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Dear Apprentice,  

Welcome to Ada! Congratulations on being offered a role with your new employer and enrolling as 

a Higher Level Apprentice. The next 24 months as you study your Foundation Degree with Ada and 

complete your initial employment will be a stretching and testing rollercoaster in which we look 

forward to pushing you to excel and learn not only to be a highly competent entry-level software 

engineer but also a rounded, reflective professional well prepared to blaze a trail through your 

organisation as a digital pioneer.  

 

At Ada we focus on five values: Rigour, Resilience, Creativity, Curiosity and Collaboration. We strive 

to ensure all our staff, students and apprentices embody these values as well as the employers and 

other organisations that we work with. Coupled with the mindsets and skillsets you will learn on 

your course, we believe that if you can embody these values in your work that you will differentiate 

yourself as a leader.  

 

As a member of this cohort of apprentices at Ada, you are in a unique position. It is rare to be 

involved in something new, the opportunity comes along just a handful of times at most in any 

person’s life. I hope you rise to the challenge of helping us shape and improve the apprenticeship 

programme for future cohorts - only your feedback can help ensure this is the case so please share 

it with us, even if it is not what you think we want to hear.  You are also a role model to the younger 

students, many of whom are aspiring to be in the position you are now in, training and learning with 

your employer. Again, I know you will rise to this challenge just as you will in the future years of 

your career when you take on more responsibility – I hope you can find time to share your 

experiences and insights with students and staff as you progress.  

 

Good luck with your studies. This handbook should provide a useful point of reference throughout.  

Finally, please remember, ‘We are not here to be ordinary, we are here to be awesome.’ 

Mark Smith  CEO 
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Important Training Dates:  

 

Year 1:  

 Launchpad training: Monday 2nd October to Friday 24th November 2017 

 First training week after Launchpad: Monday 15th January to Friday 19th January 2018 

 Final  training week: Monday 19th March to Friday 24th March 2018 

Year 2:  

 First training week: Monday 14th May to Friday 18th  May 2018 

 Final  training week: Monday 5th  August to Friday 9th August  2019  

 

Important Examination & Assessment Dates:  

 

 Launchpad Module examinations: Monday 15th January & Monday 19th March 2018 

 Year 2  Work-based Project presentation: w/c 29th April 2019 

 Year 2 Examinations :  Monday 7th Jan (if applicable)  

 Apprenticeship End-Point Assessment (see separate document) – Monday 30th September 

to Friday 4th October 2019 

 

 

 

Mark Smith, CEO of Ada – Mark@ada.ac.uk   

Tom Fodgen, Dean of Ada – Tom@ada.ac.uk  
Dr Farhad Keissarian, Head of Degree Programmes  - Farhad@ada.ac.uk   

Hazel Colbe, Apprenticeship Programme Manager – Hazel@ada.ac.uk   

Angie Gray, Apprenticeship Support Officer – Angie@ada.ac.uk  

Dr William Marsh, External Examiner, School of Electronic Engineering and Computer Science, 
Queen Mary, University of London 
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A Foundation Degree is a distinctive Higher Education qualification which combines academic and 

work-based learning and has been designed to meet skill gaps in the industry. The Foundation 

Degree in Digital Innovation combines traditional academic learning with work based learning, 

making it easier to apply new knowledge and skills into your role. This combination of academic 

learning with on the job practical training provides a holistic programme of education enabling 

students to become confident, competent and capable digital professionals. 

 

With three pathways, Technical, Creative, and Entrepreneurial, as well as flexibility to incorporate 

work-based projects, the programme develops the skills and knowledge required for a wide range 

of computing-related career paths. The curriculum is designed with input from employers to ensure 

its relevance to the industry and aims at developing the skills and knowledge required for a wide 

range of computing-related career paths. 

 

A common first year for all three pathways covers computer programming, algorithms, database 

development, system development life cycle, software testing, algorithms, ethics and teamwork 

skills. In your second year you will continue to study a set of core modules focusing on aspects of 

computing as well as modules specialising in each pathway.  

 

The programme includes a work-base project, successful completion of which is mandatory. This 

will take place in workplace where theoretical skills will be enhanced with practical experience.

