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UCL but not more remotely. In these cases, consideration would be given for a
variation of the programme of study or a given module, or to a transfer from one
degree programme to another.

Students, who are returning from a period of interruption or where permission has
been given to delay the start of studies, may be required to provide medical
information to indicate that their studies will not be detrimental to their health and their
health to their studies, as well as have a welfare appointment with the Director of
Student Support and Wellbeing. Students may also be required to sign up to a
Student Learning Agreement.

Where a student has been unable to maintain the levels of academic engagement
required and/or where UCL considers that the needs, rights, safety and security of the
UCL community outweigh those of an individual student, UCL may take action in a
number of ways:

For cases of non-attendance non-engagement and/or academic insufficiency
Section 4: Learning Agreements, Barring, Suspensions and Terminations of
Study applies.

For straightforward cases of misconduct Section 8: Student Disciplinary Code and
Procedures applies.

For cases of serious mental ill-health requiring early intervention the UCL Student
Mental Health Policy applies.

For cases of MBBS students and other students in the School of Life and Medical
Sciences where there is a concern of fitness to practise, the SLMS Fitness to
Practise Policies apply.

For cases of Initial Teacher Education students in the Institute of Education where
there is a concern of fithess to practise, the Initial Teacher Education (ITE)

Regulations apply.
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3 Fitness to Study Procedure

This Procedure should be read in conjunction with Section 2: Support to Study Policy.
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In reviewing the student, and having consulted healthcare specialists and all available
information, the Director of Student Support and Wellbeing will diVFXVV IKH VIXGHQIV
situation with his/her academic advisers and other UCL officeholders, such as the Vice-
Provost (Education & Student Experience) and the Registrar, to determine whether any
adjustments can be put in place to assist the student, or whether further information is
required.

Possible outcomes might include:

The use of a student learning agreement

The seeking of other adjustments, such as a suspension of regulations, through the
relevant UCL authority

Referral to a medical practitioner, either within UCL or externally, or referral back to
IKH VIXGHQIV RZQ PHGLFDI DGYLVHUV RU VSHFLDILVIV

A further meeting with the Director of Student Support and Wellbeing or another
GHVLIQDIHG URIH KRIGHU ZLlIK 8&/1V DSSRLQIHG PHGLFDI DGYLVers

Referral of the case to another UCL procedure such as Section 4: Learning
Agreements, Barring, Suspensions and Terminations of Study, or Section 8:
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4  Learning Agreements, Barring, Suspensions
and Termination of Study
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Students must have had due warning prior to a suspension of studies.

Prior to a suspension on grounds of academic insufficiency, the Faculty Tutor must
have summoned the student to a Faculty interview to allow for an explanation of the
case.

To suspend a student on grounds of academic insufficiency, the Faculty Tutor must
send a letter of notification to the student that includes details of the appeals
mechanism, copying the home Department, all teaching Departments and
examboards@ucl.ac.uk.
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4.5 Mandatory Faculty Interviews

1. Faculty Tutors and Faculty Graduate Tutors can summon students in their Faculty to
mandatory Faculty interviews, requiring the student either to attend the interview at a
set date and time or to make and keep an appointment by a set deadline.

2. If a student fails to do so, they will be written to by the Faculty Tutor or Faculty
Graduate Tutor with a suspension warning, informing the student that failure to make
and/or attend an alternative appointment by a set deadline will result in a suspension
of studies.

3. If a student fails to make or attend the alternative appointment, the Faculty must send
the student a formal letter confirming the suspension of studies and issuing a
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Suspension of Regulations Procedure

In exceptional circumstances it may be necessary to suspend the regulations temporarily
for one or more students. Requests for suspensions must be made on a case-by-case
basis via Student & Registry Services.

a) Suspensions of the Admissions regulations must be formally approved by the
Director of Access and Admissions on behalf of the Vice Provost (Education &
Student Experience). Requests should be submitted to Admissions in Student &
Reqistry Services
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8  Disciplinary Code and Procedure in Respect
of Students

Contact: Casework Team, Student and Registry Services (casework@ucl.ac.uk)

UCL is a community and as members of this FRPPXQUN\ VIXGHQIV DUH H[ SHFIHG IR DGKHUH IR 8&/%V
rules and regulations, to show respect for persons and property, and to behave in a way that does not
interfere with the normal operations of UCL. Where there is reason to believe that rules and regulations
have been broken, and/or when the behaviour of a student falls below the expected standards, as
outlined below, the Disciplinary Code and Procedure will be instigated.

