16 Should the student not comply with any conditions specified under Section 4.15(iii) above, a 

further Fitness to Practise Panel may be convened immediately to review the case and impose 
any further conditions or reach a different decision as the Panel deems necessary. 
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5.3 In considering whether or not a disability has the potential to affect a student’s fitness to 
practise, the Programme Leader should first discuss the student’s individual needs with the 
student and the Academic Disabled Student Co-ordinator to explore what extra support may 
be required from both the University and/or placement providers. Students with suspected 
disabilities and/or specific learning difficulties will be advised to contact Student Services to 
arrange to meet the Disability Advisor for further assessment, for example  by an external 
agency e.g. Royal National Institute for the Blind or an Educational Psychologist. 

 
5.4 Where there is doubt about whether effective support can be provided by both the University 

and/or the placement provider, the matter will be discussed by the Programme Committee 
under Reserved Business. The Programme Committee may refer the case to the Fitness to 
Practise Panel, via the University Secretary.  

 
5.5 Health conditions may develop that affect fitness to practise. Short term conditions will be 

dealt with by the Programme Leader through the normal extenuating circumstances 
procedures. Where a student has missed periods of placement due to ill-health, the 
Programme Leader will discuss a revised programme of study with the student to allow him or 
her to catch up on missed work. In some cases, it may be necessary to defer study for up to a 
year. 

 
5.6 
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5.13 A Fitness to Practise Panel will not normally be convened until reports are available. However, 
where a student refuses to attend an occupational health assessment, the Panel may proceed 
on the basis that the student has refused to provide evidence of their fitness to practise. 

 
5.14 The following decisions are possible: 
 

i) The student continues on the programme 
ii) The student continue
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6.6 The standard of proof will be the civil standard, i.
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 evidence has become available that it was not reasonable to present during the original 
hearing. 

 
7.5 In the event that a re-
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7.13 The decision of the appeal panel shall be final within the University.  
!
T! *%1$?$%1$%&!-$^'$Z!
 
8.1 The University’s internal procedures having been exhausted, an individual may seek review of 

their case by an independent person, the Scottish Public Services Ombudsman [SPSO].  
 
8.2 The 

http://www.spso.org.uk/
http://www.spso.org.uk/contact-form
http://www.spso.org.uk/complain/form


130 

 
 

:SA!V*I7"//!I6!/ID4\!!
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It is expected that all students that are enrolled on a university course are fit to undertake and 
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!
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!
Depending on individual circumstances, this procedure may be invoked at any of the three levels 
above.  For students on Nursing and Allied Health courses, the Fitness to Practise Policy would 
ordinarily be invoked instead of the Fitness to Study Procedure. 
 
Students may appeal against a decision under the Fitness to Study Procedure. The procedure to do 
so is set out in section 4 and the appeal shall be addressed to the University Secretary. 
 
:! <-'%N'?)$#!(%1!/N,?$!,+!<-,N$10-$ 
 
1.1 This procedure is not an alternative to disciplinary action, or other relevant University 

procedures or policies such as the Regulations Governing Discipline or Assessment 
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services). Students will be encouraged to seek support where it is deemed necessary. 

https://www.qmusu.org.uk/
https://www.qmusu.org.uk/
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procedures, including that for Fitness to Study  
 

https://www.qmusu.org.uk/
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 seek help from Student Services, their GP or another external service;  
  seek advice on matters of concern; 
 reflect on conduct; 
 submit an Extenuating Circumstances form; 
 complete required assessments; 
 attend classes; 
 submit a deferral of study application. 

 
The action plan should clearly allocate any tasks for the student and set an equally clear 
timetable. The PAT/S shall keep in a confidential file a record (not verbatim) of the meeting, 
including details of the proposed action plan and provide a copy of this to the student. The 
student shall be required to indicate whether or not the action plan is agreed.  

 
3.4 The PAT/S should arrange to review the student’s case in a subsequent meeting in an agreed 

time period, normally of not more than one month. The key points of the review meeting will 
be given in writing to the student, normally 7 calendar days in advance of the review meeting. 
  
If the concerns about a student’s fitness to study have been significantly reduced and/or 
eliminated, no further action shall be taken, unless further concerns arise at a later date, in 
which case a Level 2 intervention may be appropriate.  
 
If the Level 1 intervention is unsuccessful because the student has not attended a meeting, or 
failed to agree the action plan, or otherwise failed to engage in the procedure, or the case is 
judged too serious to be addressed at Level 1, Level 2 of the procedure may be invoked.  