 

 

 

 

 

 



 
 

6 
 

4.1 Programme Structure 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Level 4 (Six core modules) 

Computer Programming                                                                              System Development Life Cycle (SDLC)  
 Data Structure & Algorithms                                                                      Database Systems  
Testing –Integration & Automated                                                             Ethics & Commercial Reasoning 
All modules are worth 20 credits   

Award: Certificate of Higher Education (CertHE),   120 Credits 

 

Level 5  (Four core modules, Two pathway modules) 

Advanced Programming                        Data Analytics & Business Insights       

Interactive User Interface Design        Work-based Project 

 

 

Distributed Systems                                Web Design & Authoring               Entrepreneurship & Innovation                 

Artificial Intelligence                              Mobile app. Development               Business Risk Analysis                                                                                                                                    

All modules are worth 20 credits  

Technical Pathway Creative Pathway Entrepreneurial Pathway 

Award: Foundation Degree,   240 Credits 
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4.2 Module Specifications 

The list of all modules is given below. Please see Appendix 1 for the specifications of individual 
modules. 

 
Year 

Status No. Module Title Credit 
Value 

YEAR 
ONE 

CORE 
 
 
 
 
 
 

1 Computer Programming 20 

2 System Development Life Cycle 
(SDLC) 

20 

3 Database Systems 20 

4 Data Structure & Algorithms  20 

5 Testing –Integration & automated 20 

6 Ethics & Commercial Reasoning 20 

 

YEAR 
TWO 

CORE 
 
 
 
 

8 Advanced Programming 20 

9 Interactive User Interface Design         20 

10 Data Analytics & Business Insights 20 

11 Worked-Based Project 20 

Technical 
Pathway 

 
 

12 Distributed Systems 20 

13 Artificial Intelligence 20 

Creative 
Pathway 

 
 

14 Mobile app. Development 20 

15 Web Design & Authoring 20 

Entrepreneurial 
Pathway 

 

16 Entrepreneurship and Innovation 20 

17 Business Risk Analysis 20 
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5.1 Assessment 
 
Throughout your programme of study you will be required to complete assessments to 

demonstrate your learning of subject knowledge and transferable key skills. You will experience a 

range of different types of assessment during your programme which will include; written 

examinations, Practical assignments, Individual and group projects, Presentations and Report.  

The forms of assessment and its weighting and timing, and the ways in which the learning outcomes are 

to be demonstrated through assessment, are set out in the module specifications.  

 

5.2 Submission of Assessed Work 

Assessments are normally submitted online through Google Classroom. Exceptionally, due to the 

nature of the assessment, it may be necessary for your work to be submitted offline. Your module 

leader will inform you what method you must use to submit your work for assessment. If you are 

in any doubt about the requirements for assessment submission, you should consult the relevant 

module leader. 

The deadline for any assessment submission is 5.00pm (UK time) on the specified day. Whether 

online or offline, it is your responsibility to ensure that work is submitted successfully and that the 

correct version has been submitted. Once work has been submitted, whether online or offline, it 

cannot be amended or re-submitted. In the case of online submission, you must ensure that work 

is submitted to the correct folder or equivalent.  

 

5.3 Assessment Scores 

All assessments are awarded a mark on a percentage scale of 0-100%. The pass mark is set at 40% 

and the scale score is: 
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% Scale Score  Performance Standard 

75+  Distinction 

60-74  Merit 

40-59  Pass             

0-39 Fail 

 

The final grade for an individual assessment component will be determined after completion of a 

quality assurance process (e.g. moderation, remarking). Where the result of the assessment 

calculation creates a mark of 0.5% or greater this will be rounded up to the next full percentage 

point (e.g. 69.5% is rounded to 70; 59.5% to 60%; and so on).  Where the calculation creates a mark 

below 0.5% this will be rounded down to the next full percentage point (e.g. 69.4% is rounded to 

69%; 59.4% to 59%; and so on). For the purposes of rounding up or down, only the first decimal place 

is used. 

 

5.4 Rules governing extension to submission deadlines 

If you have a good reason for not submitting work or not attending an assessment you should use 

the Personal Mitigating Circumstances (PMC) procedure to make a claim to have these 

circumstances taken into account. As a result you may be granted a replacement assessment 

opportunity. There is further information about Personal Mitigating Circumstances (PMC) later in 

this handbook. 