Section 1: Disciplinary Code

1. UCL Statute 13 (Jurisdiction over Students) provides as follows:

1)

16
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Delegation by the Provost

17



(c) General Principles
13.
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Section 3: Definition of Misconduct?

23.

Misconduct which may be the subject of disciplinary procedures under this Code is
defined as improper interference with the proper functioning or activities of UCL, or
of those who work or study in UCL, or action which otherwise damages UCL and/or
its staff or students, including, but not limited to, the following:

1)

()

®3)

(4)
(®)

(6)
()

disruption or improper interference, whether on UCL premises or elsewhere,
with the academic, administrative, sporting, social, cultural or other activities
of UCL;

obstruction or improper interference on UCL premises or whilst engaged in any
UCL activity with the functions, duties or activities of any student, member of
staff or other employee of UCL or any authorised visitor of UCL,;

violent, indecent, disorderly, threatening or offensive behaviour or language on
UCL premises or whilst engaged in any UCL activity;

fraud, deceit, deception or dishonesty in relation to UCL or its staff or students;
action likely to cause injury to, or impair the safety of, either themselves or others
on UCL premises or whilst engaged in any UCL activity;

sexual, racial or other kind of harassment of any student, member of staff or
other employee of UCL or any authorised visitor to UCL;

EUHDFK RI IKH SURYLVIRQV Rl 8&/V &RGH RI 3UDFILFH RQ )UHHGRP RI 6SHHFK RU RI
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(f) resulted in the acquisition of a criminal conviction for an offence not involving
members of UCL or its premises, which may affect the safety of a member of
UCL or the premises of UCL or which could bring UCL into disrepute;

(12) failure to declare a criminal conviction to UCL, subject to the Rehabilitation
of Offenders Act;

(13) behaviour which brings UCL into disrepute;

(14) failure to disclose name and other relevant details to an officer or employee of
UCL in circumstances where it is reasonable to require that such information be
given;

(15) failure to comply with a previously imposed penalty under this Code.

24. For the purpose of this Procedure, misconduct as defined at paragraph 23 above
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Section 4: Disciplinary Procedure

(@)
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(b)

34.

35.

admissions process will be required to declare criminal convictions to be considered
prior to a decision regarding an offer of a place.

Where the student has been acquitted UCL will take into account the decision of
IKH FRXUI +RZHYHU L PD\ EH WKH FDVH KDV LI LV UHDVRQDEMH DQG ZLUIKIQ 8&/V
interests to pursue outstanding matters of concern to UCL that have not been
addressed.

Where, following an initial investigation, a decision has been taken not to proceed
to a criminal trial, this does not preclude UCL from conducting further
investigations and/or instigating disciplinary proceedings in respect of outstanding
matters of concern to UCL that have not been addressed.

Precautionary action in advance of a disciplinary hearing

36.

37.

38.

39.

Where the nature of the alleged disciplinary offence suggests that there may be risk
to the safety of others, or where the student accused of the offence may be at risk of
harm, the Registrar will undertake a risk assessment which may result in action as
follows:

(i) They may require the student to comply with specific conditions, for
example agreeing not to contact another student or students. The
consequence of any breach of these conditions may result in escalation to
the steps outlined below; and/or

(i) The Registrar may choose to exercise the delegated authority granted in
accordance with Statute 11(3) and 11(4) to suspend the student from any class
RU FIDVVHV DQG RU IR H[FIXGH WKH VIXGHQII INRP DQ\ SDUI RU DX RI 8&/1V IDFLILILHV
grounds and premises, until such a time as any criminal proceedings and/or
UCL disciplinary proceedings have been concluded. A precautionary
suspension and/or exclusion should not be regarded as a penalty and does not
indicate that the student is presumed guilty of any offence.

For the purposes of this Code and Procedure suspension and exclusion are defined
as follows:

(i) Suspension involves a total or partial prohibition on attendance at or access to
UCL premises and from any participation in UCL activities for a fixed period. The
terms of any suspension will be assessed and decided on a case-by-case basis.

(i) Exclusion involves the withdrawal of the right of access to specified land,
buildings, facilities or services of UCL for a fixed period or pending the
fulfilment of certain conditions.

The decision by the Registrar to temporarily suspend and/or exclude the student
from all or part of UCL, and the reasons why this action is being taken, may be
communicated orally in the first instance. Where this is the case, written
confirmation outlining the reasons for this decision and notice of the right of appeal
should be provided within two working days.