 
K$^$)!8!–!V,-.()!'%&$-^$%&',%!Z'&>'%!&>$!(N(1$.'N!?-,M-(..$ 
 
3.5 Level 2 is a more formal intervention to be used when Level 1 has not been successful or the 

student’s conduct or circumstances indicate that further intervention is required. It will 
normally be initiated by the Programme Leader, with agreement of the relevant Dean. It is 
recommended that the Programme Leader requests support and/or advice from the Head of 
the Student Services, if this was not sought during Level 1. 
  

3.6 A Level 2 intervention normally comprises a formal meeting as set out below at paragraph 3.7. 
The student will be given reasonable written notice of the meeting, together with information 
on the purpose of the meeting. The student should be requested to provide any necessary 
detailed information and documentation including, if appropriate, medical evidence.  

 
3.7 The meeting should normally include the Programme Leader (as meeting Chair) and the 

student’s PAT/S or relevant nominees. Other members of staff may be invited but attendance 
should be limited to those that can contribute to a possible solution. Invited attendance may 
include a representative from Student Services and/or Accommodation Services, or other 
relevant service, if appropriate. A note taker will be appointed to attend. 

 
3.8 The student may be accompanied at a Level 2 meeting by a friend or supporter, as outlined at 

paragraph 2.4 above.  
 
3.9  
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designated officer, with advice/following consultation with academic staff or staff of Student 
Services.  

 



137 

 
 

 it is necessary to agree an action plan  
 it is necessary to maintain or revise a previous action plan  
 with or without the student’s consent, it is necessary and appropriate to adjust the hours 

of study – Programme Leader approval will be sought  
 with the student’s consent, it is necessary and appropriate to agree an interruption from 

the programme (leave of absence) – Programme Leader approval will be sought  
 without the student’s consent, it is necessary and appropriate to suspend the student’s 

studies  
 with or without the student’s consent, it is necessary to terminate the student’s studies at 

the University 
 it is necessary to make a referral to other University procedures, as appropriate, for 
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5.3 There are some restrictions on what the Ombudsman can investigate. If the complaint is 

https://www.spso.org.uk/complain/form/start/
http://www.spso.org.uk/


140 

 
 

6.7 It will be the student’s responsibility to inform the Student Funding Body (which will be 
different in Scotland, England, Wales and Northern Ireland), sponsor, or any other relevant 
person/group of any suspension 

 
7 B$&0-%!&,!/&01P!
!
7.1 If the formal outcome of the Fitness to Study case is a period of suspension/ interruption of 

studies (leave of absence), a return to study review will normally be initiated within a 4 week 
period of the expected return to study. Where appropriate, students will only be permitted to 
return from a period of suspension/interruption of studies (leave of absence), after receiving 
suitable medical or other evidence stating that the student is fit to return to study.  

 
7.2 Normally, a return to study plan will need to be agreed with the student, the authorised 

member of staff in the academic programme and a representative from Student Services. This 
should be agreed within one month of the planned return to study. The plan should include 
any relevant support, including, for example, specific study support, Student Services support 
and any other support deemed necessary for the student’s successful return to study. The 
student will be required to comply with all agreed actions in order to remain at the University. 

 
7.3 Following the return to study, regular review meetings should take place – these should be 

initiated by the authorised member of staff in the academic programme and should include 
representatives from the Student Services, Residence Life in Accommodation or other service, 
as appropriate. It is intended that the need for review meetings may cease after an agreed 
period but, if appropriate, these meetings may continue for the duration of the student’s 
study.  

 
5$1'N()W!,-!,&>$-W!$^'1$%N$ 

 
7.4 
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fitness to Study Procedure, but staff in Student Services will exercise all reasonable care in 
order to avoid any potential conflict of interest which may arise.   

 
9 4(&(!<-,&$N&',%!

 
 All information gathered on individuals as part of this Fitness to Study Policy and Procedure 

will be processed in accordance with the Data Protection Act 1998, or any successor Act. 
 

10 5,%'&,-!(%1!B$^'$Z!
 
 Monitoring of this Fitness to Study Policy and Procedure will be undertaken by the University’s 

Governance and Quality Enhancement Team and Student Services. 
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/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/updated-assessment-regulations/
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:A9! L$%$-()!?-,^'#',%!+,-!(##$##.$%&!(%1!(Z(-1#!!
  

1.1 The authority for approving programmes and granting awards rests with the Senate of Queen 
Margaret University. Senate is also responsible for maintaining the academic standards of 
these awards. One of the major mechanisms for the assurance of academic standards is the 
assessment of students. These regulations and policy provide the structure within which 
students shall be assessed and whereby their assessment contributes to the achievement of 
the award.  