 

5.5 Penalties for late submission or non-submission of work 

You should always aim to submit your assessments on the published submission date. Where 

coursework is submitted after 5.00pm on the specified deadline day, and there are no accepted 

personal mitigating circumstances, it will be penalised in line with the following tariff:  

Submission within 6 working days: a 10% reduction for each working day late down to the 40% 

passes mark and no further. Submission that is late by 7 or more working days: submission refused, 

mark of 0.  The consequences of non-submission may be significant. If you do not submit a piece 

of assessed work or do not attend a timetabled assessment such as an examination, you will fail 

that assessment and you may not be entitled to compensation for a failed module 
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Assessment Methods 

 
 

Year 
Status No. Module Title Assessment Method Credit 

Value 

YEAR 
ONE 

CORE 
 
 
 
 
 
 

1 Computer Programming 100% Coursework 20 

2 System Development Life Cycle 
(SDLC) 

 50% Coursework 
 50% Written Examination 

20 

3 Database Systems  50% Coursework 
 50% Written Examination 

20 

4 Data Structure & Algorithms   50% Coursework 
 50% Written Examination 

20 

5 Testing –Integration & 
automated 

  100% Coursework    
   (Practical Demo)    

20 

6 Ethics & Commercial Reasoning 100% Coursework 20 

 

YEAR 
TWO 

CORE 
 
 
 
 

7 Advanced Programming 100% Coursework 20 

8 Interactive User Interface 
Design         

100% Coursework 20 

9 Data Analytics & Business 
Insights 

100% Coursework 20 

10 Worked-Based Project 100% Report 20 

Technical 
Pathway 

 
 

11 Distributed Systems  50% Coursework 
 50% Written Examination 

20 

12 Artificial Intelligence 100% Coursework 20 

Creative 
Pathway 

 
 

13 Mobile app. Development 100% Coursework 20 

14 Web Design & Authoring 100% Coursework 20 

Entrepreneurial 
Pathway 

 
 

15 Entrepreneurship and 
Innovation 

100% Coursework 20 

16 Business Risk Analysis 100% Coursework 20 
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5.6 Re-sits & Compensation 

Where a student fails a module, the following may apply in the first instance: 
 
1) Re-sit: a second attempt at an assessment component following a failure at first attempt.  
  
2) Compensation: the award of credit by the Board of Examiners for a failed module(s) on account 
of good performance in other modules at the same credit level where the learning outcomes have 
been met. 
  
5.7 Re-sit provision 
 

 
Re-sit provision is subject to all the following conditions: 
 

(a) A student may re-sit the failed assessment components of a module only once. 
Where there are extenuating circumstances, the Board of Examiners has 
discretion to decide whether a further assessment opportunity shall be permitted. 

(b) A student who does not complete the re-sit by the date specified shall not 
progress on the programme, except in cases where the process for allowing 
extenuating circumstances has been followed. 

(c) Resits can only take place after the meeting of the Board of Examiners or 
following agreement by the Chair and the External Examiner of the Board. 

(d) A student who successfully completes any required re-sits within a module shall 
be awarded the credit for the module and the result capped at the minimum pass 
mark for the module. 

 
5.8 Compensation 
 
             Compensation will be applied when the following conditions are met: 
 

(a)   No more than 20 credits can be compensated in any one stage of the programme. 
(b) It can be demonstrated that the learning outcomes of the qualification level have 

been satisfied.  
(c) A minimum mark of no more than 5 percentage points below the module pass 

mark has been achieved in the module to be compensated. 
(d) Taking the module mark to be compensated into account, an aggregate mark of 

40% has been achieved for the qualification level of the programme  
(e) No compensation shall be permitted for any core project/dissertation module, as 

defined in the programme specification. 
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(f) A student who receives a compensated pass in a module shall be awarded the 
credit for the module. The original component mark(s) (i.e. below the pass mark) 
shall be retained in the record of marks and used in the calculation of the 
aggregate mark for the stage or qualification. 

 

5.9 Progression Regulations 

The degree programme consists of two stages, namely level 4 and level 5. In order to complete and 

pass a stage of a programme, a student must acquire a total of 120 credits at each level for the 

award. Progression between levels takes place at the end of first academic year. In order to 

graduate with a Foundation degree, you must accumulate 240 credits over the whole programme.  