The student may appeal against the decision to suspend and/or exclude them from all

22



40.

41.

42.

43.

44,

to the Provost within five working days of the date of issue of the notice of
suspension/exclusion.

The Provost will consider the appeal and may take action as follows:

()  uphold the original decision and confirm the terms of the suspension
and/or exclusion;

(i)  uphold the original decision but reduce or restrict the terms of the suspension
and/or exclusion;

(i)  overturn the original decision and remove the suspension and/or exclusion.

In cases where additional information presented as part of the appeal suggests that
the level of risk is higher than previously assessed, the Provost may increase or
extend the terms of the suspension and/or exclusion.

The student will be notified of the decision within ten working days of the receipt of
the letter requesting an appeal.

Whilst the precautionary suspension and/or exclusion is in place, the student may
request a review if there is a relevant change to their circumstances. This request
should be made in writing to the Provost, who will respond within ten working days of
the receipt of the letter.

In accordance with Statute 11(3) al
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47.

Accommodation initiate court proceedings and will inform the student that the matter
has been referred to the Director of Student Accommodation. The case may also be
referred to the Discipline Committee.

In dealing with an allegation of misconduct the Warden will interview the student.

The Warden will inform the student that they may appeal to the Registrar against

any penalty imposed by the Warden on the following grounds:

() that the disciplinary process was nhot conducted in accordance with the
above procedures;

(i)  that new evidence has become available which was not, and which could
not reasonably have been made available at the time the case was
considered;

(iif)
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53.

54.

(i)  that the alleged offence be classified as a minor offence and is a matter for
the Registrar to deal with;

(iv) that the alleged offence be classified as major offence and should be referred to
the Discipline Committee.

At all times the Registrar will be mindful of any ongoing risk posed to students and
staff relating to the alleged offence. In cases where a risk assessment suggests this
may be the case, the Registrar may consult the Director of Student Support and
Wellbeing (or nominee) in relation to the management of risk, and where appropriate
may take precautionary action as outlined in Section 4(b). Amongst other possible
actions, it may be necessary to agree a behavioural contract or a limited exclusion
from a specific facility or service.

Where a complaint of misconduct has been made, and unless it is immediately
dismissed, dealt with by way of informal action or referred to the Discipline
Committee, the Registrar will hold a meeting with the student(s) concerned. The
student(s) should receive an invitation to the meeting and should be advised of the
nature of the alleged offence. Where possible this invitation should be written and
VKRXIG JLYH IIKH VIXGHQW VD (HDWIi IZR ZRUNLQJ GD\V{ QRILFH RI IKH PHHILQJ 7KHUH
may, however, be circumstances where an urgent meeting is required and in this

25






67.

68.

69.

70.

The student will be advised in writing of the nature of the alleged offence and the
date of the hearing. This written notification will usually be provided not less than ten
working days in advance of the hearing. Where the Chair deems there are special
circumstances which require a shorter period of notice to be given, the reasons for
this will be explained to the student.

The Registrar and/or the Student may wish to invite withesses to appear before the
Committee and/or to provide written statements. If this is the case the Registrar
and/or the student should notify the Secretary of the Committee at least seven
working days before the hearing of the details of any withesses. Such notification will
include any written statements.

Statements and other documentation will be circulated to the Committee and the
student not less than five working days in advance of the hearing, although later
circulation may be allowed at the discretion of the Chair.

The procedure of the meeting will be as follows:

0] Committee members meet without the student present to consider
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9 Student Academic Misconduct Procedure

9.1 Introduction and Scope of Application

1. The Student Academic Misconduct procedure sets out how UCL will investigate and
SHQDILVH DQ\ FRQGXFI ZKLFK LV FRQVLGHUHG IR EVHDFK 8&/1V DVVHVVPHQI UHIXIDILRQV DQG
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9.2

18.

19.

20.

21.

Extenuating Circumstances will not normally be considered relevant in determining
whether Academic Misconduct has occurred.

Academic Misconduct and Extenuating Circumstances should be considered
independently to one another with neither outcome being dependent on the other.

A claim that Academic Misconduct has been committed unintentionally or accidentally
cannot be considered as a defence to an allegation of Academic Misconduct.

If, after investigation, no case of Academic Misconduct is found against a student, no
record ZL) EH NHSI RQ IKH VIXGHQIV RIILFLD) UHFRUG = KHUH D VIXGHQW LV IRXQG IR KDYH
committed Academic Misconduct, this will be placed on their official record.