  
1.2  These regulations and policy shall govern all taught programmes which lead to a University 

award except where Senate shall determine otherwise.  
 
1.3 Within the regulations and policy levels one, two, three and four refer to the full-time year of 

undergraduate study. SCQF levels refer to the academic level of study (for undergraduate 
programmes this is typically SCQF level 7 to 10 and for postgraduate programmes SCQF level 
11). Levels one, two, three and four do %,& map directly onto SCQF levels, but the following 
will apply to the majority of modules: 

 
Level one (first year of undergraduate study) SCQF level 7 
Level two (second year of undergraduate study) SCQF level 8 
Level three (third year of undergraduate study) SCQF level 9 
Level four (fourth year of undergraduate study) SCQF level 10 
Postgraduate SCQF level 11 

 
  For a part-time undergraduate student, a level typically spans more than a single academic 

year. 
 

1.4  Each student is enrolled on a programme and is subject to the regulations of that 

/media/3965/registration-regulations.pdf


/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/
/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/
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4.7  QMU is committed to the principles of equality of opportunity. Assessment regulations and 
procedures are designed to actively promote equality of opportunity, and to be compliant 
with all relevant equality legislation.  

  
4.8  QMU subscribes to the principle of anonymous marking. Anonymous marking shall be used 

in assessments wherever practicable. Proposals for exemption for modules that cannot be 

/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/
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 
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/about-the-university/partnerships/qmu-collaborations-manual/
/about-the-university/partnerships/qmu-collaborations-manual/
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/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/
/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/
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SA9!! 5(-[#W!M-(1$#!(%1!)$^$)#!,+!?$-+,-.(%N$!!!
  
7.1  Assessment is primarily a matter of academic judgement, and the computational structure is 

designed to facilitate consistent judgements.   
 
The full range of marks should be used in accordance with the grade descriptors in Appendix E. 

 
7.2  A student’s overall performance on an undergraduate module will be given marks within 

one of eight grades as follows:  
 

L-(1$! 5(-[! 3,--$#?,%1'%M!)$^$)!'%!(%!
Y,%,0-#!1$M-$$!N)(##'+'N(&',%!
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7.7 If an undergraduate subject is assessed using a grade only, then the following grade-to-mark 
conversion scheme shall be used for the purposes of computation:  

  

Grade  A*  A  B  C  D  E  F  

Mark  85  75 65  55 

/media/3965/registration-regulations-updated-august-2016.pdf


154 

 
 

Students may take credits from the SCQF level directly above or directly below subject to the 
guidance set out above and as defined in relevant documentation. 
 
Ten SCQF Credits are equivalent to five European Credits (ECTS) therefore 120  
SCQF credits equal 60 ECTS.  
 

8.2  The classification of the award of the Degree with Honours will be based on the marks 
obtained in SCQF level 9 (20%) and SCQF level 10 (80%).  Weighted aggregate scores will be 
rounded to one decimal place. The classification will be based upon the average mark 
obtained by combining the weighted results of all modules studied at SCQF levels 9 and 10. 
Any modules undertaken below SCQF level 9 and any modules taken whilst on an exchange 
arrangement will not be counted towards the Honours calculation.  

 
Where a student has accumulated more than 120 credits at SCQF level 10, a maximum of 
120 credits will be counted at SCQF level 10 
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Academic transcripts are issued online following Boards of Examiners.  They are issued on 
secure paper to exiting students.  

  
The University’s transcript meets the requirements of the European Diploma Supplement.  

  
Guidance on European Credit Points is provided for all students receiving transcripts in the 
accompanying Guidance Notes.    

!!!
<2BI!3!2//"//5"7I!B"LDK2I*67/!!
 
:OA9!!! I$-.'%,),MP! 
  For the purposes of these regulations the following definitions shall apply:  
:OA:!! 3,.?,%$%&!!!

A component is defined as an individual piece of assessment, for example an examination or 
an essay.  Some modules will have one assessment component only.  Others may have 
multiple components.  

! 
:OA8!! B$(##$##.$%&!! !!

Reassessment means the opportunity to 
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where they are silent, the University’s general assessment regulations are taken to apply.  
Programme specific regulations may cover the following points:  

  
 the requirements for passing a module;  
 modules which are not eligible for condonement 
 the requirements for progression;  
 the conditions and limits to the provision for reassessment of modules;  
 the conditions and limits to the provision for repeating a level;  
 the conditions under which a student shall be required to withdraw from the 

programme.  
 