 

Determining module outcomes 

The overall module mark or grade shall be determined as set out in the assessment strategy 

detailed in the module specification. A student who passes a module shall be awarded the credit 

for that module. Modules may include more than one component of assessment and your overall 

module mark is calculated from the component marks.  These assessments (typically a written 

examination and a coursework/project) contribute equally, worth 50% each to your overall module 

mark. In a module comprising two equally weighted components, each component must be passed 

in order to pass the module. In circumstances, when one component is passed and the other one is 

failed, the overall grade is forced fail to 39%. Pass marks for the re-attempted assessments will be 

capped at 40%. 

 

 

 

 

6.1 Personal Mitigating Circumstances 

The College recognises that students may suffer from a sudden illness, or other serious and 

unforeseen event or set of circumstances, which adversely affects their ability to complete an 

assessment, or the results they obtain for an assessment. Personal Mitigating Circumstances are 

situations or circumstances of a serious nature (i.e. not day-to-day minor illnesses or 

circumstances you could have easily avoided through prior planning).  
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If you believe that they have adversely affected your ability to submit coursework on time or to 

submit it at all or to attend an exam, then you may wish to bring them to the attention of the 

examiners. The circumstances might include serious illness, bereavement or any personal issue 

that has affected you for a significant period of time during your studies and/or during the 

examination period and has had a recognisable effect on your studies and assessments. 

PMC requests can only be submitted for: 

• Late submission  

• Non-submission 

• Non-attendance at an exam or similar type of assessment 

Further details on this policy can be found on Ada’s website.  

 

6.2 Academic Appeals  

As a student of the College, you have the right to appeal against any decision made by the Board of 

Examiner. As a consequence of a successful appeal there may be a change to a decision taken by 

the Board. Appeals will be considered under the procedures described below.  If an appeal is 

deemed to be a complaint, the College may then deal with it under appropriate complaints 

procedures. You can only appeal about your entitlement: 

- To undertake further assessment, 

- To progress to another stage of the academic programme  

- To remain registered as a student of the College. 

 

Grounds for Appeal 

The only grounds for appeal that will be considered are that: 

 

i. The decision was unreasonable because it did not adequately take into account all the 

factors affecting the student’s performance, 

ii. The decision was procedurally incorrect, or 

iii. The decision has been taken in the absence of all the relevant information (for example, 

the existence of a medical condition). 

Further details on this policy can be found on Ada’s website.  
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6.3 Academic Misconduct 

The College takes a serious view of all acts of academic misconduct. Such acts are considered 

dishonest and as attempts to gain unfair advantage. Acts of academic misconduct can take many 

forms. They are likely to fall into one or more of the following categories: 

 

• Plagiarism - taking the work of another person or source and using it as if it were one’s 

own 

• Self-plagiarism (or double submission) – resubmitting previously submitted work on one 

or  more occasions (without proper acknowledgement) including work submitted for 

credits at a previous institution 

• Collusion - working with others on tasks that should be carried out on an individual basis 

• Falsifying experimental or other investigative results 

• Taking unauthorised material (including electronic devices) into an examination 

• Contracting another person to produce a piece of assessed work 

• Producing a piece of assessed work for another person 

• Copying from, or communicating with, another examination candidate during an 

examination 

As a student of the College, you should ensure that you know and understand what is meant by 

academic misconduct and the requirements for referencing and citation. Your personal tutor will 

provide you with detailed advice and training about good academic practice (i.e. how to avoid 

academic misconduct) at the start of the academic year and during modules.  

 

When submitting each assignment, you will be required to complete a declaration confirming that 

the work submitted is your own, with all sources duly acknowledged. Where assessments are 

submitted electronically, this declaration is completed online. If academic misconduct is suspected, 

the College may use facilities such as the Turn tin originality report as part of their investigations.  

If you are found guilty of academic misconduct, the College will impose a penalty as described in the  

 

Further details on this policy can be found on Ada’s website.  
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7.1 Software Development Life Cycle ( SDLC ) Project  

Towards the end of the Launchpad, apprentices have the opportunity to practice and implement 

some of their learning from the SDLC, and Programming modules in a simulated ‘real-world’ 

situation by carrying out a group project. Furthermore, apprentices will have the opportunity to 

reflect on their roles and performance during the projects and identify areas of strength and 

improvement for the future and receive useful feedback. The project aims at building confidence 

and skills to play a useful role in an agile project team at the work place. 