Definitions

Academic Misconduct is defined as any action or attempted action that may result in a
student obtaining an unfair academic advantage. For the purposes of this procedure this
includes, but will not necessarily be restricted to, the following:

a) Examination Room Misconduct, including:

i. The use or possession of unauthorised books, notes, software, electronic
devices, paper, or other materials in an examination other than those permitted in
Chapter 4, Section 4: Examinations.

ii. The unauthorised marking or annotation of any materials authorised for use in an
examination (such as the Ca
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h) Contract Cheating: defined as commissioning a piece of assessment to be carried out
by a third party or knowingly using a commissioned piece of assessment.

i) Falsification of Extenuating Circumstances.

i) Any conduct that is likely to affect the security of assessments.

k) Any attempt to tamper with coursework after submission.

I) Impersonation (including attempted, solicited or attempts at soliciting impersonation)
in any form of assessment.

m) Any other conduct that would give an unfair academic advantage to a student.

For the purposes of this procedure, the following will not be considered Academic

Misconduct:

a)

b)

Poor Academic Practice: Where it is established that the student has not yet
received teaching or guidance on Academic Misconduct and the use of referencing
protocols, instances of plagiarism may be considered under the Poor Academic
Practice procedures in 9.4.1.

Language and Writing review: defined as having a third-party or software check
areas of academic writing such as structure, fluency, presentation, grammar,
spelling, punctuation, and language translation. However, this may be considered
Academic Misconduct if substantive changes to content have been made by the
reviewer or software or at their recommendation, which would suggest that the
reviewer had either produced or determined the substantive content of the
submission, or, in cases of language translation, if the student is being assessed
on their ability to translate or use a language other than English.

File Sharing: defined as the sharing of files or data between two or more students
as part of authorised collaboration. However, this may be considered Academic
Misconduct if File Sharing occurs between students where collaboration is not
authorised.
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%8 Adjudication and Penalty Framework

1. The following framework indicates who should adjudicate the offence being considered, and the penalties that are within scope.
2. The choice of penalty from within the permitted range will be a matter of academic judgment left to the discretion of the adjudicating body.

3. Academic Misconduct will be considered a second offence if a penalty has already been received for any prior offence which has taken place
during the degree programme on which the student is registered.

4. 3&RPSRQHQI LQ WKH ILDPHZRUN below refers to a Component as defined in Chapter 2, Section 3.1.1: Components.

Description of Offence Extent of Misconduct Procedure Penalties within scope

34



Description of Offence

Plagiarism (second or
subsequent offence)
Collusion (second or
subsequent offence)

Extent of Misconduct Procedure

More than one third of the
component consists of
offending material.

Academic
Misconduct
Panel

Penalties within scope

35
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9.4 Procedures

9.4.1 Module Convenor - Poor Academic Practice

1. Where the Module Convenor is presented with evidence of the

36



9.4.3 Departmental Tutor + Standard Procedure

1.

Where the matter falls within the adjudication scope of the Departmental Tutor and,
after investigation, Academic Misconduct is found to have been committed, the
Departmental Tutor or their nominee will apply the penalty indicated in the Adjudication
and Penalty Framework table (see 9.3 above), unless the penalty imposed would
prevent the progression or award of a student, in which case the misconduct must be
referred to a Departmental Panel.

Where the penalty imposed would prevent the progression or award of a student the
misconduct must be referred to a Departmental Panel.

The Departmental Tutor should formally notify the student of the decision, or that the
case has been referred onto a Departmental Panel, within 10 working days of the
allegation being made.

Where a penalty is applied, the Departmental Tutor must ensure that this is recorded on
the module minutes in Portico.
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9.4.6 Academic Misconduct Panel £ Examination Misconduct special
procedure

1. Where an allegation of Examination Misconduct is made, UCL Examinations or the
Department organising the examination must provide the Academic Misconduct Panel
Secretary with the following:

i)  For centrally-organised examinations, the Supervisor Report Form.

i) For Departmentally-organised examinations, an Academic Misconduct Report
Form, with Parts 1 and 2 completed (see annex 6.9.1);

i)

39



9.5

o N

10.

11.

12.

13.

14.

15.

i) There are reasonable circumstances that make this impractical, in which case the
student must be kept informed of this; or

ii) The student has reasonable grounds to request a postponement of the panel
hearing to a later date.