:RA9!! 2##$##.$%&!,+!(!.,10)$!!
! 
16.1  To pass an undergraduate module, a student must obtain at least 40% overall, and at least 

30% in each component of assessment unless otherwise specified in the programme 
document or module descriptor.  To pass a postgr
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authority to moderate and confirm marks and grades for each of the modules for which it is 
responsible, and determine the form and timing of any reassessment offered.  The decision 
of the Module Board of Examiners may be overturned by the Progression/Award Board of 
Examiners following consideration of the full student profile.  

  
17.4. Boards of Examiners may condone one failed 20 credit module per level at the first attempt 

for students at level one and level two (SCQF level 7 and 8) of an undergraduate 
programme, provided that a minimum overall mark of at least 37% has been achieved in the 
failed module and no individual component of assessment within the module falls below the 
minimum compensation level. The result will show as a condoned fail on the academic 
transcript and the student will be given credit for the module. Students who have failed 
more than 20 credits must undertake reassessments of all failed modules in the first 
instance. Once reassessment results are known, condonement may still be applied to one 20 
credit module, provided that a minimum overall mark of at least 37% has been achieved in 
the failed module and no individual component of assessment within the module falls below 
the minimum compensation level and the student has no further failed modules on their 
profile. 

 
Programme specific regulations may exempt some modules from eligibility for condonement. 
 
A condoned fail will not affect any subsequent module selections. 
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study, will have her or his application considered by the programme’s admission tutor.  
Transfer is not at the student’s discretion.  

  
17.8     The only decisions available to the Board of Examiners on progress and award shall be:  
  

 Continue – passed all assessments  
 Required to be reassessed in the failed module(s) before continuing  
 Continue – but required to be reassessed in the failed/deferred module(s) in next 

academic year  
 Offered opportunity to repeat the entire level in next academic year before continuing  
 Offered opportunity to be reassessed in next academic year as a part-time student 

before continuing  
 Continue in part time registration (applies to part-time students only)  
 No reassessment allowed – required to withdraw from course  
 Decision deferred – outstanding assessments as a first attempt  
 Decision deferred – outstanding reassessments  
 Progress to placement 
 Recommendation to Senate for specific awards  

  
17.9 Undergraduate programmes of study are designed on four levels, normally corresponding   

with Scottish Credit and Qualifications Framework levels 7, 8, 9 and 10, with conceptual and 
material progression being designed into the structure from level to level.  Thus, it is 
expected that students will progress from level to level, and the structure of the programme 
and the timetables are developed accordingly.  Although the above regulations may allow a 
full-time student to stay in full-time registration albeit without a completed level of study, it 
may not be possible to construct a programme around the timetable available which is 
academically coherent and which makes best advantage of the student’s time. In most cases 
students will be expected and advised but not required to complete a level of study before 
progressing to the next level.  

  
17.10 Full-time undergraduate students may not normally proceed to level four study unless they    

are eligible for the award of an Ordinary Degree. Exceptionally, a student may be able to 
progress to level four study when falling short by only 20 credit points.  
 

17.11 A student may cease to be registered for a postgraduate award if they:  
  

a) fail to register on any module in two successive semesters without prior approval 
(unless enrolled on a dissertation)  

b) are granted the award of  PgCert, PgDip, MSc, MA, MBA, Executive Masters  or MFA  
c) fail to have the dissertation proposal approved after two submissions  
d) accumulate fails as specified in regulations 17.12 and 17.13  
e) 
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two, they may be permitted a further reassessment attempt in a maximum of one third of 
the taught modules on a programme. Should a student breach these reassessment 
thresholds, they will be required to withdraw from the programme. A maximum of two 
attempts will be permitted for the Masters project/dissertation. 

  
17.13 Individual postgraduate programmes with a non-standard structure may define programme 

specific regulations under which a student may be required to withdraw. These regulations 
should be broadly in line with the above principle. Programme specific regulations defined to 
meet the requirements of Professional Statutory and Regulatory Bodies should be approved 
by the validation panel, or through the relevant committee.  

  
:TA9!! B$(##$##.$%&!,+!(!.,10)$!!!
  
18.1  Reassessment is permitted in order to allow a student to make good an initial failure.  This 

affords the student an opportunity to demonstrate the standard required to pass modules, 
and ultimately to gain an award.  A student who has passed a module at the first opportunity 
shall not be entitled to a further assessment in order to obtain a higher grade.  

  
18.2  The Board of Examiners may at its discretion allow an undergraduate student to be re-

assessed in up to 80 credits in any one academic year.  The Board of Examiners may at its 
discretion allow a postgraduate student to be re-assessed in up to two thirds of the taught 
modules on a programme as a second attempt, and one third as a third attempt.  