The outcomes of the projects are: 

 Working prototypes based on apprentices’ ideas, potentially with knowledge of some new 

tools and techniques to get there 

 An understanding lean start up methodology and how it can be used to test and refine an 

idea into the right products Experience and understanding of key elements of agile delivery, 

including how to shape a team, planning a backlog, showcasing work and running 

retrospectives 

 Basic skills in user research and gathering qualitative and quantitative feedback to shape a 

product 

 Writing and presentation skills. 

 

7.2 Work-based Project  

The work-based project is a substantive piece of work requiring research, design and 

implementation, undertaken in the second year of the programme. The project will provide 

substantive evidence from a work-related project to demonstrate the application of skills and 

knowledge.  

 

The work-based project provides a vehicle for apprentices to put their level 5 skills into practice 

during the employment. Apprentices will work with an employer to examine possible projects that 

have the potential to enhance the business and carry out a theoretical analysis of these projects 
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and potential solutions. The project should relate to one of the pathways (specialism) in programme 

and the deliverable may be: 

• A substantial software implementation 

• A physical computing system 

• Results and analysis of a programme of research 

• A combination of research and software or physical implementations. 

Due to the significant of the work, the employer and the college should work together with the 

student to agree a project that is achievable within the employer’s business constraints and that 

meets the requirements of the standard. Any issues with confidentiality and/or security will also 

be addressed between the college, employer and student allowing for projects of business value to 

be undertaken using real data.  

 

 

 

 

1. What are academic regulations? 

The Academic Regulations for the Programme are the rules which apply to the programme 
leading to credits or qualifications of the Open University. Regulations are amended and 
approved annually so they will not necessarily remain the same for each year of your study. 
The purpose of these Regulations is to ensure that all students are treated fairly and 
consistently and have equal opportunities to succeed in their studies while the College 
maintains the academic standards of its qualifications. The Regulations also refer to other 
policies and procedures which, as a student, you need to know about.  

2. How do I find out about my programme of study? 

The College will give you information about your programme when you start and will give 
you further information relevant to each subsequent level or year of study. You will also 
have specific information for each module.  Information will be provided in the form of a 
Student Handbook. Make sure you look at it throughout your studies.  

3. Why is Year 1 of my undergraduate programme called Level 4? 

The College has adopted a national framework of qualification descriptors using this 
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numbering system for Higher Education levels. Level descriptors 4, 5 and 6 describe the 
three levels of undergraduate study. You will normally take one academic year to progress 
from one level to the next. These level descriptors will be used in programme 
documentation and will appear on transcripts issued at the end of your studies.  

 

4. What does the term "credit" actually mean? 

Credit is a means of quantifying successful learning and is awarded for the achievement of 
module learning outcomes at a particular level. You accumulate credits by passing modules, 
the main building blocks for the design of programmes. Modules on offer are 20 credits. 

A 20-credit module is notionally equivalent to 200 hours of learning undertaken to pass the 
module. This learning will include some contact time with tutors (e.g. lectures, tutorials, and 
practical sessions) but it will also include a significant proportion of independent study and 
learning in which you are expected to research around your subject, work on individual 
projects and assessments and sometimes work in groups with your fellow students. You 
are normally expected to accumulate 120 credits in an academic year. To be eligible for the 
award of a qualification you have to accumulate all the necessary credit for that award. The 
classification or grading of that qualification will depend on the marks or grades you receive.  

 

ASSESSMENT OF WORK 

5. What is the pass mark for a module? 

The pass mark is 40%.  

6. Where do I hand in my assignments? 

For most types of assessed work you will be required to make electronic submissions 
through Google Classroom. You will be give further instructions where a submission cannot 
be made electronically, if, for example, you are demonstrating a programme or testing a 
software. Make sure that you are aware of the deadlines so that you are not penalised for 
submitting work late  

7. How can I find out whether I am making satisfactory progress in my assignments? 

You are entitled to have feedback on all your assessed work – that includes written and 
oral examinations, coursework assignments, performance and practical assessments. The 
purpose of the feedback is to enhance your learning and help you to improve. Feedback on 
assessed work should be provided to you through within 15 working days of the published 
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submission deadline. 