The Academic Misconduct Panel should be constituted as follows:

i)  The Pro Vice-Provost (Education & Student Experience) who shall be Chair of the
Panel. The Chair may delegate to a nominee; and

i) A Faculty Tutor or Faculty Graduate Tutor nominated by the Chair of the Panel who
should neither be from any Department involved nor Chair of any Board of
Examiners involved, unless it is determined that the disciplinary expertise is
required on the panel; and

iii) A Sabbatical Officer of the Students' Union UCL; and

iv) The Director of UCL Academic Services or his/her nominee.

The quorum for the Academic Misconduct Panel must be three including the Chair.

The Secretary must provide to the panel all documentary evidence relating to the case.

There must be no communication in relation to the allegations, either written or oral,

between the Academic Misconduct Panel and either the student or the member(s) of

staff involved in the affected module. Any such communication by any party directly

with members of the Academic Misconduct Panel will not be admitted as part of the

case documentation.

An audio recording of the hearing will be taken for the purpose of providing a factual

record in the event of the hearing going to appeal.

The purpose of the Academic Misconduct Panel will be to investigate the grounds on

which the allegation has been made, decide on the balance of probabilities whether

Academic Misconduct has occurred and, if so, determine which penalty to impose as

per the Adjudication and Penalty Framework table (see 9.3 above).

The decision of the Academic Misconduct Panel will be by majority vote and, in the

case of a tie, the Chair of Departmental Panel will have the casting vote.

Where a penalty other than expulsion is imposed on a student, the following action

must also be taken:

i)  SHTXWH IKH VIXGHQI IR XQGHUIDNH 8&/1V Understanding Academic Integrity course;
and

i) Require the student to meet with the Department to discuss the Academic
Misconduct and receive warning that any further instances of Academic
Misconduct may have severe consequences as outlined in 9.3.

The Secretary should inform the student of the Academic Misconduct Panel decision

informally within one working day of the hearing, send formal notification including the

completed Academic Misconduct Report Form (excluding Part 2) within one working

week and record this on the module minutes in Portico.

Students may appeal against the decision of the Academic Misconduct Panel under the

procedures outlined under 9.5 Appeals Process.

The Secretary of the Academic Misconduct Panel will submit an annual report to

Education Committee outlining the decisions made across UCL at all levels.

Appeals Process

An appeal against an Academic Misconduct decision will only be heard if it is based on
one or more of the following grounds:

i) The decision or panel process was not conducted in accordance to the procedures;
i) Fresh evidence has become available which was not available and could not
reasonably be available for consideration during the decision or panel process.

iii) The decision was not reasonable given the circumstances of the case.

Students must, within 10 working days of receiving formal notification of the decision,
send notification to appeal (see annex 6.9.4) to the Casework Team
(casework@ucl.ac.uk), providing all documentation regarding the appeal, any
statements they wish to make, and the grounds on which the appeal is being made.
No further communications will be accepted for consideration under an appeal after 10
working days of the contested decision being made.
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10.

11.
12.

13.

14.

15.

16.

Upon receipt of the appeal the UCL Student Casework Team will approach the

VIXGHQIV =HSDUIPHQI DQG PDNH D UHTXHVII IRU GRFXPHQIDILRQ UHIDILQJ R WKH DWHJIDILRQ

of Academic Misconduct. Once this documentation has been obtained it should be

presented to the Chair of the Academic Misconduct Appeals Panel who will review the

casefile. The student making the appeal should also receive the documentation

obtained from the Department.

If it is decided not to proceed with the appeal, the Casework Team will inform the

student of the decision of the Chair of the Appeals Panel, giving reasons, normally

within five working days of receiving it. If an appeal is not taken forward a Completion of

Procedures letter must be issued.

For allegations of Academic Misconduct considered by a Departmental Tutor, Chair of a

Board of Examiners, Module Leader or Programme Leader, the Chair of the Appeals

Panel may refer an allegation of Academic Misconduct to 9.4.4. of this Procedure, if it is

felt that an allegation of Academic Misconduct requires further consideration by a

Departmental Panel.

Where the appeal is being made against a Departmental Panel decision or Academic

Misconduct Panel decision and it is decided that the appeal will be taken forward, the

Casework Team will inform the student and make the necessary arrangements for the

appeal to be held as early as possible, and in any case within three calendar months of

receipt of the natification of intention to appeal. The student will be notified of the date

RI'IKH DSSHD0 DQG ZL1) EH LQYWIHG #R DWIHQG DFFRPSDQIHG EN D jlUHQG] VHH SDUDJUDSK

9.5.2.4 above).