  
18.3    The Board of Examiners shall decide on the form of the reassessment (e.g. written 

examination, viva voce, or an additional assignment), taking into account the nature of the 
failed module and the nature of the failure. This may differ from the format of the first 
assessment and need not be the same for all students provided equity of experience is 
maintained.  The Board of Examiners can allow for full or partial reassessment of the 
components as appropriate. Reassessment can take the form of a reworking or a new 
assessment, as determined by the Board of Examiners.   

  
18.4  Normally, a student may not be given more than three attempts at any module.  
  
18.5  A candidate for reassessment is not entitled to be reassessed in components that are no 

longer part of the programme.  A Board of Examiners may, at its discretion, make such 
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18.7  A student who is reassessed for a module failure in an undergraduate module, where there 
are no clear extenuating circumstances, shall be awarded no more than 40% on passing the 
reassessment.  A student who is reassessed for a module failure in a postgraduate module, 
where there are no clear extenuating circumstances, shall be awarded no more than 50% on 
passing the reassessment.  

  
18.8  All reassessment results shall be based only upon performance in reassessments; no marks 

may be carried forward from a student’s first attempt at the assessments. To pass an 
undergraduate module at reassessment, a student must achieve at least 30% in each 
reassessed component and a weighted average of at least 40%. To pass a postgraduate 
module at reassessment, a student must achieve at least 40% in each reassessed component 
and a weighted average of at least 50%.   

 
18.9  A student who has been absent from an assessment, or who has performed badly due to 

illness or other cause, shall be allowed to take the assessment, and it shall be treated as a 
first assessment, subject to the reason for absence or poor performance being acceptable to 
the Board of Examiners or the Extenuating Circumstances Panel.  

! 
:GA9!! 2##$##.$%&!,+!#&01$%&#!Z'&>!(!1'#(=')'&P!(%1!,+!#&01$%&#!Z>,#$!+'-#&!)(%M0(M$!'#!%,&!

"%M)'#>! 
  
:GA:!! /&01$%&#!Z'&>!(!1'#(=')'&P!!
  
19.1.1  If, through disability, a student is unable to be assessed by the prescribed method for the 

module, reasonable adjustments (as agreed by the Academic Disabled Student Co-ordinator) 
will be detailed within an Individual Learning Plan.    

  
19.1.2  

 
  

  on the University’s website.  
 
:GA8!! !
! 

All students whose first language is not English will normally be permitted to use language-
 

 
 

 
89A9!!
  

 

include and clearly state the total number of words used.  The number of words counted 

/study-here/student-services/disability-service/
/media/3964/examination-regulations-september-2017.pdf
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Programme Leaders have delegated authority from Deans, and work in partnership with 
Heads of Division, to oversee the management of their programmes. 

/study-here/postgraduate-research-study/graduate-school-and-doctoral-research/current-students/


https://libguides.qmu.ac.uk/referencing
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where dissertations, projects or coursework are substantial elements of the curriculum. 
Every opportunity should be taken to reinforce this message by incorporating it in published 
material such as Programme or scheme guides and, in the case of postdoctoral candidates, 
by its inclusion in the Research Degrees Code of Practice/Doctoral Candidate Handbooks 
(PhD and Professional Doctorate).  

  
24.3.2  

/media/6622/plagiarism-policy.pdf
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c5D!D%1$-M-(10(&$!L-(1$!4$#N-'?&,-#!
!
2??-,^$1!=P!&>$!D%'^$-#'&P!/$%(&$!,%!J9!g0%$!898:!!
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L-(1$!X!R9FRGAGi!L,,1!?$-+,-.(%N$!–!?(##!!!

 Articulates a good critical understanding and interpretation of the relevant information, 
principal theories, concepts and principles presented by the assessment 

 Articulates a good critical un
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 Insufficient application of specialist and/or professional skills, techniques or practices aligned 
with the discipline  

 Demonstrates insufficient ability to communicate knowledge (written, verbal, practical, visual) 
 Demonstrates a limited critical awareness of the scope and application of disciplinary and 

interdisciplinary scholarship  
 Shows insufficient reflexive awareness of value judgements and assumptions embodied in the 

subject  
 Partial demonstration of originality, creativity or innovation in the application of knowledge and 

/ or practice   
 Displays limited potential to undertake research or be a leading practitioner within a specialist 

area 
 Submission/assessment does not meet the standards of SCQF Level 11 

L-(1$!"!9FJGAGi!D%#(&'#+(N&,-P!?$-+,-.(%N$!F!+(')!!!!