8. What happens if I submit my work late? 

Where the coursework is submitted late and there are no accepted extenuating 
circumstances, it will be penalised in line with the following tariff: 

Submission within 6 working days: at 10% reduction for each working day late down to the 
40% pass mark and no further. Submission that is late by 7 or more working days: 
submission refused, mark of 0. 

9. What if I don’t submit an assignment at all? 

If you fail to submit your assignment before the expiry of the six -day late submission then 
you will be given a mark or grade of NS (Non Submission). This will normally be treated as 
a mark of 0% or grade of Fail for component and module mark calculations. If you fail the 
module you will be given the opportunity to pass any failed components in the next 
designated assessment period. 

The College recognises that you may have good reasons for not submitting your work. In 
this case you should submit a Personal Mitigating Circumstances (PMC) form with 
appropriate documentary evidence to explain your non-submission. 

If your PMC is accepted then you will be given an opportunity to submit work during the 
next designated assessment period. This opportunity would be treated as if it was your first 
attempt and the title and focus of the assessment may differ even though it is testing the 
same learning outcomes.  

 

10. How is a module marked? 

Modules may include more than one component of assessment and your overall module 
mark is calculated from the component marks.  These assessments (typically a written 
examination and a coursework/project) contribute equally, worth 50% each to your overall 
module mark. In a module comprising two equally weighted components, each component 
must be passed in order to pass the module. In circumstances, when one component is 
passed and the other one is failed, the overall grade is forced fail to 39%. Pass marks for the 
re-attempted assessments will be capped at 40%. 
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PERSONAL MITIGATING CIRCUMSTANCES 

11. What are personal mitigating circumstances (PMCs)? 

These are situations or circumstances of a serious nature (i.e. not day-to-day minor 
illnesses or circumstances you could have easily avoided through prior planning). If you 
believe that they have adversely affected your ability to submit coursework on time or to 
submit it at all or to attend an exam, then you may wish to bring them to the attention of 
the examiners. The circumstances might include serious illness, bereavement or any 
personal issue which has affected you for a significant period of time during your studies 
and/or during the examination period and has had a recognisable effect on your studies and 
assessments.  

PMC requests can only be submitted for: Late submission,  Non submission or Absence 
from an exam or similar assessment. Normally PMC requests cannot be submitted because 
you feel that your mitigating circumstances have affected the standard of work you have 
already submitted or your performance in an exam you have already sat.  

 

12. What do I do if I have personal mitigating circumstances? 

The College has a procedure which applies to all students and which must be followed 
carefully in these situations. The procedure is designed to ensure that all students are 
treated fairly and consistently. 

In the normal course of your studies you should talk to your tutors about problems which 
are affecting your studies and/or your life at home. However, you may wish the College to 
take account of these circumstances in a formal way when a Board of Examiners is making 
decisions about your progression or award. If so, it is your responsibility to complete a 
Personal Mitigating Circumstances (PMC) form to explain the nature of your circumstances 
and how these have affected your assessments. You will be required to submit relevant 
evidence. Mitigating circumstances can normally only be submitted for late submission or 
non-submission of an assessment or absence from an assessment (e.g. an exam). 

PMC requests are considered by PMC Reviewers who will decide whether your PMC will be 
accepted or rejected. Their decisions will be reported to the Board of Examiners which will 
then decide what actions to take. 

If your PMC is accepted, the Board of Examiners will not change or set aside your marks; it 
will either remove any penalties applied for late submission or it will give you a further 
opportunity to be assessed in the affected component(s) in the next assessment period, so 
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long as you are fit to do so.  

If a PMC is accepted in respect of your first attempt at the assessment, then your next 
opportunity (considered a replacement attempt) will be treated as if you are taking the 
assessment for the first time. In this case your mark will not be capped as it would be if it 
was for a replacement attempt for a reassessment or retake. 