The constitution of an Appeals Panel should be as follows:

i) the Chair of the UCL Education Committee, or their nominee, who should be Chair
of the Appeals Panel; and

i) two members of academic staff to be nominated by the Chair of Academic Board;
and

iii) a Students' Union UCL Sabbatical Officer or nominee.

Members of the Appeals Panel must not have been involved in the decision or panel

process against whose decision the appeal is made, nor a member of any Department

involved, nor have assisted the student in any way with the presentation of their case at

any stage.

The Chair of the Appeals Panel must be different to the Chair of the original decision or

panel process under consideration e.g. where the Pro Vice-Provost (Education &

Student Experience) chaired the original panel, they must nominate a different chair for

the Appeals Panel).

The quorum for the Appeals Panel is three including the Chair.

The Secretary of the Appeals Panel will be appointed by the Registrar, Student &

Registry Services, and must not have acted in any decision or panel process being

appealed.

The Registrar, Student & Registry Services, may also appoint a representative to act as

an observer during the proceedings of the Appeals Panel and to provide the Panel with

all relevant information relating to the VIXGHQIV academic position.

The Chair of the original Panel or their nominee will also be invited to attend the Appeal

hearing as a witness.

The Appeals Panel and all other parties should receive a statement of the grounds for

appeal and a copy of the Report of the original proceedings and any other evidence

relevant to the allegations in question as is considered appropriate.

A sound recording will be made by UCL of each hearing for the purpose of providing a

factual record in the event of the matter going to further appeal with the
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10 UCL Student Complaints Procedure

Contact: Casework Team, Student and Registry Services (
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e) complaints which, by their nature, are more appropriately addressed by third parties, for
example a government organisation such as the Home Office or Student Finance
England. Such
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3.3

3.4

3.5

In cases where the formal UCL Student Complaints Procedure has already commenced, the
Student Mediator will liaise with the Student Casework Team regarding his/her involvement. The
timescales set out in this Procedure will be put on hold until the mediation process has been
completed. Students will be informed of this and, in cases where mediation is unsuccessful, will
similarly be informed when the formal UCL Student Complaints Procedure recommences.

Most students accessing this Procedure are adults, and 8&/1V FRQIUDFI LV ZUIK IKH VIXGHQI For
this reason, we request that students personally liaise with the relevant officers regarding their
case unless there is good reason preventing them from doing so. We cannot accept complaints
made on behalf of students by UCL staff, staff at partner providers (including providers of work
placements), parents, or other third parties. In an exceptional case where a third party does
represent a student, written consent is required from the student (except where they are
incapacitated and unable to give consent) before any information in connection with the case is
disclosed. 8&/1V FRQVHQI'IR VXFK DUWDQJHPHQIV may be withdrawn at any time if the behaviour
of a third party is not appropriate. We will only communicate with one party at a time.

The sole purpose of any inquiries made under this Procedure will be to investigate the grounds
of the complaint by the student; the Procedure will nhot in any way constitute or be seen to
constitute a disciplinary process against the member(s) of staff or UCL department, faculty or
service concerned.

4. DISCLOSURE AND CONFIDENTIALITY

4.1

4.2

4.3

4.4

We will deal with complaints discreetly and sensitively and students will be treated without
discrimination or disadvantage. It is nevertheless necessary to provide a copy of the written
complaint and supporting evidence to any members of staff whose response is required in order
to address the complaint fully. Where a complaint is taken forward and concerns the actions of
an individual member of UCL staff, that individual will be given the opportunity to respond. That
individual will also have the right to be accompanied and/or assisted at any related meeting by
D JIUHQG] ZKR PXVI EH D PHPEHU RI IKH 8&/ FRPPXQU\’. The role of the friend is to provide
moral support during a meeting or hearing. They cannot make representations nor cross-
examine any other party at a meeting of the Complaints Panel.

The outcome of the Procedure will be communicated to anyone who has been deemed the
subject of the complaint by the Student Casework Team, following the issue of the decision to
the student.

In some rare cases a duty to breach confidentiality may exist, typically where it is necessary for
the safety of the student or of other people. Students will be required, as part of their
submission of a complaint, to give explicit consent to the above approach to the operation of
disclosure.

Advice has been taken to ensure that this Procedure complies with the standards set out in the
General Data Protection Regulation (GDPR), which became effective in May 2018.