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If you have any questions or concerns relating to your health and safety on campus, please contact a 
member of the Health and Safety Team on hs-staff@qmu.ac.uk 

mailto:hs-staff@qmu.ac.uk
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Figure 2 USHA Methodology - summary of management tiers and their role in health and 
safety leadership 

Senior Leadership Team 
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 when purchasing equipment, consider the health and safety 
requirements/implications 
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 ensure that they, their team and students, where appropriate, have received 
induction training and relevant training appropriate 
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senior manager and Health and Safety Committee along with recommended actions. The 
data obtained by such audits will form the annual report to the Senior Leadership Team 
and Court. 

 
This Health and Safety Policy will be reviewed every three years by the Health and Safety 
Committee to ensure that it continues to meet the needs of the University and to 
recommend any changes considered necessary. 
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a. Staff 
 
All IP generated by staff during the course of their employment by the University and/or using 



190 

 
 

 
JA D%'^$-#'&P!-$#?,%#'=')'&'$#!+,-!*%&$))$N&0()!<-,?$-&P!
 
The University shall not give any warranties or assume liability for any uses of, or dealings in, Staff IP 
or Student IP which has been created at the University but assigned to any staff member or student 
under this policy.  
 
The relevant staff member or student shall be solely responsible for any protection, commercialisation 
and exploitation of Staff IP or Student IP respectively and must make clear that:  
 

 the University has no ownership interest in the relevant IP; and  
 they are not authorised to act or incur obligations and/ or liability on the University’s behalf.  

 
As noted in Section 2, the University will retain ownership of IP in relation to course or teaching 
materials generated by students and staff. The University will also register its IP where appropriate 
through trademarks, patents and/or registered designs to protect its IP, trading names and teaching 
& research objectives where this is deemed appropriate. The University will monitor the use of this 
and any other IP belonging to the University and reserves the right to defend its IP in circumstances 
where their misuse or infringement would, or is likely to create reputational, financial or other damage 
to the University.  
 
The University shall continue to store and make publicly available data generated by research, in line 
with evolving policy on this issue. The University shall also continue to make research publications by 
staff accessible to a wide audience through use of the institutional repository of publications and 
requires that staff place their publications on this repository.  
 
In relation to any grant of rights, licences, warranties or undertakings sought by any person in relation 
to IP owned by or licenced to the University, these shall only be granted subject to the University’s 
approval procedures. No member of staff or any student is authorised to give or purport to give any 
such grant, licence, warranties and/or undertakings on the University’s behalf.  
 
OA 
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All persons bound by this policy are responsible to the University for disclosing to their Head of 
Division at the outset of the work or as soon as they become aware of it: 
 

 any potentially exploitable IP arising from their work 
 the ownership by a third party of any IP referred to or used for ty
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/&01$%&!(%1!3,%&-(N&0()!*<!5(&&$-#!
K,--('%$!`$--W!Legal Adviser and Data Protection Officer: lkerr2@qmu.ac.uk 
 
"_&$-%())P!+0%1$1!-$#$(-N>!(%1!M-(%&#;N,%&-(N&#

mailto:acrilly@qmu.ac.uk
mailto:sprsu@qmu.ac.uk
mailto:sprsu@qmu.ac.uk
https://www.gov.uk/intellectual-property-an-overview
/media/7247/intellectual-property-ip-policy.pdf
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/media/3970/code-of-conduct.pdf
/media/4742/acceptable-use-of-it-policy.pdf
/media/4742/acceptable-use-of-it-policy.pdf
/media/4742/acceptable-use-of-it-policy.pdf
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4.10  It is the responsibility of the owners of mains-powered equipment e.g. laptops, to have it 
tested for electrical safety, and their use is conditional upon the owners' acceptance of 
responsibility for damage to University property caused by their equipment.  No floor 
boxes are to be used, only the den
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minor breaches of the Library Regulations.  Serious breaches will be dealt with under 
the University Regulations Governing Discipline.   

7.3   Any LRC user found to be in breach of Library Regulations will be asked, in the first 
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7. It allows students to view specific sections of recordings to reinforce their understanding of 
complex theories and concepts.[11]  

Lecture capture can also benefit staff:  

1. Lecture capture can be used for self-reflection and evaluation, helping the lecturer to adapt 
pedagogy and/or improve communication skills.[12]  

2. Moving lecture content online can open-up more space for active learning during live sessions on 
campus.  

3. Lecture capture software offers a useful set of tools to enable the lecturer to produce more 
engaging and dynamic digital resources.  

4. Lecturers gain access to user analytics. This enables the lecturer to see what and how often 
students are engaging with course content, thereby helping to gauge interest or areas of 
detachment. 

!<6K*3\ 
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2.2.3 Lecture capture takes place only for events categorised in the timetable as lectures.  