13. I was ill on the day of my exam. What should I do? 

If you miss an examination, a test or other form of assessment it is a serious matter which 
could ultimately result in your failure on the programme. In such circumstances you must: 

o notify The college of your absence as soon as you can 
o seek documentary evidence of incapacity where possible 
o submit a PMC form at the earliest opportunity and no later than 10 working days 

after the exam date 

 

ACADEMIC MISCONDUCT (INCLUDING PLAGIARISM) 

14. What is academic misconduct? 

The College makes awards to students on the basis of their individual achievements 
measured against specified assessment criteria. As a student you are expected to 
contribute actively in the learning process throughout your programme of study; this 
includes completing assignments that are the product of your own study or research. For 
most students this does not present a problem but sometimes, whether intentionally or 
not, a student may use means which give them an unfair advantage in their coursework or 
examination. 

Academic misconduct falls into one or more of the following categories: 

- Plagiarism  
- self-plagiarism 
- collusion 
- falsifying experimental or other investigative results 
- taking unauthorised material (including electronic devices) into an examination 
- contracting another person to write your assessed work 
- copying from or communicating with another examination candidate during an 

exam 
 

15. I’ve been told not to plagiarise but I'm not sure what this means 
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Plagiarism means taking the work of another person and presenting it as your own, without 
clear acknowledgement. This could be another student’s work, information from the 
internet, someone else’s written work, ideas, musical compositions, computer programs, 
laboratory or survey results, diagrams, graphs, drawings and designs. Your intention may 
not be to pass off another’s work as your own, but to quote the other person’s work in 
support of your own argument/hypothesis. However, regardless of your intentions, failure 
to properly reference the original author can be construed as plagiarism. 

You must reference your work properly so it is clear when you are referring to other people’s 
work. You should receive information about academic referencing from your tutors. Please 
ask them if you are unsure how to reference your work.  

16. What will happen if I am suspected of academic misconduct? 

The College takes a very serious view of any academic misconduct. Your case will be 
reported and investigated in accordance with College procedures. If you are found guilty of 
academic misconduct, one of a range of penalties may be applied, from being awarded zero 
for a component of assessment to being removed from the programme, depending on the 
seriousness of the case 

FAILING, REASSESSMENT, AND RETAKING 

17. What happens if I fail a module? 

If you fail a module at your first attempt, you will be given only one more opportunity to 
pass it through reassessment of failed components at the next assessment period, but the 
highest mark you can achieve is the minimum pass mark (i.e. 40%.) 

You may, under certain circumstances, be offered automatic compensation which means 
that, if you have successfully completed all other modules in a level or stage, you will be 
given the credits for a failed module, but your actual mark will be recorded on your 
transcript and may contribute to the programme mark used to calculate the level of your 
award.  

18. What is the difference between being reassessed and retaking a module? 

When you fail a module for the first time, you will be given an opportunity to be reassessed 
at a time designated by the College. At this time you only have to be reassessed in the 
component(s) which you have failed. If you fail the module again, you will not normally be 
allowed to progress to the next level or stage of your programme but you can retake the 
module during the next academic year. On this occasion you must retake the whole module, 
even those components you passed the first time 
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19. I’ve passed a module but I’m not happy with the mark. Can I retake it to try to get a better 
mark? 

No. If you have passed a module you are not allowed a further opportunity to be reassessed 
or retake 

 

   APPEALS AND COMPLAINTS 

20. I don’t agree with a mark. Can I have my work marked again, or appeal against the 
decision? 

No. You cannot appeal simply on the grounds that you disagree with a mark or grade, nor 
can you have your work reassessed. The College has mechanisms to ensure that academic 
judgements are consistent, fair and of an appropriate standard. If you have any queries 
about the mark you have obtained you should contact the module tutor and ask for 
feedback, which will help to explain how the mark was calculated. 

You can however, appeal against a decision of the Board of Examiners on the following 
ground: 

That you have relevant evidence which for good and reasonable cause you did not submit 
previously in accordance with the personal mitigating circumstances procedure 

 

21. What is the difference between making an academic appeal and making a complaint? 

Appeals can be made only against the assessment decision of a Board of Examiners. A 
successful appeal may result in a change to an academic decision. 

Complaints can be made about the provision of College services but would not directly 
result in any change to an academic decision. Complaints should be made at the time when 
a problem occurs and not retrospectively, when it may be too late to address the problem. 

 

 

 

 