" Defined as a person who is a currently enrolled student of UCL, a member of staff of UCL, or a
PHPEHU RI IKH 6IXGHQIV] 8QLRQ 8&/
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5. STAGE ONE: SUBMISSION AND CONSIDERATION OF COMPLAINT

5.1 If, following attempts to resolve the matter informally, a student wishes to pursue a formal
complaint, they must complete a Complaint Form (available at https://www.ucl.ac.uk/academic-
manual/chapters/chapter-6-student-casework-framework/section-10-ucl-student-complaints-
procedure) and submit this via AskUCL with any relevant supporting documentation. We are not
able to initiate this Procedure until a sighed Complaint Form has been received. Simple notice
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5.4

5.5

5.6

(a) The decision rests on an examination outcome where any of the provisions set out in 5.3.3
apply, that is:

(i) either the examination and/or classification process was not conducted in accordance
with the relevant regulations/procedures;

(i) there has been an arithmetical or transcription error in the compilation of the marks
and/or the result;

(iif) the examiners could not reasonably have been made formally aware of special
circumstances (e.g. illness) notified by the candidate, which significantly affected her/his
performance in the examination; and

(iv) there is substantive evidence that one or more of the examiners can be shown to
have been biased or prejudiced against the candidate in one or more specific
examinations.

(b) There is evidence that performance for part or all of the programme was significantly
affected by special circumstances, which has not already been considered through the
Extenuating Circumstances Policy or through support given under a Summary of
Reasonable Adjustments.

Extenuating CUUFXPVIDQFHV QR SUHYLRXVI\ QRILILHG LQ DFFRUGDQFH ZUIK 8&/1V 3URFHGXUH IRU
Extenuating Circumstances in force at the time of the complaint or relevant academic year will
not be considered under this Procedure.

Complaints concerning alleged deficiency in teaching/supervision and/or unsatisfactory
delivery/administration of a programme of study will not be considered if received after the
VIXGHQIV UHVXUV KDYH EHHQ FRQIWPHG E\ 8&/1V (GXFDILRQ &RPPLIIHH RU 5HVHDUch Degrees
&RPPLIIHH DQG SXEILVKHG RQ 3RUILFR BIXGHQIV GLVVDILVILHG ZLIK WKLV DVSHF RI 8&/1V GHILYHU\
are expected to raise the issue at the time.

Complaints against unofficial results cannot be considered. Formal complaints against the
results of H[DPLQDILRQV FDQ EH PDGH RQI\ RQFH lIKH\ KDYH EHHQ FRQIWPHG E\ 8&/1V (GXFDILRQ
Committee or Research Degrees Committee and published on Portico.

Submission of the Complaint Form

5.7

In submitting a Complaint Form, students should state clearly what it is that they are
complaining about, why they are dissatisfied, and what it is that they would like to see done to
resolve this issue.
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reserve the right to redact or remove such material before proceeding, so far as is practicable
without undermining the substance of the complaint.

5.10 The completed Complaint Form should be submitted via AskUCL. The Student Casework Team
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5.17 The response from the department
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THE COMPLAINTS PANEL
Operation and Membership

6.1 Where the complaint is referred to a meeting of the &RPSIDLQIV 3DQHI iiKH 3DQHIf KHUHDIWHU ,
the Panel will consider the complaint and in so doing will:

(i) accord equal procedural treatment to both or all parties concerned,;

(i) seek further clarification of the written evidence from whomever it feels appropriate;

(iii) interview the parties concerned.
6.2 The membership of the Panel will be as follows:

Academic complaints (taught students)

« the Pro-Vice-Provost (Education & Student Experience) (or nominee) [Chair]

= a senior member of staff drawn from a list approved by Academic Committee, usually a
Faculty Tutor from a Faculty other than that in which the student is registered

< a student representative (normally a Sabbatical OIILFHU RI 6IXGHQIV| 8QLRQ 8&/

Academic complaints (research students)

« the Pro-Vice-Provost (Doctoral School) (or nominee) [Chair]

 a senior member of staff drawn from a list approved by Academic Committee, usually a
Faculty Graduate Tutor chosen from a Faculty other than that in which the student is
registered

e D VIXGHQW UHSUHVHQIDILYH QRUPDI\ D 6DEEDILFDI 211LFHU Rl 6IXGHQIV] 8QLIRQ 8&/

Non-academic complaints

« the Chief Operations Officer (or nominee) [Chair]

= a senior manager selected from one of the Professional Services Divisions or
Schools/Faculties

D VIXGHQI UHSUHVHQIDILYH QRUPDI\ D 6DEEDILFDI 2IILFHU RI 6IXGHQIV] 8QLRQ 8&/

6.3 The appointment of Panel members will be made with regard to considerations of an
appropriate balance of diversity.

6.4 A member of staff from UCL Student and Registry Services will be appointed to act as
Secretary to the Panel. All documentation will be passed through the Secretary and there will
be no direct communication, either written or oral, between the Panel and either the student or
the member or members of staff concerned.