2.2.4 As a minimum, audio and screen are captured, recording video is optional.  
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3.1.4 Decisions made by individual staff concerning lecture capture should be clearly communicated 



https://libguides.qmu.ac.uk/copyright/home
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These regulations can be found in full on the Graduate School website. 

 
  

/study-here/postgraduate-research-study/graduate-school-and-doctoral-research/current-students/
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1.0 Matriculation 
2.0 Declaration of criminal convictions 
3.0 Recognition of prior learning 
4.0 Registration 
5.0 Continuation of registration 
6.0 Change of study programme 
7.0 Change of study programme – postgraduate study 
8.0 Attendance 
9.0 Associate students 

 
: 52IB*3DK2I*67!

 
1.1 Matriculation is the process of registering with the University as a student. Students must 

register for each academic year of their programme, i.e. they must matriculate annually. 
 

1.2  To be permitted to matriculate, students must produce: 
 
a) ,-'M'%()# of certificates passed and on the basis of which, admission to the University is 

being sought; 
 

b) 
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Recruitment, the relevant School Manager and the relevant Head of Division will review this 
information and carry out a risk assessment using an established classification taken from the 
Health and Care Professions Council. The following criteria will be considered:  

 
 Programme requirements  
 Potential risk to other students and staff  
 Responsibilities to employers and the public  
 The rights of the individual and entitlement to rehabilitation  

 
 Serious cases may also be referred to the Dean for academic consideration.  
 
2.4
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MSc Person Centred Practice (professional pathways only) 
PGDE Secondary (Home Economics) 

 

 
 BA (Hons) Drama and Performance/ Theatre and Film Studies students may also require a PVG 

Scheme Record for working with Children, depending on their specialism/dissertation 
projects. These are normally applied for during the second year of study (for specialisms) or 
third year for Honours projects. 

 
 BSc (Hons) Physical Activity, Health & Wellbeing and BSc (Hons) Nutrition students may also 

require a PVG Scheme Record for working with Children, depending on their placement 
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 or for gaining credit that can be transferred as either general or specific credit towards a 
programme of study. 

3.6  The application will be assessed by the University in terms of its:  
 

 authenticity -
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 possible ways, and in the following order of preference. The student can: 
 

 provide evidence of passing an equivalent module elsewhere; 
 undertake the normal module assessment; 
 undertake an oral examination;  
 undertake another form of assessment, e.g. a challenge essay; 
 complete an approved learning contract; 
 submit a portfolio of evidence. 

 
3.16    Where credit is awarded, it should be for evidence of the achievement of learning arising from 

the experience and not for the experience alone. 
 
3.17   A student’s claim for credit for a specific module should be assessed by the same staff member 
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3.26 Boards of Examiners should be made aware of any marks/grades arising from learning 
contracts. 

 
3.27 General credit may be awarded to students who can demonstrate learning through their 

fulfilment of a formal representative role in QMU, such as that of a student representative, or 
as a participant in a programme planning committee or review / validation event.  

 
3.28 In order to gain credit for a representative role, students must agree a learning contract with 

the relevant Programme Leader or Head of Division and completed in accordance with section 
3.21-3.26 above. 

 
OA! B"L*/IB2I*67!
 
4.1 The maximum time for which a student may be registered on an undergraduate programme 

shall be two years longer than the planned duration of the programme, except in the case of a 
programme of one year's planned duration, when the total maximum period of registration 
shall be two years. Any extensions to undergraduate and postgraduate programmes will be 
subject to approval by the Assistant Secretary (Registry and Academic Administration). 

 
4.2 The minimum and maximum registration periods for standard taught postgraduate 

programmes are as follows: 
 

<-,M-(..$! 5(_'.0.!?$-',1!+,-!
N,.?)$&',%!

5'%'.0.!?$-',1!+,-!N,.?)$&',%!

Masters FT 4 calendar years 1 calendar year 
NFT 7 calendar years 2½  calendar years 

PgDip FT 3 calendar years 1 calendar year 
NFT 5 calendar years 2 calendar years 

PgCert FT 2 calendar years 1 semester  
NFT 4 calendar years* 1 calendar year  

 
 * For example, if modules run in Semester 2 only and student takes one module a year, or if 

modules run in alternate years. 
 
 However the <-,+$##',%() PgDips may take between 12 and 24 months depending on the 

requirements of the programme. Therefore suggested periods are: 
 

<-,M-(..$! 5(_'.0.!?$-',1!+,-!
N,.?)$&',%!
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4.3
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Division of Governance and Quality Enhancement to the effect that the conditions and 
facilities are conducive to the proper pursuit of the module. 