6.5 An additional member of staff from UCL Student and Registry Services may be appointed by
the Registrar to support and advise a Panel as necessary in respect of UCL's Academic
Regulations for Students and/or other relevant UCL regulations and procedures, according to
the nature of the complaint.

6.6 Where necessary, an independent expert in the field of study or related discipline may be
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7.

STAGE TWO: COMPLAINT REVIEW

7.1

7.2

7.3

7.4

Stage Two will only be initiated once Stage One has been completed. The purpose of the
review stage is not to reinvestigate the complaint itself but to address concerns about the
decision, on any of the grounds set out at 7.4 below.

A student holding an Outcome Letter, either following a meeting of the Complaints Panel or
following a decision taken by the Chair of the Complaints Panel, may under certain
circumstances apply for a review of that decision. In order to apply for a review the student
must complete a Complaint Review Form and submit it to the Student Casework Team within
ten UCL working days of the date of the Outcome Letter. A Complaint Review submitted beyond
this timeframe will be deemed to be out of time and will not be considered unless there is
independent evidence to show compelling reasons as to why the review was not requested in a
timely manner. Where a Complaint Review is deemed out of time, UCL will issue a Completion of
Procedures Letter on request, noting the reason why the Complaint Review was not considered
and advising the student that he/she may be able to make a complaint to the Office of the
Independent Adjudicator (OIA) for Higher Education.

The student must sign and date the Complaint Review Form (see Appendix Four), and include
a statement explaining why they remain dissatisfied, attaching where appropriate any new
evidence. All sections of the Complaint Review Form must be completed by the student and
include a statement explaining why they remain dissatisfied, attaching where appropriate any
QHZ HYLGHQFH 7KH &DVHZRUN 7HDP LV XQDE(H IR VHHN HYLGHQFH RQ D VIXGHQIfV behalf. It is the
VIXGHQIV UHVSRQVLELUN IR SURYLGH WKLV $ IUDQVIDILRQ XQGHUWIDNHQ E\ DQ DFFUHGLIHG WUDQVIDIRU
must be provided for any material not in English + untranslated documents cannot be
considered.

Students should note that a disagreement with the decision reached on their complaint does not
in itself constitute grounds for seeking a review. Requests for a review of a decision can only be
submitted on the grounds of:

(i) procedural irregularity in the way in which the decision was reache
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8.

OFFICE OF THE INDEPENDENT ADJUDICATOR

8.1

8.2

7KH RXIFRPH RI IKH &RPSIDLQI 5HYIHZ ZL0 FRQFIXGH 8&/1V FRQVLGHUDILRQ RI KH FRPSIDLQW and
will be confirmed in the form of a Completion of Procedures letter.

When a student has received a Completion of Procedures letter confirming that the internal
procedures of UCL have been concluded, they have the right to submit their complaint for
review to the Office of the Independent Adjudicator for Higher Education (OIA) if they remain
dissatisfied. A student choosing to do this must do so no later than twelve months from the date
RIKH &RPSIHILRQ RI 3URFHGXUHV (HIMHU XVLQJ IKH 2,$fV 6FKHPH $SSILFDtion form. The
procedures and the form are available from the website of the OIA: https://oiahe.org.uk or from
IKH 8&/ 6IXGHQIV] 8QLRQ $GYLFH 6HUYLFH ZKR ZL1I) DIVR EH DEMH IR SURYLGH DGYLFH DQG
assistance).
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11 Public Complaints about UCL

1. Persons other than current staff or students of UCL who wish to make a complaint about
their experience of UCL should follow the advice below.

2. Anyone who wishes to make a complaint about her/his experience of UCL should try first to
resolve the matter informally, in consultation with either the person who has caused the
complaint, or with that person's line manager, or with another appropriate person within the
area of UCL where the complaint has arisen. If a complaint cannot be resolved informally,
the person wishing to make the complaint should put details of the matter causing
complaint in writing to the Chief Operating Officer via casework@ucl.ac.uk. In order for a
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