 
9.7 Associate students will normally be charged the fee for the module taken or a pro-rata fee in 

relation to the portion of a programme being followed, and have access to all the University 



217 

 
 

8QA!! /56`*7L!<6K*3\!



218 

 
 

OA! /N,?$!
 
 This Policy applies to all employees, students and visitors to the University 
 
QA! B$#&-'N&',%!,%!/.,['%M!
 

Smoking is only permitted within the designated smoking area.  
Smoking is prohibited in all other areas of the University and for the avoidance of doubt 
includes such areas as:

http://www.canstopsmoking.com/
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o Amber - more serious lapse of attendance. Students falling into this category will be 
sent a communication directing them to speak to their PAT, and recommending other 
alternative sources of support.  
 

o Red – Serious lapse in attendance. Students falling into this category will be sent a 
communication requiring that they speak to their PAT; they will be referred directly 
to Stay on Course and be required to improve their attendance before the next check 
point or be at risk of withdrawal. 
 

o Students falling below any of these categories (i.e. those students who have 5% or 
less attendance) at the first check point will be investigated to ascertain their overall 
engagement. This will include looking into their Hub access, their contact with 
Academic Staff, etc. If there is no satisfactory reason for their non-attendance, they 
will be withdrawn at that stage.   

 
o 
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This Policy on Student Absence applies to all undergraduate and postgraduate taught students. The 
University considers student welfare as a priority and recognises the importance of a student’s health 
and wellbeing in relation to their academic progression and wider university experience. This policy 
has been developed to provide clear guidance on student absence with a view to reduce the impact 
of absence on academic study.  
 
:A 4$+'%'&',%#!!
!
:A: /&01$%&#!(-$!(=#$%&!if: 
 

a. they do not attend a teaching session that is on their personalised timetable 
b. they do not attend an examination 
c. they do not attend any part of a placement 
d. they do not attend planned activity relating to the learning experiences of the module, for 

example fieldtrips, site visits, rehearsals and conferences. 
!
:A8! !2! I$(N>'%M! /$##',%! is any timetabled learning and teaching session. It includes lectures, 

seminars, practical and computer workshops. 
 
1.4 7,&'+'$1!2=#$%N$A!The reasons for absence can include the following:
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a. Absent for a period of .,-$!&>(%!#$^$%!N,%#$N0&'^$!1(P#, a Medical Certificate2 or other 
appropriate documentation3 must be provided. 

b. Absent for )$##! &>(%! #$^$%! N,%#$N0&'^$! 1(P#! N,^$-'%M! ?$-',1#! ,+!
(##$##.$%&#;$_(.'%(&',%#W a Medical Certificate4 or other appropriate documentation5 
must be provided.   

c. Absent for )$##! &>(%!#$^$%!N,%#$N0&'^$!1(P# and teaching events have been missed, the 
student can self-certify the absence. 

 
3.2. Planned Absence 
 

a. The notification of absence should be provided in advance where the absence is planned, 
for example to attend a funeral or represent the University in an official event. 
Notification of absence will only be recorded up to 5 working days after the last date of 
absence. 

b. The student is expected to complete the automated on-line 
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 The University understands that students may benefit from support and guidance to help them 

deal with any issues contributing to low level of attendance. There are a number of support 
services available to assist students. 

!
6.1. "++$N&'^$! K$(-%'%M! /$-^'N$! E"K/H! provides guidance and support for all students wishing to 

develop their study and learning skills.!
!
6.2. <$-#,%()!2N(1$.'N!I0&,-#!E<2I#H!will act as a facilitator and ‘mentor’ to the student whilst at 

the University, encouraging the student to optimise their learning opportunities. The PAT is 

mailto:counselling@qmu.ac.uk
mailto:studentfunding@qmu.ac.uk
mailto:disabilityadvisers@qmu.ac.uk
mailto:jobshop@qmu.ac.uk
mailto:wellbeing@qmu.ac.uk
mailto:union@qmu.ac.uk
/current-students/thinking-of-leaving/


mailto:studentfunding@qmu.ac.uk
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!
You are required to submit one electronic copy of all assessment and reassessment work.  The 
electronic copy should be submitted through the Assignment Dropbox in the module site on 
HUB@QMU.  Any alternative submission arrangements will be communicated to you by the module 
co-ordinator.   
 



/current-students/thinking-of-leaving/forms-and-documents/
mailto:thinkingofleaving@qmu.ac.uk
/media/7956/student-deferral-procedure.pdf
/media/3923/qmu-deferral-request-form.pdf
/media/3923/qmu-deferral-request-form.pdf
mailto:thinkingofleaving@qmu.ac.uk
mailto:thinkingofleaving@qmu.ac.uk
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